
La Grange Public Library Trustee Handbook 

Welcome Note from the Executive Director 

As a civic institution, the public library serves as a place for everyone to engage in the activities that they choose to enhance their lives as 
individuals and as members of a community. Libraries have the amazing opportunity to be rooted in reliable, long-standing services while 
concurrently thinking innovatively and creatively about all the possibilities ahead.   

As Executive Director, it is my job to ensure that the staff are well trained in the necessary skills to meet the needs of the community. I build an 
environment for them to do their best work.  Their work is to curate materials, programs and services that meet public needs. Our goal is to help 
everyone have their best experience with every single library visit—in person, via the phone or online. We are proud of the work that we do, and 
we celebrate and stand for the public’s freedom of access and freedom to read as laid out by the American Library Association . The staff of the 
La Grange Public Library is passionate about their community and their workplace. 

It is my pleasure to work alongside you as we fulfill the library’s vision to engage, connect, explore, and grow. Welcome! 

Jennifer Hovanec 
Executive Director, La Grange Public Library 
she/her/hers 

Welcome Note from the Board President 

Dear La Grange Public Library Trustee, 

On behalf of the La Grange Public Library community, I thank you for your service as a Library Trustee. The citizens of La Grange have elected 
you to this important role to govern the Library’s strategy, policy, and fiscal responsibilities. As Trustees, we also serve as advocates for the 
library community, especially in a time when library resources are restricted and intellectual freedoms are highly challenged. Our work as 
Trustees is to support the La Grange Public Library’s mission to “strive to enrich our community by inspiring connections, providing access to 
meaningful resources, and encouraging curiosity in an inclusive and welcoming atmosphere.”   

This year we have many exciting plans ahead of us including building renovation, working with a new library foundation, and wrapping up the 
final steps in the 2023-2025 Strategic Plan. I encourage you to look ahead toward the library’s future with enthusiasm, active participation, and 
positivity. 

Please review this updated Trustee Handbook prior to our next board meeting. As you read, please reach out to me with any questions. 

Sincerely, 

Lisa Katzenberger 
President, La Grange Public Library Board of Trustees 
she/her/hers 
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La Grange Public Library Trustee Handbook 
 

La Grange Public Library Governance Policy 
The Library Bylaws are included in the La Grange Public Library Governance Policy. By reading and signing this Trustee handbook, you assert that 
you have also read and understand the Governance Policy. 

 

Public Library Board of Trustees Ethics Statement 
 

Public library trustees are accountable for the resources of the library as well as to see that the library provides the best possible service to its 
community. 

Every trustee makes a personal commitment to contribute the time and energy to faithfully carry out their duties and responsibilities effectively 
and with absolute truth, honor, and integrity.  

Trustees shall respect the opinions of their colleagues and not be critical or disrespectful when they disagree or oppose a viewpoint different 
than their own.  

Trustees shall comply with all the laws, rules, and regulations that apply to them and to their library. 

Trustees, in fulfilling their responsibilities, shall not be swayed by partisan interests, public pressure or fear of criticism. 

Trustees shall not engage in discrimination of any kind and shall uphold library patrons’ rights to privacy in the use of library resources. 

Trustees must distinguish clearly in their actions and statements between their personal philosophies and attitudes and those of the library, 
acknowledging and supporting the formal position of the Board even if they disagree.  

Trustees must respect the confidential nature of library business and not disclose such information to anyone. Trustees must also be aware of 
and in compliance with Freedom of Information laws. 

Trustees must avoid situations in which personal interests might be served or financial benefits gained because of their position or access to 
privileged library information, for either themselves or others. 

A Trustee shall immediately disqualify him/herself whenever the appearance of or a conflict of interest exists. 

Trustees shall not use their position to gain unwarranted privileges or advantages for themselves or others from the library or from those who 
do business with the library. 

Trustees shall not interfere with the management responsibilities of the Executive Director or the supervision of library staff. 

Trustees shall support the efforts of librarians in resisting censorship of library materials by groups or individuals.  
 

Approved by the United for Libraries Board in January 2012 
Public LIbrary Trustee Ethics Statement 

 

https://lagrangelibrary.org/wp-content/uploads/2023/05/GOVERNANCE-POLICY-04.25.2023.pdf
https://www.ala.org/united/sites/ala.org.united/files/content/trustees/orgtools/Ethics%20Statement.pdf
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Library Board Meetings 
 
The Library Board of Trustees normally meet on the third Tuesday of each month at the Library. The meetings begin at 7:00pm, and members of 
the public may attend. Note that the Board Committees meet at various times during the year as needed, not necessarily on a regular schedule. 
Committee meetings are announced by the committee chair 48 hours in advance. 

The Board does not normally hold a meeting in December. 

