OF OKLAHOMA COUNTY

Thursday, December 8, 2011, 3:30 p.m.
Capitol Hill Library
334 SW 26th
Oklahoma City, OK 73106
(Telephone: 634-6308)
The Metropolitan Library System of Oklahoma County encourages participation from all patrons and citizens of Oklahoma County. If participation

at any public meeting is not possible due to a disability, whether physical, hearing or speech related, please notify the office of the Executive
Director (606-3726) at least forty-eight (48) hours prior to the scheduled public meeting to allow the Library to make necessary accommodations.

. METROPOLITAN LIBRARY COMMISSION

3:30 pm CALL TO ORDER AND ROLL CALL TO ESTABLISH QUORUM
Fran Cory, Chair
3:30 - 3:45 pm INTRODUCTIONS

e Document #51 — Presentation of Service Certificates for Library Staff

COMMENTS FROM GENERAL PUBLIC (Limited to 3 minutes per speaker or 15 minutes total with time pro-rated among speakers. Preference
will be given to residents of Oklahoma County. Persons signing up to address the Commission must list their residential address and indicate if
they request to speak to a specific agenda item or to another Library Commission related topic or issue.) Please be advised that public seating is
limited; seating capacity at the individual meeting sites vary in occupancy limits.

3:45 - 4:00 pm CONSENT DOCKET (#52 - #55)

e Document #52 - Approval of Minutes of November 17, 2011 Meeting
e Document #53 — Acceptance of Review of Expenditures for November 2011
e Document #54 — Contract Awards and Purchases
Item A: Digital Signage Equipment
e Document #55 — Request for Transfer of Funds

4:00 - 4:15 pm COMMITTEE REPORTS

e Document #62 — Discussion, Consideration, and Possible Action — Report and
Recommendations: A & P Committee Meeting, 12-01-11

4:15 - 4:30 pm RECOMMENDATIONS FROM ADMINISTRATION

e Document #56 — Discussion, Consideration, and Possible Action — Naming of the New
Northwest Library
e Document #57 — Discussion, Consideration, and Possible Action — Jones Library Project

Agreement
4:30 — 4:45 pm INFORMATION REPORTS
e Document #58 — MLS November 2011 Library Visits
e Document #59 — MLS November 2011 Circulation Report
e Document #60 — MLS November 2011 Computer Usage Report
e Document #61 — MLS November 2011 System Reserve Report
4:45 - 4:50 pm EXECUTIVE DIRECTOR’S REPORT
4:50 - 5:00 pm COMMENTS FROM COMMISSION MEMBERS

Appointment of Nominating Committee — Mrs. Fran Cory

NEXT COMMISSION MEETING DATE AND PLACE:
January 19, 2012
Ralph Ellison Library 2000 NE 23rd, Oklahoma City, OK 73111
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PRESENTATION OF SERVICE CERTIFICATES TO LIBRARY STAFF

The Friends of the Metropolitan Library System have underwritten a staff recognition service
program recognizing staff who have been employed by the Library System for five years or
more. The Friends provide an attractive pin with the library system logo and name for staff
who have served five years. After 10 years, a ruby is added to the pin; subsequent rubies are
added at 10, 15, 20 and 25-year intervals of service culminating with the addition of a
diamond to the pin for 30 years of service. The Library System staff are presented with the
pins at a special reception hosted by the Friends each year.

To complement that recognition of service in a formal way, the Metropolitan Library
Commission of Oklahoma County presents service certificates of appreciation to Library
System staff for these same increments of service. The staff to be presented with certificates
will be recognized at each monthly meeting at which time the certificates are presented.

Library System staff receiving Certificates of Service in December 2011:

Employees Years of Service
Kellie Jean Delaney, Planning, Manager of Web Development S
Joshua Donald Lewis, Library Operations, Extension Specialist 5
Rosemary G. Ryden, Bethany Library, Page 15

MLC - December 8, 2011 Prepared by: Administration Office

MLS - Service Certificates December 2011 Page 1 of 1
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MINUTES OF THE REGULAR MONTHLY MEETING
OF THE METROPOLITAN LIBRARY COMMISSION
OF OKLAHOMA COUNTY

DATE: November 17, 2011 TIME: 3:30 pm

MEETING PLACE: Edmond Library

Written public notice of the time, date, and place of this meeting was given to the County Clerk
of Oklahoma County November 20, 2010. Notice of the time, date, place, and agenda for this
meeting was posted by the Secretary of the Commission in prominent public view at the
Edmond Library and the Downtown Library, 300 Park Avenue, Oklahoma City, on November 15,
2011, in conformity with the Oklahoma Open Meeting Act §311.

Members
PRESENT: EXCUSED:
Nancy Anthony, Disbursing Agent Bose’ Akadiri
Rozz Grigsby Ralph Bullard
Deanna Hannah Mick Cornett, Mayor of Oklahoma City
Helene Harpman Cynthia Friedemann
Willa Johnson Jose Jimenez
Carolyn Leslie Tracy McGehee
Penny McCaleb Mukesh Patel
Tracy McDaniel Jim Shonts

Lori Nelson

Brenda Palmer

Kim Patterson

Hugh Rice

Vanna Shaw

Judy Smith, Vice-Chair
Alyne Strube

Beth Toland

Susan Tucker

Greg Womack

Fran Cory, Chair
Donna Morris, Executive Director
(Secretary)

Estimate of general public and staff attending: 20

MLC - December 8, 2011 Prepared by: MLC Secretary
MLS - Minutes of November 17, 2011 MLC Meeting Page 1 of 3
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I. The meeting was called to order at 3:34 p.m. by Mrs. Fran Cory, Chair.

II. Roll was called to establish a quorum. Present: Anthony, Grigsby, Hannah,
Harpman, Johnson, Leslie, McCaleb, Palmer, Patterson, Smith, Toland, Tucker, Womack,
Cory. (Arrived: McDaniel, 3:38; Shaw, 3:39; Rice, 3:40; Strube, 3:42; Nelson, 4:02).

III. Mrs. Cory introduced Ms. Ann Aliotta, Assistant Manager of the Edmond Library. Ms.
Aliotta welcomed the Commission and provided information on the current events at the
Edmond Library.

IV. Mrs. Cory introduced Mrs. Susan Tucker the newest member of the library
commission appointed by the Town of Jones.

V. Mrs. Cory called for Presentation of Service Certificates for November 2011.

Although they were unable to attend the meeting, Mrs. Cory recognized the following
employees for their years of service: David French, Librarian, Belle Isle Library — 10 years of
service; Debra Jackson, Administrative Assistant, Maintenance — 15 years of service; and
Preston Bell, Library Assistant, Downtown Library — 25 years of service.

VI. Mrs. Cory called for comments from the general public. There were none.

VII. Mrs. Cory presented the Consent Docket: Document #43 — Approval of Minutes of
October 20, 2011 Meeting; Document #44 — Acceptance of Expenditures for October 2011;
Document #45 — Contract Awards & Purchases.

Mrs. Cory called for a motion.

Mr. Greg Womack moved to accept the consent docket. Mrs. Nancy
Anthony seconded. Questions and discussion followed; motion passed
unanimously.

VIII. Mrs. Cory called on Mrs. Morris to present the Information Reports.

e Document #46 — MLS Strategic Plan Year 4 Highlights — Kay Bauman,
Deputy Executive, Library Operations

Document #47 — MLS October 2011 Library Visits

Document #47 — MLS October 2011 Circulation Report

Document #48 — MLS October 2011 Computer Usage Report
Document #49 — MLS October 2011 System Reserve Report

Mrs. Morris called on Mrs. Kay Bauman, Deputy Executive Director, Library Operations to
provide information on the MLS Strategic Plan Year 4 Highlights.

Mrs. Bauman explained the current Strategic Plan and provided some highlights of the
goals and responses from the past year. She shared some responses received from
customers, which helps to achieve the vision of the library system “The library is your
inviting, innovative link to the World”. The Strategic Plan and Vision helps us understand
the importance of working together and that what we are working towards is creating and
sustaining meaningful libraries in this community.

Mrs. Cory thanked Mrs. Bauman for her report.
IX. Mrs. Cory called on Mrs. Morris to present the Executive Director’s Report.

