
DIRECTOR’S MONTHLY REPORT 
December 2019 

 
Activities 

Interior renovation plans were posted on the website and in our three locations.  We 
accepted online and paper feedback December 11-31.  The online survey had 419 visitors 
with 241 responses; we also received 30 paper surveys.  The survey was all open-ended 
questions, and we received some excellent feedback which has been compiled for the Building 
Renovation Committee to review. 

Management Team finished creating strategic plan action steps for 2020.  The complete 
2020 plan is attached. 

External Meetings 

 POC Board Meeting, 12/4 

 Schaumburg TIF Joint Review Board, 12/4 

 Leadership Coaching Group, 12/6 

 District 15 Community Partners, 12/9 

 Palatine TIF Joint Review Board, 12/9 

 Foundation Meeting, 12/14 

 Hoffman Estates Chamber WEB Meeting, 12/16 

 Hoffman Estates Chamber Holiday Lunch, 12/18 

Upcoming Events 

January 2020 

January 29  Friends of the Library, 7pm 
 

February 2020 

February 6  Policy Committee, 9am 
February 14-16  Friends Book Sale 
February 17  Legislative Breakfast 
February 18  Regular Board Meeting, 7pm 
 
 
 
 



BOARD CALENDAR

2020

DATE TRUSTEES ADMINISTRATION IL LAW CITATION
JANUARY

Inventory contents of lockbox
Review minutes of closed sessions (5 ILCS 120/2.06(a))

File certificate with County Assessor 
indicating that there has been no change in 
ownership of use of district property

(35 ILCS 200/15-10)

Board review of Strategic Plan annual 
action items
Annual review of succession plan 

FEBRUARY
Receive report of committee to review 
minutes of closed sessions 

(5 ILCS 120/2.06)

Certify to County Clerk list of those needing 
to file Statements of Economic Interest  

(5 ILCS 420/4A-101 and 4A-
106)

MARCH
File annual library certification with Illinois 
State Library

APRIL
Finance Committee meets to review budget 
for coming year

Annual review of Library’s disaster and 
emergency plans

File Statement of Economic Interest File Statement of Economic Interest
(5 ILCS 420/4A-100 and 420 
ILCS 420/4A 105)

MAY
Board reviews proposed Working Budget 
for coming year
Set schedule of closings for upcoming 
fiscal year

JUNE
Adopt Working Budget for coming year

Adopt prevailing wage ordinance 
(820 ILCS 130/9 and 820 
ILCS 130/4)

Adopt ordinance regarding Building 
Maintenance Fund Levy

Publish Maintenance Fund Levy Ordinance (75 ILCS 16/35-5(b))

Administrators (75 ILCS 16/35-5(b))  
Appoint committee to review closed 
session minutes
Appoint committee to audit FY Board 
meeting minutes

Update FOIA information (print and web)

Fiscal year ends June 30 (75 ILCS 16/35-40)

JULY
Fiscal year begins July 1 (75 ILCS 16/35-40)

Set date for hearing on Budget & 
Appropriations Ordinance; publish notice.

(75 ILCS 16/30-85; 50 ILCS 
330/3)

Mid-Year review of Strategic Plan progress

File a sworn, detailed, and itemized 
statement of receipts and expenditures for 
the prior six months with Board Secretary

(50 ILCS 305/1)
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BOARD CALENDAR

2020

DATE TRUSTEES ADMINISTRATION IL LAW CITATION
AUGUST

Approve Certification of Annual Report to 
State Library

(75 ILCS 16/30-65)

Receive report of committee to review 
minutes of closed sessions 

(5 ILCS 120/2.06)

Receive report of committee to audit FY 
Board meeting minutes

(75 ILCS 16/30-65 c)

Prepare tentative B&A Ordinance, post in 
Library for inspection.