 
La Grange Public Library Mission & Vision 

 
Mission: We strive to enrich our community by inspiring connections, providing access to meaningful resources, and encouraging curiosity in an 
inclusive and welcoming atmosphere. 

Vision: Engage – Connect – Explore - Grow 

 
La Grange Public Library History 

 

The La Grange Women’s Club started a 100-book lending library in 1896. In 1903, a grant from Andrew Carnegie built the first La Grange Public 
Library building, and a new building was constructed at our current location in 1968. Our current building opened in 2007, and our holdings are 
well over 137,000.  

You can find more information on Library History at: Library History 

 
Effective Library Board Meetings 

 

Managing an effective meeting is the duty of the Board President. Effective board meetings can begin with a quick review of the agenda to make 
sure there is adequate time to cover all items and to modify the order of business if necessary. Effective board meetings move efficiently and 
should last no longer than 2 hours. Time for questions and full discussion is allowed, but the President makes sure discussion remains focused, 
and decisions are reached. 

The President also needs to ensure that a few members do not dominate discussions, that all members have a chance to be heard, and that 
accountability for follow-through is assigned as needed. Meetings are managed more effectively with ground rules. The list below provides 
ground rules for a successful library board meeting,  

• Start meetings on time 
• Work at an efficient pace to complete meetings within 90 minutes 
• Stay on task, no sidebar conversations 
• Come prepared, having read the Board packet in its entirety, and ready to contribute 
• Listen to others and don’t interrupt  
• Be open to hearing other people’s perspectives 
• Observations should be backed with evidence to support the assertion at hand 
• Make decisions based on clear information 
• Identify actions that result from decisions 
• Bring closure to decisions 
• Be respectful 
• Board members will support committee recommendations 
• All Board members have the ability to redirect the conversation back to the agenda topic 
• Information is confidential until the Board’s final decision  

https://lagrangelibrary.org/history/
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• Give specific examples 
• Attack the problem, not the person 
• Minutes are approved by the group 
• Capture decisions and action items 

Board meetings generally should be completed within ninety minutes. If meetings consistently last longer, issues can be referred to committees 
or the Executive Director for further study or tabled for action at subsequent board meetings. 

 

Open Meetings 
 

To protect transparency in government, every state in the United States has some variety of law mandating that all government business be 
conducted in open meetings to which the public has access. 
These are sometimes referred to as "sunshine laws," open government laws, or, in Illinois, the Open Meetings Act. An Oklahoma Court's decision in 
Oklahoma Association of Municipal Attorneys v. State (1978) gives a clear statement of why open meetings are important: "If an informed 
citizenry is to meaningfully participate in government or at least understand why government acts affecting their daily are taken, the process of 
decision making as well as the end results must be conducted in full view of the governed." 

Training for the Open Meetings Act should be completed by all trustees in every election cycle. Certificates should be printed and kept in the 
Library’s Business Office.  

The Illinois Attorney General’s Office provides training at: Illinois Attorney General's Office  

 

Closed Meetings 
 

Closed meetings of the Board of Trustees are allowed in certain scenarios, such as when discussing disciplinary proceedings for a staff member 
or personnel evaluations, considerations of the purchase or lease of property until an option is obtained, consultation with counsel regarding 
settlement strategy in connection with specific pending litigation, or consideration of specific contents of applications for employment or 
appointment. Discussing topics outside of the stated reason for closed session are prohibited.  

You can find more information on Closed Meetings in the Illinois Compiled Statutes (5 ILCS 120): Open Meetings Act 

 

Freedom of Information Act (FOIA) 
 

The Freedom of Information Act (FOIA) gives the public the right to request access to records from any federal agency. The records requested 
must be disclosed unless they are protected by one or more of the exempt categories of information found in any of the links below pertaining to 
FOIA. As a Trustee, you will have a La Grange Public Library email address. Emails shared via that address are subject to FOIA requests the library 
would be legally obligated to share them.  
 
You can find more information on FOIA in the Illinois Compiled Statutes (5 ILCS 140) at: Freedom of Information Act  

 

You can find more about the FOIA request policy for the La Grange Library at: La Grange Public Library FOIA Policy 
 

The Illinois Attorney General’s Office provides training at: Honest and Open Government  

 

 
Statement of Economic Interest 

https://illinoisattorneygeneral.gov/Open-and-Honest-Government/PAC/
https://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=84&ChapterID=2
https://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=85&ChapterID=2
https://lagrangelibrary.org/wp-content/uploads/2025/11/FOIA-Policy-CURRENT-11.19.2025.pdf
https://illinoisattorneygeneral.gov/Open-and-Honest-Government/PAC/
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In accordance with the Illinois Governmental Ethics Act, more than 900 units of government and over 22,000 public officials and employees must 
submit ethics filings to the Clerk's office. Government agencies provide a list of people who must file a Statement of Economic Interests. For the 
La Grange Library Trustees, this is due by April 30 of each year.  

