BRANCH DISTRICT LIBRARY SYSTEM
Plan of Servicefor Branches
February 19,2002

Amend February 19, 2002 Plan of Service to add anew paragraph at the end of Section Iv, page 7 BDecember 15,
2003 BBDL S Board Approved January 19, 2004. Paragraph revised & approved by BDL S Board February 20,
2006, minor changeswere madein March 2006.

I ntroduction:

This Plan of Serviceisdevised to spdl outtheintentionsof all partiesinvolved in the(BDLYS)
Branch District Library System branch service. Theorigind contract with each municipdity is
in effect and controls. This plan of service corfirms the current policy of the Branch District
Library Board, after conaultation with each municipdity, to implement the terms of the contract.

Origindly drafted in 1993, this plan of service indudes thefive branchesin Algansee, Bronson,
Quincy, Sherwood and Union Townships Contracts for this service are onfile.

Algansee, Bronn, Quincy, Sherwoodand Union Townghip furnish basic information services;
leisure reading needs some audio-visud materials, Internet service and has computer service
available. Algansee and Sherwoodare funded by Branch District Library System to beopen a
minimum of nine(9) hours per week. Bronon, Quincy and Union Township are funded by
BDL S to beopen a minimum of twenty-five (25) hours a week.

Branch District Library System currently furnishes these branches with abookbudge (see
Section VI1I) plusexchangebooksfromthe Centra Library collection each month if requested.
Therefore mog of thar booksand salaries are pad fromthe Branch District Library System
budge. They may exchangebooksmonthly with Central Library and new books are sent outas
requested. They al have active summer reading programs.

They may also request booksby computer both from Central Library and the Coopeative, with
ddivery madetwice weekly.

Branches have access to programming services from Central Library. Branch Digtrict Library
System furnishes all supplies such as cartridges, pgper, forms, €tc.

Computers, printers, etc. with adaabase of WoodlandsLibrary Coopeative holdingsare
availablein all branches. These libraries also have Print Shop,a program for making colored
signsandflyers.

Professiond librariansfrom Central spend time onarequest basisin each branch servicing
computers and computer catalogs discarding and giving other professiond guidance as needed.
Othe Central Library staff may also spend time at the branches at the discretion of the Director.
Staff meetingsare hdd, as needed, severa timesayear. Continuing education oppatunities are
offered to branch staff, especialy those at WoodlandsCoopeative in Albion.

Services and circulation figures from each branch are reported monthly to Branch District
Library System and areinduded in the Branch Didtrict System Service Report.
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|. Special Role of the Branch Manage':

TheBranch Manager fundionsas the everyday representative of the Branch District Library
System in theloca community. Communicationwith the community, neworking with the
community agendes and groups as well as active promotion of thelibrary are an important part
of the Branch Manager3 duties.

While Branch District Library System has legd authority over branch opeations tha authority
isexercised in conalltation with the Branch Manager and Advisory Board. In the development
of the Branch Digtrict Library System programs, the setting of policies and therespong to
local needs Branch District Library seeks inputfrom the Branch Manager and any loca
Advisory Board.

Since the needs of onecommunity differ from theneeds of another community, the Branch
Manager isthefirst link in communicating these differences to Branch District Library System.
Conveasely, they mug aso be ableto communicate the need for general overall procedures and
policiesto ther Advisory Boad, if oneexists, andlocal community.

TheBranch Manager is employed by the Branch Didtrict Library System Board, which has
authority over tha employment. Branch District Library employment is govaned by the Branch
Digtrict Library Personnd Rules & Regulations However, in the case of eithe hiringor firing,
theBranch Digtrict Library System will conault with thelocal Advisory Board, if oneexists, or
pursuant to a contract with townghip or village officials in the absence of an Advisory Board.

TheBranch Manager reportsto and receives direction from the Branch District Library System
Director in all opeating procedures and policies such as, but notlimited to:

Audio-visud Inter-Library Loan Reference
Book Selection Personnd Children@ Services
Circulation Programming Promotions

TheBoad aimsfor congstency in application of Board policy and procedures throughoutthe
system. Specia donaionsand grantsto aBranch must beinduded in the Branch District
Library System(@@ annud report to theLibrary of Michigan.