(75 ILCS 16/30-85; 50 ILCS 
330/3)

Post the total compensation package of 
employees $75,000 or greater 

(5 ILCS 120/7.3)

SEPTEMBER
Public hearing on Budget and 
Appropriations Ordinance 

Publish certified copy of Budget & 
Appropriations Ordinance

(75 ILCS 16/30-85; 50 ILCS 
330/3)

Adopt Budget & Appropriations Ordinance
File certified copy of Budget & 
Appropriations Ordinance with County 
Clerk

(75 ILCS 16/30-85(a))

File Estimate of revenues certificate with 
county clerk

(35 ILCS 200/18-50)

Determine if this year’s tax levy increase is 
5% or more; Publish Notice of Public 
Hearing on tax levy, if necessary

(35 ILCS 200/18-75 and 
200/18-80)

OCTOBER
File Unclaimed Property report with State 
Treasurer’s office

President appoints Director Review 
Committee

NOVEMBER

Public Hearing on Tax Levy if necessary
File certified copy of Tax Ordinance with 
County Clerk

(35 ILCS 200/18-75, 200/18-
75 and 200/18-80)

Adopt Tax Levy Ordinance
Make copy of Tax Levy Ordinance 
available for public inspection

(75 ILCS 16/30-85(b))

Study and plan for TIF retirement or 
declaration of surplus

Adopt Salary Schedule for coming year
Complete director evaluation forms

DECEMBER
Approve annual IL Per Capita Grant 
application
Appoint Committee to review closed 
session minutes
Appoint Committee to inventory contents of 
lock box

File annual statement of receipts and 
disbursements; publish availability.

(30 ILCS 15/1 and 15/2)

Review independent contractors to ensure 
compliance with applicable federal and 
state statutes

Adopt ordinance setting dates of Board 
meetings for calendar year

Publish notice to media of the schedule of 
regular meetings and post on Library’s 
website

(5 ILCS 120/2.02)

Annual adoption of ordinance for issuance 
of non-resident fee cards and method for 
assessing fee  (23 IL ADC 3050.20) 

Director’s annual review

File a sworn, detailed and itemized 
statement of receipts and expenditures for 
the prior six months with Board Secretary

(50 ILCS 305/1)
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BOARD CALENDAR

2020

DATE TRUSTEES ADMINISTRATION IL LAW CITATION

2020
Conduct Community Survey (last 
completed in 2016)

Trustee candidates petition to be on ballot 
(even years)

(10 ILCS 5/10-4)

2021
Trustee election (April, odd numbered 
years only)

(10 ILCS 5/2A-1.1(b)) and (10 
ILCS 5/22-17)

Appoint Nominating Committee (April, odd 
numbered years only)
Organize Board and Elect Officers (May, 
odd numbered years only)

(75 ILCS 16/30-40)

Conduct Compensation and Market Study 
(last completed in 2017)
Update Capitol Needs Study (last 
completed in 2017)
Conduct Appraisal of all Library properties 
for insurance purposes (last completed 
2013)

2022
Conduct Financial Management plan (last 
completed in 2018)
Conduct space needs study (last 
completed in 2018)

2023
Conduct employee opinion survey (last 
completed 2015)
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Goals Themes Actions Start Date # Days End Date Status
1.1:  The library has comfortable, flexible spaces that encourage use and connection.

Interior renovation
Reno: Planning phase 7/15/2019 330 6/9/2020
Reno: Bidding 5/15/2020 90 8/13/2020
Reno: Construction 9/15/2020 480 1/8/2022

Make minor changes not dependent on the renovation
Storage for Library of Things 2/1/2020 120 5/31/2020
Pop Pick display furniture, including space for DVDs 1/1/2020 180 6/29/2020
Reupholster furniture to be reused 5/1/2020 180 10/28/2020

1.2:  The library’s collection is vibrant and convenient to access.    
ILS Migration