You can find more information on the SEI at: Statements of Economic Interest  

 

Parliamentary Procedure 
Parliamentary procedure is used during meetings and committee deliberations to allow self-governing organizations to debate and reach group 
decisions by vote with the least possible friction. Following parliamentary procedures allows for debate and group decisions to be made by 
majority opinion with respect for the minority opinion.  At La Grange Public Library, the Board of Trustees must adhere to Robert’s Rules of Order. 
The chart below gives a few common actions that can be taken during a meeting.  

Action/Examples 

Amending a Motion 

You want to change some of the wording that is being discussed.  
“I move to amend the motion by…” 

Refer to a Committee 

You feel that an idea or proposal being discussed needs more study and investigation.  
“I move that we refer the matter to XYZ Committee for further study.” 

Postpone Definitely 

You want the membership to have more time to consider the question under discussion and you want to postpone it to a 
definite time or day and have it come up for further discussion on a future agenda. 
“I move to postpone the matter until XYZ date.” 

Previous Question 

You think discussion has gone on for too long and you want to stop discussion and call the vote.  
“I move the previous question (and restate the motion).” 

Limit Debate 

You think discussion has gone on for too long but you want to give a reasonable length of time for consideration of the 
motion. 
“I move to limit the discussion to two minutes per speaker.” 

Recess 

You want to take a break for a while.  
“I move to recess for X minutes.” 

Adjournment 

You want the meeting to end  
“I move to adjourn the meeting.” 

Permission to Withdraw a Motion 

You have made a motion and after discussion, you wish to take back the motion. 
“I ask permission to withdraw my motion.”  

https://www.cookcountyclerkil.gov/ethics/statements-economic-interest
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NOTE: Withdrawing a motion does NOT require a second. Rescinding a motion DOES require a second. 

Call for Orders of the Day 

At the beginning of the meeting, the agenda was adopted. The chairperson is not following the order of the approved 
agenda.  
“Call for orders of the day.”  

Point of Personal Privilege 

The noise outside of the meeting has become so loud that you are having trouble hearing.  
“Point of privilege.” 

Point of Order 

It is obvious the meeting has strayed from the proper rules.  
“Point of Order: Can we return to the agenda?” 

Point of Information 

You are wondering about a specific fact or need a fact repeated during discussion. 
“Point of Information: What is the balance of the specific fund again?”  

Point of Parliamentary Inquiry 

You are confused about some of the parliamentary rules.  
“Point of parliamentary inquiry: do we need a voice vote or a roll call vote?” 

Table a Motion 

Temporarily set aside, or table, a pending question for the sole purpose of taking up more urgent business that requires 
more immediate attention.  
“I move that we table the matter until we receive results of the study.” 

 
Once a decision is made, the Board moves forward as a single voice. All Trustees must support the final decision, even if their individual opinion 
or vote differed.  

The business meeting (Old Business or New Business) is the time to address items on the agenda, not for brainstorming, scheduling committee 
meetings, or casual conversation. Under the direction of the board president, all members are to keep the business meeting focused on the 
business at hand. 
 

Meetings & Agendas 
 

Meetings are conducted under the rules set forth in the Library Board of Trustees Governance Policy (Bylaws). For all trustees to be properly 
prepared for the meeting, a packet of information related to the meeting will be emailed in advance. The packet typically includes the meeting 
agenda, minutes of the previous meeting, financial reports, the schedule of bills to be paid, committee reports and the Executive Director’s 
report. 

 

All trustees are expected to be prepared to participate fully in meeting discussions and actions, and to be familiar with the activities of the 
committees to which they are assigned. Using the talents and skills of every board member creates a more cooperative, congenial, and 
productive board. 

 

Regular attendance at board meetings is essential. The Board President or their designee should be notified 5 days in advance if attendance is 
not possible. In the case of emergency or illness, provide notice to the Board President as soon as possible. A trustee who misses meetings 

https://lagrangelibrary.org/wp-content/uploads/2023/05/GOVERNANCE-POLICY-04.25.2023.pdf
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frequently may not completely understand the issues at hand and valuable meeting time can be lost bringing that trustee back up to speed. An 
uninformed trustee cannot make the best possible decision when it comes time to vote.   If a Trustee misses more than three meetings in a 
fiscal year, the President may opt to meet with the Trustee to review their availability and commitment to their elected position. 

A successful library board needs every trustee at every meeting. A trustee who has difficulty in regularly attending board meetings or committee 
meetings may wish to seek other opportunities to help the library rather than serving on the Board. Far too often, boards tolerate frequent 
absences by a board member to the detriment of the board and the library. 

The most effective boards concentrate their time and energy on a few issues that will have a major impact on the library's future. Activities that 
can be completed by individual trustees outside the meeting (such as reading the minutes) should not take up valuable time at a board meeting.  