Mrs. Morris reported that the A & P committee will be meeting on Thursday, December 1,
2011 at 4:00 p.m. at the Belle Isle Library. Laura Francisco, a consultant for the Singer
Group, will be making her presentation from the Classification, Compensation and Benefits
Study, which was previously presented to the Finance Committee. This committee meeting

MLC - December 8, 2011 Prepared by: MLC Secretary
MLS - Minutes of November 17, 2011 MLC Meeting Page 2 of 3
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will also include staff recommendations on leave policy changes in conjunction with the
findings from the benefits study. Mrs. Morris invited and encouraged the commission to
attend the meeting, if they are available.

On Saturday, November a number of MLS staff, city officials, community leaders and
residents of the Town of Jones met at the future location of the Jones Library for a site
dedication.

The library system will close for Thanksgiving at 6:00pm on Wednesday, November and will
be closed all day on Thursday, November and Friday November . We will be reopening for
business on Saturday morning, November .

X. Mrs. Cory called for comments from Commissioners.

Mrs. Cory referred to a recent article in the paper about former Mayor Patience Latting and
the upcoming proposal to name the new Northwest Library after her. Mrs. Cory met with
Mayor Cornett, City Councilman Pat Ryan, and former Mayor Latting recently and she is
thrilled and delighted at the proposal. The resolution for approval will be on the December
Commission Agenda.

XI. The next Commission meeting will be held at the Capitol Hill Library on December 8,
2011.

There being no further business, the meeting was adjourned at 4:03 pm.

7 - 5 ) J F A f
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Donna Morris, Executive Director
(Secretary)
MLC - December 8, 2011 Prepared by: MLC Secretary
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CONTRACT AWARDS AND PURCHASES
REVISED

The following recommendations for the Commission’s approval are made in accordance with the

Library System’s purchasing policy. For additional information regarding these
recommendations, please contact the Purchasing Officer at 606-3794.

ITEM A: DIGITAL SIGNAGE EQUIPMENT

Provided for in the FY2011-12 budget is the request for equipment to implement Digital Signage
at 13 libraries. This signage will allow the library to provide digital displays similar to what is
seen in many businesses that will give customers information about programs, what’s
happening throughout the library system, allow playing of library commercials and also provide
RSS feeds about items that are important to the library. It will also allow playing of a live TV
feed. All of this information can be controlled from a central location and displayed on each
individual screen at the library.

The Library’s purchasing policy allows the Library to purchase off of any state contract. All
Cisco equipment is included on State Contract CO70015.

The equipment includes a Cisco Digital Media Manager Server, licenses for up to 50 DMPs, 13
Digital Media Players, an AS5100 Encoder, and 14 Cisco LCD Professional displays. The cost
to provide this solution at 13 libraries is $133,648.27.

RECOMMENDATION:

That the Commission approve the purchase of the Cisco Digital Signage solution from
Chickasaw Telecom in the amount of $133,648.27. Funding for the purchase is provided for in
the FY2011-12 budget, account 410.

MLC - December 8, 2011 Prepared by: Finance Office
MLS - Contract Awards and Purchases December 2011 Page 1 of 1
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METROPOLITAN LIBRARY SYSTEM
TRANSFER OF FUNDS

From time to time, the administration has to request transfer of funds between accounts
to reconcile budget fluctuations during a fiscal year.

Additional Appropriations

Additional Account's
Needed New Total
Account 113 Employees’ Retirement $100,000.00 $1,916,108.00
Canceled Appropriations
Amount Account's
Canceled New Total
Account 101 Salaries $100,000.00 $13,347,084.00

The actuary report for the Defined Benefit Plan was received too late to be included in the
Final Budget calculations for this current year, and the contribution recommended in that
report was higher than the amount budgeted.

COMMISSION ACTION

That the Library Commission approve the transfer of funds as requested above.

MLC - December 8, 2011 Prepared by: Deputy Executive Director/Finance & Support
MLS - Request for Transfer of Funds Page 1 of 1
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REPORT AND RECOMMEDATIONS FROM A & P COMMITTEE
REVISED

The A & P Committee met December 1, 2011, for:

I. Compensation, Classification, and Benefits Study Presentation — Laura Francisco, Singer
Group

II. Discussion, Consideration, and Possible Action: Report and Recommendations from
Administration

e Recommended changes to employee leave benefits based on results of Singer Study

III. Discussion, Consideration, and Possible Action: Report and Recommendations from
Administration

SH 220 Employee Leave Policy

SH 221 Family and Medical Leave Policy

SH 410 Discipline Policy

SH 530 Due Process Hearing in Certain Employment Actions Policy
SH 610 Facility Access Policy

SH 620 Staff Use of Library Property and Services Policy

During its meeting, the A&P Committee:
Reviewed and discussed all items.

COMMISSION ACTION:
L. To approve the recommended changes to employee leave benefits based on results
of the Singer Study
II. To approve the recommended revisions and addition to the Metropolitan Library

System Policy & Procedure Manual

MLC -December 8, 2011 Prepared by: MLC Secretary
MLS - Report and Recommendations from A & P Committee ~ December 1, 2011 Page 1 of 5 w/attachments
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METROPOLITAN LIBRARY COMMISSION
OF OKLAHOMA COUNTY

ADMINISTRATIVE & PERSONNEL COMMITTEE

MINUTES

DATE: Thursday, December 1, 2011 TIME: 4:00 PM
MEETING PLACE: Belle Isle Library
5501 N. Villa
Oklahoma City, OK 73112
(405) 843-9601

Written public notice of the time, date and place of this meeting was given to the County Clerk of
Oklahoma County, November 18, 2011. Notice of the time, date, place, and agenda for this meeting was
posted by the Secretary of the Commission in prominent public view at the Belle Isle Library and
Downtown Library, 300 Park Avenue, Oklahoma City, on November 29, 2011, in conformity with the
Oklahoma Open Meeting Act

COMMITTEE MEMBERS PRESENT:

Bose’ Akadiri

Ralph Bullard
Cynthia Friedemann
Helene Harpman
Mukesh Patel

Hugh Rice, Chair

COMMISSION MEMBER PRESENT:

Fran Cory

ESTIMATE OF OTHERS PRESENT: 15

MLC -December 8, 2011 Prepared by: MLC Secretary
MLS - Report and Recommendations from A & P Committee ~ December 1, 2011 Page 2 of 5



Document #62
MLC FY 2011-12
December 8, 2011

L. The meeting was called to order at 4:02 p.m. by Mr. Hugh Rice, Chair.

Roll was called to establish a quorum. Present: Akadiri, Bullard, Harpman, Patel, and Rice
(Arrived: Friedemann, 4:03 p.m.).

II. Mr. Rice called on Mrs. Laura Francisco for the Classification, Compensation, and
Benefits Study Presentation.

Mrs. Laura Francisco explained the study and what it contained. At the beginning of the
study, a project review committee was formed, which included several employees in
different positions and locations. The Singer Group met with the Project Review
Committee and Administrative Team several times during the process. An employee web
survey was also conducted at the beginning of the process, and was sent out to all
employees asking for their thoughts about compensation, classification and benefits with
the Metropolitan Library System. The survey was completely confidential and employees
were not required to provide their name or location. All employees were also asked to fill
out a questionnaire regarding their specific job and to detail the duties and responsibilities
of the job. An external compensation and benefits survey was also conducted and
included other library systems within the region as well as city government and corporate
employers.

The Singer Group identified a few positions which were behind market, as well as a few
positions that needed to be reclassified due to the level of duties and responsibilities.
There were a total of 14 positions that were recommended for reclassification and no
employee lost pay due to the reclassifications. The survey indicated that some of the pay
range maximums fell behind the market, particularly at the professional and management
levels. It was recommended those pay ranges be widened. Questions and Discussion
followed.

Mrs. Francisco referred to the benefits portion of the study. Overall, the library system’s
health, prescription, vision and dental plans all compare very well to the market. Mrs.
Francisco reviewed the benefits report in detail and summarized the findings. Questions
and Discussion followed.

I1I. Mr. Rice called on Mrs. Donna Morris to present the recommended changes to the
employee leave benefits based on the results of the Singer Study.

Mrs. Morris reviewed the Singer Analysis of the employee leave benefits and recommendations
(if any) from Administration.

PTO (Paid Time Off) Plans — In their analysis, the Singer Group stated several employers
have moved to PTO plans, though not a majority of the survey participants. MLS is within
market in not offering such a plan; however, it may be worth considering a PTO plan to

alleviate some of the perceived (or real) abuse of the doctor/dental and sick leave benefits.