In addition, the Branch Manager may report to the Advisory Boad, if oneexists, on amonthly
basis andisresponsble to the Board for the expenditures of any local fundsand matters
pertaining to the building, grounds furnishings utilities, etc., aswell aslocal fundsexpended for
materials. They should also keep the Advisory Board, if oneexists, informed asto changesin
Branch Didtrict Library System policies and procedures.

1. TheBranch District Library Agreement sets forth the authority of the Branch District
Library System Board to establish, maintain and operate public libraries for thedistrict,
even to the point of acquiring propety and erecting buildings However, theDistrict
Library Study Committee clearly recommended that the Township retain control of ther
buildingsas had been spdled outin past contracts with Branch County Library System.
All contracts previoudy hdd by Branch County Library System were tranderred to
Branch District Library System. (Seelll and IV bdow.)
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II. Advisory Boards:

Branch County Advisory Boards may be established at the discretion of thelocal
govanmental unit(s). They may berespongble for the branch buildings groundsand
thar furnishings These boadsact as liaison between thelocal govenmental unit(s) and
theBranch Digtrict Library System. They may administer gift monies, memoria funds
and local govenmental appropriationsof ther township. (While these fundsmay nat be
pat of Branch District Library System budge, they need to bereported to Branch
Digtrict Library System annudly for indusonin the State Reportt.)

A. Bronson Township:
1. Bronson Advisory Board:

a. Bronson has asepaate Board of Trugees appointed to oversee the
maintenance of the Bronon Branch, three (3) members from Bronon
Township and three (3) members from thecity of Bronon.

b. Boad members representing Bronson Townghip serve for two (2)
years. Board members representing the city of Bronson serve for three (3)
years.

c. Boad members are appointed at township and city organizationd
meetings as required, to fill terms.

2. Board Functions:

a. Anagendafor the morthly Advisory Board meeting is prepared by the
Branch Manager.

b. Loca branch policy or by-laws were written in 1999.

c. TheAdvisory Board receives arepott from theliaison on the District
Library Boad.

d. Local needsare communicated to the Branch District Library System:

1. From Branch Manager to Central library staff.
2. From Advisory Boad to liaison onthe Branch District Library
System Board.

e. TheBronson Advisory Board is conaulted in all formal actionstaken
pertaining to branch personné by the Branch Digtrict Library System
Director or Branch District Library System Board and/or may recommend
specific actionsbetaken in regardsto Bronson branch personnd.

3. Expenditures:

a. Township Board repars and maintainsthebuilding.
b. Township and City pay utilities.

Rev. 2/06



B. Coldwater City:
1. Coldwater Advisory Board to Branch District Library System
a. Coldwater has a separate boad for thelibrary.
b. There arefive (5) membes ontheboad.
c. Boad members servefor five (5) year terms.
d. Themayor appoints board members.

2. Board Functions:
a. Asaco-spon®r of the Agreement to establish the Branch District
Library System, the Coldwater Library Board shdl be an advisory bodyto
theBranch Digtrict Library Board and recommendéionsthereto shdl be
congdered in respect to thelibrary services for thecitizens of the City of
Coldwater.

b. Theboad isresponsble for the Coldwater Public Library Memorial
Fund,itsinvestment and expenditure.

c. Local needsmay be communicated to the Branch District Library
System fromthe Advisory Board to thar liaisonson the Branch District
Library Boad.

3. Budget Procedures:
Expenditures:
A. TheColdwater Public Library Memorial Fundisinvested by the City
of Coldwater andtheinterest is used to purchase materials for theBranch
Digtrict Library System headquaterslibrary for the Holbrook Heritage
Room

1. TheLibrary Director orders material.

2. Billsfromthe Coldwater Library Advisory Board are sent to the
Bookkeeper at Branch District Library System and are pad through
tha office.