ILS profiling 12/10/2019 60 2/8/2020
ILS mapping 1/1/2020 30 1/31/2020
ILS configuration (3rd party services) 6/1/2020 90 8/30/2020
ILS data testing 6/1/2020 90 8/30/2020
ILS staff training 6/1/2020 90 8/30/2020
big weed prior to migration/renovation 1/1/2020 150 5/30/2020
evaluate library app post-migration and explore options 9/7/2020 90 12/6/2020

Ease of Access
Research and budget for Open+ to expand branch hours 1/1/2020 120 4/30/2020
Use Open Town Hall to survey patrons about add'l hours at Main 9/1/2020 90 11/30/2020
Temporary signage during construction 9/15/2020 480 1/8/2022
Plan permanent signage for after construction 9/1/2020 180 2/28/2021

Collection Analysis 
update collection plan 9/1/2019 180 2/28/2020

1 Experience:  We strive to ensure that individuals have exceptional interactions with the library and are connected with resources and services 
that increase their quality of life.  We exceed expectations.

https://palatinelibraryorg-my.sharepoint.com/personal/jdilger_palatinelibrary_org/Documents/SP Action Steps 2020 with Timeline



Goals Themes Actions Start Date # Days End Date Status

1 Experience:  We strive to ensure that individuals have exceptional interactions with the library and are connected with resources and services 
that increase their quality of life.  We exceed expectations.

1.3:  The library is committed to quality patron interactions.
Training for staff and patrons

De-escalation training 3/1/2020 180 8/28/2020
Library Community Standards training 1/15/2020 180 7/13/2020

Add or improve services
Expand # of notaries on staff 6/1/2020 180 11/28/2020
Begin process to be passport acceptance facility (apply, training) 1/1/2020 270 9/27/2020
Consider removing library card expiration date 2/1/2020 180 7/30/2020
Minimize disruption during renovation 9/15/2020 480 1/8/2022

https://palatinelibraryorg-my.sharepoint.com/personal/jdilger_palatinelibrary_org/Documents/SP Action Steps 2020 with Timeline



Experience Chart

Jan‐20 Feb‐20 Mar‐20 Apr‐20 May‐20 Jun‐20 Jul‐20 Aug‐20 Sep‐20 Oct‐20 Nov‐20 Dec‐20

Reno: Planning phase

Reno: Bidding

Reno: Construction

Storage for Library of Things

Pop Pick display furniture, including space for DVDs

Reupholster furniture to be reused

ILS profiling

ILS mapping

ILS configuration (3rd party services)

ILS data testing

ILS staff training

big weed prior to migration/renovation

evaluate library app post‐migration and explore options

Research and budget for Open+ to expand branch hours

Use Open Town Hall to survey patrons about add'l hours at Main

Temporary signage during construction

Plan permanent signage for after construction

update collection plan

De‐escalation training

Library Community Standards training

Expand # of notaries on staff

Begin process to be passport acceptance facility (apply, training)

Consider removing library card expiration date

Minimize disruption during renovation



Goals Themes Actions Start Date # Days End Date Status
2.1:  The community has high awareness of library services and programs.  

Communicate about Changes
communicate with patrons and staff about renovation 8/1/2020 510 12/24/2021

communicate with patrons and staff about migration 6/1/2020 120 9/29/2020

Implement Marketing Plan
Revitalize marketing efforts to promote library services and 

programs

1/1/2020 365 12/31/2020

Survey impact of programs and services on visitors 1/1/2020 120 4/30/2020

Support outreach efforts with emphasis on quality 1/1/2020 365 12/31/2020

Create standards for wayfinding signage and produce signage that 

is clear and helpful for visitors

1/1/2020 120 4/30/2020

continue to communicate plans and timeline to the public about 

the renovation master plan

1/1/2020 720 12/21/2021

Promote both branch locations to increase awareness and usage 1/1/2020 365 12/31/2020