Recommendation from Administration: Administration does not recommend a PTO plan at
this time. Complexity of implementation and other issues related to changes in software and
management do not make this currently feasible, but could be an option in the future.

Sick & Doctor/Dental Leave — MLS leads the market in sick leave hours accrued at 120
annually.

Recommendation from Administration:

1.) Eliminate doctor/dental leave

MLC -December 8, 2011 Prepared by: MLC Secretary
MLS - Report and Recommendations from A & P Committee ~ December 1, 2011 Page 3 of 5
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2.) Reduce sick leave accrual from 10 hours a month to 8 hours a month.

Sick Leave Accrual — MLS is competitive for sick leave accrual. Approximately %2 of
organizations surveyed provide some payout for sick leave at retirement; therefore MLS is
within market by not providing this benefit.

Recommendation from Administration: Administration does not recommend any changes in
the maximum accrual amount of 960 hours and does not recommend a payout for unused
sick leave.

Leave Bank — Employees have expressed a desire to have a leave bank; however, it is
extremely complex to administer, including decisions about how much leave can be donated,
under what circumstances, and at what hourly rate the leave can be used by those it is
donated to. If MLS desires in the future, the Singer Group could conduct additional follow-up
with survey participants offering this benefit to obtain more information.

Recommendation from Administration: Administration does not recommend a leave bank at
this time.

Vacation Earnings — The Singer analysis reflects that MLS is competitive to slightly below
market at entry-level vacation earnings and leads the market at 16+ year earnings.

Recommendation from Administration: Administration does not recommend any changes.

Flextime — The Singer analysis reflects that there is some trend toward flextime in the other
surveyed library systems and is a benefit that could be considered in certain areas and/or
departments of MLS.

Recommendation from Administration: Administration does not recommend a change as flex
scheduling can and does happen now with supervisor approval.

Part-Time Leave Benefits — The Singer analysis reflects that the 3 years of continuous service
required by MLS in order to eligible for part-time leave benefits may be excessive and was
mentioned by employees during the project. If MLS desires the Singer Group can follow-up
with participants for more information.

Recommendation from Administration: Administration does not recommend any changes to
the 3 years of continuous service for part-time employees at this time.

Questions and Discussion followed.
Mr. Rice called for a motion.

Ms. Helene Harpman moved to approve the recommended changes to
employee leave benefits based on the results of the Singer Study. Mr.
Mukesh Patel seconded. No further discussion. Motion passed
unanimously.

IV.  Mr. Rice referred to Agenda Item IV — Report and Recommendation from Administration
— Revisions to Metropolitan Library System Policy and Procedure Manual.

Mrs. Morris stated the SH 512 Firearms policy needs to be reviewed in further detail and has
been pulled from the agenda. The policy will be brought back to the A & P Committee at a
later date.

Mrs. Morris called on Mrs. Kay Bauman, Deputy Executive Director, Library Operations to
present the recommended revisions to the MLS Policy and Procedure manual.

SH 220 Employee Leave Policy — Mrs. Bauman stated three changes were made to the

Employee Leave policy. Two of those changes are based on the recommendations from the
MLC -December 8, 2011 Prepared by: MLC Secretary
MLS - Report and Recommendations from A & P Committee ~ December 1, 2011 Page 4 of 5
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classification and compensation study. The three hour doctor/dental leave was eliminated
from the policy and the sick leave earn rate for Category 1 employees was changed from 10 to
8 hours per month. The third recommended revision to the policy eliminates the six month
eligibility period for annual vacation leave for category 1 and category 2 employees. Questions
and discussion followed.

SH 221 Family and Medical Leave Policy — Mrs. Bauman stated the revision to this policy
clarifies that all accumulated leave must be used before leave without pay for FAMLA
qualifying conditions can be used.

SH 410 Discipline Policy — Mrs. Bauman reported SH 410 is a new policy that explains the
process to address undesirable employee behavior and/or performance issues. This policy has
been reviewed by the library’s attorney.

SH 530 Due Process Policy - this policy has been revised to match the library’s attorney’s
recommendation to include that in an action involving termination, an employee may be
placed on suspension with or without pay pending a decision.

SH 610 Facility Access Policy — The recommended revisions to this policy include: 1).
Clarification of building and operating hours with explanation that the Commission is to
approve library operating hours; 2). Clarification of hours of access to the facilities as well as
security codes, keys, etc; and 3). Staff access of building outside of established operating
hours must be authorized according to SH 610.1 Facility Access Procedures. Several
housekeeping revisions and rearrangements were also made to the policy.

SH 620 Staff Use of Library Property and Services: There were several housekeeping
revisions made and some rearrangements to SH 620.

Questions and Discussion Followed.
Mr. Rice called for a motion.

Mrs. Friedemann moved to approve the recommended revisions and
addition to the Metropolitan Library System Policy & Procedure Manual
excluding SH 512 Firearms Policy. Mr. Patel seconded. No further
discussion. Motion passed unanimously.

Mrs. Morris stated Administration will begin working on benefit recommendations relating to
insurance using the data received from the Singer Group. This will also be a task for the A &
P Committee to work on in the spring. Mr. Rice suggested the complete benefits survey report
be re-issued to the A & P Committee members at that time.

Mr. Patel asked Mrs. Francisco how often a Classification and Compensation Study should be
done. Mrs. Francisco suggested conducting smaller studies about every three years; focusing
on employees input and key in on particular areas of interest. Discussion followed.

Mrs. Rice called for any further questions or comments. The meeting was adjourned at 5:20
p.m.

Donna Morris,
Executive Director
(Secretary)

MLC -December 8, 2011 Prepared by: MLC Secretary
MLS - Report and Recommendations from A & P Committee ~ December 1, 2011 Page 5 of 5
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REPORT AND RECOMMENDATIONS FROM ADMINISTRATION

RECOMMENDED CHANGES TO EMPLOYEE LEAVE BENEFITS BASED ON RESULTS OF SINGER STUDY

Singer Analysis: Several employers have moved to PTO (personal time off) plans, though not a
majority of the survey participants. MLS is within market in not offering such a plan; however, it may
be worth considering such a plan as it may alleviate some of the perceived (or real) abuse of the
doctor/dental and sick leave benefits.

MLS Recommendation: We do not recommend a PTO plan at this time. Complexity of
implementation and other issues related to changes in software and management do not make this
currently feasible and a majority of survey respondents are not using PTO plans.

Singer Analysis: MLS leads the market in sick leave hours accrued at 120 annually. Given concern
with doctor/dental leave voiced by employees during the project, this may be an area for
consideration and/or consider moving to a PTO plan to consolidate leave and encourage employees to
be responsible for their own leave use.

MLS recommendation: 1) Eliminate doctor/dental leave
2) Reduce sick leave accrual from 10 hours a month to 8 hours a month

Singer Analysis: MLS is competitive for sick leave accrual. Approximately ‘2 of organizations
surveyed provide some payout for sick leave at retirement, therefore MLS is within market by not
providing this benefit.

MLS Recommendation: 1) Maintain maximum accrual amount of 960 hours (no change)
2) No payout for unused sick leave (no change)

Singer Analysis: MLS does not offer a leave bank benefit. Though employees often express a desire
to have this benefit it is extremely complex to administer, including decisions about how much leave
can be donated, under what circumstances, and at what hourly rate the leave can be used by those it
is donated to. If desired we can conduct additional follow-up with survey participants offering this
benefit to obtain more detail about their leave bank benefits and how they work.

MLS Recommendation: No leave bank at this time

Singer Analysis: MLS is competitive to slightly below market at entry-level vacation earnings; MLS
leads the market at 16+ year earnings.

MLS recommendation: No change

Singer Analysis: It appears there is some trend toward flextime in the other surveyed library systems
and is a benefit that could be considered in certain areas/departments of MLS (or run as a pilot
program in a few test departments). Paid holidays include MLS’ 2 floating holidays and MLS is
competitive with this benefit.

MLS recommendation: Supervisors are currently allowed to flex time for employees, however, MLS
does not have a formal flex time policy or procedure. We do not recommend a change as flex
scheduling can and does happen now with supervisor approval.

Singer Analysis: The 3 years of continuous service required by MLS in order to be eligible for part-
time leave benefits may be excessive (and was mentioned by employees during the project), though
this question was not asked directly. We can follow-up with participants if desired.

MLS Recommendation: No changes are recommended at this time to the 3 years of continuous service
for part-time employees.