 

Effective Decision-Making 

 

It is important to keep in mind that legal responsibility for overall library operations rests in the library board and its Executive Director, not 
individual trustees. Therefore, it is important for the Board President to use leadership techniques that promote effective group decision-
making on the part of the entire library board, not decision-making by a few board members, the Executive Director, or any other individual. 

Board meetings are the place for you to raise questions and make requests of the Executive Director or staff that benefit the entire Board. 
Between meetings, any additional questions or comments should be directed to the Board President.  

Trustees are members of a governing body and must act as a body and speak with one voice.   Individual trustees should never make requests 
or demands of library staff on their own. Yet, as an individual trustee, you should not hesitate to raise concerns or questions at board meetings. 
By raising questions and concerns, you may help the board avoid rushing into action without appropriate consideration of all the ramifications 
or alternatives. 

 

 

A typical La Grange Public Library Board Meeting agenda  
(all items are potentially actionable) 

 
• Call to Order, Roll Call 
• Introductions of Visitors/Public Comment 
• Consent Agenda and Vote 
• Current Business and New Business (as needed) 
• Committee & Liaison Reports (Finance, Friends of the Library, Advocacy, Policies & Services, Village) 
• Executive Director’s Report 
• Trustee Comments 
• Closed Session (only added if necessary) 
• Adjourn 

Items on the agenda are labeled in one of two ways. Informational/Discussion items do not call for a vote, they are shared for discussion. 
Action items require a vote, and if the motion involves money, there needs to be a roll call of the Trustees. It is customary to call on the Board 
President last.  

A motion would flow as follows: 

• Topic introduced and the Board President calls for a motion 
• A motion is made by another trustee 
• A different trustee seconds the motion 
• The trustees discuss the motion on the table 
• The motion is voted on and/or a roll call is made  
• The President (or person running the meeting in their stead) declares what has been decided 
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Communicating with the Public or the Media 
 

Trustees need not feel pressured to make an immediate public statement on an issue. A good rule of thumb is to remember that individual board 
members should never speak for the whole board or Library staff, and questions from the media should be referred to the Library’s Marketing 
and Public Relations Manager and/or the Executive Director. 

Remember that what is said in an open regular public meeting can be quoted in the media.  

A “public comment” period during the meeting is not required, but it can be a helpful way for the board to hear about public concerns or needs. 
The Board should limit itself to answering basic questions from the public and place any matter on a future meeting agenda if additional 
discussion or deliberation on the issue is needed.  

The Library will provide Crisis Communications Training once per election cycle.  

You can find the Library’s Public Comment Policy at: Public Comment Policy  

 
 

Board of Trustees Operating Structure 
 

Officers of the Board and committee liaisons shall serve a term of one year, or until successors have been elected or appointed and shall not 
serve more than two consecutive terms, except the President and Treasurer who may serve three consecutive terms. 

Find current Board of Trustees information at: Board of Trustees 

 

President 

• Create meeting agenda with the Executive Director  
• Preside at meetings of the Board  
• Appoint all standing and special committees 
• Communicate frequently with the Executive Director on Library operations and policy  
• Conduct and manage the annual review of the Executive Director 
• Monitor the progress and performance of standing and special committees  
• Act and speak for the Board in all matters affecting policy and general supervision of the Library, except as otherwise provided by 

law, by the bylaws, or by action of the Board 
• Act as a signatory on checks 

 
Vice President 

• Perform all duties of the President in their absence  
• Perform other duties as may be assigned to them by the President  
• Acts as Chair of the Policy & Services Committee 

 

 

Secretary 

• Approves accurate procedural summary of minutes of public meetings (minutes are taken by designated library staff) 
• Answer correspondence as assigned  
• Serve as Open Meetings Act Officer for the Library  

https://lagrangelibrary.org/wp-content/uploads/2023/05/Public-Comment-1.pdf
https://lagrangelibrary.org/board-of-trustees/
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Treasurer 

• Serve as chief financial officer of the Board, with duties and responsibilities ordinarily assigned to a treasurer, including, but not 
necessarily limited to, the following:  

• Supervise custody of the general funds of the Library unless some other person is specifically named as Deputy Treasurer by the 
Library Board as permitted by Illinois Law  

• Supervise custody of funds received by the Library Board as gifts or as the result of sale of gifts received in kind and of any working 
cash fund authorized by the Library Board under Illinois Law 

• Be responsible for the maintenance of proper financial accounts and records either under the Treasurer's direct supervision or under 
the supervision of some other person designated by the Library Board 

• Be responsible for the preparation of payment vouchers and checks, where applicable. All bills of the Library shall be validated by the 
Executive Director and signed by the Treasurer, or some other person designated by the Board. Payment shall be made by a signed 
check or electronic draft.  