Programming
re‐imagine program comm and its goals 3/1/2020 120 6/29/2020

2.2:  The library interacts with its diverse community to discover and respond to current needs of all groups.  
Bilingual Services

increase EDI activities/network groups 3/1/2020 180 8/28/2020

identify current staff to increase bilingual skills 4/1/2020 180 9/28/2020

hire more staff (through turnover) to focus on bilingual 

community

1/1/2020 365 12/31/2020

2.3:  The library creates and deepens meaningful partnerships with local organizations and businesses.
Overcome Transportation Barriers

Participate in community conversations about transportation 2/1/2020 365 1/31/2021

Outreach
Define successful outreach and set goals 11/1/2019 180 4/29/2020

Create library‐wide community partner database 3/1/2020 90 5/30/2020

Maintain & deepen current partnerships w/commun orgs 1/1/2020 270 9/27/2020

Share and celebrate our work with commun orgs 7/1/2020 180 12/28/2020

Census 202Census 2020 12/3/2019 150 5/1/2020

2 Engagement:  We work continuously with the community to increase our reach and expand our impact.  We are a valued 
community partner. 
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Engagement Chart

Jan‐20 Feb‐20 Mar‐20 Apr‐20 May‐20 Jun‐20 Jul‐20 Aug‐20 Sep‐20 Oct‐20 Nov‐20 Dec‐20

communicate with patrons and staff about renovation

communicate with patrons and staff about migration

Revitalize marketing efforts to promote library services and programs

Survey impact of programs and services on visitors

Support outreach efforts with emphasis on quality

Create standards for signage and produce signage that is clear and helpful

continue to communicate plans and timeline to the public about the renovation

Promote both branch locations to increase awareness and usage

re‐imagine program comm and its goals

increase EDI activities/network groups

identify current staff to increase bilingual skills

hire more staff (through turnover) to focus on bilingual community

Participate in community conversations about transportation

Define successful outreach and set goals

Create library‐wide community partner database

Maintain & deepen current partnerships w/commun orgs

Share and celebrate our work with commun orgs

Census 2020



Goals Themes Actions Start Date # Days End Date Status
3.1:  The library is a trusted steward of resources.

Monitor Finances
Monitor TIFs and TIF distributions 12/1/2019 180 5/29/2020
Examine investment strategy 1/15/2020 60 3/15/2020
Issue bonds to finance renovation 1/15/2020 180 7/13/2020

Transparency
Publish stats online 6/1/2019 270 2/26/2020
Train appropriate staff to navigate OpenGov 2/26/2020 90 5/26/2020
Utilize OpenGov Stories and Town Hall 1/1/2020 270 9/27/2020
Annual report in newsletter 7/1/2020 180 12/28/2020

Enrich and expand volunteer opportunities as a mutual support for the Library and the community.
diversify volunteer pool (e.g. special needs, court-ordered) 4/1/2020 150 8/29/2020
recruit volunteer greeters during renovation 9/1/2020 90 11/30/2020

3.2:  The library is a preferred employer that values staff development and retention.  
Improve Employee Engagement at the library.

Study workload in public service departments 10/15/2019 210 5/12/2020

Adjust staffing based on workload study and new interior floor plan 5/15/2020 90 8/13/2020

Tweak new performance evaluation form 2/1/2020 90 5/1/2020
Offer more opportunities to join committees 5/1/2020 120 8/29/2020
Enhance staff recognition program 1/1/2020 90 3/31/2020
Spotlight milestone anniversaries 1/1/2020 90 3/31/2020

Competitive Salary/Benefits
Examine possibility of family insurance 4/1/2020 60 5/31/2020
Evaluate work schedules with breaks including weekend shifts 4/1/2020 90 6/30/2020
Hire subs or consider “on call” staff.  Budget & post positions 3/1/2020 180 8/28/2020

Staff Training
implement collaborative classroom idea 3/1/2020 180 8/28/2020
cross train staff to cover desks in other departments 6/1/2020 120 9/29/2020
Active shooter training 12/1/2019 90 2/29/2020

3 Endurance:  We strive for sustainability in our practices, human and financial resources, and facilities.  We are a resilient organization.  

https://palatinelibraryorg-my.sharepoint.com/personal/jdilger_palatinelibrary_org/Documents/SP Action Steps 2020 with Timeline



Goals Themes Actions Start Date # Days End Date Status

3 Endurance:  We strive for sustainability in our practices, human and financial resources, and facilities.  We are a resilient organization.  