MLC - Administrative & Personnel Committee, December 1, 2011 Prepared by: Administration
MLS - Report and Recommendation from Administration Page 1 of 1
Recommended Changes to Employee Leave Benefits Based on Results of Singer Study
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REPORT AND RECOMMENDATIONS FROM ADMINISTRATION

REVISIONS TO METROPOLITAN LIBRARY SYSTEM PoLICY AND PROCEDURE MANUAL

MLS policies contained in the Policy and Procedure Manual periodically require
updating as a result of decisions or recommendations from the Library Commission,
changes in federal and state laws and regulations, and the necessity to operate the
library system in a more efficient, effective manner.

The administration recommends for your consideration, a revision to several policies
as well as a new policy for your review.

1. SH 220 Employee Leave: The revisions to this policy match the recommendations of the
Class & Comp study.
a. Elimination of three hour doctor/dental leave
b. Change sick leave earn rate for Category 1 employees from 10 to 8 hours per month
c. 6 month eligibility period for annual vacation leave for category 1 & category 2
employees eliminated

2. SH 221 Family and Medical Leave: The revision to this policy clarifies that all
accumulated leave must be used before using leave without pay for FAMLA qualifying
conditions.

3. SH 410 Discipline Policy: This is a new policy that explains the process to address
undesirable employee behavior and/or performance issues.

4. SH 530 Due Process
a. Revision to match our attorney’s recommendation to include that in an action
involving termination, an employee may be placed on suspension with or without pay
pending a decision

5. SH 610 Facility Access
a. Revision includes:
i. Clarification of building and operating hours with explanation that the
Metropolitan Library Commission is to approve library operating hours
ii. Clarification of hours of access to the facilities as well as security codes, keys,
etc.
iii. Staff access of buildings outside of established operating hours must be
authorized according to SH 610.1 Facility Access Procedures
b. Several housekeeping revisions and rearrangements

6. SH 620 Staff Use of Library Property and Services: Several housekeeping revisions and
rearrangements.

ADMINISTRATIVE RECOMMENDATION FOR COMMISSION ACTION:

To approve the recommended revisions to the Metropolitan Library System Policy & Procedure
Manual as well as a new policy, as detailed above.

MLC - Administrative & Personnel Committee, December 1, 2011 Prepared by: Administration
MLS - Report and Recommendation from Administration Page 1 w/attachments
Revisions to Metropolitan Library System Policy and Procedure Manual
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SH 220 Employee Leave
Revised: 12/02, 7/06, 1/09, 6/09, 7/11, draft 11/11

Policy

The Employee Leave policy ensures that the Metropolitan Library System has
established a set of rules, procedures and guidelines in accordance with applicable
federal and local laws, which govern the process, timeframes and reporting procedures
for time taken off work.

Regulations
1. Eligibility

Library system employees become eligible for certain leave benefits following
eligibility rules described in this Policy.

Variables that may affect eligibility include payroll/budget status; number of hours
regularly worked in a pay period and length of service. See the appropriate
section of this document for details on which leave benefits are granted to which
categories of employees, waiting periods, etc.

2. Definitions

o Workweek — A seven-day period, beginning on a Monday and ending on a
Sunday, during which a full-time employee must account for 40 hours.

e Pay period — Two consecutive workweeks based on pay schedules, during
which a full-time employee must account for 80 hours.

e Budget-authorized position — As used here, any positions, generally full-time
(but may be half time or other fraction), listed in terms of Full-Time
Equivalents (FTE's) in the annual budget, ordinarily under Account 101-
Salaries.

e Category 1 Employee — Generally, one who normally works a 40-hour week
and an 80-hour pay period in a budget-authorized position and is commonly
known as a full-time (1.0 FTE) staff member.

e Category 2 Employee —fills a budget-authorized position on a regular reduced
work schedule of a fixed number of hours such as 20 or 30 hours per work
week — 40 or 60 hours per pay period — and is more commonly known as a
designated FTE, but in any case has budget-designated hours normally
funded in account 101.

e Category 3 Employee —Does NOT occupy a budget-authorized position but,
instead, is hired within a part-time hour allotment budgeted for each library
agency or department, is more commonly known as a part-time employee
and is ordinarily compensated from budget account 102 - Part-time Wages —
at an hourly rate. Some part-time employees work a regular schedule; others
work a varying schedule from day-to-day or week-to-week, depending on
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SH 220 Employee Leave

Revised: 12/02, 7/06, 1/09, 6/09, 7/11, draft 11/11
supervisors' needs.

¢ Immediate family is defined as
0 spouse

o employee's and/or spouse's natural, adopted, step or foster: children,
siblings, parents, grandparents or grandchildren

o wards or guardians
3. Leave Use
Certain rules are universal to leave among the general rules are:

a) All leave requests should be submitted in advance and approved by the
employee’s supervisor

| Deleted: , doctor/dental appointments and the

® For scheduled leave such as Annual Vacation Leavethe employee _ {"key

should apply for the leave as far in advance as possible to help ensure
adequate staffing. (Relief or substitute help is not ordinarily provided
during vacation periods.)

® For unscheduled leave such as emergencies, including illness, the
employee must notify his/her supervisor as soon as possible and
submit the paperwork for approval immediately after the employee
returns to work.

Note: Unauthorized absences are grounds for dismissal.

b) When entering leave, the requester must enter the exact amount, in hours,
and, if a portion of an hour is involved, to the nearest 15 minutes, taken or
expected to be taken. (Leave is "rounded" to the nearest quarter hour: .25
for 15 minutes, .50 for 30 minutes and .75 for 45 minutes.)

c) If an employee is off work on approved leave and his or her library building
(work place) is unexpectedly closed due to weather conditions or the like,
the leave will still be charged to the employee.
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1) Administrative Leave with Pay

2)

Definition — The Executive Director, or the designated Deputy Executive Director in

the director’s absence, may place an employee on an Administrative Leave with pay

when deemed appropriate. Examples:

e aneed to conduct an investigation of possible wrong doing on the part of the

employee, or

e A need in the Due Process Procedure for the absence of the employee
pending a due process hearing under the policy established for the same
within the adopted Policies of the Metropolitan Library Commission.

a) Category 1, 2 & 3 Employees

i) Eligibility Period: NA
i) Earn Rate: NA
iif) Explanatory Notes:

(1) In no case, shall such Administrative Leave with Pay exceed thirty (30)

workdays.

Annual Vacation Leave (AVL)

Definition — Annual Vacation Leave is paid time off from work.

a) Category 1 Employees

i) Eligibility Period: none

[ Deleted: 6 months

i) Earn Rate: Category 1 employee earns 8 hours of AVL each month for atotal

of 48 hours. The earn rate increases each additional five years of
employment until it reaches the maximum.

Years of Hours/Minutes of AVL Hours of AVL
Employment Earned per Month Earned per Year
1-5 years 8 hours 96 hours
6-10 years 10 hours 120 hours
11-15 years 13 hours & 20 minutes 160 hours
16+ years 16 hours & 40 minutes 200 hours

iii) Explanatory Notes:

(1) During the first 6 months of employment employees may only use

accrued AVL.

(2) Because vacations must be taken in advance to help ensure efficient

operation, there may be occasions upon which an employee takes AVL in
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Deleted: <#>The eligibility period is not
applicable to individuals moving from category 2
or 3 who have met the eligibility requirements
for those categories. It is waived for non-leave
earning Category 3 part-time employees who
have five or more years of continuous service
with the library system. At that point, the
employee is credited with 48 hours of AVL,
based on an earn rate of 8 hours per month.
This earn rate, which equals 96 hours per year,
continues until the employee has completed 5

\| years of service. 1
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excess of what s/he has accrued but for which s/he would have been
eligible by the end of the calendar year. Supervisors may approve no
more than forty hours of requested AVL in excess of that which a
Category 1 employee has earned at a given point (and a lesser, pro-rata
maximum for Category 2 employees). Approval of projected leave
beyond those limits must be authorized by the appropriate Administrative
Team member. If the employee then terminates employment after taking
such projected (but unearned) leave his/her final paycheck will have
deducted from it any such unearned leave.

(3) An employee whose employment terminates after six months of __{ Deleted: <#>A new hire whose employment
f terminates before the end of six months
employment is compensated for earned-but-unused AVL. receives no AVL o compensation for same. §

(4) An employee may carry over no more than 25% of his/her AVL from one
calendar year to the next without prior approval from the appropriate
Administrative Team member and prior reporting of the approval to the
Director of Human Resources. Any excess carryover not authorized will
be lost on January 1 if not used by then.

