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                                                                        SAM’S LAB STAFFING 
              SEPTEMBER 2025 

 

The Creative Studio (and Sound Studio) is and has been staffed by one full-time employee. This 
employee also serves as the library’s webmaster.  We will need additional staff to successfully 
launch the expanded Sam’s Lab makerspace. We have 3 scenarios for what that might look like, 
and the direction we go in should be factored into this year’s tax levy.  

 

 
New staff positions Approximate 

added cost in 
salary & benefits 

Plan A • 1 FT Specialist 
• 2 PT Assistants (17 hrs. per week) 

$115,000 

Plan B • 1 25-hr per week Assistant 
• 1 17-hr per week Assistant 

$58,000 

Plan C • 1 25-hr per week Assistant $35,000 

 

I don’t feel Plan C gives us the staffing level to truly meet community needs and I’d like to take 
time to assess patron demand and perhaps one day grow into Plan A level of staffing. To start, 
my recommendation is that we go with Plan B.   

Through attrition or reassignment, we may be able to shift staffing hours from another area of 
library operations to Sam’s Lab, but no matter where we shift these hours from, it will have an 
impact on the area where the hours will be lost. Ultimately, the Board will have to decide if this 
type of shift is a tradeoff we can live with.  Here are some examples of where I think such a shift 
could happen, and what the potential impact will be: 

Position to 
eliminate  

Implications Approximate 
amount that could 

be reallocated 

IT Associate No one staffing IT Help Desk for 10 hours each 
week. These hours become self-service only, or the 
burden to assist is shifted to Adult Services during 

$19,450 



(17 hours) these hours. 

Proposed hours based on patterns of lowest use 
are: 

9-10 AM  Mon – Sat  

8-9 PM Mon – Thurs 

Library Aide 

(17 hours) 

• 17 fewer hours of work from the Library 
Aides will result in approximately 15 fewer 
carts of returned materials shelved per week 
or 60 carts per month. Our most recent 
tracking showed that on average materials 
take 1.6 days to get back to the shelf when 
they are returned.  This lag time will 
increase which may confuse or frustrate 
patrons.  

• Library Aide duties such as filling in displays 
and emptying bins will be reassigned to 
other departments. 

$15,028 

Business Office 
Assistant 

(17 hours) 

 

• Duties currently performed by the person in 
this position will be shifted to the Director, 
Assistant Director, HR Coordinator, & 
Business Office Manager. We will work to 
streamline and create more efficient 
procedures in our workflow, but tasks such as 
filing and audit preparation are likely to 
take longer to complete. 

$22,675 

Interlibrary 
Loan Associate 

(17 hours) 

• Elimination of this position will result in a 
backlog of getting new materials out to the 
shelves, because of how tasks would have to 
be reassigned within the Materials 
Management Department.   

$20,030 

Community 
Engagement 
Assistant 

(17 hours) 

• APL would participate in fewer outreach 
events and/or have a lower level of 
engagement at the events we do attend.  By 
sending 2 or 3 staff members to an event, 
one staff member can have more in-depth 
conversations with people and answer 
questions while the other facilitates the prize 

$22,100 



wheel or other activity being offered to 
draw people in. In depth situations often 
include issuing new library cards, giving 
overviews of library services, and 
responding to a resident’s concerns.  

• CE staff would also be less available to 
collaborate with other departments on 
library wide initiatives like Summer and 
Winter Reading and Día de los Niños, and 
would be less available to provide back-up 
desk coverage and back-up for things like 
notary services. 

 

My intent, if we move forward with any of these changes, would be to ensure that no employee is 
laid off or terminated as a result of these changes.  Staff who have suitable skills could be 
reassigned to a new position in Sam’s Lab. Otherwise, I propose these changes be made through 
attrition when a vacancy occurs. 

There is also the possibility of eliminating things from other areas of our budget in order to make 
up some or all of the costs needed to increase staffing for Sam’s Lab.  Some examples of this 
include: 

Change Impact Cost Savings 

Drop our participation in the 
Village newsletter 

One less opportunity each quarter to 
“Share our Story” with the community. 
(“Sharing our Story” is a current priority 
in our strategic plan.) 

$4,380 

Cut our library newsletter back 
to 4 issues per year instead of 6 

Again, fewer opportunities to “share 
our story”. Programs will need to be 
planned and scheduled even further in 
advance or promoted in some other 
way. 

$17,000 

Eliminate or reduce our level of 
participation in the annual 
community parade 

This would be another reduction in our 
level of engagement with the 
community.  Our float has definitely 
made us stand out in recent years as 
the total # of floats has declined.  The 
book giveaways have been extremely 
popular.  I should also note that we 

Float - $1250 

Books - $3,000 

Adult giveaways - 
$1,000 

Shirts - $1,300 



have been using Per Capita grant funds 
to help cover the cost of the parade for 
the last several years.  

Float Décor & 
supplies - $1,000 

Eliminate the book giveaway as 
part of summer reading 

This has become something that sets are 
program apart and has been highly 
popular with participants.  I anticipate 
patrons being disappointed if we 
eliminate this.  Many children in our 
community do not own a lot of books, 
and being able to select a book they 
can keep has been very impactful.  

$12,295 

Reduce Staff Development Days 
from 2 per year to just 1 

These days are an important way for 
many of our staff to meet their 
requirements for continuing education 
each year and have been an essential 
part of our team building and 
development of camaraderie among 
staff.   

$5,000 

 

Another approach would be for the Board to direct me to find $XXXX (you can specify the 
amount) in the budget that can be shifted into the salaries and wages budget line.  I can then 
work with Department Heads to identify ways to do this, and report back to the Board.  For 
example, maybe we continue to offer 2 staff development days each year but eliminate 
breakfast and reduce the amount of money we spend on speakers or supplies in order to lower 
the overall cost.  Perhaps we can keep the same # of newsletters per year but print on a lower 
quality of paper or have fewer pages. I am confident that staff can look closely at all of our 
spending and come up with places to cut that will minimize the impact on our users and the 
community. If we can find incremental savings across several different budget lines to hit the 
target the Board sets for us to shift, that is likely to have a lower overall negative impact than 
complete elimination of specific programs or services or events.  



These hours were picked so “Staff Lab Hours” wouldn’t conflict with programs or time for machine maintenance.  

Thursday is closed for programs and LLT. Monday is closed for “Maker Mondays” with Teens. Friday-Sunday match 

Library hours. Tuesday has morning availability for patrons and Wednesday has evening availability. 

                 Plan A  

What the Library Gets

BUSINESS MODEL Service Desk - 2 staff members simultaneously "On 

Desk" except for Sundays

Staffed Lab Hours 34 

One-on-Ones Only for the Sound Studio, Spanish help, or most advanced projects

Programs (by Staff) 2 programs weekly; with 2-3 in Spanish a month

Programs (by Guest Presenters) 1 per month

Special Events (by Staff & Guest 

Presenters)

Maker-in-Residence

Maker Fest

Staffing Needs

TOTAL HOURS PER WEEK 109 (with 64.5 hours "On Desk" and 44.5 hours for programs, program prep, 

meetings, training, website work, etc.)

Creative Services 

Coordinator (37.5 hours)

Writes majority of class materials, trains staff, manages equipment, webmaster

"On Desk" for 12 hours per week and as the weekend fill-in

Creative Services Specialist 

(37.5 hours)

Spanish-English bilingual, helps write/translate class materials in addition to 

teaching classes, and does Spanish one-on-ones

"On Desk" averages 18 hours per week with a weekend rotation

Creative Services Assistant 

#1 (17 hours)

"On Desk" 15 hours per week

Weekend rotation

Creative Services Assistant 

#2 (17 hours)

"On Desk" 15 hours per week

Weekend rotation

Staffed Lab Hours

Total hours open: 34 hours 

Sunday 1:00 - 4:30

Monday Closed (3:00 -5:00 Teen Maker Monday or 6-8 Adult Evening Program)

Tuesday 10:00 - 6:00 (7:00 - 8:00 Evening Class in Spanish)

Wednesday 1:00 - 8:30

Thursday Closed (10:00 - 12:00 Adult Morning Class or 6:00 - 8:00 Evening Class)

Friday 9:00 - 4:00

Saturday 9:00 - 4:00









What the Library Gets

BUSINESS MODEL Service Desk (1 staff member "On Desk" except for 

Sundays)

Staffed Lab Hours 29.5

Programs (by Staff) 2 programs weekly, with 1 in Spanish (To add Special Events here?)

Programs (by Guest 

Presenters)

1 per month

Special Events (by Staff & 

Guest Presenters)

Maker-in-Residence

Maker Fest

Staffing Needs

TOTAL HOURS PER WEEK 79.5 (w/ 34 hours "On Desk" and 45.5 hours for programs, program prep, 

meetings, training, website work, etc.

Creative Services 

Coordinator (37.5 hours)

Writes class materials, trains staff, manages equipment, webmaster

Weekend fill-in

Creative Services Assistant 

(25 hours)

Spanish-English bilingual, helps translate class materials in addition to 

teaching classes

"On Desk" 19 hours per week (including Spanish one-on-ones)

Weekend rotation

Creative Services Assistant 

(17 hours)

"On Desk" 15 hours per week

Weekend rotation

Staffed Lab Hours

Sunday Closed

Monday Closed (3:00-5:00 Maker Monday or 6:00-8:00 Adult Evening Program

Tuesday 10:00 - 6:00 (7:00-8:00 Evening Class in Spanish)

Wednesday 1:00-8:30

Thursday Closed ( 10:00-12:00 Adult Morning Class or 6:00-8:00 Evening Class)

Friday 9:00 - 4:00

Saturday 9:00 - 4:00



             Plan C  

What the Library Gets

BUSINESS MODEL By Appointment, plus "Drop-in" Lab Hours

Staffed Lab Hours Routine "Drop-in" Lab Hours (listed under Programs)

Seasonal "Drop-in" Labs (listed under Programs)

Programs (by Staff) 1 weekly program in English. 1 monthly program in Spanish.

Programs (by Guest 

Presenters)

2 per month

Special Events (by staff & 

guest presenters)

Maker-in-Residence

Maker Fest

Staffing Needs

TOTAL HOURS PER WEEK 62.5 hours (24 hours for one-on-ones, 6 hours for programs, average 6 hours for 

Drop-in Help, 24 hours for program prep, meetings, committee work, and 

training.)

Creative Services 

Coordinator (37.5 hours)

Writes class materials, trains staff, manages equipment

Weekend rotation (for programs and one-on-one appointments)

Creative Services Assistant 

(25 hours)

Spanish-English bilingual, translates class materials in addition to teaching 

classes, and does Spanish one-on-ones.

Weekend rotation (for programs and one-on-one appointments)

Need to reallocate the 

webmaster role

Need to reallocate the webmaster role to Community Engagement and IT 

Backend.

Drop-In Lab Hours (to be listed under Programs)

Saturday (every other) 9:00 - 1:00

Friday 1:00 - 5:00

Other Varies (in the format of drop-in programs)



Library
Operating 
Budgets

Service 
Population

# of Full-Time 
Maker Staff

# of Part-Time 
Maker Staff

Approx. Total Labor 
Hours FT+PT per week Hours/week for Makerspace Staff always "on desk?" # of "on desk staff" at a time

Riverside Public Library $1.3 M 9,298 0 2 32 40 No
By appointment only during set 

hours
New Lenox Public Library $3.3 M 40,094 3 2 144.5 65 yes

Prospect Heights Public Library $3.8 M 15,044 1
1 (a 25-hour 

position) 62.5 56

Deerfield Public Library $4.5 M 19,196 4
1 (assistant 15-

hours) 165 40 Yes 2-4 staff

Winnetka-Northfield Public Library $4.9 M 18,495 4 1 166 70 Yes
Typically 2; sometimes 1 
during slow weekdays.

Algonquin Area Public Library $6.1 M 40,679 2
3 (combined 60 

hours) 135 45 Yes
Des Plaines Public Library $6.2 M 60,675 1 1 53.5 24 Yes

Ela Area Public Library $6.4 M 36,366 2 2 107 70 Yes

1 person "on desk" with 1 
person "on call" in the office 

ready as backup.

Elk Grove Village Public Library $6.5 M 22,205 1 0 37.5 40 No
By appointment mostly; walk-

ins as able
Glenview Public Library $7.6 M 48,705 5 3 235.5 38 yes

Indian Trails Public Library $8.4 M 65,423 6 1 241 44 yes

2 people between 2-6pm 
(busiest time). Otherwise, 1 

person "on-desk" and 1 "on-
call in the office." 

St. Charles Public Library $8.4 M 55,889 2 1 91 By appointment only No By appointment only

Northbrook Public Library $8.5 M 35,222 8
1 (specialist 15-

hours) 315 43 Yes 2

Barrington Area Library $8.5 M 45,360 3 0 112.5 72 No

Scheduled appointments 
required for laser cutter, heat 
press, and sublimation. Other 

equip is self-serve.
Elmhurst Public Library $8.7 M 45,786 1 4 101.5 41.5 Yes At least 2 per shift
Skokie Public Library $13.3 M 67,824 2 11 251 70 Yes 2-4 staff people
Arlington Heights Memorial Library $14.7 M 77,676 3 4 176.5 39 Yes
Schaumburg Township District Library $17.5 M 130,345 1 2 69.5 24 Yes 2

NOTES: This information only includes library makerspaces that have laser cutters. Budget and Service Population data came from IMLS for Fiscal Year 2022.  All other data came from 
Makerspace Networking Group spreadsheet with data entered by the library. Most libraries did not specify the number of part-time hours. Unless specified, part-time staff were assumed 

to work 16 hrs/week when approximating the "Total Labor Hours FT+PT." 



                                               HEALTH INSURANCE POLICY - SUGGESTED 
CHANGE 

              SEPTEMBER 2025 
 

Trustee Willis has suggested an idea for the Board’s consideration.   