• Act as a signatory on checks 
• Serve as Chairperson of the Finance Committee   

 
Library Board Standing Committees & Liaisons 

Finance 
This committee shall be comprised of three trustees, with the Treasurer serving as chairperson. The Finance committee has supervision of all 
financial matters relating to the Library. They are charged with discussing the annual budget and the levy, require that all financial records be 
properly kept, and invest properly and advantageously in all funds. This committee is also responsible for drafting and revis ing the Library’s 
investment policy.  

You can find the Library’s Finance Policy at: Finance Policy  

 
Friends of the Library (FOL) Liaison  

One trustee is charged with serving as the Board Liaison to the Friends of the Library Board of Trustees. The liaison represents the Library Board 
of Trustees at Friends of the Library Board Meetings and works with the Friends’ Library Staff Liaison to foster cooperation between the Library 
and the Friends.  

Who are the Friends of the Library: The Friends are an independent 501(c)3 organization whose mission is to support the La Grange 
Public Library. Funds are earned through membership dues, donations, fundraisers, and the used book sale in the Library lobby 
(comprised of donated materials). The Friends of the Library regularly grant staff requests for Library materials, equipment, 
programs and more.  

 

You can learn more about the Friends of the Library at: Friends of the Library 

 
Policies & Services  

This committee shall be comprised of three trustees with the Vice President serving as chairperson. This committee shall be responsible for 
dealing with all matters relating to Library policies. Specifically, this committee shall regularly: 

• Make recommendations to the Board in consultation with the Executive Director on the day-to-day Library Operation Policy 
• Make other recommendations on policy for the well-being of the Library 
• Review policies on an ongoing basis according to a schedule determined by the Chairperson and the Executive Director 

 
Advocacy- RAILS & ILA Liaison  

https://lagrangelibrary.org/wp-content/uploads/2023/06/Finance-Policy-approved-7.21.2020_new-branding.pdf
https://lagrangelibrary.org/friends-of-the-library/
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This liaison is charged with keeping the Board informed of RAILS and ILA services and issues.  

This liaison shall keep the Board apprised of new and revised legislation concerning library statutes both at the state and federal level. They may 
also participate in local, state, and national library advocacy efforts.  

 
Village Liaison  

This liaison is charged with keeping the Board informed of Village of La Grange services and issues. This liaison will also act as the 
representative of the Library Board to the Village on any Library-related issues. 

 
Committee Chair Responsibilities 

• When necessary (historically about quarterly), work with the Executive Director to define the agenda and schedule the committee 
meeting, the Executive Director sends out the agenda prior to meeting 

• Call the meeting to order (note the time), motion to approve the agenda, get second and vote to approve  
• Approved accurate procedural summary of minutes of public meetings (minutes are taken by designated library staff) 

o Provide background/context/detail where important during Board meetings 
o The goal is to minimize the amount of Board meeting presentation time needed, by trying to cover things in advance. 

• Adjourn the meeting, note the time 
• Present any highlights at the following meeting of the Board of Trustees 

Library Staff Structure 
Organizational chart  

• Library Departments 
o Access Services: The Access Services department is responsible for purchasing, invoicing and item entry of new Library 

materials, Library card account management and circulation of Library materials including Interlibrary Loan Services. 
o Public Services: The Public Services department assists people of all ages with information services,  materials advisory, 

and technology assistance and provides programs that enrich, entertain, and inform the community. 
o Administration: Administration manages high-level Library operations including finances, building management, hiring 

decisions, marketing and more. The Administration department includes the Executive Director, IT & Operations Manager, 
Day Porters, Digital Services Manager, Business Manager, Marketing & Public Relations Manager.  
 

• Leadership Team   
o Executive Director: Administers all Library activities, spending, investment and services as outlined in the policies 

adopted by the Board of Trustees. Plans, organizes, develops, and directs library operations. 
o Access Services Manager: Under administrative direction, leads our acquisition and library card account services for the 

entire library. Lead assigned department in providing diverse and inclusive programs, collections, and other services. 
Continually envision, implement, and improve relevant, excellent, and innovative library services for patrons. 

o Business Manager: Under administrative direction, is responsible for the management and oversight of the library’s 
financial and personnel records processes. They work closely with the Executive Director supporting Human Resources 
activities and serve as the Recording Secretary for all meetings of the Library Board of Trustees and its Committees. 

o Digital Services Manager: Under administrative direction, is responsible for managing access to the library’s online 
content from streaming services to e-book collections.  Also manages the Library of Things Collection and provides 
training for patrons and staff.  

o IT & Operations Manager: Under administrative direction, is responsible for strategic organizing, planning, and directing 
of Library information technology and building operation. Responsible for the management and maintenance of all 
information technology within the Library.  

o Marketing & Public Relations Manager: Under administrative direction, is responsible for the preparation of all 
marketing materials for the library.  Works closely with the Executive Director on curating the library’s public image 
through branding and responses.   

https://lagrangepl.sharepoint.com/sites/Admin/Shared%20Documents/Personnel/Organization%20Charts/04.2025%20Library%20Organizational%20Chart.pdf
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o Public Services Manager: Under administrative direction, responsible for leading specialized areas of Adult, Teen and 
Children’s services to curate diverse and inclusive programs, collections, and other services. Continually envision, 
implement, and improve relevant, excellent, and innovative library services for patrons. 