(5) Re-hired employees may be credited with prior service in the
Metropolitan Library System to establish their AVL rate, with the approval
of the Executive Director.

(6) Additional AVL hours, known as "Bonus Hours," are awarded at the end
of each calendar year to be taken in the following year, as follows:

(a) 16 bonus AVL hours next year for using no more than 24 hours of Sick
Leave this year; or

(b) 8 bonus AVL hours next year for using over 24 but 48 hours or less of
Sick Leave this year.

(c) A new employee who worked less than a full year may be awarded
bonus hours on a pro-rata basis; i.e., a fraction of the above bonus
hours equal to the fraction of the year worked. Example: a new
employee works the last six months of the calendar year, during which
time s/he used no more than 12 hours of Sick Leave. S/he earns 8
bonus AVL hours for the new calendar year.

(7) Supervisors are not to approve requests for AVL periods over three
weeks in length without the prior approval from the appropriate
Administrative Team member.

b) Category 2 Employees

| i) Eligibility Period: none [ Deleted: 6 months
ii) Earn Rate: The earn rate figures are translated to the pro-rata allotments,

| depending on the budget authorized full-time equivalency. For example,a | Deleted: during the eligibility period,
half-time Category 2 employee will earn AVL at a rate of 4 hours per month
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giving them a total of 24 hours at the end of the eligibility period. The earn

rate increases each additional five years to the prorated maximum shown for
Category 1 employees.

iii) Explanatory Notes: same as for Category 1 employees except on a prorated
basis

c) Category 3 Employees

i) Eligibility Period: 36 months (three years) of current, unbroken, continuous
service and consistently works a minimum of 40 hours per pay period.

i) Earn Rate: After completing the eligibility period and consistent hours
requirement, the Category 3 employee begins to earn AVL credits from that
point onward at a fixed annual rate; that is, the AVL Category 3 allotment
does not change with additional years of service. The earn rate chart below
illustrates this fixed rate.

Earn rate of AVL for Category 3 Employees

Part-Time Fractional Status of Hours of AVL Earned Hours of AVL
Employee per Month per Year
Threel/fourths-time 6 hours 72 hours
Half-time 4 hours 48 hours

iii) Explanatory Notes:

(1) Because the Category 3 employee does not begin to accumulate AVL
until after completing three years of service, described above, there is no
paid time off or compensation for AVL if the employee terminates before
completing the eligibility period.

(2) Failure to work his or her usual schedule (i.e., no less than 60 hours for a
three/quarter-time employee, no less than 40 hours for a half-time
employee, in a pay period) during four pay periods in a calendar year will
result in a reduction or outright loss of the AVL benefit.

(3) Supervisors are not authorized to project AVL benefits for Category 3
employees; i.e., the employee may only take the exact amount of AVL
earned to date. Any excess taken will result in a dock in pay and may be
grounds for termination.

(4) An employee may carry over no more than 25 %of his/her AVL from one
calendar year to the next without prior approval from the appropriate
Administrative Team member and prior reporting of the approval to the
Director of Human Resources. Any excess carryover not authorized will
be lost as of January 1 if not used by then.

(5) Category 3 employees are not eligible for Sick Leave; therefore, no AVL
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bonus hours are awarded to them.
(6) See "General Rules Governing the Use of Leave" for other guidelines and
procedures on requesting and using this benefit.

3) Bereavement Leave
Definition — Bereavement leave is paid leave that an employee may receive at the

time of a death in his/her immediate family as defined at the beginning of this policy.

a) Category 1 Employees
i) Eligibility Period: upon employment

i) Earn Rate: NA

iil) Explanatory Notes:

(1) A Category 1 employee may take up to five days (40 hours) of
Bereavement Leave at the time of a death in the immediate family. This

time is not deducted from Sick Leave, Annual Vacation Leave or Floating
Holiday time, and does not affect bonus AVL.

(2) Additional time desired for bereavement must be taken from other
accrued leave the employee may have.

b) Category 2 Employees
i) Eligibility Period: upon employment

i) Earn Rate: NA
iii) Explanatory Notes: same as Category 1 employees except:
(1) The 40-hour maximum leave limit is translated to the pro-rata allotments.

Examples: a half-time Category 2 employee is eligible for up to 20 hours
of Bereavement Leave; a three/fourths-time employee is eligible for up to

30 hours.

c) Category 3 Employees
i) Eligibility Period: 36 months (three years) of current, unbroken, continuous
service and consistently works a minimum of 40 hours per pay period.

i) Earn Rate: NA
iii) Explanatory Notes: same as Category 1 employees except:
(1) The 40-hour maximum leave limit is translated to the pro-rata allotments,

either 50 percent or 75 percent, depending on whether the work schedule |

is half-time or three/fourths-time: a half-time Category 3 employee is
eligible for up to 20 hours of Bereavement Leave; a three/fourths-time

employee is eligible for up to 30 hours.

| hours of paid time for his/her doctor or dentist

Deleted: <#>Doctor/Dental Leave |
Definition — an employee is allowed up to three

appointment.{

<#>Category 1 Employees{

<#>Eligibility Period: upon employment
<#>Earn Rate: NA |

<#>Explanatory Notes:{
<#>This is not deducted from accrued leave

time unless the doctor/dentist appointment
spans more than three hours in which case all
of the time off will be charged to Sick Leave,
Annual Vacation Leave or Floating Holiday as
available and chosen by the employee. 1
<#>When the doctor/dentist appointment occurs
on a day when the employee also wishes or
needs to take Sick Leave, Annual Vacation
Leave or Floating Holiday time, doctor/dental
leave may be taken only if the employee
actually works a minimum of one hour between
the time used for the doctor/dental leave and
any other form of leave; otherwise the entire
amount must be charged against the Sick
Leave, Annual Vacation Leave or Floating
Holiday accrual, as appropriate.

Examples including one hour for lunch:q
<#>doctor/dental leave from 8 a.m. to 10 a.m.,
works from 10 a.m. to 11 a.m., and take AVL
from 11 am.to 5 p.m.\

<#>doctor/dental from 8 a.m. to 10 a.m., work
10 a.m. to 3 p.m., and doctor/dental from 3 p.m.
to 5 p.m. Each example includes one hour for
lunch.) 1

<#>Doctor/Dental Leave applies only to
appointments for the employee. Leave used to
take an immediate family member to such an
appointment is Sick Leave, Annual Vacation
Leave, or Floating Holiday.{

<#>Category 2 Employees{

<#>Eligibility Period: same as for Category 1

employees
<#>Earn Rate: NAY
<#>Explanatory Notes: same as for Category 1
employees except,{
<#>The time allotment for Doctor/Dental Leave
is not prorated for Category 2 employees. 1
<#>Category 3 Employees 1

<#>Eligibility: NAY

<#>Earn rate: NAY

4) Floating Holiday Leave
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Definition — Floating Holiday leave is paid time off scheduled at the employee's
convenience, subject to supervisor's approval, when the libraries are open. It
supplements the system's annual Holiday Calendar, which lists legal holidays when
libraries are closed.

a)

b)

<)

Category 1 Employees

i) Eligibility Period: after completing 30 calendar days of employment

i) Earn Rate: 16 hours per calendar year maximum (See limitations below)
iii) Explanatory Notes:

(1) Is not considered Annual Vacation Leave (AVL); however, it must be
requested in the same manner as AVL and approved by the supervisor.

(2) Employees may not schedule less than 15 minutes of Floating Holiday
time per occurrence.

(3) May be taken in conjunction with Annual Vacation Leave, Sick Leave or
legal holidays or independently.

(4) Limitations

¢ New employees hired on or after July 1 are eligible for one floating
holiday for that calendar year, except new employees hired on or after
December 1 are not eligible for this benefit in that calendar year.

e No carryover privilege from one calendar year to the next
¢ Employees will not be compensated for unused Floating Holiday time
Category 2 Employees

i) Eligibility Period: after completing 30 calendar days of employment
i) Earn Rate: pro rata basis

iii) Explanatory Notes: same as Category 1 employees

Category 3 Employees

i) Eligibility Period: after 36 months (three years) of current, unbroken,
continuous service and consistently works minimum of 40 hours per pay
period.

i) Earn Rate: pro rata basis
iii) Explanatory Notes: same as Category 1 employees

5) Jury/Court Leave

Definition - Jury/Court Leave is for any trial, hearing or public meeting at which "The
People's Business" is conducted; i.e., any event in which the participant helps to
serve the public interest and to which s/he is summoned to appear as one of the
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following:

Grand juror

Trial juror

Witness and/or victim

Expert or specialist in a field or area involved in a court's or legislative
body's effort to determine truth, administer justice, write legislation, etc.

a) Category 1, 2 and 3 Employees

i) Eligibility Period: upon employment

i) Earn Rate: Category 1 employees at full benefit, Category 2 and 3 employees
at pro-rated benefit. Those employees not eligible for paid leave will not be
compensated by the library system.

iii) Explanatory Notes:

(1) The employee must present to his/her supervisor an official, written
summons (subpoena, court order, letter of request, etc.) to assist in
conducting public business.