3. Accouning:

a. Once amonth, theLibrary Director gives monthly finandal
statements and reports to the Coldwater Library Board. Thereport
shows wha was pad for themonth and arevenuereport isalso
given onamonthly basis.
b. Copies of these two reports are sent to the City of Coldwater.
c. Once amonth, theBDLS pays the City of Coldwater for income
earned by the Coldwater Library Boad.
d. Once amonth, the City of Coldwater paystheBDLS for
expenses incurred by the Coldwater Library Board such as wages,
equipment, supplies, etc.
e. A yearly report is given to the BDL S for reporting to the State
Library.
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C. Quincy Township:
1. Quincy Advisory Board to Branch District Library System:
a. Quincy has asepaate Board of Trugees appointed by the Quincy
Towndhip Board to maintain tha branch in addition to serving as an
Advisory Board to the Branch Didtrict Library System.

b. There are six (6) members of the Quincy Advisory Board.
c. Board members serve for three (3) years, onarotating basis 2,2,2

d. TheLibrary Board suggests names. Nominaions may also be
Madefromthefloor of theannud meeting of the township boad.

2. Board Functions:
a. Anagendafor the morthly Advisory Board meeting is prepared by the
President of theboad.

b. Loca branch policy or by-laws were written in 1983.

c. TheAdvisory Board receives a monthly activity report fromthe Branch
Manager for thelocal branch.

d. TheAdvisory Boad receives areport fromtheBranch Manager on
Branch District Library System programming on amonthly basis.

e. Local needsare communicated to the Branch District Library System:
1. FromtheBranch Manager to headquaters staff.
2. FromtheAdvisory Boad to liaison on the Branch District
Library System Board.
3. Direct communication between president of the Advisory Boad
to Branch Didtrict Library System Director.

f. TheQuincy Advisory Board is conaulted in al formal actionstaken
pertaining to branch personnd by the BDL S Director or BDLS Board and
may recommend specific actionsbetaken in regardsto Quincy Branch
personnd.
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3. Expenditures:
a. Township Boad repars and maintainsthe building.
b. The Quincy Library Boad pays utlities from the Township
appropriation.
c. Allen Township pend fines are expended by Branch District Library
System at the direction of the Quincy Advisory Boad for books and
library materials as well as staff time for the Quincy Public Library.
d. Advisory Boad oveasees distributions of the Quincy Library
Founddion Fund.

D. Algansee, Sherwood, Union Townships
Unde contract with the Township Board or Village Counadl.
Conagsts of the Supeavisor, Clerk, Treasurer, and two (2) Trugees.
Elected every four (4) yearsN (began in 1980)
Servefor four (4) years.
Meeting time and place:

a Algansee-1%¥ Monday of every month in township hall.

b. Union Twp.N 2™ Tuesday of every month in library/township hal

c. Village of ShewoodB1¥ Monday of every month
6. The township or village boads are conailted in al forma actions taken
pertaining to Branch personné by the BDL S Director or BDLS Board and/or may
recommend specific actionsbetaken in regardsto branch personnd.
7. Expenditures:
The townghip boad pays all contracted expenses. They are reported to Branch
Digtrict Library System annudly for induson in the State Report. Locd
govanment will provide satisfactory heat, light, and janitor service. Branch
Digtrict Library will pay phonebills when attributable to library busness.

agrwnE

[11. Premises:

Thelocal govenmenta unit(s) shdl continueto provide the physcal facilities at
the present location or such other facilities as are adequae and agreeable to the
Branch Digtrict Library System Board and the governmental unit(s), for use as a
branch library, togeher with adequae parking space for employees and parons
Earlier contracts with Branch County Library System state Qhe township shall
provide suitable quaters and provide satisfactory heat and light as well as exterior
maintenance of the facility.O The Boad interprets this contractud language to
indudethe full climate control, water and other necessary utilities, and cleaning
services as theresponsbility of thelocal govenmenta unit.
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V. Premises Maintenance and Capital |mprovement:

The govenmental unit(s) and Branch District Library System shdl coopeate in
the maintenance of the premises, induding but not limited to, pant, carpet and
other internd maintenance and repar. Branch District Library System will
furnish advice and appropriate labor and materials as mutudly agreed in each
case. Monies for such projects shdl come from Branch District Library System
Capital Improvement Fund. This fund will be maintained by setting aside 1/10
mill (or comparable portionif millagevaries) SEV each year.