 

La Grange Public Library Monetary Accounts 
  
Special Building Fund 
The La Grange Public Library maintains a capital reserve, known as the Special Building Fund, in accordance with 75 ILCS 5/5-8 for the purposes 
authorized by the statute. The Board of Trustees, in conjunction with its annual budget determination, shall specify for what purposes these 
special funds are being accumulated. The Board also reserves the right to continue to reserve funds pursuant to 75 ILCS 5/5-8 without making 
any expenditure until such time as the Board determines the specific expenditures to be appropriate. Any interest earned remains within the 
fund.  

It is important to note that to maintain a Special Building Fund, the Library must have a plan in place for spending the special reserve building 
funds it accumulates and should confirm/reaffirm that plan during the budget process. Our capital replacement/improvement plan and master 
plan generally should meet that basic requirement.  

The fund need not be spent entirely on construction and is not subject to an accumulation ceiling, but the Secretary of State ’s website suggests 
that expectations for the level of plan detail increase as the fund increases: “Unless the accumulation reaches six figures, we are of the opinion 
an actual architect's building plan is not necessary. A relatively definite and detailed building or remodeling plan should be in place … if the fund 
is in 5 figures, even if it is only a long-range plan.”  

Working Cash Fund 
The La Grange Public Library maintains a working cash fund in accordance with 75 ILCS 5/4-13 for the purposes authorized by the statute. The 
working cash fund shall be maintained in a special and separate fund, as per law. The principal shall be utilized only in anticipation of tax 
collection when necessary. The fund shall be reimbursed once taxes are collected, as per law. The Library Finance Policy states that best efforts 
will be made to maintain a balance no greater than $200,000 with any excess funds transferred to the Operating Fund. (Under the law, the 
working cash fund could be allowed to accumulate up to 0.20% of Equalized Assessed Valuation, which would be over $1.5 million. Because this 
is meant just as bridge funding if cash flow lags, and because other operating reserves exist, the Library has kept this fund value much lower.)  
 
Funds move into working cash if the Library spends money from that Fund. The Working Cash Fund is an emergency backup that would only be 
used if there’s a cash flow issue where there aren’t enough operating funds available before the next infusion of tax collect ion.  

 
Operating Fund 
This is the Library’s primary fund. It accounts for all financial resources of the general government, except those required to be accounted for in 
another fund. It is in an interest-bearing account.  
 
Tyler Duelm Memorial Fund  
This is a gift fund assigned for children’s programs. You can find more at: Donate 

 
Malone Fund  
This is a materials endowment with a principal of $20,000. Interest earned on the principal may be utilized for materials purchases as stated in 
the Mary Malone Trust Estate documentation. 

Levy and Appropriation Process Timeline 
 

The La Grange Public Library is classified as a municipal library. As a municipal library, the Library does not have its own authority to levy 
property taxes. Therefore, the Library must levy taxes as part of the Village’s annual property tax levy. The amount levied reflects the allowable 
increase under the Property Tax Limitation Act which is 5% or the Consumer Price Index (CPI) whatever is lower.   

https://lagrangelibrary.org/donate/
https://lagrangelibrary.org/donate/
https://lagrangelibrary.org/donate/
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Preliminary levy request and appropriation for upcoming fiscal year is prepared by staff in July and presented to the Finance Committee. If 
approved, it is sent to the Village of La Grange so that they can anticipate the amounts during their levy preparation process. 

Final Levy request is presented to the Board in November. A Levy Letter, once approved by the Board at its November meeting, is sent to the 
Village. 

The Levy is presented at Village Board meeting in December as a part of the Village Budget by the Board President, Treasurer, and Executive 
Director. 

 
Intellectual Freedom and Censorship 

 
What is Intellectual Freedom? 
The American Library Association (ALA) Office of Intellectual Freedom frames intellectual freedom as “the  rights of library users to read, seek 
information, and speak freely as guaranteed by the First Amendment. Intellectual freedom is a core value of the library profession, and a basic 
right in a democratic society. A publicly supported library provides free, equitable, and confidential access to information for all people of its 
community.” 