(2) Any fees received for performing this public business need not be given
to the Library System unless paid as a direct result of the employee's
having represented the Library System on library time.

(3) Does not include a civil or criminal event or proceeding in which the
employee has a private interest.

(4) Any employee absent from work because of personal business will be
charged Annual Vacation Leave or Floating Holiday leave; any absence
from work for which sufficient accumulated leave is not available will be
deducted from pay.

6) Military Leave

Definition — Reserve or National Guard members, when ordered to active duty, are

entitled

to leave with pay and will be granted in accordance with Federal and State

Laws and such rights and privileges as it provides.

a) Category 1 Employees

i) Eligibility Period: upon employment
i) Earn Rate: NA
iii) Explanatory Notes:

(1) Reserve or National Guard members, when ordered to active duty, are
entitled to leave with pay for the first thirty (30) calendar days per each
federal fiscal year of the tour of active duty.

(2) The employee must notify his or her supervisor verbally or in writing as
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far in advance as possible of the call-up or orders. Itis preferred, but not

required, that a copy of the Reservist’'s or National Guard member’s
orders be forwarded to the Human Resources Office in advance.

(3) For Military Exigency and Military Caregiver provisions of the Family and
Medical Leave Act, see the SH 221 Family and Medical Leave policy.

b) Category 2 Employees

i) Eligibility Period: upon employment
i) Earn Rate: NA
iii) Explanatory Notes: same as for Category 1 employees except,
(1) Category 2 employees are entitled to leave with pay on a prorated basis.
c) Category 3 Employees

i) Eligibility Period: upon employment
i) Earn Rate: NA
iii) Explanatory Notes: same as for Category 1 employees except,

(1) Any part-time employee will be granted Military Leave for Reserve or
National Guard service in accordance with Oklahoma State Law and
compensated for the average number of hours scheduled by the
supervisor to work.

7) Professional Short Term Leave

Definition — Professional Short Term leave is authorized leave with pay to attend
professional meetings or conferences, workshops, or other approved work-
related training at the employee’s or at the library system's expense.

a) Category 1, 2 and 3 Employees

i) Eligibility Period: upon employment
i) Earn Rate: NA
iif) Explanatory Notes:

(1) Used to document absences from normal work site for a period of a full
work day or longer.

(2) Must be approved in advance by supervisor

(3) Procedures for requesting approval of, and reimbursement for, travel and
other expenses are detailed in Policy SF 600 Travel Expense
Reimbursement

(4) Compensation of non-exempt employees while attending or traveling to
professional, qualifying activities for the library’s benefit will be governed
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by the Fair Labor Standards Act.

(5) A Category 1 employee, with her/his supervisor's approval, may be
authorized to attend classes, short courses or summer sessions of an
undergraduate or graduate school. The employee taking such leave may
be required to make up the time, depending on library needs.

8) Sabbatical Leave

Definition — Sabbatical Leave is a suspension of employment for up to 12 months to
attend a library school for the purpose of acquiring a master's degree in library
science

a) Category 1 & 2 Employees

i) Eligibility Period: one year of employment
i) Earn rate: NA
iii) Explanatory Notes:

(1) This leave must be applied for at least three months in advance, in
writing, and approved by the Executive Director.

(2) The employee on Sabbatical Leave receives no pay; however, benefits
will be provided in accordance with the individual plan documents.

(3) The employee on Sabbatical Leave does not lose accrued Sick Leave
and Annual Vacation Leave; nor does s/he lose any accredited service
insofar as the retirement pension plan is concerned; however, no Sick
Leave or Annual Vacation Leave is accrued by the employee during the
Sabbatical Leave.

(4) Upon returning to work, the employee is guaranteed a position paying no
less than the salary received prior to the Sabbatical Leave.

(5) To assure proper planning and staffing, the employee on Sabbatical
Leave is asked to inform the Director of Human Resources of her/his
intentions, either to return to work or to resign, no later than two weeks
(14 calendar days) prior to the end of the Sabbatical Leave.

(6) By accepting Sabbatical Leave, the employee agrees to work for the
library system for a period of 12 months at the conclusion of the
sabbatical or to reimburse the library system all premium costs
contributed by the library system on the employee’s behalf for any
benefits continued during the sabbatical.

b) Category 3 Employees

i) Eligibility: 36 months (three years) of current, unbroken, continuous service
and consistently works a minimum of 40 hours per pay period.
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i) Earn Rate: NA
iii) Explanatory Notes:

(1) Same as for Category 1 employees
9) Sick Leave

Definition — Sick Leave is only granted for the iliness of an employee, for situations
requiring the employee's care of a member of her/his immediate family as defined at
the beginning of this document or for other Family and Medical Leave Act qualifying
situations. Qualifying family under the Family and Medical Leave Act differs from the
definition of "immediate family" in this document and is the controlling definition in
FMLA situations. (See policy SH 221 Family and Medical Leave.) Sick leave may be
used for an employee’s own doctor/dental appointment and when possible these are
to be scheduled in advance. Leave used to take an immediate family member to a
doctor/dental appointment is Sick Leave, Annual Vacation Leave, or Floating

Holiday.
a) Category 1 Employees

i) Eligibility Period: upon employment

| i) Earn rate: 8 hours per month _{ Deleted: 10

iii) Explanatory Notes:

(1) When an employee is unable to report for work because of illness or
other allowable Sick Leave usage, the employee, or someone on his/her
behalf, must call the immediate supervisor or person-in-charge at his/her
work site or agency, if possible, at least thirty (30) minutes prior to the
employee’s scheduled start of work. If the employee believes the
absence is or may be Family and Medical Leave qualifying, the employee
needs to notify the supervisor or person-in-charge at that time. If the
employee fails to indicate this possibility, the person receiving the
message is to make the inquiry.

(2) A Category 1 employee on Sick Leave more than 40 consecutive working
hours must provide a doctor's statement upon returning to work.

(3) If an employee's sick period lasts longer than accrued Sick Leave, the
employee may use accrued, but not advanced, Annual Vacation Leave or
Floating Holiday time. If s/he has no other accrued paid leave, time off
past accrued Sick Leave will be an absence without approved leave. The
library makes no guarantee of continued employment, outside of the
Family and Medical Leave Act, or the continuation of benefits other than
through COBRA.

(4) Leave available is the "current balance" at the beginning of the sick leave.
Leave that is accrued during an absence (sick, AVL, etc.) is available
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only after the employee has returned to work.

(5) lliness during a period of other paid leave, such as Annual Vacation
Leave, counts as that type of leave and is not considered Sick Leave.

(6) An employee can accrue (be credited with) no more than 960 hours of
Sick Leave.

(7) There is no compensation for unused Sick Leave.

(8) Accrued Sick Leave in a previous term of service is not considered in a
subsequent term of service. In this respect, a re-hired employee is
considered a new employee.

b) Category 2 Employees —

i) Eligibility Period: same as Category 1 employees.

i) Earn Rate: are translated to the pro-rata allotments. Example: a half-time
Category 2 employee is credited with 5 hours of Sick Leave, not 10 per
month; a three/fourths-time Category 2 employee is credited with 7.5 hours,
not 10.

iii) Explanatory Notes

(1) Category 2 employees are subject to the same call-in provisions as
stated in Explanatory Notes for Category 1 employees.

(2) The number of hours of sick leave absence before requiring a doctor’s
statement for return to work should be translated to the pro-rate amounts
depending on the normal hours per week of the employee. Example: a
half-time Category 2 employee would be required to have a doctor’s
statement after an absence of 20 hours.

c) Category 3 Employees
i) Eligibility: NA
i) Earn Rate: N/A
iii) Explanatory Notes:

(1) Category 3 employees are subject to the same call-in provisions as
stated in Explanatory Notes for Category 1 employees.