3.3:  The library’s systems and facilities are resilient, modern, and efficient.  
Maintain and improve the Library’s three locations, including buildings and maintenance systems.

Repair concrete in underground parking garage 7/1/2020 120 10/29/2020
Revise emergency manual 5/1/2020 90 7/30/2020
Train staff on healthy hygiene practices to reduce sick time 9/1/2020 90 11/30/2020
Examine emergency communication practices, consider app 9/1/2020 30 10/1/2020

Regularly review, replace, and upgrade technology systems in order to meet the needs of patrons and staff.
Incorporate Office 365 into workflows 3/1/2020 180 8/28/2020
Investigate LOOPS update for Meeting Room 1 2/1/2020 60 4/1/2020
Network review & revamping 1/1/2020 360 12/26/2020
New WiFi 12/1/2019 90 2/29/2020
Invesitigate data backup systems 7/1/2020 90 9/29/2020
Simple Scan Station 1/1/2020 90 3/31/2020
New Intranet 1/1/2020 120 4/30/2020
New Firewall 9/1/2020 120 12/30/2020
New Security Cameras 3/1/2020 120 6/29/2020

https://palatinelibraryorg-my.sharepoint.com/personal/jdilger_palatinelibrary_org/Documents/SP Action Steps 2020 with Timeline



Endurance Chart

Jan‐20 Feb‐20 Mar‐20 Apr‐20 May‐20 Jun‐20 Jul‐20 Aug‐20 Sep‐20 Oct‐20 Nov‐20 Dec‐20

Monitor TIFs and TIF distributions

Examine investment strategy

Issue bonds to finance renovation

Publish stats online

Train appropriate staff to navigate OpenGov

Utilize OpenGov Stories and Town Hall

Annual report in newsletter

diversify volunteer pool (e.g. special needs, court‐ordered)

recruit volunteer greeters during renovation

Study workload in public service departments

Adjust staffing based on workload study and new interior floor plan

Tweak new performance evaluation form

Offer more opportunities to join committees

Enhance staff recognition program

Spotlight milestone anniversaries

Examine possibility of family insurance

Evaluate work schedules with breaks including weekend shifts

Hire subs or consider “on call” staff.  Budget & post positions

implement collaborative classroom idea

cross train staff to cover desks in other departments

Active shooter training

Repair concrete in underground parking garage

Revise emergency manual

Train staff on healthy hygiene practices to reduce sick time

Examine emergency communication practices, consider app

Incorporate Office 365 into workflows

Investigate LOOPS update for Meeting Room 1

Network review & revamping

New WiFi

Invesitigate data backup systems

Simple Scan Station

















Teen space rendering. 

The library's Creator Zone combines the video and audio capabilities of its current Digital Media 

Center with a new maker space for fabrication with tools, like laser cutters and sewing 

machines. In the survey, the library wants to know how users see themselves utilizing that 

space, or what tools they would like to see included. 

The main branch currently has eight study rooms. A plan shows additional rooms of varying 

sizes. The library wants to know how many users the new rooms should seat and what should 

be added to the rooms. 

Another option includes adding a fireplace for a more cozy, inviting feel in the library. 

Lastly, previous feedback stated that users would like to see adult fiction and nonfiction books 

on the same floor for easier browsing. Moving the adult fiction to the second floor allows the 

library to make this a quieter floor, reserving more social activities for the first floor. The main 

branch would still have new materials for all ages on the first floor for easy grab-and-go 

convenience. 

The survey will be available through the end of December. 
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