What Is Censorship? 
The ALA’s Office of Intellectual Freedom describes censorship as “the suppression of ideas and information that certain persons—individuals, 
groups or government officials—find objectionable or dangerous. Censors pressure public institutions, like libraries, to suppress and remove 
from public access information they judge inappropriate or dangerous, so that no one else has the chance to read or view the material and make 
up their own minds about it. The censor wants to prejudge materials for everyone.” 

 
Challenges to Materials and Policies 
Trustees must be committed to the principles of freedom of expression and inquiry that are fundamental to the role of public libraries in a 
democratic society. The community benefits collectively when democratic institutions uphold the right of access to information. 

 
Public libraries are for everyone. There are those who want to limit what others may read, see, or listen to, but libraries provide the right of 
unrestricted access to the expressions and beliefs of others. If someone wants materials restricted or eliminated from a public library, it must 
be addressed thoughtfully and carefully by those ultimately responsible for all library operations, i.e., the Library Board of Trustees.  
 
It is crucial that there are written policies in place that specifically address how challenges to library materials will be handled in a respectful 
and consistent manner by the board. The La Grange Public Library outlines the Contested Materials Process in the Collection Management Plan. 

You can find more about the Collection Management Plan at: Collection Management Plan  

 
Trustees must recognize the right of citizens to question board actions and be willing to listen and explain the policies of the library. The board 
should offer an open, concerned image without accommodating censorship demands and have a simple procedure to use when dealing with 
material challenges. The Executive Director should be the first person that meets with the customer and receives the complaint. If the matter is 
not satisfactorily addressed by the Executive Director, then the library board is next in line to receive the complaint. 
 
 

Keep these key points in mind when responding to a challenge: 

• Libraries are democratic institutions and are obligated to provide free choice of materials to all 
• Libraries provide materials and information resources across the spectrum of political and social points of view and on a wide range 

of subjects 
• Parents and guardians are responsible for supervising library use by minors 

https://lagrangelibrary.org/history/


 
 

 

Updated June 2026  13 

 

• The Library’s Collection Development Policy should include these concepts, so the public is clear about how materials are selected for 
the collection 

• Executive Directors and their delegated staff are responsible for the selection of library materials. 
Materials selected by them are considered to be selected by the board 

• No Library material should be excluded based on political or social views 
• Patrons are free to reject for themselves materials that they disapprove of, but they must not use self-censorship to restrict the 

freedom of others 

 
Privacy and Confidentiality 

A citizen’s right to privacy and confidentiality are First Amendment rights and as such go hand in hand with intellectual freedom. 
 
The American Library Association frames privacy and confidentiality as follows: “The right to privacy is the  right to open inquiry without having 
the subject of one's interest examined or scrutinized by others. Confidentiality relates to the possession of personally identifiable information, 
including such library-created records as closed-stack call slips, computer sign-up sheets, registration for equipment or facilities, circulation 
records, websites visited, reserve notices, or research notes.” 

The confidentiality of library records is a fundamental value of librarianship. Executive Directors, staff and Trustees are ethically bound to 
uphold customer privacy. The Library Bill of Rights addresses privacy as does the Code of Ethics of the American Library Association. In addition, 
every state has laws regarding the privacy of library records.  

You can find more about the Library Records Confidentiality Act in the Illinois Compiled Statutes 75 ILCS 70: Library Records Confidentiality Act  

 
Affiliated Organizations 

 
Library Organizations and Associations - Library trustees are the citizens responsible for providing the best possible library service to the 
community. Trustees are responsible for governance, policy, community and public relations, budgeting, and leadership. The following 
compilation of researched organizations and associations will continue to enhance and improve our library board. It is very important that the 
board stay current and continue to gain knowledge of what is going on in the library industry. 

La Grange Public Library is a member of the Illinois Library Association and the American Library Association.  

 
National Associations 

American Library Association (ALA) (Ameican Library Association) 

ALA supports libraries of all types (public, academic, etc.), librarians and library staff. The association advocates for librarians and staff and 
libraries at the national level, serving as the voice for libraries. ALA is made up of many divisions and interest groups. ALA has an annual 
conference as well as divisional conferences. Pertinent sections include: 

• Public Library Association (PLA) (http://www.ala.org/pla/)  
PLA is a member-driven organization that exists to provide a diverse program of communication, publication, advocacy, continuing 
education, and programming for its members and others interested in the advancement of public library service. 

• United for Libraries (http://www.ala.org/united/) is the division that supports library trustees, as well as advocates, Friends groups 
and Library Foundations. Some libraries pay for ALA dues for their professional staff if the budget allows for that level of support. 
Trustees should support their Executive Director and staff’s participation in ALA activities including attending conferences and 
serving on committees or in leadership roles. Trustees can also join ALA. 
 