(2) A doctor’s statement is required for Category 3 employees after they
have missed three consecutive shifts.

10)Vote Leave

Definition - Oklahoma law specifies that employees who are registered voters and
whose work schedule hampers their ability to vote in a public election may have time
off with pay to vote.
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a) Category 1, 2, and 3 Employees

i) Eligibility Period: upon employment
i) Earn Rate: NA
iif) Explanatory Notes:
(1) Must meet the eligibility criteria:
(a) Must be a registered voter

(b) Must be scheduled to work on Election Day within three hours after the
polls open and three hours before the polls close. Examples with the
polls open 7 a.m. to 7 p.m.:

o Employee is scheduled to work from 8 a.m. to 5 p.m. Employee
may request up to two hours of paid leave to vote.

e Employee is scheduled to work from 8:30 a.m. to 5:30 p.m.
Employee may request up to two hours of paid leave to vote.

e Employee is scheduled to work from 12:30 p.m. to 9 p.m.
Employee is not eligible for leave to vote.

e Employee is scheduled to work from 7:30 a.m. to 4:00 p.m.
Employee is not eligible for leave to vote.

(2) Registered voters not eligible for such paid leave are those employees,
normally part-time, hourly workers, whose work schedule can be
arranged to allow them sulfficient free time (three hours) before or after
work to vote.

(3) Anyone who is otherwise eligible and who is the only employee normally
on duty in a particular work unit during the above time frame may request
leave to vote; upon such a request, the supervisor should arrange for a
substitute if it is necessary for the work unit to be open during the regular
employee's absence.

(4) A registered voter eligible for, and needing, paid time off to vote must ask
the supervisor for such leave no later than one working day before the
election.

(5) The supervisor has the authority to set the time period for the employee
to take the leave so as to assure the most efficient staffing for the work
unit. In a case where two or more eligible employees request the same
time period, the supervisor may "stagger" the time off on the basis of who
asked for the leave first.

(6) Leave to vote must be reported on the employee’s time sheet
(7) If an employee is off work on leave of any kind, leave to vote will not be
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authorized—the assumption being that the employee is either too sick to

visit the polls or has sufficient time while on leave or Floating Holiday to
vote.
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SH 221 Family and Medical Leave
Revised: 12/02, 7/06, 1/09, 6/09

The Family and Medical Leave policy ensures that the Metropolitan Library System has
established a set of rules, procedures and guidelines in accordance with federal law and
regulations governing Family and Medical Leave.

Regulations

1. Family and Medical Leave

Definitions — All definitions and terms used in reference to Family and Medical Leave
are established by federal law and regulations and, in case of disagreement with
those elsewhere in the leave policy, are governing for FMLA. For non-FMLA
applications, the definitions elsewhere in this policy are governing.

Benefits — all programs such as group life insurance, health insurance,
disability insurance, sick leave, annual leave, retirement pension,
educational benefit regardless of whether the benefits are provided by a
practice or written policy of the library system or through an employee
benefit plan.

Health care provider —anyone designated by the U.S. Secretary of Labor
to be capable of providing health care services.

Parent — biological parent or person charged with the duties and
responsibilities of a parent excluding parent-in-law.

Son or daughter — a biological, adopted or foster child, a stepchild, a legal
ward or a child of a person standing in loco parentis, any one of whom is
younger than 18 years old, or is 18 years old or older and incapable of
self-care because of a mental or physical disability. Military exigency leave
and military caregiver leave under the FMLA have no age limit for the
child.

Spouse — husband or wife as recognized by Oklahoma law for marriage.

Serious health condition — an illness, injury, impairment or physical or
mental condition that involves: 1) inpatient care in a hospital, hospice or
residential medical facility or 2) continuing treatment by a health care
provider as defined in the act.

a) Category 1 Employees

i) Eligibility Period: a total of one year of employment and at least 1250 hours
worked or on approved paid leave during the previous 12 months before the
request for leave.

i) Earn Rate: NA
iii) Explanatory Notes:
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(1) An eligible employee may take up to 12 weeks (480 hours if
takenintermittently) of leave during any 12 month period* for:

¢ the birth of a child
¢ the placement of a child with the employee for adoption or foster care

e to care for a spouse, son, daughter or parent with a serious health
condition

e Because of the employee's own serious health condition.

Note: *Any 12 month period is interpreted as 12 months following the end
of the last twelve weeks of Family and Medical Leave, whether continuous
or intermittent.

(2) Leave for adoption, foster care, or birth of a child generally may not be
taken intermittently or on a reduced schedule unless the supervisor and
the employee agree to such an arrangement. An intermittent or reduced
leave schedule may be taken for leave related to serious health
conditions, if such an arrangement is medically necessary. If an
employee requests this intermittent or reduced leave, based on planned
medical treatment, the library system may require that the employee
transfer temporarily to another job with equivalent pay and benefits that
better accommodate the employee's need for recurring periods of leave.

(3) As a part of the 12-weeks, any paid leave accumulated by the first date of

absence must be used by the employee.

(4) When both husband and wife work for the library system, the full amount
of leave is limited to an aggregate of 12 weeks when the leave is for the
birth, adoption or foster care of a child or to care for a sick parent.
However, if the reason is the illness of a child or either spouse, each
spouse is entitled to 12 weeks of leave.

(5) The request for leave must be supported by a health care provider's
certification of the medical condition of the person affected. Employees
must provide this certification within 15 calendar days, unless it is not
practicable to do so under the circumstances. The certification should be
in a format acceptable to the Human Resources Office and contain
sufficient information to meet the requirements or on the U.S. Department
of Labor form.

The benefits section of the Human Resources Office will review the
certification. A written approval/non approval response will be sent within
five business days to the employee by the Human Resources Office. If
the form is incomplete, a request will be sent to the employee who is then
given seven calendar days to provide the completed form.

If the Director of Human Resources has reason to doubt the validity of the
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SH 200 Benefits

SH 221 Family and Medical Leave
Revised: 12/02, 7/06, 1/09, 6/09

original certification, the library system may require a second opinion —
paid for by the library system — from a health care provider who is
designated or approved by the library system.

The employee may obtain a third opinion--at the library system's expense
— when the second opinion differs from the first. The health care provider
for the third opinion must be someone designated or approved by the
library system. This third opinion is considered final and binding on both
the library system and the employee.

(6) An employee returning from FMLA qualifying personal illness or injury
leave may be required to provide a fitness for duty certification (as
allowed and described in the Act) from the medical care provider treating
the employee.

(7) The employee, on return from leave, is entitled to his or her former
position, or an equivalent position, with equivalent employment benefits,
pay and other terms and conditions of employment.

(8) An employee on family and medical leave will not lose any benefits that
accrued before the leave began; however, an employee will not be
eligible to use any leave accrued during the absence until the employee
has returned to work.

(9) Group health/dental insurance plan coverage will be continued during the
leave at the same level and conditions of coverage that would have been
provided had the employee not taken leave. The Library System will
continue to contribute the library's share of premiums during the leave.
The library system may recover its share of premiums for the employee
during unpaid leave when the employee does not return from leave for
reasons other than a continuation, recurrence or onset of a serious health
condition.

b) Category 2 Employees

c)

i) Eligibility Period: same as for Category 1 employees and supersede other

provisions for establishing categories.

i) Earn Rate: NA
iii) Explanatory Notes: Benefits not otherwise provided to Category 2 Employees

are not granted by provisions of this leave program

Category 3 Employees

i) Eligibility Period: same as for Category 1 employees and supersede other

provisions for establishing categories.

i) Earn Rate: NA
iii) Explanatory Notes: Benefits not otherwise provided to Category 3 Employees
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are not granted by provisions of this leave program

2. Military Family Leave Entitlements under Family and Medical Leave

a)

b)

Definition — Exigency Leave may occur when a qualifying exigency (emergency)
arises out of the fact that a spouse, son or daughter, or parent is on active duty
or call to active duty status in support of a contingency operation as a member of
the National Guard or Reserves. Qualifying Exigency includes one or more of
the following:

e Short notice (seven days or less) deployment
o Military events and related activities

e Alternative childcare arrangement

e School activities (excluding sporting events)
¢ Financial and legal arrangements

e Counseling provided the need for counseling arises from the active
duty or call to active duty status

e Rest and recuperation up to five days

e Post-deployment activities conducted within 90 days of the termination
of active duty status

e Additional activities resulting from the active duty or call to active duty
status that the employer or employee have agreed upon.