Because the Library currently pays 100% of the premium for eligible employees for health 
insurance, all of our employees participate in our health insurance plan.  Some employees may be 
able to obtain coverage through their spouse and perhaps even are dual insured.  If we add 
some incentive to our policy to opt-out if they have other available coverage, it may encourage 
some employees to do so which would save the library money, assuming the incentive offered is 
less than the full premium amount the library is paying to insure them.   

There are some things such an opt-out provision should include: 

• To opt-out, the employee must have and provide proof insurance coverage available from 
another plan (such as their spouse’s employer, their parent’s employer, etc.) 

• The opt-out incentive would be paid out in increments over the course of the year; not in a 
single lump sum at the start of the year.  

• The policy should inform the employee that opt-out payments are subject to normal tax 
withholdings. 

The incentive can be structured in a couple different ways.   

The policy can establish the opt-out incentive value based on the insurance cost.  For example, the 
Village of Barrington Hills offers such a policy and their policy language states: 

The opt-out payments are 40% of the premiums coverage’s reduction for the PPO Plan and Dental 
plan in effect for the plan year.  

The policy can also establish a flat amount for the incentive. An example of this is the City of Des 
Plaines offers a flat fee of $2,000 ($83.33 paid semi-monthly) to opt out of single coverage in 
their employee health insurance plan. 

The Niles Maine Library’s union contract specifies a $40 gross per pay period incentive for 
employees who opt out.  

I have attached documents supporting these policies from Village of Barrington Hills, the City of 
Des Plaines, and the Niles Maine Public Library District for your review. I can provide more 
sample policies if the Board wishes. 

I’d like to learn more about this issue before finalizing a policy to bring to the board, but my 
preliminary investigation has shown that most employers who are offering this type of opt-out 



incentive are requiring the employee to waive coverage of both medical and dental insurance but 
are continuing to provide an employer-paid life insurance policy to all eligible employees.  

I also want to note that I shared this idea with Village staff, and the Addison Village Manager is 
now also planning to pursue this idea with the Village Board.   

If the Finance Committee feels this idea has merit, I can draft a policy to be reviewed by our 
attorney and bring it to the full board for approval.   
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VILLAGE OF BARRINGTON HILLS 

HEALTH INSURANCE OPT-OUT POLICY 

PURPOSE  

The Village of Barrington Hills, as with many employers, must deal with the continuing increase in the cost of health 

insurance. The Village is aware that some employees may not need the Health insurance benefits received through the 

Village because alternative coverage is available under a parent's or spouse’s insurance plan. A health insurance Opt-out 

program is being offered to employees who have alternative coverage. Current employees, who for the plan year 

discontinue participation in an existing Village health insurance plan (including dental) or reduce coverage from a family 

to a single plan will receive a payment in recognition of the Village’s insurance cost savings. Newly hired employees are 

also eligible for the program.  

PROGRAM  

An employee who has an alternative source of health insurance coverage and wants to either discontinue or reduce the 

current level of coverage under a Village health insurance plan may do so during the open enrollment period for a 

following plan year (January 1 – December 31). In return, the employee is eligible for an annual monetary waiver 

payment. Because having health insurance is vitally important, no employee will be allowed to waive/reduce existing 

coverage unless they can offer proof of coverage under an alternative health insurance plan.  

Employees desiring to participate in the opt-out program must complete a waiver form (copy attached) and submit it to 

the Human Resources Coordinator (HRC)during the Village’s annual open-enrollment period. Following the submission 

of the waiver application and verification of alternative insurance coverage, the current Village health insurance 

coverage will terminate on December 31, the end of a plan year. An employee may qualify as a participant in the opt-out 

program during a plan year if within 30 days of a qualifying life-changing event (i.e., marriage) that provides them with 

alternative coverage they apply for the program.  

Participants in the program will, in addition to the waiver payment, no longer have a deduction of the employee 

premium co-payments withheld from their paycheck.  All payments are considered income and are subject to normal 

withholdings. Offering this program does not obligate the Village to continue the program from year–to-year if it is not 

economically feasible or if in conflict with Federal or State law. Contact HRC for the current opt-out waiver rates.  

Health insurance opt-out payments can be received for 3 changes in health coverage.  

1. Discontinuation of participation in a Village single health insurance plan  

2. Discontinuation of participation in a Village family health insurance plan  

3. Reduction of Village health insurance coverage from a family plan to a single plan (only available to those 

employees providing evidence of alternative family health insurance coverage). This option is NOT available to 

employees who naturally or under plan terms lose family status (e.g., divorce, death, age of dependent child, 

etc.).  

BENEFIT  

The opt-out payments are 40% of the premiums coverage's reduction for the PPO plan and Dental plan in effect for the 

plan year.  

The waiver payments for employees discontinuing or reducing existing coverage, or as a NEW employee declining 

participation in a Village Health Insurance plan will be based on actual rates supplied by the insurance provider. 
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NEW EMPLOYEES 

New employees starting with the Village after the beginning of a plan year may be eligible to participate in the opt-out 

program by declining health insurance coverage during the initial sign-in period. Such employees will only be able to 

decline coverage equal to the type of coverage they had upon employment with the Village. The waiver payment 

received will be prorated for the balance of the plan year (January 1 - December 31) based on the number of waiver 

payment pay periods remaining in the plan year. Also, new employees must also offer proof of coverage under another 

health insurance plan.  

DURATION  

A waiver of health insurance is in effect for only 1 plan year (January 1 – December 31). Employee’s desiring to continue 

in the opt-out program for the next plan year must complete a new waiver form (with proof of alternative insurance 

coverage) during the open enrollment period for that plan year. Employees desiring not to continue in the opt-out 

program MUST complete all required forms for Village health insurance coverage during the open enrollment period. 

Coverage is effective January 1 of the next plan year.  

SEPARATION  

If an employee participating in the opt-out program separates employment with the Village during a plan year, waiver 

payments will only continue through the last payroll period employed.  

RE-ENROLLMENT 

Re-enrollment to a Village plan can only occur during the annual open enrollment period or within thirty (30) days of a 

life-changing event (e.g., spouse losing insurance coverage). Under a qualifying re-enrollment during the plan year, the 

waiver payment will cease in the payroll period that Village health insurance coverage becomes effective.  

EFFECTIVE  

The opt-out program will be offered for the next full health plan year becoming effective the start of that plan year. 

Employees not covered by a Village health insurance plan during a current health plan year who had previously 

discontinued Village insurance coverage, as defined in this program, are eligible for a waiver payment.  
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VILLAGE OF BARRINGTON HILLS 
DISCONTINUE/REDUCE/DECLINE VILLAGE HEALTH INSURANCE COVERAGE  

For period January 1, 2020 – December 31, 2020 

I fully understand the health insurance benefits provided by the Village of Barrington Hills. I also understand the 

program opting-out from receiving such Village coverage.  

____ I WISH TO DISCONTINUE MY COVERAGE FOR THE COMING PLAN TERM 

____ I WISH TO REDUCE MY COVERAGE FROM A FAMILY TO A SINGLE PLAN 

____ I DECLINE TO ENROLL IN A VILLAGE HEALTH INSURANCE PLAN 

□ I decline family coverage □ I decline single coverage 

I understand that if I discontinue/reduce/decline health insurance, I WILL NOT be entitled to the same Health Insurance 

benefits the Village provides enrolled employees for the coming plan year. I understand that I may re-enroll in a Village 

plan during a plan year if I have a qualifying life changing event (i.e., marriage). I also understand that in order to receive 

the waiver payment I must show alternative health insurance coverage. Participating employees will not have Village 

health insurance benefits after December 31st of this year. New employees declining Village health insurance will not be 

enrolled in a Village plan.  

By waiving participation in a Village health insurance plan, I understand that, aside from a qualifying life-changing event, 

I can only re-enroll in a Village health insurance plan during the annual open enrollment period with coverage effective 

January 1 of the next plan year. I understand that under a qualifying event re-enrollment during a plan year, the opt-out 

payment will cease in the payroll period that Village health insurance coverage becomes effective. I also understand that 

due to economic reasons or conflicts with Federal or State law the Village may discontinue the program and therefore I 

shall have no expectations of its continuation.  

___________________________  ___________________________  __________________  

Employee’s Signature    Print Name             Date  

* * * * * * * * * * * * * * * * * * * * * * * * 

Please complete the following for your current health insurance coverage.  

Insurance Carrier Name: _________________________________________________  

Policy/Group Number: ___________ Effective Date of Coverage: ______________  

Subscriber/Member: ______________________________________  

Employer/Group: _________________________________________  

Person who can verify coverage: __________________________________  

Phone Number of Verifying person: ________________________________  

ATTACH TO THIS WAIVER FORM A COPY OF APPLICABLE HEALTH INSURANCE CARD OR A 

LETTER VERIFYING COVERAGE IN ANOTHER HEALTH INSURANCE PLAN 

 



HUMAN RESOURCES 

1420 Miner Street 
Des Plaines, IL 60016 

P: 847.391.5486 
desplainesil.gov 

I acknowledge that I fully understand the health insurance benefits provided by the City of Des Plaines, as well as 
the health insurance opt-out incentive program. By choosing to opt out of health insurance, I am voluntarily waiving 
the City's MEDICAL, DENTAL, AND VISION benefit coverage. 

Decline Coverage for Plan Year: ____________ 
(Fill-in Calendar Year) 

Select the Coverage Tier:  

_____ Decline SINGLE Coverage | $2,000 Annualized Value ($83.33 Paid Semi-Monthly) 

_____ Decline SINGLE PLUS ONE Coverage | $3,000 Annualized Value ($125.00 Paid Semi-Monthly) 

_____ Decline FAMILY Coverage | $4,000 Annualized Value ($166.67 Paid Semi-Monthly) 

I understand that if I decline health insurance, I will not be entitled to the same health insurance benefits provided 
to enrolled City employees for the plan year. Additionally, if I discontinue or decline health insurance, I will not be 
eligible for COBRA benefits under the City's health insurance plans in the event of my separation from employment 
with the City. I understand that I may enroll in City health insurance coverage during the plan year if I experience a 
qualifying life event (e.g., marriage). Furthermore, to receive the waiver payment, I must provide proof of health 
insurance coverage elsewhere. 

Employees who elect to discontinue health insurance will receive waiver payments based on their coverage tier 
declined. New employees who decline City health insurance will not be enrolled in City coverage and will receive 
the corresponding coverage tier waiver payments. Proof of dependency is required for new Single Plus One and 
Family tier coverage waivers. 

By waiving participation in the City’s health insurance plan, I understand that, outside of a qualifying life event, I can 
only re-enroll in City health insurance plans during the annual open enrollment period. In the case of re-enrollment 
due to a qualifying life event, I acknowledge that opt-out payments will stop in the payroll period when City health 
insurance coverage becomes effective. 

I also understand that the City may discontinue the program due to economic reasons or conflicts with Federal or 
State law, and I should not have any expectations of its continuation. Lastly, I acknowledge that any waiver 
payments I am receiving will automatically terminate upon my separation from employment with the City. 

Employee Signature: _____________________________________________________________________ 

Employee Name (print): ____________________________________ Date: _________________________ 



Please complete for your current MEDICAL insurance coverage. 

Insurance Carrier Name: _____________________________________________________________________________  

Policy/Group Number: ___________________________________ Member ID: _________________________________  

Employer/Group Name: __________________________________ Effective Date of Coverage: ____________________ 

Subscriber/Member Name: _______________________________ Relationship: ________________________________ 

Member Services Telephone Number: __________________________________________________________________  

Name of Person Who Can Verify Coverage: ______________________________________________________________  

Phone Number of Verifying Person: ____________________________________________________________________  

Coverage Tier (Single, Single Plus One, or Family): _________________________________________________________ 

ATTACH TO THIS WAIVER FORM (OR UPLOAD) A COPY OF APPLICABLE HEALTH INSURANCE CARD 
OR A LETTER VERIFYING COVERAGE IN ANOTHER MEDICAL INSURANCE PLAN. 

PROOF OF DEPENDENCY IS REQUIRED FOR 
ALL NEW SINGLE PLUS ONE AND FAMILY TIER COVERAGE WAIVERS. 

HEALTH INSURANCE OPT-OUT INCENTIVE WAIVER PAYMENTS 

Full-time employees who decline participation in the City’s MEDICAL, DENTAL, AND VISION coverage will receive waiver 
payments, distributed over 24 pay periods (the first two payrolls of each month), as follows: 

  COVERAGE TIER WAIVED      SEMI-MONTHLY PAYMENT      ANNUALIZED PAYMENT VALUE 

     Discontinue/Decline SINGLE Coverage         $   83.33  $2,000  

     Discontinue/Decline SINGLE PLUS ONE Coverage         $125.00   $3,000 

     Discontinue/Decline FAMILY Coverage        $166.67   $4,000 



 

 
AGREEMENT  

BETWEEN 
THE NILES-MAINE DISTRICT LIBRARY 

AND 
AMERICAN FEDERATION OF STATE, COUNTY 

AND MUNICIPAL EMPLOYEES, COUNCIL 31,  
LOCAL 234 
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PREAMBLE 

This Agreement is entered into by Niles-Maine District Library, hereinafter 

referred to as the “Employer”, and American Federation of State, County and Municipal 

Employees, Council 31, AFL-CIO, for and on behalf of Local 234, hereinafter referred to 

as the “Union”. It is the purpose of the Agreement to provide for the promotion of 

harmonious relations between the Employer and the Union the establishment of an 

equitable and peaceful procedure for the resolution of differences; to promote the quality 

of public services, to achieve full recognition for the value of employees and the vital and 

necessary work they perform, preventing interruptions of work and interference with the 

operations of the Library; encouraging and improving efficiency and productivity; 

maintaining the highest standards of personal integrity and conduct at all times; and the 

establishment of rates of pay, hours of work and other conditions of employment.  