At theend of each fiscal year, that year@ remaining badance shdl be credited to a
separate accountfor each branch.

Each branch will be credited with the following percentage, providing there are
no additiond or closed units:

Algansee .09375
Bronoon 1875
Headquaters .25
Quincy 1875
Sherwood .09375
Union 1875

Y early GharesOmay be hankedOto gather enoudh monies for a large project.

The Branch Manager may bring forth ideas from the Advisory Boad for
expenditures and discuss these proposls with the Director, who shdl then
forward them to the Branch Digtrict Library Board and consder them in light of
thelongrangeplan.

Beginning in fiscal year 2008, the 60% of the Capital Fund "banked" to provide funds necessary for
upgrading the computer system in the future shall be further divided, with 40% of the 60% "banked" or
reserved for future needs. The cost of annua computer maintenance charges on the Internet-based
computer system and the cost of needed computer hardware and software upgrades shall be paid from the
remaining 60% designated for the computer system to the extent funds remain available in this designated
portion of the Capital Improvement Fund. All Internet connection and phone charges, together with any
needed software and hardware upgrade expenditures for which funds are not available in the Capital
Improvement Fund, shall continue to be paid from the general operating fund. The remaining 40% of the
Capital Improvement Fund shall be spent as the branches propose for local needs as specified above in this
Section IV and approved by the BDLS Board. This breakdown of funds shall be reviewed after one (1)
years, i.e. for the year commencing January 1, 2009.

V. Insurance:
Thelocal govanmental unit(s) shdl carry at its own expense, such insurance asis
required by law on related public propeties and to protect its own interests.
Branch Digtrict Library System shdl provide, at its own expense, such insurance
asit deems necessary to protect library personné and propety.
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V1. Destruction or Casualty:
In the event of fire or other casudty resulting in the destruction of the premises
provided for thelibrary services by thelocal govenmental unit(s), either:

a. Thelocal govanmental unit shdl repar the premises promptly

b. Thelocal govenmenta unit shadl provide as soon as possible, other premises
adequae for library pumposes and acceptable to Branch District Library System.
If norepars are made, or alternaive premises provided, Branch District Library
System will have no obligaion to continuethis Agreement.

VIl. Public Service Hours:

Branch District Library System will provide salaries of at least one Branch
Manage for twenty-six (26) hours per week as funds pemit and one Branch
Clerk for twenty-one (21) hours per week as fundspemit, for Bronson, Quincy
and Union. The Branch District Library System Boad in conaultation with the
branch library Advisory Boad shdl appoint such employees, if one exists, or
pursuant to a contract with township or village officials in the absence of an
Advisory Board.

The branch libraries in Bronon, Quincy and Union City shdl be open to the
public at least twenty-five (25) hours in each week as funds pemit and such
additiond hours as the paronage warrants and funds permit, at the discretion of
the Branch Didtrict Library System Boad in conailtation with the branch
Advisory Boad if oneexists, or pursuant to a contract with township or village
officialsin theabsence of an Advisory Board, subject to the state regulations

Any changes will be made at the discretion of the Branch District Library System
Board in conaultation with the branch Advisory Boad, if oneexists, or pursuant
to a contract with township or village officials in the absence of an Advisory
Boad. Genegally such changes will be pro-rated based on the amountof service
generated by each service unit.

Branch District Library System will provide salary for one(1) Branch Manage
or Branch Clerk nine (9) hours pe week, as funds permit for Algansee and
Shewood. The Branch District Library System Boad in conaultation with the
branch library Advisory Boad shdl appoint such employees, if one exists, or
pursuant to a contract with township or village officials in the absence of an
Advisory Board.

