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1.  General Library Objectives   

A. To assemble, preserve and administer in an organized collection, books and related 

educational and recreational material, in order to promote thru guidance and stimulation 

the communication of ideas, a more informed citizen ship and enriched personal lives. 

B. To be aware of the needs of the community and meet those needs as effectively as possible.  

To keep informed regarding the latest and most effective sources or professional library 

services and methods. 

2.   Use of Library 

A. Hours 

1. Open Tuesday 10:00 A.M – 5:00 P.M, 

2. Wednesday, Thursday 11:00 A.M. – 5:00 P.M. 

 Friday 11:00 A.M.-5:00 P.M.,  

Saturday, 10:00 A. M.-2:00 P.M., 

Closed Sunday and Monday. 

B. Library closed on the following holidays:  New Year’s Day, Martin Luther King Jr. Day, 

President’s  Day, Memorial Day, Fourth of July, Labor Day, Columbus Day, Election Day (if 

there are elections being held in the township), Veterans Day, Thanksgiving Day, and 

Christmas Day. 

C. Library will serve all residents and property owners of said Library District (Royal Center and 

Boone Township).  Also, all school children enrolled in the Pioneer School Corporation. Cass 

Township residents, and those residents who claim Logansport Cass County Library as their 

“home” library.  A Non-Resident fee will be determined by budget process. 

D. The Library basement meeting room may be used by civic, cultural or educational groups 

who make proper application with the Librarian.  No admission shall be charged.  Present 

regular users of library facilities shall be exempted from the above provision as long as the 

quarters are available.  Donations for use of room may be accepted and a minimum charge 

of $35.00 is made to individuals and private groups using the facilities.  The room is 

expected to be in as good a condition as found. 

3.  Board of Trustees 

A. In accordance with Public Library Law there will be a seven-member Board of Trustees. One 

appointed by the County Commissioners, One by the County Council,  Three by the Pioneer 

School  Corporation, One by the Town Council: and one by the Advisory Board.  Term of 

office is for four (4) years and effective with 1965, members may succeed themselves for 

three (3) terms only. 



B. Officers shall be President, Vice-President, Secretary, and Treasurer - same to be elected at 

the July meeting for a period of one year.  The Treasurer’s Bond is secured by Library 

appropriation. 

C. Meetings are held on the last Tuesday at 4:30 P.M.  If there is no new business to be 

transacted the regular meeting may not be held.  All Board members and the Librarian are 

expected to be present.  Special meetings may be called by the President, all members being 

notified of same.   

D. Specific Duties 

1. Attend meetings regularly. 

2. Be familiar with the purposed and duties of the Library Board. 

3. Approve budget to obtain required funds. 

4. Be responsible for seeing that the building and grounds are properly maintained. 

5. Attend such library conferences as are related to the duties and interests of the 

Trustees. 

6. Salary and service bills may be paid without Board action.  All claims are to be 

signed by Board members. 

7. All Board action shall require a majority of members.  A quorum shall consist of four 

members. 

4.  Duties of Librarian 

A. Select and purchase the number and type of books and materials which best meet the 

needs and desires of the community. 

B. Purchase books, supplies and materials within the budget appropriation. 

C. Attend Board meetings.  Present a statistical report, listing of claims and make 

recommendations relative to good service.  Prepare an estimated budget for consideration. 

D. Attend State, District, and Area Meetings.  Mileage and expenses are to be allowed from 

appropriation. 

E. Collect and record fines and fees.  Maintain a record of expenditures from Petty Cash Fund. 

F. Interpret and implement the rules and policies of the Board. 

G. Be discreet in public discussions. 

H. Perform routine janitorial duties.  (Special cleaning such as washing windows, outside 

maintenance to be paid from appropriation.) 

I. Be responsible for meeting room in basement, the janitorial work, and the unlocking and 

locking-up of same as well as the scheduling of meetings. 

5.  Personnel Policy 

A. Regular Employee-the regular scheduled work week and such other time as deemed 

necessary. 

B. Part time as specified to not exceed 600 (six hundred) hours a year. 



C. Employees must maintain high customer service standards, show up for work on a regular 

basis, be on time, and present themselves in a professional manner. The work dress code is 

business casual.  

D. Employees who require disciplinary action will receive 1 verbal warning. The next level will 

be a written reprimand that will be a part of their personnel file.  Employee will be 

terminated if a 3rd reprimand is required. 

6.  Pay Scale 

A. Salary scale set for incoming year with adoption of budget. 

B. Director salary is established by the board. 

C. Clerk salary is determined by a combination of current market rate of pay and experience 

in the position.  

7. Retirement 

A. Mandatory at 65 (may be extended at the discretion of Board). 

B. Retirement plan adopted (P.E.R.F.) shall apply only to head librarian. 

8.  Holidays, Vacation, and Sick Leave 

A. All specified holidays observed. 

B. Vacation with pay, to accumulate at the rate of 1.58 days per pay period (monthly) for 

Head Librarian. 5 paid holidays and 10 vacation days per year for other full time employees 

of the library. Director paid holidays are: New Year Day, Martin Luther King Day, President’s 

Day, Memorial Day, 4th of July, Labor Day, Columbus Day, Election Day, Veterans Day, 

Thanksgiving Day, and Christmas. Other staff paid holidays are: New Year Day, Memorial 

Day, 4th of July, Thanksgiving, and Christmas 

C. Sick leave of five days annually, with an accumulation of twenty-five days.  Paid sick leave 

applies only to the Director. 

D. Time off for illness and death in family, may be granted by Board. 

9. Weather Related Closings 

 A. The decision to open the library in inclement weather will be left to the discretion of the                    

library director. Determination on the closing will include whether a travel restriction has been put in 

place by state or county law enforcement. Consideration of staff and patron travel safety will also be 

considered in the decision for closing the library. The director may also contact the library board 

president to help make the final decision to close the library. 

 

 



10. This policy to be reviewed by the Board, adopted and recorded in the Secretary’s minutes.  This 

policy may be amended at any regular meeting of the Board with a quorum present, by a majority vote 

providing the amendment was read and discussed at the preceding regular meeting and all members 

notified of the proposed change. 

 

 

 