 

ARTICLE 1 - RECOGNITION 

Section 1.  Exclusive Bargaining Representative   

 The Employer recognizes the Union as the sole and exclusive bargaining 

representative in all matters concerning wages, hours and conditions of employment as 

determined by law for employees at the Niles-Maine District Library included in the 

bargaining unit certified by the Illinois State Labor Relations Board in Case No. S-RC-21-

055 (hereinafter referred to as “employees,” as defined immediately below), in the 

following full time and regular part time positions: Acquisition Assistant, Adult 

Outreach Services Librarian, Adult Services Assistant, Assistant DS Department Head, 

Assistant Supervisor, Digital Services Assistant, Digital Services IT Assistant, Digital 

Services Librarian, Digital Services Specialist, Graphic Design Coordinator, IT Services 

Assistant, IT Specialist, Librarian, Librarian School Liaison, Maintenance Assistant, 

Maker Space Assistant, Materials Services Acquisition Assistant, Materials Services 

Assistant, Materials Services Clerk, Multi-Media Assistant, Outreach Services Assistant, 

Patron Services Associate I, Patron Services Associate II, Patron Services Associate III, 

Patron Services Team Leader, PR Marketing Coordinator, Security Monitor, Teen Youth 
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Services Librarian, Youth Services Assistant, Youth Services Librarian, but excluding all 

supervisory, managerial and confidential employees as defined by the Illinois Public 

Labor Relations Act. 

 

Section 2. Part-Time and Temporary Employees 

 Employees working fewer than ten (10) hours/week shall not be considered part-

time employees and are not covered by this Agreement. Unless the parties mutually agree 

otherwise, the Library will employ no more than three (3) employees working under ten 

(10) hours/week; however employees working under ten (10) hours as of the date of 

ratification shall not be subject to this Section’s limits. The Employer shall not hire 

additional employees working under ten (10) hours per week until three (3) of the 

employees on payroll as of the date of ratification have either left the employ of the 

Library or accepted other positions. The three (3) employee limitation above shall not 

apply to employees who the Library permits to drop below ten (10) hours as an 

accommodation to a disability or a current bargaining unit employee’s personal 

obligations. However, such employees may not be eligible for Library benefits during 

this time. Temporary or substitute employees are not covered by this Agreement. 

 

ARTICLE 2. UNION AND EMPLOYEE RIGHTS 

Section 1.  Union Activity During Working Hours 

Employees shall be allowed reasonable time off with pay during working hours, 

not to exceed a cumulative of eight (8) hours per grievance, to investigate and process 

grievances or attend grievance meetings if such employees are entitled or required to 

attend such meetings by virtue of being Union stewards, witnesses, or grievants. Such 

time off with pay during working hours does not include preparing for arbitration. 

Meetings shall be scheduled in a manner that is not disruptive to or impede Library 

operations.  Such time off, as provided herein, shall not be unreasonably denied.  

In addition, employees may be allowed reasonable time off without loss of pay 

during working hours for meetings called or agreed to by the Employer. 
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No Union business shall be conducted during the paid work time of any employee 

covered by this Agreement except as provided in this Agreement.  The parties agree that 

incidental, brief verbal communications such as reminding members about a meeting, etc., 

are not in violation of this Agreement. 

 

Section 2. Time Off for Union Activities  

Union representatives shall be allowed a cumulative total of ten (10) workdays per 

calendar year of time off without pay for legitimate Union business such as Union 

meetings, Certified Union Steward Training, statewide or area-wide Union committee 

meetings or Council or International conventions. Employees may use their accrued paid 

time off for this purpose. The employee must provide advance notice and receive 

approval from the employee’s supervisor which shall not be arbitrarily or capriciously 

denied. Such time off shall not be detrimental in any way to the employee's record. 

 

Section 3. Access to Premises by AFSCME Staff 

Upon advance written notice to and authorization from the Library Director, 

AFSCME Staff shall have reasonable access to the non-public areas of the premises of the 

Employer to conduct Union business, at mutually agreeable times. All visits to public and 

non-public areas shall not be disruptive to or impede Library operations.  

 

Section 4. Union Bulletin Boards and Distribution  

The Employer shall provide designated bulletin boards which shall be for the sole 

and exclusive use of the Union in the employee break room and the main floor employee 

hallway. Distribution and posting of Union materials shall be limited to the approved 

bulletin boards and Department mailboxes and shall not be defamatory or inflammatory 

in nature.  
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Section 5. Information Provided to Union 

 The Employer shall furnish the Union with an electronic seniority roster every 

thirty (30) days which shall include employee identification numbers, names, addresses, 

title, department, date of hire, grade, hourly rate or salary, part time or full-time status, 

work phone and email address, personal cell phone and email address and home phone 

number, to the extent the Employer has the information.  The Union will provide the 

Employer with access to a secure password protected folder or portal in which to provide 

this information. 

 

Section 6. Union Orientation 

New Hires – Each newly hired bargaining unit employee shall, within the 

employee’s first two (2) weeks of employment in the bargaining unit, or at a later date if 

mutually agreed to by the Union and the Employer, be scheduled at a time mutually 

agreeable to the parties for an orientation which shall be provided by the Union. The 

Union orientation period shall be no longer than one (1) hour and shall take place during 

the employee’s regular working hours with no loss of pay to the newly hired bargaining 

unit employee(s) and up to two (2) Union representatives.  

Annual Orientation – Each bargaining unit employee may annually attend an 

orientation provided by the Union. Orientations shall be scheduled at a time mutually 

agreeable to the parties during the programmed hours of the annual staff training day. 

Employees shall be allowed up to one (1) hour during working hours with no loss of pay 

to attend such orientation. The employer shall provide a minimum of sixty (60) calendar 

days’ notice to the Union of the date of the annual staff training day. The parties may 

mutually agree to multiple Union orientation sessions during the programmed hours of 

the staff training day to allow maximum participation. The Union shall be allowed two 

(2) local Union representatives on paid time during each orientation session.  
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Section 7. Non-Disclosure of Employee Personal Information 

The Employer shall follow all applicable laws with regard to employee personal 

information. 

As soon as practicable after receiving a request for employee information 

prohibited from disclosure under the Illinois Public Labor Relations Act, excluding a 

request from the Union, the employer will provide a written copy of the request, or a 

written summary of any oral request, to the Union. If applicable, the employer will also 

provide a copy of any response it has made within five (5) business days of sending the 

response to any request. 

 

Section 8. Bargaining Unit Work  

The Union recognizes that non-bargaining unit employees have traditionally 

performed bargaining unit work on an as needed basis. It is understood that such 

employees may continue to perform such work. Assignments of bargaining unit work 

to employees outside the unit shall not result in the layoff of bargaining unit employees. 

 

Section 9. Compliance with PA 101-620 

Nothing in the collective bargaining agreement shall be interpreted as waiving any 

rights or responsibilities required by Illinois Public Act 101-0620. 

 

ARTICLE 3. CHECKOFF/ DUES DEDUCTION 

Section 1. Dues Deduction 

Upon receiving written notice of authorization from the Union, the Employer shall 

make such deductions in the amounts certified by the Union for union dues, assessments, 

or fees; and PEOPLE contributions. Authorized deductions shall be irrevocable except in 

accordance with the terms under which an employee voluntarily authorized said 

deductions and/or as otherwise provided by law. 

 The aggregate deduction of all employees, and a list of the names, addresses, and 

last four (4) digits of social security numbers of all employees in the bargaining unit who 
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have authorized such deductions and their individual deductions shall be remitted 

monthly to the Union at the address designated in writing to the Employer by the Union.  

The information shall be provided in electronic form. The Employer will upload the 

report into a password protected folder. The Union shall advise the Employer of any 

increase in deductions in writing at least thirty (30) days prior to its effective date. 

 

Section 2. Availability of Cards 

The Employer shall make available Union deduction cards to employees. Such 

cards shall be supplied by the Union.  

 

Section 3. Indemnification 

The Union shall indemnify, defend, and hold the Employer harmless against any 

claim, demand, suit, judgment or liability brought or issued against the Employer as a 

result of any action taken or not taken by the Employer as they relate specifically to this 

Article.  

 

ARTICLE 4. NON-DISCRIMINATION 

Section 1. Prohibition Against Discrimination 

There shall be no discrimination against any employee on the basis of race, gender, 

sexual orientation, creed, religion, color, marital or parental status, age, national origin, 

veteran status, disability, political affiliation and/or beliefs, or other protected class. A 

grievance regarding this section may be filed at Step One, or directly filed at Step Two, 

as mutually agreed, but will not advance beyond Step Two.  

 

Section 2. Union Membership and Activity 

No employee shall be discriminated against, intimidated, restrained, or coerced in 

the exercise of any rights granted by law or by this Agreement, or on account of 

membership in, or activities on behalf of the Union or because an individual chooses to 

refrain from Union activities. 
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Section 3. Anti-Bullying 

The Employer and the Union agree that mutual respect between and among 

managers, employees, co-workers and supervisors is integral to the Library. The 

Employer and Union will endeavor to maintain a respectful working environment for 

employees in accordance with the Library’s Anti-Harassment-Non-Discrimination policy 

and its Equal Employment Opportunity Statement, and free from harassment, 

intimidation, and workplace violence. 

 

ARTICLE 5. HOURS OF WORK AND OVERTIME 

Section 1.  General Provisions 

(a) Application of Article. This Article is intended to define the regular hours of work 

and provide the basis for the calculation of, and payment of, overtime to non-

exempt employees, and shall not be construed as a guarantee of hours or days of 

work.  

(b) The work week - The regular workweek for full-time employees shall consist of 

thirty-seven and one-half (37.5) hours. When possible, the work week shall consist 

of five (5) consecutive workdays followed by two (2) consecutive days off. 

(c) The Library shall endeavor to schedule full-time staff no more than one (1) 

Saturday and one (1) Sunday per month and no more than one (1) evening per 

week. This shall not apply to employees hired to work weekends and/or evenings, 

employees requesting to work weekends and/or evenings and to months in which 

there is a fifth weekend. 

(d) The normal work week for part-time staff shall consist of between ten (10) and less 

than thirty-seven and one-half (37.5) hours a week.  

(e) The work week commences at 12:00 a.m. Sunday and ends midnight the following 

Saturday. 
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(f) Overtime Pay - Employees shall be paid at the rate of one and one-half (1 1/2) 

times the employee's regular hourly rate of pay for all hours worked in excess of 

forty (40) hours in a work week.  

(g) All time spent travelling for work-related purposes will be paid according to the 

Fair Labor Standards Act. 

 

Section 2.  Breaks/Meal Periods  

(a) Rest Periods 

 There shall normally be two (2) rest periods of fifteen (15) minutes each during 

each regular full-time shift; one during the first half of the shift and one during the 

second half of the shift. Part-time employees scheduled to work between four (4) 

and six (6) hours shall receive one (1) fifteen (15) minute break period. Part-time 

employees scheduled to work six (6) to seven and one half (7.5) hours may choose 

between a fifteen (15) minute rest period or unpaid thirty (30) minute meal period. 

If an employee is unable to take their first break due to a request from a supervisor, 

they shall be allowed to add it to the end of their lunch period with supervisor 

approval which shall not be unreasonably denied. 

(b) Meal Periods 

 For employees working seven and one half (7.5) or more hours, work schedules 

shall provide for the workday to be broken at approximately mid-point by an 

uninterrupted, unpaid meal period of not less than thirty (30) minutes.  Employees 

shall have the right to leave the work site during such periods. 

 

Section 3.  Scheduling Practices 

 Best efforts shall be made to provide work schedules for the following month no 

later than the 15th of the preceding month.  Any changes from the final, posted schedule 

shall be mutually agreed to by the Employer and impacted employee(s). 

Administrator
Highlight
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Section 4. Work Schedule Selection 

Where a shift becomes open, an employee in the same job title may exercise 

seniority to move to the open shift, as long as the employee is able to perform all job 

duties in the new shift position. 

 

Section 5. Alternative Schedules 

            Full-time employees may request an alternative schedule, which shall be subject 

to approval of the Library Director or designee. If there is more than one (1) request in 

the same job title and department, received on the same day, such requests, if granted, 

shall be granted on the basis of seniority. In order to assure an appropriate level of service 

and/or maintain adequate coverage, employees may be required to change or cancel 

their alternative schedule. When changes are warranted, the Employer shall provide two 

(2) weeks’ notice or as much notice as practicable.  

 

Section 6. Authorized Closings 

 If the Employer closes the Library due to inclement weather, bargaining unit 

employees who are scheduled to work that day will be paid. The Employer shall notify 

scheduled bargaining unit employees as far in advance as possible.  

 

Section 7.  Overtime Procedure 

 Overtime shall be distributed as equitably as possible among the employees who 

normally perform the work in the Department and position title in which the overtime is 

needed.  If an employee establishes they did not get an overtime opportunity that they 

should have received, the sole remedy shall be for the employee to be given the next 

reasonably similar opportunity. For the purpose of equalizing the distribution of 

overtime, an employee who is offered but declines an overtime assignment shall be 

deemed to have worked the hours assigned. 
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ARTICLE 6. GRIEVANCE PROCEDURE 

Section 1. Grievance 

a) A grievance is defined as any difference of opinion or dispute over the application, 

meaning or interpretation of the express provisions of this Agreement raised by 

an employee or the Union.  

b) An employee is entitled to Union representation at each and every step of the 

Grievance Procedure and the Union has the right to be present.  