State Association  

https://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=1004&ChapterID=16
http://www.ala.org/
http://www.ala.org/pla/
http://www.ala.org/united/
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Illinois Library Association: (Illinois Library Association)  

The Illinois Library Association is a 501(c) non-profit, educational, and professional membership organization that represents Illinois libraries and 
the millions who depend on them. Founded in 1896, it is the third-largest state library association and a chapter of the American Library 
Association. ILA has more than 3,000 personal and institutional members, made up of public, academic, school, and special libraries as well as 
librarians, library assistants, trustees, students, and library vendors.  

 
Regional System(s), Consortia and Associations- Libraries in Illinois who want to participate in Interlibrary Loan within a shared-group 
setting are required to maintain membership in a regional library system. Regional Associations and Consortia are membership-free-based 
groups that come together to provide a variety of services for professional development for librarians, library staff and even for trustees. 
Trustees should support their Executive Director and staff’s participation in the regional system, association and consortium  activities, including 
attending conferences and serving on committees or in leadership roles. Library Directors should do the same for their staff members. 

 
Regional System 

Reaching Across Illinois Library System (RAILS): (Reaching Across Illinois Library System)  
Libraries in Illinois that want to participate in Interlibrary Loan are required to maintain membership in a regional library system. RAILS is one of 
the largest in Illinois, and provides continuing education opportunities, delivery services and more for LGPL. They provide extensive training 
opportunities for Library Trustees. 

 
Regional Consortia in IL 

A library consortium is an optional membership that public libraries can prioritize to expand their community’s access to materials. These 
groups often share databases, materials acquisitions and item record responsibilities as well as an automated catalog and other resources. 
While these libraries share outside of their consortium, these materials are often more local and allow for speedy pick up, delivery and return. 
There are a variety of consortia in Illinois. Unlike a Library System, a public library is not required to belong to a consortia and can be referred to 
as a Stand-Alone Library.  

 

SWAN (System Wide Automated Network): (System Wide Automated Network)  
La Grange Public Library belongs to SWAN. This is the item loan system (ILS) that connects us to 100 other libraries across Cook, DuPage, Kane 
and Will counties to bring materials into the library for our patrons.  

 
Local Networking Associations in IL  

There are smaller local networking groups around Illinois that are invested in the educational and networking needs of public libraries.  AILS 
helps to coordinate many of them under their Continuing Education arm, but there are many that are independent and thrive because of the 
volunteer work of their member libraries. There are often costs associated with membership in a local library networking group.  

• ATLAS: Area Training for Librarians and Staff is an organization of public libraries in Northeastern Illinois dedicated to provide 
networking and continuing education opportunities for librarians, staff and trustees. 

• LACONI: The Library Administrators Council of Northern Illinois is dedicated to fostering collaboration, professional development, and 
innovation among library staff across all disciplines and roles. 

 
Library conferences: Group conferences for continuing education are accounted for in the library’s budget. There are quite a few to attend, and 
staff and trustees alike will find content geared toward their continuing growth as library advocates. The conferences include but are not limited 
to:  

• Illinois Library Association Annual Conference 
• Reaching Forward Annual Conference for Library Support Staff 

http://ila.org/
http://railslibraries.org/
http://swanlibraries.net/
https://www.atlaslibraries.org/
https://www.laconi.org/
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• Illinois Youth Services Institute (IYSI) 
• American Library Association Annual Conference 
• Public Library Association Conference  
• Computers in Libraries Annual Conference 
• SWAN Expo 

 

GLOSSARY 

• ALA – American Library Association 
• FOIA – Freedom of Information Act  
• ILA – Illinois Library Association 
• ILMS - Institute of Museum and Library Services (Federal) 
• IPLAR – Illinois Public Library Annual Report 
• OMA – Open Meetings Act 
• Public Library Per Capita and Equalization Aid Grants- Annual grants from the Illinois State Library to supplement local property 

tax funding. Dependent upon adherence to a Materials Challenge Policy. 
• PLA - Public Library Association – A division of the American Library Association focusing on public libraries.  
• RAILS – Reaching Across Illinois Library System – RAILS services approximately 1300 academic, public, school, and special library 

agencies in northern and west-central Illinois. Their services include interlibrary delivery, shared catalog support, continuing 
education, consulting, shared e-book collections, cooperative purchasing, and more. 

• Statements of Economic Interest (SEI) - In accordance with the Illinois Governmental Ethics Act, more than 900 units of 
government and over 22,000 public officials and employees must submit ethics filings to the Clerk's office. Government agencies 
provide a list of people who must file a Statement of Economic Interests.  

• SWAN – Our shared catalog system. SWAN is a group of 100 libraries that share resources to give you access to more books, media, 
downloads, and research databases. 
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I acknowledge that I have received and read the La Grange Public Library’s Trustee Handbook. 

Please sign, date, and return by the next meeting following receipt.  

 

Signature:  

________________________________________________________________________________________ 

 

Printed Name:  

________________________________________________________________________________________ 

 

Date: 

________________________________________________________________________________________ 
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