Thebranch libraries in Algansee and Sherwood shdl be open to the public at least
nine (9) hours in each week, as fundspermit, and such additiond hours as the
parongye warrants and funds permit, at the discretion of the Branch District
Library System Boad in conailtation with the branch Advisory Boad, if one
exists, or pursuant to a contract with townghip or village officials in the absence

of an Advisory Board, subject to state regulations
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Any changes will be made at the discretion of the Branch District Library System
Board in conaultation with the branch Advisory Boad, if oneexists, or pursuant
to a contract with township or village officials in the absence of an Advisory
Boad. Generaly, such changes will be pro-rated based on the amount of service
geneated by each service unit

VIII. Purchase of Materials:

The Branch Digtrict Library System will provide at least $5,000 annudly for the
purchase of materials at the Bronson, Quincy and Union branches and will
provide hdp with the technical processing of such materials. All these materials
will be on pemanent loan to the branch, but shall remain the propety of the
Branch District Library System. Branch District Library System may provide
some technical library materials and equipment such as CD-ROMS and
computers, professond guidance by headquarters pesonnd and periodic
exchanges or rotating collectionsof materials so as to keep the branch opeaations
up-to-date and mog useful to the community at the discretion of thelocal library
Advisory Board.

The Branch Digtrict Library System will provide at least $3,000 annudly for the
purchase of materials a the Algansee and Sherwood branches and will provide
hdp with thetechnical processing of such materials. All these materials will beon
permanent loan to the branch, but shdl remain the propeaty of the Branch District
Library System. Branch Didtrict Library System may provide some technical
library materials and equipment such as CD-ROMS and computers, professiond
guidance by headquaters peasonnd and periodic exchanges or rotating
collections of materials so as to keep the branch opeations up-to-dae and most
useful to the community, at the discretion of the local library Advisory Boad, if
one exists, or pursuant to a contract with township or village officials in the
absence of an Advisory Boad.
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IX. Expendituresfor Branch Operations:
The Branch Manage will make known to the director budge needs each year.
Thiswill become part of Branch District Library System@® budgée planning for the
coming fiscal year. The request may be for opeaationd or capita outlay
eXpenses.

All monies collected in the name of the Branch Digtrict Library or its Branches
and those endowment fundsddivered to the Branch District Library System, but
designaed for a specific branch, shdl beadministered by the Branch District
Library Board. These monies may be deposted or invested, subject to laws
govening the same, with afinandal ingitution chosen by the Branch District
Library Board, provided tha endowment fundsdesignaed for a specific branch
shdl beaccounied for separately. No expenditures from endowment funds
designaed for a specific branch shdl be madewithoutthe approvd of the Branch
Advisory Board for which theendowment fundsare designaed.

TheBranch Didtrict Library Board shdl forward afinandal report quarterly to
each Branch Advisory Board with designaed endovment funds

X. Furniture and Fixtures:

The materials, furniture and equipment now bdonging to the branch shdl remain
the propaty of tha branch and al future gifts to the branch shdl become the
propaty of tha branch unless the donor specifies othewise. Trade fixtures
placed uponthe branch library premises by the Branch District Library System
shdl remain the propeaty of the Branch District Library System and may be
ingalled or removed by the Branch Digtrict Library System at its pleasure. In the
event theingallation or removd shdl cause any damageto the structure itself, the
same will berepared at the expense of the Branch District Library System.

Xl. Expansion of Library Services:
If either thelocal govanmental unit(s) or Branch District Library System deemsiit
appropriate to expand library services, or library premises, they shdl make such a
proposl or request in writing and enter into mutual discussion with the opposte
paty. No expense for such expangon will be submitted by either party to the
other unless both parties have agreed thereon.

XIl. Library Services:
Any person registered and in goodstanding at any branch may, uponpresentation

of thar library card, borrow materials from any facility of the Branch District
Library System.
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XII1. Discontinuance of Library Services:

In the event eithe Branch District Library System or the local govenmental
unit(s) shadl determinethat it is desirable or necessary to discontinuethe library,
tha party shdl give the opposte paty at least ningty (90) days written notice of
such intent. Both Branch Didtrict Library System and the local govenmenta
unit(s) agree that such action would be precipitouswithoutmutua discussion and
geneaa agreement on the terms of such discontinuance, and in the event such
intent to discontinue shdl be noticed, each paty shdl, by its respective boad,
condu¢ such discussions with the opposte party, as will ensure tha all
reasonable aternaives have been fully explored. Find determinaion of any
proposd discontinuance shdl remain, however, with the party giving notice of
intent to discontinue
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