 

Section 2. Grievance Steps 

Step 1. Immediate Supervisor 

 The Union and/or an employee who has a grievance shall submit the grievance in 

writing to the employee's supervisor who is outside the bargaining unit.   

a) All grievances must be presented not later than ten (10) calendar days from the 

date of the occurrence of the matter giving rise to the grievance or ten (10) calendar 

days after the employee or Union could have obtained knowledge, through the 

use of reasonable diligence, of the occurrence of the event giving rise to the 

grievance. The grievance shall contain a statement of relevant facts, the 

provision(s) of the Agreement which are alleged to have been violated, and the 

relief requested. 

b) The immediate supervisor shall render a written response to the grievance within 

ten (10) calendar days after the grievance is presented. 

c) Nothing in this Agreement prevents an employee from presenting a first step 

grievance to the Employer and having the grievance heard and settled without the 

intervention of the Union; provided that any settlement made shall not be 

inconsistent with the terms of any agreement in effect between the Employer and 

the Union. 

d) The form shall be signed and dated by the grievant and, if applicable, the Union 

representative. Improper form, date or section citation shall not be grounds for the 

denial of the grievance. 
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Step 2. Executive Director 

 If the grievance is not resolved at Step 1, it shall be presented by the Employee 

and/or the Union to the Executive Director or designee, in writing within ten (10) 

calendar days after receipt of the Step 1 response or within ten (10) calendar days of the 

time when such answer would have been due. The Employee/Union shall endeavor to 

include any additional relevant information the Employee/Union has discovered that is 

relevant to the grievance.   

 The Executive Director, or designee, shall make such investigation of the facts and 

circumstances as the Executive Director, or designee, deems necessary, and shall meet 

with the grievant and a Union representative. The Executive Director, or designee, shall 

reply in writing to the grievance within ten (10) calendar days after the date of the 

meeting, or, if mutually agreed, there is no meeting, within fourteen (14) calendar days 

after the written grievance was received by the Executive Director, or designee.  

Step 3. Arbitration 

 If the matter is not resolved in Step 2, or no answer is given within the time 

specified, the Union, by written notice to the Employer within twenty-five (25) calendar 

days after the Step 2 answer, or after such answer was due, as the case may be, may 

appeal the grievance(s) to Arbitration. 

 If the grievance(s) is appealed to arbitration, representatives of the Union shall 

contact the Employer to attempt to select an arbitrator.  If the parties are unable to agree 

on an arbitrator within ten (10) calendar days, the parties shall request the Federal 

Mediation and Conciliation Service to submit a list of seven (7) arbitrators, all of whom 

shall be from the National Academy of Arbitrators who have billing addresses in Illinois, 

Indiana or Wisconsin.  Both the Library and the Union shall have the right to alternately 

strike names from the panel with the party requesting arbitration striking the first name. 

The person whose name remains shall be the arbitrator, provided that either party, before 

striking any names, shall have the right to reject one (1) panel of arbitrators.  The 

arbitrator shall be notified of their selection by a joint letter from the Employer and the 

Union, requesting that they set a time and place for the hearing, subject to the availability 
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of the Employer and Union representatives and shall be notified of the issue where 

mutually agreed by the parties.   

Arbitration Procedures 

 The parties shall follow the Voluntary Rules of the American Arbitration 

Association except where these rules conflict with the express terms of this Agreement, 

in which case this Agreement shall prevail. 

 The parties agree to attempt to arrive at a joint stipulation of the facts and issues 

as outlined to be submitted to the arbitrator. 

 The Employer or Union shall have the right to request that the arbitrator require 

the presence of witnesses and/or documents. 

Authority of the Arbitrator 

            Questions of arbitrability shall be decided by the arbitrator.  The arbitrator shall 

neither amend, modify, nullify, ignore, add to or subtract from the provisions of this 

Agreement.  The arbitrator shall consider and advise only concerning the question of fact 

as to whether there has been a violation, misinterpretation or misapplication of the 

specific provision of the Agreement.  The arbitrator shall be empowered to advise 

concerning only the issue raised by the grievance as submitted in writing at Step 2.  The 

arbitrator shall have no authority to render advice on any issue not so submitted or 

raised.  Any decision or award of the arbitrator rendered within the limitation of this 

Section shall be binding upon the Employer, the Union, the grievant and the employees 

covered by this Agreement. 

Expenses of Arbitration 

 The expenses and fees of the arbitrator and the cost of the hearing room shall be 

shared equally by the parties.  Nothing in this Article shall preclude the parties from 

agreeing to the appointment of a permanent arbitrator(s) during the term of this 

Agreement or to use the expedited arbitration procedures of the American Arbitration 

Association.  Each party shall bear the expense of its own witnesses.  

 The arbitrator shall submit their decision in writing within thirty (30) calendar 

days following the close of the hearing or the submission of the briefs by the parties, 
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whichever is later. The decision and award of the arbitrator shall be final and binding on 

the Employer, the Union, and the employee or employees involved. 

 If both parties or the arbitrator desires a written transcript, all costs shall be split 

between the parties. 

 

Section 3. Pertinent Witnesses and Information  

Both parties will comply with their legal obligations relative to producing relevant 

witnesses and information necessary for the administration of this Agreement. 

 

Section 4. Time Limits 

No grievance shall be entertained or processed unless it is submitted at Step 1 

within ten (10) calendar days after the occurrence of the event giving rise to the grievance 

or ten (10) calendar days after the employee or Union through the use of reasonable 

diligence, could have obtained knowledge of the occurrence of the event giving rise to 

the grievance.  If a grievance is not presented by the employee or Union within the time 

limits set forth above, it shall be considered “waived” and may not be further pursued 

by the employee or the Union.  If a grievance is not appealed to the next step within the 

specific time limit or any written mutually agreed extension thereof, it shall be considered 

settled on the basis of the Employer’s last answer.  If the Employer does not answer a 

grievance or an appeal thereof within the specified time limits, the aggrieved employee 

and/or the Union may elect to treat the grievance as denied at that step and immediately 

appeal the grievance to the next step.  If mutually agreed upon, the parties may waive 

one or more steps in the grievance procedure. 

a) Grievances not appealed within the designated time limits will be treated as 

withdrawn grievances. 

b) The time limits at any step or for any hearing may be extended by mutual 

agreement of the parties involved and such agreement must be in writing. 
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Section 5. Advanced Grievance Step Filing 

Upon mutual agreement of the parties, issues which by nature are not capable of 

being settled at a preliminary step of the grievance procedure may be filed at an advance 

step. Mutual agreement shall take place between the appropriate Union representative 

and the Executive Director.  

 

Section 6. Time Off, Meeting Space and Telephone Use 

a) Time Off: The grievant(s) witness(es) and/or Union grievance representative(s) 

will be permitted reasonable time without loss of pay during their working hours 

to investigate and process grievances as detailed in Article 2, Section 1. 

b) Meeting Space, Computer and Telephone Use: Upon request and approval, the 

employee and Union representative shall be allowed the use of an available 

appropriate room while investigating or processing a grievance; and shall be 

permitted the reasonable use of computer and telephone facilities for the purpose 

of investigating or processing grievances. Such approval shall not be unreasonably 

denied.  

 

ARTICLE 7. DISCIPLINE 

Section 1. Definition 

Disciplinary action may be imposed upon non-training period employees only for 

just cause. 

a) The Employer agrees with the tenets of progressive and corrective discipline and, 

where appropriate, will follow a policy of progressive discipline for occurrences 

of disciplinary infractions. 

b) Disciplinary action or measures may include: 

1) Oral reprimand(s); 

2) Written reprimand(s); 

3) Suspension(s) (with or without pay); and 

4) Discharge. 
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The Employer will make every attempt to promptly investigate and impose 

discipline. The employer will endeavor to impose discipline within thirty (30) days of 

the pre-disciplinary meeting.  

Training period employees may be disciplined without cause and without 

recourse to the grievance procedure. 

 

Section 2. Manner of Discipline 

If the Employer has reason to discipline an employee, it shall normally be done in 

a manner that is confidential and not intended to embarrass the employee before other 

employees or the public.  

 

Section 3.  Pre-Disciplinary Meeting  

Prior to actual imposition of suspension with or without pay or discharge, the 

employer shall notify the employee and the Union. The Union and the employee shall be 

informed of the contemplated measure of discipline and the reasons for the disciplinary 

action. The employee and union representative, if applicable, shall be afforded an 

opportunity to discuss their views concerning the conduct causing such disciplinary 

action and provide rebuttal. A reasonable extension of time of no more than five (5) 

calendar days for rebuttal purposes will be allowed when warranted and if requested. 

Nothing shall prevent the Employer from placing an employee on a paid leave of absence 

while it investigates a matter that may lead to discipline. 

 

Section 4. Oral Reprimands 

In cases of oral reprimands (as defined in Section 1, above), the supervisor will 

inform the employee that they are receiving an oral reprimand and the reasons for 

discipline. 
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Section 5. Written Reprimands 

In cases of written reprimands, the supervisor will inform the employee that they 

are receiving a written reprimand. The employee shall also be given reasons for such 

disciplinary action, including the names of witnesses (if any), and copies of pertinent 

documents. 

 

Section 6. Disciplinary Document Usage 

In the interest of promoting redemptive behavior, oral reprimands will be 

considered inactive for purposes of progressive discipline eighteen (18) months after it is 

issued provided the employee has not obtained additional disciplinary action in that 

period for the same or similar type of offense.  A written reprimand will be considered 

inactive for purposes of progressive discipline twenty-four (24) months after it is issued 

provided the employee has not obtained additional disciplinary action in that period for 

the same or similar type of offense. 

 

Section 7. Employee Notification 

A copy of any disciplinary action or employee performance documentation which 

is placed in the personnel file shall be served upon the employee. 

 

Section 8. Notification and Measure of Disciplinary Action 

 In the event disciplinary action other than the issuance of an oral reprimand is 

taken against an employee, the Employer shall promptly furnish the employee in writing 

with a clear and concise statement of the reasons therefor, which may be in the form of a 

written disciplinary notice.  Once the measure of discipline is determined and imposed, 

the Employer shall not increase it for the particular act of misconduct which arose from 

the same incident.  
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ARTICLE 8. EVALUATIONS 

Section 1. Evaluation Process 

Each employee shall be evaluated annually on the employee’s anniversary and 

that evaluation shall be shared with the employee as close to the employee’s anniversary 

as possible but within two (2) months of the anniversary.   The written evaluation shall 

be fair and accurate, and as objective as possible. 

Evaluations shall be prepared by the employee's supervisor who is outside the 

bargaining unit and who has first-hand knowledge of the employee's work. If they have 

first-hand knowledge of the employee’s work, Assistant Supervisors and Team Leads 

may be solicited and shall provide input on an employee’s performance. The evaluation 

shall be discussed with the employee, and the employee shall be given a copy 

immediately after completion and shall sign the evaluation as recognition of having read 

it.  Such signature may not constitute agreement with the evaluation.  An evaluation shall 

not be subsequently altered without notice and review by the employee.  An employee 

shall be entitled to submit written comments regarding their evaluation and such written 

comments shall be attached to the evaluation in the employee's personnel file. 

Evaluations and the evaluation process are not subject to the grievance procedure, 

except that a grievance may be filed if the Employer does not evaluate an employee 

within the stated time frame.  This provision shall not be applicable until July 1, 2024. 

 

Section 2. Response to Evaluation 

 If the evaluator rates the employee “needs improvement” or the employee is 

unable to correct the factual errors in the evaluation with their supervisor, then the 

employee may request a meeting with their Union representative, if the employee 

requests, and a Human Resources representative and/or their supervisor. 
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ARTICLE 9. TRAINING PERIOD, ORIENTATION, AND WORKLOAD 

Section 1. Training Period 

An employee is a training period employee for their first ninety (90) calendar days 

of employment. Training period employees shall be assessed prior to completion of the 

training period. 

 

Section 2. Promotional Training Period 

Any employee who accepts a promotion or transfer to another position within the 

bargaining unit in accordance with the provisions of this Article shall be placed on a 

training period in such position for a period of sixty (60) calendar days. Any work time 

loss in excess of five (5) days for any reason during the training period will extend the 

training period by the amount of time lost. During the training period, if the employee 

fails to demonstrate their ability to perform the work involved, the employee may be 

transferred back to the position or position title they vacated. For a seven (7) calendar day 

period, the employee may voluntarily return to the position or position title which they 

vacated. Nothing herein shall limit the Employer’s right to dismiss any such employee, 

at any time, in accordance with the terms of this Agreement. 

 

Section 3. Seniority 

 A training period employee shall have no seniority until they have completed their 

training period.  Upon completion of the training period, the employee will acquire 

seniority from their date of hire. 

 

Section 4. New Employee Orientation and New Position Orientation 

 New employees shall receive orientation for their new hire position, transfer or 

promoted position at the start of their work in that position. This orientation shall include 

appropriate training and interactive conversations with the supervisor and colleagues to 

learn the best practices to meet the goals and responsibilities of the position. Appropriate 

training may include hands-on and written support.  
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Section 5. Workload 

 When bargaining unit employees are given a demonstrably increased workload 

within the job description on a temporary basis, the employee shall be given as much 

time as practicable in order to prepare for the increased workload, have discussions 

with their supervisor about the altered work priorities in order to accommodate the 

increased workload and determine how the work will be accomplished.  

When an employee is given a demonstrably increased workload on a permanent 

basis, a meeting with the employee, their Union Representative and their supervisor 

shall take place to determine how the work will be accomplished, what current duties if 

any shall no longer be a priority, etc.  When a meeting is held on a permanent change in 

workload, the parties may request to schedule follow up meetings. 

 

Section 6.  Temporary Assignment  

The Employer may temporarily assign an employee to perform the duties of 

another bargaining unit position title. An employee temporarily assigned to a position 

with a lower rate of pay shall receive their regular rate of pay.  In those cases where the 

employee is temporarily assigned to perform the essential functions of a higher paying 

bargaining unit title for seven (7) calendar days or longer they shall be paid at the 

minimum rate of the higher title or five percent (5%) over the employee’s current rate of 

pay, whichever is greater, retroactive to the 1st day of the assignment.  

 

Section 7. Eligibility  

 Temporary assignment pay shall only be paid when an employee performs the 

duties of a higher paying bargaining unit position title for seven (7) calendar or more 

days. Temporary assignments are not intended to be used as a long-term staffing 

solution. The Employer will use every effort to minimize the use of temporary staffing 

arrangements. 
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ARTICLE 10. SENIORITY 

Section 1. Definition 

a) "Seniority" is defined as an employee’s length of continuous service with the 

Employer beginning with the latest date of hire.  "Title Seniority" shall be defined 

as an employee’s length of continuous service with the Employer in the current 

position.  

b) Employees shall retain and accrue seniority while on paid leave and shall retain 

but not accrue seniority while on unpaid leaves of greater than thirty (30) days. 

c) Seniority for part-time employees shall be prorated based upon the percentage of 

full time which each part-time employee works. 

d) In the event that employees have the same seniority date, for purposes of breaking 

a tie in seniority, a lottery will be held to determine the person with the most 

seniority, with the lowest number from the lottery having the greater seniority. 

 

Section 2. Loss of Seniority 

An employee shall lose their seniority and no longer be an employee if the employee: 

1. Resigns or retires; 

2. Is discharged for just cause; 

3. Does not return to work from layoff within five (5) calendar days after being 

notified of the established date to return to work, except when the failure to return 

to work is due to reasonable circumstances beyond the control of the employee as 

defined below; 

4. Is laid off for a period in excess of two (2) years or their length of employment, 

whichever is shorter;  

5. Is absent from work for three (3) consecutive days without notifying the Employer, 

except when the failure to notify and work is due to reasonable circumstances 

beyond the control of the employee, as defined below.  

6. Fails to return to work at the end of an approved leave of absence, except for good 

cause shown, as determined by the Employer. Reasonable circumstances beyond 
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the control of the employee may include an urgent health condition or another 

emergent urgent health condition situation of the employee or family member and 

documented by a health care professional. In such case the employee shall be 

responsive to the Employer as soon as reasonably possible. 

 

Section 3. Reinstatement 

If an employee resigns or quits, and subsequently is rehired by the Employer 

within six (6) months of the termination of their previous employment, their original 

seniority date will be restored, minus the period not employed.  

 

ARTICLE 11. WAGES 

Section 1. Wage Schedule  

The negotiated pay rates for positions covered by this Agreement are set forth in 

Appendix 1.   

 

Section 2. General Increases    

Upon ratification of this Agreement the pay grades for all bargaining unit titles 

and steps are set forth in Appendix 1.  

Each current employee will be placed in the appropriate lane and a step reflecting 

an hourly rate at least five percent (5%) (or at least three percent (3%) for employees with 

less than one (1) year of service) above the employee's current hourly rate of pay. 

Employees identified in Appendix 2 will receive a six percent (6%) increase upon 

ratification of this Agreement. 

If an employee’s current hourly rate of pay exceeds Step 12, the employee will be 

eligible for the annual negotiated increase, discussed below.  

The pay rates for all employees shall be increased as follows: 

Effective January 1, 2024 – 2.5%, as set forth in Appendix 1. 

Effective January 1, 2025 – 2.0%, as set forth in Appendix 1. 

Effective January 1, 2026 – 2.0%, as set forth in Appendix 1. 
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Section 3. Pay Periods 

The salaries and wages of employees shall be paid in accordance with the current 

practice.   

 

Section 4. Step Increases 

During calendar year 2024, an employee will be moved to the subsequent step in 

the grade on their anniversary date of hire with the Library, and such movement shall be 

referred to as a “step increase.”  Thereafter for the life of the Agreement, an employee 

will receive their step increase upon completion of one (1) year in a step. An employee 

who receives a “Needs Improvement” or “Unacceptable” rating will be placed on a 

performance improvement plan and will not receive the step increase until they 

successfully complete the plan (i.e. the employee will be frozen in their current step). 

 

Section 5. New or Changed Job  

        If a new job title is created by the Employer to perform bargaining unit work, the 

Employer shall set the proper pay rate for the title. The Employer shall determine the 

salary in relationship to relevant factors that may include internal and external 

comparisons among comparable public libraries and internal position comparisons. The 

Employer shall provide notice to the Union and the Union may provide any data it 

believes relevant for the Employer’s consideration and upon request by the Union to the 

Executive Director, meet to discuss the position. A revised job description, change of 

department, or a change of a work assignment will not be considered a new job title as 

long as the primary functions of the existing job title remain the same or similar. 

Should the rate of pay change, it shall be retroactive to the start of the position. An 

employee hired into such position shall be eligible for any remaining wage increases 

provided for under the remaining term of this Agreement. 
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Section 6. Promotions 

When an employee is promoted to another position in the bargaining unit, they 

shall be paid at the lowest step rate in the new position title which represents at least a 

five percent (5%) increase from their former title. A promotion is defined as moving from 

the current grade to a lower numbered grade. 

 

Section 7. Sunday Pay Differential 

Full-time employees shall be credited with seven and one-half (7.5) hours when 

working a full shift on a scheduled Sunday. The Sunday pay differential shall not apply 

to full-time employees flexing their schedules to voluntarily work on Sunday. Such 

credited time shall not be used for calculating overtime. 

 

Section 8. Person in Charge Pay (PIC) 

All hours worked as the PIC shall be compensated an additional $5 an hour.  

 

Section 9. Longevity 

In recognition of length of service, the Employer will award full-time and part-

time employees a one-time bonus, payable on the employee’s anniversary year, as 

follows: 

Years of Continuous NMDL Service Longevity Award 

10 year anniversary $200 

15 year anniversary $300 

20 year anniversary $400 

25 year anniversary $500 

 

Section 10. Hiring Above the Minimum Rate  

New employees generally shall be placed at Step 1 on the wage scale. New 

employees with other previous related work experience may be placed above Step 1 at 

the discretion of the Employer so long as they are not placed above current employees 
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with commensurate experience to the new employee unless the parties mutually agree 

otherwise. 

 

Section 11. Bilingual Pay 

The Employer will provide a stipend to qualified employees who are designated 

by the Employer to provide bilingual language services while on duty. The bilingual 

language services stipend is $30.00 per pay period for designated full-time employees 

and a pro-rated amount per pay period for designated part-time employees. 

 

Section 12. No Pyramiding 

Compensation shall not be paid more than once for the same hours under any 

provision of this Agreement. 

 

ARTICLE 12. INSURANCE BENEFITS 

Section 1. Group Health Insurance Costs 

The Employer agrees to pay 85% of the cost for single health insurance coverage 

and 70% of the cost of the incremental premium over single coverage for employee-plus 

health insurance plans. Employees shall pay the remaining costs of the plans they select. 

For employees who opt out of the Employer’s health insurance coverage, they shall 

receive $40.00 gross per pay period.   

 

Section 2. Group Dental Insurance Costs 

Beginning on January 1, 2024, the Dental Reimbursement Plan will be as follows:  

From $50-$100 reimbursement at 50% 

From $101-$150 reimbursement at 60% 

From $151-$200 reimbursement at 70% 

From $201-$250 reimbursement at 80% 

From $251-$1500 reimbursement at 100% 
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Section 3. Group Insurance Benefits 

The Employer agrees to provide hospitalization and medical coverage for the 

employees and their dependents. An outline of the benefits and coverage per plan shall 

be available to each member and shall be provided as a part of the Employer’s new 

employee orientation. If multiple plans (such as HMO, PPO and HDHP options) are 

available, employees may change plans once a year. Employees wishing to change plans 

must submit in writing the desire to change plans prior to any established deadline. The 

Employer will not be held responsible for changes made to the policy by the insurance 

company. 

The Employer reserves the right to institute cost containment measures relative to 

insurance coverage. Such changes may include, but are not limited to, mandatory second 

opinions for elective surgery, pre-admission and continuing admission review, different 

plan designs or providers, and preferred provider provisions. 

The extent of coverage under the insurance policies referred to in this Agreement 

shall be governed by the terms and conditions set forth in said policies or plans. Any 

questions or disputes concerning said insurance policies or plans or benefits shall be 

resolved in accordance with the terms and conditions set forth in said policies or plans 

and shall not be subject to the grievance and arbitration procedure set forth in this 

Agreement. The failure of any insurance carrier(s) or plan administrator(s) to provide any 

benefit for which it has contracted or is obligated shall result in no liability to the 

Employer, nor shall such failure be considered a breach by the Employer of any obligation 

undertaken under this Agreement. However, nothing in this Agreement shall be 

construed to relieve any insurance carrier or plan administrator from any liability it may 

have to the Employer, any employee or beneficiary of any employee. 

Before implementing any changes in plans to be offered to employees, the 

Employer shall convene a labor management committee meeting. Additional subject 

matter experts may participate at the committee’s request.  The committee will review 

plan options and cost considerations and make recommendations to the Director and 

Board of Trustees. At the time the Library Board considers the committee’s 
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recommendation, the committee shall have the opportunity to address the Board. If the 

Employer deems it necessary to modify the existing health insurance plan and/or add or 

drop plans, it shall notify the Union in writing at least 90 days in advance of the 

anticipated change. 

 

Section 4. Term of Policies/Plans to Govern 

The extent of coverage under the group benefit policies referred to in this Article 

shall be governed by the terms and conditions set forth in said policies and plan 

documents.  Any questions concerning coverage shall be resolved in accordance with the 

terms and conditions in said policy or plan document and shall not be subject to the 

grievance procedure set forth in this Agreement.  To the extent possible, the Employer 

will assist employees in the event of an insurance question or concern. 

 

Section 5. Qualification for Benefits 

 Employees who regularly work at least thirty (30) hours per week, or as required 

by the group insurance provider, are eligible for group health insurance benefits. 

Employees who regularly work at least thirty-seven and one-half (37.5) hours per week 

(or less if required by the provider) are eligible for dental and vision insurance benefits. 

 

Section 6. Benefits Administration 

Where the Employer uses multiple carriers to provide insurance benefits, such as 

more than one health plan, employees will be afforded a reasonable annual benefit choice 

period during which employees shall have the opportunity to switch plans and add or 

drop coverage for eligible dependents prior to the new benefit plan year. 

 

Section 7. Benefit Coverage While on Unpaid Status 

 An employee who is in unpaid status (e.g., on an approved unpaid leave of 

absence or who is on layoff with recall rights) shall have the right to maintain insurance 
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coverage by paying in advance the full applicable monthly premium for the coverage 

selected, as permitted by the policy or law. 

 

Section 8. Retiree Health Insurance 

Full-time employees retiring or on disability retirement shall be allowed to 

purchase the medical program available to current employees at the group rate in effect 

at that time by paying in advance the full applicable monthly premium for employee 

coverage and, if desired and if permitted by the plan, for dependent coverage until 

eligible for Medicare (or until the date the employee would be eligible for Medicare if 

covered by the Medicare program). A participating retiree who leaves the retiree 

insurance plan will not be permitted to re-enter the plan. This Section is subject to the 

provisions of 215 ILCS 5/367j. 

 

ARTICLE 13. HOLIDAYS 

Section 1. Observed Holidays 

a) Full-time employees shall have time off at the employees’ regular rate of pay on 

the following holidays. Part-time employees who are regularly scheduled to work 

any of the following holidays shall have time off at their regular rate of pay at the 

equivalent number of hours the employee would have worked for that holiday.  

New Year’s Day 

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving  

Christmas Eve 

Christmas Day 

New Year’s Eve 

The Library will post annually a schedule of holidays.  
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An employee who would normally be scheduled to work the Sunday before a 

Monday holiday where the Library is closed shall be allowed to work those hours 

elsewhere during the payroll week, without incurring overtime.  

In the event the Library is open on Easter Sunday, eligible employees will receive 

a floating holiday.  

The Library will normally close on the Wednesday before Thanksgiving at 5pm. 

b) The Library will be open, but full-time staff will receive a floating holiday for each 

of the following holidays to be used within two weeks of the holiday, or longer if 

pre-approved by the Director. For holidays where the Library is open and where 

the holiday falls on a part-time employee’s regular workday, if the employee 

works on the holiday, the employee will be paid double time. If the employee does 

not work on the holiday (and it is the employee’s regular workday), the employee 

will receive straight time at the equivalent numbers of hours the employee would 

have worked for the holiday.  

Lincoln’s Birthday 

Juneteenth 

Indigenous Peoples’ Day  

Veterans Day 

c) In the event a holiday is declared by the President of the United States or by the 

Governor of Illinois, within thirty (30) days of such declaration, the Board will 

consider the declared holiday.  

 

Section 2. Equivalent Time Off for Full-Time Employees for Holidays When the 
Library is Closed 

When a holiday falls on a full-time employee’s scheduled day off, equivalent time 

off shall be granted within a two-week period before or after the holiday, with pre-

approval of the Department Head. In no event shall a full-time employee be compensated 

twice for the same holiday.  
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Section 3. Eligibility Requirements  

In order to be eligible for holiday pay, employees must work their last scheduled 

workday before and their first scheduled workday after the holiday unless the employee 

can provide satisfactory medical documentation that they were unable to work (e.g., 

proof of illness). 

 

ARTICLE 14. VACATION 

Section 1. Accrual  

Full-time employees shall earn vacation time in accordance with the following 

schedule: 

      Monthly Accrual Rate: Accrued Per Year: 

Full-Time Employees 

Less than 4 years consecutive service  1.25 days         3 weeks 

4 or more years consecutive service  1.67 days         4 weeks 

 Part-time employees will accrue a prorated amount of vacation on a monthly basis 

based on the employee’s average number of hours worked per week during the year 

prior. During the part-time employee’s first year, the employee will earn a prorated 

amount of vacation based on their anticipated average weekly hours divided by 5, e.g., a 

part-time employee working 15 hours per week would be awarded 3 hours per day of 

vacation.  

 Part-time vacation accrual for employees regularly working less than thirty (30) 

hours per week is according to the following schedule:  

        Accrued Per Year: 

Less than 4 years consecutive service     1 week  

4 years consecutive service     1 week and 1 day  

5 years consecutive service      1 week and 2 days  

6 years consecutive service      1 week and 3 days  

7 years consecutive service     1 week and 4 days  

8 years consecutive service      2 weeks 
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 Part-time vacation accrual for employees regularly working between thirty (30) 

hours and thirty-seven and one half (37.5) hours per week is according to the following 

schedule:  

        Accrued Per Year: 

Less than 4 years consecutive service     1 week  

More than 4 years through 7 years consecutive service 1 week and 3 days 

More than 7 years through 10 years consecutive service         2 weeks 

More than 10 years through 15 years consecutive service       2 weeks and 3 days 

More than 15 years consecutive service    3 weeks 

 

Section 2. Use 

Vacation time may be taken in increments of one quarter (.25) hour. Employees 

will be required to use accrued vacation time concurrently with eligible FMLA leaves if 

they have no sick or personal time available. 

 

Section 3. Vacation Scheduling and Annual Request Process 

By December 1st of each calendar year, employees may submit in writing to the 

Employer their preference for vacation for the following calendar year. 

In establishing vacation schedules, the Employer shall consider both the 

employee's preference and the operating needs of the Employer.  Where the Employer is 

unable to grant and schedule vacation preferences for all employees but is able to grant 

some employees such vacation preferences, employees shall be granted such preferred 

vacation period on the basis of seniority, with the exception of November and December 

requests, which shall be rotated from year to year (if necessary).  Department Heads shall 

track historical November and December vacations to ensure equitable rotation. An 

employee who has been granted their first preference shall not be granted another 

preference request if such would require denial of the first preference of a less senior 

employee.  An employee's preference shall be defined as a specific block of time 

uninterrupted by workdays. 
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Employees who file their preference by December 1st shall be notified of the 

vacation schedules by December 15th of that calendar year.  

Vacation requests submitted after December 1st shall be approved on a first come, 

first served basis. Employees shall be notified of the vacation schedules no later than one 

week after the application.   

Once vacation requests are granted, they shall not be denied, unless mutually 

agreed or the employee has exhausted all available accrued vacation time. 

 

Section 4. Vacation Scheduling After the Annual Process 

Vacations not submitted under the annual vacation request process must be 

requested with the employee’s Department Head and in Paycom. Department Heads 

may take into consideration the operating requirements of the department and current 

staffing levels in granting and denying such requests. 

 

Section 5. Rollover of Vacation Time 

Vacation time shall only accumulate from year to year up to a maximum of one 

year of the employee’s annual vacation accrual. In the event an employee was unable to 

use accrued vacation due to operational needs, annually on December 31st, twenty-five 

percent (25%) of such qualifying accrued vacation days (after the maximum carry-over) 

will be paid-out at the employee’s regular rate of pay. Any payout shall be no later than 

January 31st of the following calendar year. 

 

Section 6. Holiday During Vacation 

When a holiday falls on an employee's regularly scheduled workday during the 

employee's vacation period, the employee will be charged with that holiday and retain 

the vacation day. 
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ARTICLE 15. SICK LEAVE 

Section 1. Accumulation and Usage 

Full-time employees shall accumulate paid sick leave at the rate of one (1) day for 

each month's service. Part-time employees shall be credited with sick leave pro-rated on 

an average of their scheduled hours worked per month. Sick leave does not accrue when 

an employee is on an unpaid leave of absence. 

Sick leave may be used for illness, disability, or injury of the employee, 

appointments with a doctor, dentist, or other professional medical practitioner, and in 

the event of illness, disability, injury, appointments with a doctor, dentist or other 

professional medical practitioner of a member of an employee’s family or household, as 

defined in Section 2, below. 

Such days may be used in increments of no less than one (1) hour at a time. Sick 

leave may be used to extend a bereavement leave.  

 

Section 2. Definition 

For purposes of definition, an employee’s "family member” or “household" 

includes the employee’s spouse, domestic partner, parent, sibling, child, grandparent, 

grandchild, step-parent, stepchild, foster child, parent-in-laws, or any relative or person 

living in the employee's household for whom the employee has custodial responsibility 

or where such person is financially or emotionally dependent on the employee and where 

the presence of the employee is needed.   

 

Section 3. Sick Leave Reporting and Communication  

An employee using sick leave for an illness or injury must notify their supervisor 

of the need to take such leave no later than before the start of their shift. In the case of an 

employee using sick leave for a planned event, the employee must provide at least three 

(3) workdays’ notice of the need to take leave, although Department Head’s may make 

exceptions. During a period of unplanned sick leave usage, an employee is expected to 

notify their supervisor each day of use of sick leave to provide an updated status or 
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provide an expected total duration of the leave (e.g., five (5) days to recover from 

COVID). Sick leave benefits are contingent upon maintenance of regular contact.  

 

Section 4. Sick Leave Usage 

Reasonable proof of illness and recovery may be required by the Employer before 

an employee may return to work from a leave or receive sick leave benefits for absences 

of more than three (3) consecutive workdays or where the Department Head has a good 

faith suspicion of sick leave abuse. Employees will be required to use accrued sick time 

concurrently with eligible FMLA leaves. 

 

Section 5. Sick Leave Bank 

The Employer shall maintain the sick leave bank in effect as of the date of 

ratification for the life of the Agreement.  Employees shall be notified annually on the 

procedure to donate time to the bank.  If there is a request to use time from the bank, the 

Employer shall notify the Local Union President and, upon request, meet and confer 

about the request. 

 

Section 6. Maximum Accumulation 

Employees may accumulate two hundred and forty (240) days of sick leave. 

 

ARTICLE 16. LEAVES OF ABSENCE 

Section 1. Family and Medical Leave 

Employees covered by this Agreement shall be entitled to the rights set forth in 

the Family and Medical Leave Act. Paid time off shall run concurrently with FMLA as 

permitted under the law. 

 

Section 2. Parental Leave 

A full-time employee who provides proof of their pregnancy or that of their 

birthing partner at least 30 calendar days prior to the expected due date will be eligible 
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for 20 workdays of paid parental leave for each pregnancy resulting in birth or multiple 

births.  Should both parents be employees of the Library, such leaves shall not run 

concurrently. The Library may require proof of the birth and parental status. Leaves 

under this Section shall also be granted in cases of a full-term stillborn child. 

 All full-time employees are eligible for twenty (20) workdays of paid leave with a 

new adoption of a child, with the leave to commence no earlier than when physical 

custody of the child has been granted to the employee, provided that the employee can 

provide proof at least thirty (30) calendar days prior to the formal adoption that reflects 

the formal adoption process is underway, as well as final proof that such adoption was 

finalized.  In the event the child was in foster care immediately preceding the adoption 

process the leave will commence once a court order has been issued for permanent 

placement and the foster parent has been so notified of their right to adopt, as long as the 

foster child has not resided in the home for more than one (1) year.   

Such leave must be taken consecutively once it is started until the leave is 

completed, and all such leave must be taken within one (1) year of the child’s birth or 

adoption.  Regardless of the number of pregnancies or adoptions in a year, no employee 

shall receive more than twenty (20) workdays of paid leave under this section per rolling 

year. 

 Parental leave is for the purpose of bonding with the new member of the 

household.  Employees are not eligible for leave under this section in the event the 

adoption is for a stepchild or relative with whom the employee has previously 

established residency for a period of one (1) year or more. 

Such leave will run concurrently with FMLA Leave.  

 

Section 3.  General Leave 

The Employer shall grant leaves of absence for a period not to exceed six (6) 

months. Such leaves may be extended for an additional three (3) months for good cause 

subject to the Library Director’s approval on a non-precedential basis.  Request for such 

leave shall be made in writing by the employee reasonably in advance of the requested 
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date of the leave, unless precluded by emergency conditions.  The request should state 

the purpose and expected duration of the leave.  Such leaves shall be unpaid and benefits 

shall not accrue.  Employees taking an unpaid leave of absence may continue their 

insurance by paying the entire premium. 

 

Section 4. Personal Days  

Full-time employees will be credited with four (4) personal days each calendar 

year. Part-time employees will receive a prorated amount of personal hours based on the 

average number of hours they work per week. In an employee’s first year of employment, 

personal days shall be provided as follows: 

 If hired between January 1 and March 30 – three (3) personal days 
 If hired between April 1 and June 30 - two (2) personal days 
 If hired between July 1 and September 30 - one (1) personal day 

If hired October 1 or later the employee will not be eligible for any personal days   
until January 1 of the following calendar year. 

 
A request to use a personal day shall be requested of the employee’s Department 

Head with no less than two working days’ notice and shall not unreasonably interfere 

with the performance of the employee’s work or the operation of the Library. 

Additionally, personal days must be used before December 15, or they will be forfeited. 

Personal days do not accrue when an employee is on an unpaid leave of absence.  

Personal days shall not be unreasonably denied.   

Section 5. Bereavement 

Employees shall be allowed to take four (4) days of leave with pay in the event of 

a death of the employee’s child, foster child, spouse, domestic partner, sibling, parent, 

grandchild, grandparent, or step and in-law relations of the same degree for covered 

relations. Employees may take vacation, sick, personal, or unpaid leave if more time for 

bereavement purposes is necessary, for up to ten (10) days of total leave. Employees shall 

be allowed up to one (1) day with pay in the event of the death of the employee’s uncle, 
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aunt, niece, nephew or cousin. An employee may not utilize the one (1) paid day more 

than once in a calendar year.  

Requests for bereavement leave should be made to the employee’s Department 

Head. Employees may be requested to provide documentation related to the funeral, 

burial, memorial service or family gathering to the Department Head in order to collect 

bereavement pay.  

Employees shall be allowed up to two (2) hours without pay for the services for a 

current or former coworker. A limited number of employees may be permitted to attend, 

based on the operational needs of the Library, as determined by the Department Head.  

 

Section 6. Child Bereavement Leave  

In addition to paid bereavement, an employee may take an unpaid leave of 

absence of up to thirty (30) days for child bereavement leave after the death of a child, 

stepchild, foster child, or other as defined by the Child Bereavement Leave Act, to plan 

for necessary arrangements, attend arrangements, and grieve. All child bereavement 

leave days must be taken within sixty (60) days of the child’s passing and employees 

should provide at least forty-eight (48) hours’ notice in advance of the leave if possible. If 

an employee has more than one (1) child pass away during a twelve (12) month period, 

they may take up to six (6) weeks of child bereavement leave. The availability of child 

bereavement leave does not create a right for an employee to take unpaid leave that 

exceeds the unpaid leave time allowed under, or that is in addition to the unpaid leave 

time permitted by, the Family and Medical Leave Act (FMLA). 

 

Section 7.  VESSA Leave 

The Employer will comply with the Victims Economic Security and Safety Act of 

2003 (VESSA). 
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Section 8.  Military Leave 

Military leave shall be granted to employees in accordance with applicable federal 

and state law. 

 

Section 9.  Jury Duty/Attendance in Court 

An employee called for jury duty or subpoenaed as a witness by a court or 

administrative body with such authority shall be excused from work without loss of pay 

for the days or portions thereof on which the employee must be present for such jury 

service and on which the employee would otherwise have been scheduled to work. If 

jury service lasts more than five (5) hours (including travel), the employee will not be 

required to return to work. Part-time employees shall work with their Department Heads 

to arrange their schedules to accommodate jury/witness service and may make up lost 

hours as shifts are available. Employees shall submit documentation evidencing that the 

employee appeared and served as a juror.  The employee shall be permitted to keep any 

payment received for jury duty service. The employee shall provide notice to their 

Department Head or designee reasonably soon after a summons is received. There shall 

be no paid time off under this Section for employees appearing voluntarily or by 

subpoena to participate in any court, administrative or other legal or arbitration 

proceedings against the Employer initiated by the employee or the Union. 

 

Section 10.  Leave for Union Office 

The Employer shall grant requests for unpaid leaves of absence made by up to one 

Union officer per year for the purpose of allowing the employee to serve as a Union 

representative or officer.  Such leave shall be continuous and shall not exceed six (6) 

months. Requests for such leaves shall be made at least forty-five (45) calendar days in 

advance of the start of the leave. Such leaves may be extended with the Library Director’s 

approval, on a non-precedential basis. 
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Section 11. Non-Employment Elsewhere 

Unless approved in writing by the Director, any employee who engages in 

employment elsewhere while on any leave of absence that would conflict with the 

employee’s reason for taking leave may be immediately terminated by the Employer. 

 

ARTICLE 17. OTHER BENEFITS 

Section 1. Professional Membership and Training/Conferences 

For full-time staff members, membership in the American Library Association 

(ALA) or the Illinois Library Association (ILA) shall be paid for by the Library at the 

employee’s request. Subject to availability of funds, full-time employees may request that 

a second library association membership be paid. 

Full-time employees who are requested by the Library to attend a conference, 

workshop, seminar, or convention, shall have travel, meal, registration, and other direct 

expenses paid by the Library in addition to being paid for the period necessary for such 

attendance. Travel time shall be considered as time worked to the extent required by the 

Fair Labor Standards Act.  

Guidelines are as follows:  

 (1) Priority of Staff:  

 (a) staff members who have a direct job-related concern with the subject of 

the conference or agenda of the meeting;  

 (b) staff participating in and members of professional organizations;  

(c) staff who are members of professional organizations;  

(d) all others.  

(2) Priority of Meetings:  

 (a) local and regional meetings sponsored by public libraries, public library 

systems or related to a staff member’s job;  

(b) relevant state conferences;  

(c) relevant national conferences;  

(d) all others.  
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Employees who choose to serve on a professional organization’s committee will 

do so on their own time. 

Official travel allowance will be at the current IRS rate per mile for personal 

automobiles used. Other direct expenses such as registration, parking, etc. will be paid at 

actual cost. Travel by other than personal automobile will be paid at actual cost. Meals 

will be paid in accordance with the Library policy.  

All payments provided for in this Section are subject to availability of funds. 

Nothing in this Section requires any particular level of funding for training or education 

or shall be construed as a guarantee of the right to attend any programs, conferences, 

workshops, conventions, or seminars. 

If an employee learns of a professional development opportunity that they believe 

will enrich the Library, they may inform the employer for discussion about possible 

attendance for employee(s), subject to the terms of this Section. 

 

Section 2. Educational Assistance Plan  

The Library will offer educational assistance to full-time employees for job or Library-

related course work. Courses to be taken at an accredited college or university will be 

evaluated on an individual basis and treated in accordance with the following rules: 

A. All full-time employees who have completed one year of employment are eligible. 

B. The employee must make a written request for approval prior to the beginning of 

the course. 

C. Approval is required in writing by both the employee’s Department Head and the 

Library Director prior to the start of the course. 

D. Types of courses which may be approved include those related to a degree which 

will further the employee’s specific job as determined by the Library. 

E. Courses must be taken at an accredited college or university. 
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F. Course work must not interfere with the job responsibilities and obligations of the 

employee. 

G. Employees must successfully complete an approved course, receiving grades of 

“A” or “B” (or “pass” for a pass/fail class) to qualify for reimbursement. There 

will be no reimbursement for a “C” or below, failing or incomplete grades.  

Reimbursement does not include the cost of books, registration fees and other 

expenses (e.g., meals, mileage, etc.). 

The tuition pool for each calendar year of this Agreement shall be $20,000.00. 

Reimbursement for tuition shall be determined the following calendar year based upon 

the number of eligible employees participating. Notwithstanding anything else in this 

Section, the total amount of reimbursement available to any employee for any calendar 

year period shall be limited to $5000.00.  Any monies remaining at the end of the year 

will be forfeited.  

A. Proof of course completion and grade attained must be presented before 

reimbursement will be made. Reimbursement shall be made after the completion 

of the course in compliance with the above requirements.  All monies paid out 

under this Article shall be paid no later than the February of the year following the 

approval of the employee’s application. 

B. The employee agrees to continue in the employ of the Library for a period equal 

to one year from the date of reimbursement. If the employee shall voluntarily 

terminate employment prior to the completion of the one year period, the 

employee shall repay all tuition amounts received from the Library.  Employees 

shall execute promissory notes to the Library as evidence of an obligation to repay 

the funds received in the event that the employment requirement stated above is 

not fulfilled. 
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Section 3. Salary Savings Plan 

 The Employer will maintain an approved deferred compensation plan under 

Section 457 of the Internal Revenue Code.  The Employer will use due diligence in 

selecting a vendor to administer this plan, with the goal of keeping administrative costs 

low and providing employees with a broad selection of mutual funds and other 

investment options, with a range of risks and returns and who provides an educational 

component for employees.   

 

Section 4. Employee Assistance Program 
 

The Union shall administer an employee assistance program, entitled the Personal 

Support Program (PSP), for all AFSCME represented employees and non-represented 

employees the Employer chooses to include.  The Employer shall contribute twenty-

seven dollars ($27.00) to the AFSCME Benefit Plan and Trust per each covered employee 

per year for the contract year commencing in 2024, to enable employees to participate in 

the PSP.  Fees are payable within sixty (60) days of the effective date of the collective 

bargaining agreement, and within sixty (60) days of receipt of an invoice each subsequent 

contract year. 

 

ARTICLE 18. VACANCIES 

Section 1. Posting 

Whenever the Employer determines there is a vacancy in an existing job title or 

that a new bargaining unit job has been created, a notice of such vacancy shall be posted 

on all bulletin boards. for no less than ten (10) calendar days and such vacancy shall set 

forth the generally required knowledge, skills, and abilities, the rate of pay or pay grade, 

work area, and with as much specificity as possible, shift and days off.  During this 

period, employees who wish to apply for such vacancy, including employees on layoff, 

may do so. Such internal posting does not preclude the Employer from also posting 

externally. 
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Section 2. Selection 

 The Employer shall fill the vacancy by selecting among qualified internal or 

external applicants. If internal applicants are deemed the most qualified, and the internal 

applicants are relatively equally qualified, the employee with the most seniority who bids 

on the vacancy shall be selected. An internal applicant who is not selected to fill the 

vacancy may request a meeting with the hiring manager to discuss professional 

development for possible future opportunities. Prior to hiring an outside applicant, all 

qualified internal applicants shall be interviewed. 

 

Section 3.  Right to Return 

 At the request of the employee who has recently changed jobs, the employee may 

return to the employee’s former position within seven (7) calendar days after selection 

for the vacancy. 

 

ARTICLE 19. LAYOFF AND RECALL 

Section 1. Layoffs 

 Should the Employer determine that layoffs are necessary for lack of funds or lack 

of work, all Library employees in their initial training period, contract employees, and 

temporary employees, any of whom are performing bargaining unit work, shall be laid 

off prior to any non-training period bargaining unit employees. If non-training period 

layoffs are necessary, they shall be by inverse order of seniority of full-time equivalency 

within the impacted job titles: 

 An employee subject to layoff shall be able to exercise their seniority in lieu of 

layoff provided that the employee is qualified for the position in the following manner: 

To displace an employee with the least seniority in a job title for which the 

employee is qualified. If multiple employees are subject to layoff from a job 

title, such employees will exercise their displacement rights in order of their 

seniority.  
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 “Qualified for the position” is defined as employee possesses the required 

education and or certifications for the position and needs no more training than a new 

hire employee into that position, as determined by the Library.  

 An employee subject to displacement by the above procedure shall be considered 

subject to layoff and shall have the right to exercise the same displacement rights 

according to seniority. Displaced employees with no further displacement rights shall be 

considered laid off.  

 An employee subject to the procedure above shall have the option to refuse such 

displacement without losing recall rights.  

 An employee who has been laid off shall have the right to exercise their seniority 

to fill a vacancy provided the employee is qualified for the position and shall have the 

right to refuse such vacancies without losing recall rights.  The Employer shall inform 

laid off employees of such vacancies. 

 

Section 2.  Notice 

 The Employer shall notify employees and the Union no fewer than forty-five (45) 

calendar days prior to the intended effective date of a planned layoff. In the case of an 

emergency, including but not limited to a natural disaster, the Employer shall provide as 

much notice as is practicable.  

 

Section 3. Recall  

Employees who are laid off shall be placed on a recall list for a period of two (2) 

years or the duration of their employment, whichever is shorter. If there is a recall, 

employees who are still on the recall list shall be recalled in the inverse order of their 

layoff in the work or job title to be recalled, provided they are fully qualified to perform 

the work to which they are recalled with minimal training. 

Employees who are eligible for recall shall be given written notice of a recall, which 

shall be sent to the employee by certified mail, return receipt requested, and regular U.S. 

Mail.  The employee shall notify the Executive Director or designee, in writing, of the 
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employee’s intention to return within three (3) working days after receiving notice of 

recall or ten (10) calendar days from the date of mailing of the notice, whichever is less.  

The Employer shall be deemed to have fulfilled its obligations by mailing the recall notice 

to the employee’s last known mailing address, by certified mail, return receipt requested 

and by regular U.S. Mail; it being the obligation and responsibility of the employee to 

provide the Employer with their latest mailing address.  Recalled employees shall be 

available to report to work within ten (10) calendar days after their notification of intent 

to return, except when the failure to return to work is due to reasonable circumstances 

beyond the control of the employee, as defined in Article 10, Section 2, or unless otherwise 

instructed by the Employer. 

 

ARTICLE 20. MISCELLANEOUS 

Section 1. Labor/Management Meetings  

For the purpose of maintaining communications between labor and management 

in order to cooperatively discuss and solve problems of mutual concern that do not 

involve negotiations or active grievances, the parties agree to meet at the request of either 

party, no more than once each month, unless mutually agreed otherwise. The parties will 

endeavor to keep the length of the meetings to no more than sixty (60) minutes. The 

respective parties shall each designate their own representatives for the meeting. No 

more than four (4) AFSCME representatives/employees may attend such meetings. The 

party requesting the meeting shall submit a written agenda of the items it wishes to 

discuss at least five (5) calendar days prior to the date of the meeting.  The other party 

within two (2) calendar days thereafter may notify the party requesting the meeting of 

any items to be added to the agenda. Agendas/changes to agendas shall go to the 

Director and Union Designee. If such a meeting is held during the regular working hours 

of any Union employee attending the meeting, that employee shall not lose any 

compensation for attending the meeting.  Otherwise, attendance at such meeting shall 

not be considered as time worked for the employees involved.   
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Each party shall take turns taking minutes of the meeting and share those minutes 

within three (3) calendar days of the meeting taking place. 

Labor Management meetings are intended to improve communications between 

the parties and shall be advisory only. 

 

Section 2. Insurance Committee 

            The parties shall establish and maintain an Insurance Committee to meet and 

discuss group insurance benefits annually in January/February.  The committee will 

consist of four (4) representatives each from the Union and from the Employer. The 

Committee will study and may recommend changes in insurance coverage and options 

during the term of the Agreement.  The Committee shall be advisory only. 

 

Section 3. Access to Personnel Files 

Employees shall be entitled to full access to their personnel files as prescribed in 

the Illinois Personnel Record Review Act, 820 ILCS 40/0.01 et seq.  Such files shall contain 

job-related information only. 

 

Section 4. Proper Information in Personnel Files  

The parties agree that an employee's failure to challenge any material in their 

personnel file is not meant to construe that the employee is in agreement with any such 

material. 

 

Section 5. Subcontracting 

It is the general policy of the Employer to continue to utilize its employees to 

perform work they are qualified to perform.  However, the Employer reserves the right 

to contract out any work it deems necessary in the exercise of its best judgment and 

consistent with the Employer’s lawful authority under Illinois statutes, however, 

subcontracting shall not result in the reduction of hours or layoffs of bargaining unit 

employees. Absent emergency, the Employer agrees to give thirty (30) days prior notice 
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to the Union and to bargain upon request of the Union over the impact or effects of any 

such subcontracting decision, although such notice and impact or effects bargaining 

obligation shall not be construed as requiring the Employer to delay implementation of 

the subcontracting decision pending the outcome of any such impact or effects 

bargaining.   

 

Section 6. Personnel Policies and Work Rules 

The Employer may adopt, change or modify reasonable work rules and policies. 

The Employer agrees to post or make available a copy of its applicable work rules and 

policies where such rules/policies exist in writing. Whenever the Employer changes or 

issues new rules or policies applicable to employees in the bargaining unit, the Union 

will be provided with at least 30 days' prior notice absent emergency or legal 

considerations, before the effective date of the work rules/policies in order that the 

Union, upon request, may meet and confer about such rules/policies with the Employer. 

Work rules and policies shall not conflict with any specific provisions of this Agreement. 

 

Section 7.  Legislative Pass Through  

If there is a legislative increase in funding which specifically designates money to 

be used for wage and/or benefit enhancements for bargaining unit employees, upon 

request of the Union, the Employer agrees to bargain over the impact. 

 

ARTICLE 21. SAFETY AND HEALTH 

Section 1. General Duty 

The Employer shall provide a safe and healthy workplace and shall comply with 

all applicable rules, regulations, and standards established by the Illinois Department of 

Labor. 
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Section 2. Library Security 

The Library shall take appropriate steps to help provide a secure work 

environment in the Library and locations where library work is performed. If the Library 

determines that individuals are not allowed on Library property, the appropriate Library 

staff will be notified.  The Library shall ensure that all required safety drills will be 

scheduled and implemented each year. Each drill shall include an educational debrief 

survey of all participants. 

 

Section 3. Personal Protective Clothing and Equipment 

All personal protective clothing and equipment required by the Employer shall 

be furnished and maintained by the Employer without cost to employees. 

 

Section 4.  Unsafe Work 

 To the extent the Union has a concern about Library health practices, it shall be 

discussed at a labor management meeting. The Library will consider all options to 

preserve the safety of employees and the community.  

 

ARTICLE 22. NO STRIKE – NO LOCKOUT 

Section 1. No Strike 

Neither the Union nor any employees or agents will instigate, promote, engage in 

or condone any strike, concerted stoppage of work, or any other intentional substantial 

interruption or disruption of the operations or essential services of the Employer, during 

the term of this Agreement.  Any or all employees who violate any of the provisions of 

this Article may be discharged or disciplined by the Employer.  In addition, in the event 

of a violation of this Section of this Article, the Union agrees to inform its members of 

their obligations under this Agreement and take all reasonable means which are within 

its power to induce employees to return to work.  
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Section 2. No Lockout 

The Employer will not lock out any employees during the term of this Agreement.   

 

ARTICLE 23. MANAGEMENT RIGHTS 

Except as expressly limited by the express provisions of this Agreement, the 

Employer retains all traditional rights to manage and direct the affairs of the Employer 

in all of its various aspects and to manage and direct its employees, including but not 

limited to the right to make and implement decisions with respect to the following 

matters without having to negotiate over such decisions:  to establish, plan direct, control 

and determine the budget and all the operations, services policies and missions of the 

Employer: to supervise and direct the working forces; to determine the qualifications for 

employment and job positions and to employ employees; to determine policies affecting 

the training of employees; to schedule and assign work, to transfer and reassign 

employees; to establish work, performance and productivity standards and, from time to 

time, to change or modify those standards; to assign overtime; to purchase goods and 

services; to determine the methods, means, organization and number of personnel by 

which departmental services shall be provided or purchased; to make, alter and enforce 

rules, regulations, orders and policies; to evaluate, promote or demote employees; to 

determine which bargaining unit employees will perform bargaining unit work; to 

change or eliminate existing equipment, technology or facilities and to introduce new 

equipment, technology or facilities without the intention of eliminating bargaining unit 

positions; to establish change, add to or reduce the number of hours, shifts and schedules 

to be worked; and to relieve or lay off employees. All such rights included herein are 

specifically limited by the express terms of this Agreement. The Employer shall also have 

the right to take any and all actions as may be necessary to carry out the mission of the 

Employer in the event of civil emergency as may be declared by the Governor, or their 

authorized designees, which may include, but are not limited to, riots, civil disorders, 

tornado conditions, floods or other catastrophes or financial or other emergencies. 
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ARTICLE 24. SAVINGS CLAUSE 

In the event any article, section or portion of this Agreement shall be held contrary 

to law, invalid and unenforceable by a court of competent jurisdiction, such decision shall 

apply only to the specific article, section or portion thereof specifically specified in the 

court decision; and upon issuance of such a decision, the Employer and the Union agree 

to notify one another and to begin immediately negotiations on a substitute for the 

invalidated article, section or portion thereof. Such decision shall not invalidate any other 

provision of this Agreement. 

 

ARTICLE 25. ENTIRE AGREEMENT 

This Agreement constitutes the complete and entire Agreement between the 

parties and concludes the collective bargaining between the parties for its term.  This 

Agreement supersedes and cancels all prior practices and agreements, whether written 

or oral, which conflict with express terms of this Agreement. 

The Employer and the Union, for the duration of this Agreement, each voluntarily 

and unqualifiedly waives the right, and each agrees that the other shall not be obligated 

to bargain collectively with respect to any subject or matter referred to or covered in this 

Agreement. In so agreeing, the parties acknowledge that, during the negotiations which 

resulted in this Agreement, each had the unlimited right and opportunity to make 

demands and proposals with respect to any subject or matter not removed by law from 

the area of collective bargaining, and that the understandings and agreements arrived at 

by the parties after the exercise of that right and opportunity are set forth in this 

Agreement. 
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ARTICLE 26. TERMINATION 

 This Agreement shall be effective from the day after it is executed by both parties 

and shall remain in effect until 11:59 P.M. on December 31, 2026. The Agreement shall be 

automatically renewed from year to year unless either party gives written notice to the 

other of its intent to terminate or modify the Agreement at least ninety (90) days prior to 

the expiration date. In the event such notice is provided, negotiations shall begin no later 

than sixty (60) days prior to the anniversary date, unless otherwise agreed by the parties. 

 The Agreement shall remain in full force and effect during the period when the 

parties are negotiating a successor and until a successor Agreement is effective, unless it 

is terminated by operation of law or either party notifies the other in writing of its intent 

to terminate the Agreement no sooner than ten (10) calendar days after such notice was 

given which in no case shall be prior to the expiration date of the Agreement. 

 

IN WITNESS WHEREOF, the parties have signed this Agreement the __ day of 

November 2023. 

On behalf of the American Federation    On behalf of the Niles-Maine 
of State, County and Municipal Employees,   District Library 
Council 31, Local 234 

 
________________________     ________________________ 
        President 
________________________      
 
________________________     ________________________ 
         Attest: Secretary 
________________________      
 
________________________ 
       
 
 
___________________     ___________________ 
Date        Date 
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Appendix 1 

 

 

 

 

 

 

Grade/ Step % Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 Step 11 Step 12
Initial Scale 2% 2% 2% 2% 2% 2% 2% 2% 2% 2% 2%
Grade 7 14.35$  $ 14.64  $ 14.93  $ 15.23  $ 15.53  $ 15.84  $ 16.16  $ 16.48  $ 16.81  $ 17.15  $ 17.49  $ 17.84 
Grade 6 16.75$  $ 17.09  $ 17.43  $ 17.78  $ 18.13  $ 18.49  $ 18.86  $ 19.24  $ 19.63  $ 20.02  $ 20.42  $ 20.83 
Grade 5.5 18.46$  $ 18.83  $ 19.21  $ 19.59  $ 19.98  $ 20.38  $ 20.79  $ 21.20  $ 21.63  $ 22.06  $ 22.50  $ 22.95 
Grade 5 21.10$  $ 21.52  $ 21.95  $ 22.39  $ 22.84  $ 23.30  $ 23.76  $ 24.24  $ 24.72  $ 25.22  $ 25.72  $ 26.24 
Grade 4 27.50$  $ 28.05  $ 28.61  $ 29.18  $ 29.77  $ 30.36  $ 30.97  $ 31.59  $ 32.22  $ 32.87  $ 33.52  $ 34.19 
Grade 3.5 31.00$  $ 31.62  $ 32.25  $ 32.90  $ 33.56  $ 34.23  $ 34.91  $ 35.61  $ 36.32  $ 37.05  $ 37.79  $ 38.54 

Grade/ Step % Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 Step 11 Step 12
Jan 1, 2024- 2.5% Increase 2% 2% 2% 2% 2% 2% 2% 2% 2% 2% 2%
Grade 7 14.71$  $ 15.00  $ 15.30  $ 15.61  $ 15.92  $ 16.24  $ 16.56  $ 16.90  $ 17.23  $ 17.58  $ 17.93  $ 18.29 
Grade 6 17.17$  $ 17.51  $ 17.86  $ 18.22  $ 18.58  $ 18.96  $ 19.33  $ 19.72  $ 20.12  $ 20.52  $ 20.93  $ 21.35 
Grade 5.5 18.92$  $ 19.30  $ 19.69  $ 20.08  $ 20.48  $ 20.89  $ 21.31  $ 21.73  $ 22.17  $ 22.61  $ 23.07  $ 23.53 
Grade 5 21.63$  $ 22.06  $ 22.50  $ 22.95  $ 23.41  $ 23.88  $ 24.36  $ 24.84  $ 25.34  $ 25.85  $ 26.36  $ 26.89 
Grade 4 28.19$  $ 28.75  $ 29.33  $ 29.91  $ 30.51  $ 31.12  $ 31.74  $ 32.38  $ 33.03  $ 33.69  $ 34.36  $ 35.05 
Grade 3.5 31.78$  $ 32.41  $ 33.06  $ 33.72  $ 34.39  $ 35.08  $ 35.78  $ 36.50  $ 37.23  $ 37.97  $ 38.73  $ 39.51 

0 0 0 0 0 0 0 0 0 0

Grade/ Step % Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 Step 11 Step 12
Jan 1, 2025- 2% Increase 2% 2% 2% 2% 2% 2% 2% 2% 2% 2% 2%
Grade 7 15.00$ 15.30$ 15.61$ 15.92$ 16.24$ 16.56$ 16.90$ 17.23$ 17.58$ 17.93$ 18.29$ 18.65$ 
Grade 6 17.51$ 17.86$ 18.22$ 18.58$ 18.96$ 19.33$ 19.72$ 20.12$ 20.52$ 20.93$ 21.35$ 21.77$ 
Grade 5.5 19.30$ 19.69$ 20.08$ 20.48$ 20.89$ 21.31$ 21.73$ 22.17$ 22.61$ 23.07$ 23.53$ 24.00$ 
Grade 5 22.06$ 22.50$ 22.95$ 23.41$ 23.88$ 24.36$ 24.84$ 25.34$ 25.85$ 26.36$ 26.89$ 27.43$ 
Grade 4 28.75$ 29.33$ 29.91$ 30.51$ 31.12$ 31.74$ 32.38$ 33.03$ 33.69$ 34.36$ 35.05$ 35.75$ 
Grade 3.5 32.41$ 33.06$ 33.72$ 34.39$ 35.08$ 35.78$ 36.50$ 37.23$ 37.97$ 38.73$ 39.51$ 40.30$ 

2025/2026
Grade/ Step % Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 Step 11 Step 12
Jan 1, 2026- 2% Increase 2% 2% 2% 2% 2% 2% 2% 2% 2% 2% 2%
Grade 7 15.30$ 15.61$ 15.92$ 16.24$ 16.56$ 16.90$ 17.23$ 17.58$ 17.93$ 18.29$ 18.65$ 19.03$ 
Grade 6 17.86$ 18.22$ 18.58$ 18.96$ 19.33$ 19.72$ 20.12$ 20.52$ 20.93$ 21.35$ 21.77$ 22.21$ 
Grade 5.5 19.69$ 20.08$ 20.48$ 20.89$ 21.31$ 21.73$ 22.17$ 22.61$ 23.07$ 23.53$ 24.00$ 24.48$ 
Grade 5 22.50$ 22.95$  23.41$ 23.88$ 24.36$ 24.84$ 25.34$ 25.85$ 26.36$ 26.89$ 27.43$ 27.98$ 
Grade 4 29.33$ 29.91$ 30.51$ 31.12$ 31.74$ 32.38$ 33.03$ 33.69$ 34.36$ 35.05$ 35.75$ 36.46$ 
Grade 3.5 33.06$ 33.72$ 34.39$ 35.08$ 35.78$ 36.50$ 37.23$ 37.97$ 38.73$ 39.51$ 40.30$ 41.10$ 

Effective Upon Union Ratification
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Appendix 2 

 

The following employees will receive a six percent (6%) increase upon ratification 

of this Agreement: 

 

Maryellen Essig  

Cecilia Cygnar  

Ruth Ann Schuster  

Betty Zhan 

Carol Jung 

Annette McQuade 
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MEMORANDUM OF AGREEMENT 

This Memorandum of Agreement will confirm the understanding reached during 

the initial contract negotiations between the Niles-Maine District Library (“Library”) and 

AFSCME Council 31 (“Union”) that in lieu of retroactivity pay, employees on the payroll 

upon ratification (November 2023) will receive a one-time bonus payment as follows: 

 
Years of Service    Longevity Bonus (Gross) 
Less than one year     $500 
One year to five years    $1,000 
More than five years to ten years   $1,500 
More than ten years to fifteen years  $2,000 
More than fifteen years to twenty years  $2,500 
More than twenty years       $3,000 
 

This Memorandum will expire at the end of the parties’ 2023-2026 Agreement. 

 
___________________      ___________________ 
For the Union       For the Library 
 
___________________      ___________________ 
Date         Date 
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MEMORANDUM OF UNDERSTANDING 

This Memorandum of Understanding (MOU) will confirm the understanding 

reached during the initial contract negotiations between the Niles-Maine District Library 

(“Library”) and AFSCME Council 31 (“Union”) relating to the issue of remote work. 

The parties agree that within sixty (60) days of ratification, there shall be a joint 

committee established to explore the viability of remote work for bargaining unit 

employees at the Library.  The committee shall be comprised of an equal number of 

representatives of the Library and the Union not to exceed five (5) members on either 

side. 

The parties shall meet at regular times and locations as established by the parties 

and will discuss the following topics (or other items agreed to by the parties): 

1. The viability of remote for bargaining unit titles 

2. The policies and procedures that would govern a remote work program 

3. Qualifications needed for bargaining unit employees to utilize remote work  

4. The cessation of remote work 

 

Any agreements reached by the parties shall be reduced to writing and 

promulgated to Library staff.  

 

___________________      ___________________ 
For the Union       For the Library 
 
___________________      ___________________ 
Date         Date 



 
 

September 2025 
Tax Levy Overview 

  

For the last several years, the Library has pursued little or no increase in the property tax levy. 
Due to the increase in EAV for the community and a growing tax base with new development, our 
property tax rate has dropped in each of the last 5 years while the annual rate of inflation has 
steadily gone up as shown in the following table: 
 

Year Increase over 
prior year 

Annual Inflation 
Rate* 

Tax Rate Total Extension 

2020 1.07% 1.12% .4232 $5,536,762.46 
2021 1.5% 4.7% .4122 $5,619,883.22 
2022 3.0% 4.1% .4041 $5,793,134.01 
2023 2.8% 2.9% .3893 $5,958,229.94 
2024 0.12% 2.7% .3587 $5,965,527.50 

 
*Inflation rate data source: US Bureau of Labor Statistics for Chicago-Naperville-Elgin statistical region.  
 
As the table shows, our tax rate has declined in each of the last 5 years, our revenue has 
increased by less than $500,000 in that time, and we have not kept pace with inflation.  As shown 
in the attachment marked Exhibit 4, which came from the presentation by the Village Finance 
Director to the Village Board last year, the Library’s portion of the tax levy for the current year 
was a decrease of approximately $6.70 on the tax bill for a property owner with a property 
assessed at a market value of $350,000.  
 
As operational costs continue to rise, the Library has had to continually shift money within our 
budget to maintain appropriate levels of service, and this minimal level of growth will not be 
sustainable for much longer without more dramatic changes including cuts to programs and 
services for our patrons.   
 
I strongly encourage the Board to consider an increase in this year’s tax levy of at least 3-5% 
over last year’s extension. 
 
In actual dollars:  

• a 3% increase = $178, 968.82 in additional revenue for the library. 
• a 4% increase = $238,625.10 in additional revenue. 
• a 5% increase = $298,281.28 in additional revenue. 

 
Property taxes in Illinois are local taxes imposed or levied by units of local government (school 
districts, municipalities, park districts, libraries, etc.). Property taxes are the primary source of 
income for the library. In the current year, taxes represent 93% of our projected revenue. This is 
actually lower than usual, because we have included the Gunda family donation for Sam’s Lab in 



our projected revenue.  In years when we don’t expect to receive such generous donations, taxes 
account for 95% or more of our overall revenue. Other revenue, such as printing and copying 
fees, are designed to just cover the costs of those services. They are not a reliable source of 
funding for general library operational costs. 
 
The levy itself is a formal document, submitted by us to the Village and by the Village to the 
County, which asks the County to collect taxes on our behalf. The library portion is a separate tax 
and the revenue from it comes back directly to the library even though the request is submitted by 
the Village on our behalf and appended to its own levy request. 
 
We request a specific dollar amount, and the County determines the percentage rate needed to 
collect that amount, distributing the burden among all property owners based on the equalized 
assessed value (EAV) of their property. 
  
Equalized Assessed Value or EAV is determined by the Township and County assessors and used 
for determining and allocating taxes paid by individual property owners. In Illinois, counties are 
required to “equalize” property tax assessments so that the median level of assessment is at 33% 
of its fair market value. Property is reassessed every 3 years. If the average sales price in the 
overall market is either higher or lower than 33% of the current assessment, these assessed values 
will be increased or decreased to what is determined to be the correct level.  
 
The total extension is the product of total EAV, less any exemptions that local property owners 
qualify for, multiplied by a calculated tax rate and is equal to the dollar amount of the library’s 
levy for that year. The County Clerk calculates the tax rate needed to raise the dollar amount 
requested in our levy each year.   
 
 

(EAV - exemptions)   X   Tax Rate   =   Taxes Due 
  
 
Increasing our levy over last year's extension does not mean that a property owner’s tax bill will 
go up by the same percentage. Changes in EAV, qualifying exemptions, new development in 
town, and changes in zoning can all impact the change in an individual property owner’s tax bill.   
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