Category 1 Employees

i) Eligibility Period: a total of one year of employment and at least 1250 hours
worked or on approved paid leave during the previous 12 months before the
request for leave.

i) Earn Rate: NA
iif) Explanatory Notes:

(1) An eligible employee may take up to 12 weeks (480 hours if taken
intermittently) of leave during any 12 month period. Any 12 month period
is interpreted as 12 months following the end of the last twelve weeks of
Family and Medical Leave, whether continuous or intermittent.

(2) For qualifying military exigency leave, annual leave and floating holiday
time, but not sick leave, may be used to prevent loss of pay.

Category 2 Employees

i) Eligibility Period: same as for Category 1 employees and supersede other
provisions for establishing categories.

i) Earn Rate: NA
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iii) Explanatory Notes: Benefits not otherwise provided to Category 2 Employees
are not granted by provisions of this leave program

c) Category 3 Employees

i) Eligibility Period: same as for Category 1 employees and supersede other
provisions for establishing categories.

i) Earn Rate: NA

iii) Explanatory Notes: Benefits not otherwise provided to Category 3 Employees
are not granted by provisions of this leave program

3. Military Caregiver Leave under Family and Medical Leave

Definition — Military Caregiver Leave for the care of a spouse, son or daughter,
parent, or next-of-kin (as defined in the act) of a covered service member, or for
a qualifying service member on a temporary disability retired list who has
incurred a serious illness in the line of duty on active duty.

a) Category 1 Employees

i) Eligibility Period: a total of one year of employment and at least 1250 hours
worked or on approved paid leave during the previous 12 months before the
request for leave.

i) Earn Rate: NA
iii) Explanatory Notes:

(1) The caregiver leave applies on a per-covered service member, per-injury
basis so that an eligible employee may be entitled to take more than one
period of 26 weeks of leave if the leave is to care for different covered
service members or to care for the same member with a subsequent
(different) serious injury or iliness.

(2) An eligible employee is entitled to a combined total of 26 weeks of leave
for any FMLA qualifying reason during the 12 month period. If 12 weeks
of FMLA qualifying leave is taken by the employee for other than military
caregiver purposes, only 14 weeks remain available for military caregiver
purposes. However, if only 12 weeks of military caregiver leave is taken,
the employee is eligible for no more than 12 weeks of non caregiver
purposes.

(3) If an employee does not take all of his or her 26 weeks of Military
Caregiver leave to care for a covered service member during the single
12-month period (as defined by the act), the remaining part of his or her
26 weeks is forfeited.

b) Category 2 Employees

i) Eligibility Period: same as for Category 1 employees and supersede other

Page 5 of 6



c)

SH 200 Benefits

SH 221 Family and Medical Leave
Revised: 12/02, 7/06, 1/09, 6/09

provisions for establishing categories.
i) Earn Rate: NA

iii) Explanatory Notes: Benefits not otherwise provided to Category 2 Employees
are not granted by provisions of this leave program

Category 3 Employees

i) Eligibility Period: same as for Category 1 employees and supersede other
provisions for establishing categories.

i) Earn Rate: NA

iii) Explanatory Notes: Benefits not otherwise provided to Category 3 Employees
are not granted by provisions of this leave program
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SH 400 Job Performance

SH 410 Discipline Policy
Draft 11/11

Policy

The Discipline Policy provides a process to address undesirable behavior and/or
performance issues with library employees.

Background

All employees are expected to meet performance standards and behave appropriately
in the workplace. When that does not happen, the Discipline Policy is designed to
provide a structured corrective action process to improve and prevent a recurrence of
undesirable behavior and/or performance issues. It models progressive discipline,
which is defined as a series of disciplinary actions or steps that are progressively more
severe leading to improvement of performance or termination from employment. The
primary purpose of progressive discipline is to help employees understand that a severe
performance problem may exist and there is an opportunity for improvement.

Progressive discipline is not a RIGHT; but an opportunity, offered by the library system,
to correct performance on the job.

Regulations

1) A progressive discipline system may consist of the following stages:
a) Stage 1: A verbal warning
b) Stage 2: A written warning
c) Stage 3: Suspension
d) Stage 4: Recommendation for termination

2) Normally, the employee's immediate supervisor will administer any appropriate
corrective or disciplinary action. Appropriate action will be determined based on
factors such as severity, frequency, and degree of deviation from expectations and
length of time involved.

3) The progressive discipline process may take place independent of the regular
performance appraisal process and schedule.

4) The library reserves the right to combine or skip steps depending upon facts of each
situation and the nature of the offense. The level of disciplinary intervention may also
vary. Some of the factors that will be considered depend upon whether the offense is
repeated despite coaching, counseling and/or training, the employee's work record
and the impact the conduct and performance issues have on the organization.

5) When suspension is involved, it may be without pay in full-day increments consistent
with federal, state and local wage-and-hour employment laws as well as SH 530
Due Process Hearing in Certain Employment Actions.
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6)

SH 400 Job Performance

SH 410 Discipline Policy

Draft 11/11
a) Nonexempt/hourly employees may not substitute or use any accrued paid
vacation or sick day in lieu of any unpaid suspension.

b) Pay may be restored to the employees if an investigation of the incident or
infraction absolves the employee.

Behavior that is illegal is not subject to progressive discipline and may be reported to
local law enforcement. Theft, intoxication at work, fighting and other acts of violence
are also not subject to progressive discipline and may be grounds for immediate
termination (see SH 512 Firearms/Weapons & Workplace Violence Policy & SH 630
Alcohol and Drug Use Policy).
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SH 500 Rights of Employees

SH 530 Due Process Hearing in Certain Employment Actions
Adopted: 6/85, Revised: 4/90, 2/03, 9/07, draft 11/11

Policy

The Due Process Hearing in Certain Employment Actions policy ensures the
procedural due process of law as required by the Fourteenth Amendment to the
United States Constitution. The United States Supreme Court has declared that
before any action can be taken against an employee of a governmental entity, who
has a reasonable expectation of continued employment, which would result in the
loss of liberty or property rights, that employee must be given the opportunity to have
a meaningful pre-action hearing to determine whether there are reasonable grounds
to believe that the charges against the employee are true and support the proposed
action.

To comply with this decision, the Metropolitan Library Commission hereby adopts
the following definitions:

Liberty rights as defined by the court protect the individual from action, which
would damage the employee's reputation, good name, standing in the
community or curtailment of opportunities for future employment.

Property rights as defined by the court protect the individual's continued
expectation of employment and include actions, which would result in
suspension, demotion or termination of employment.

Regulations

1. Before an action can be taken by the library against an employee who has a
reasonable expectation of continued employment that would result in
suspension, termination or demotion, the employee will be given the
opportunity to have a meaningful pre-action hearing to determine whether
there are reasonable grounds to believe that the charges against the
employee are true and support the proposed action.

2. The employee is to be given either oral or written notice of the charges, an
explanation of the evidence and an opportunity to respond to the charges.

3. When the proposed action involves termination of employment, the employee
may be placed on suspension with or without pay pending a decision in the
pre-action hearing or may be directed to continue working regularly
scheduled hours.

4. This pre-action hearing does not preclude an eligible employee from any right
to appeal the action after it has been implemented through the proper
grievance procedure.

5. Nothing in this policy prohibits the library from terminating employees as a
result of reductions in force, reorganizations, or lay-offs for economic or
budgetary reasons.
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SH 600 Responsibilities of Employees

SH 610 Facility Access
Revised: 10/94, 2/03, 1/06, draft 7/11

Policy

The Facilities Access policy ensures that the Metropolitan Library System takes appropriate
steps to protect library personnel and property.

Regulations
1. Building Hours

a)

b)

c)

Normal hours for staff access to each building (working hours) will be established
and approved by administration.

For buildings that open to the public, operating hours (hours open to the public) will
be established by the Executive Director with final approval by the Metropolitan
Library Commission.

Access to buildings by staff or the public beyond these established hours must be
authorized in accordance with SH 610.1 Facility Access Procedures

2. Security Alarm Systems and Codes

a)
b)

c)

The Director of Facilities Maintenance is the control officer for the issuance of all
security alarm codes.

The Director of Facilities Maintenance, in conjunction with administration and agency
managers, designates personnel authorized to be issued the security alarm codes.

The Executive Director assigns responsibility for unlocking each building and
deactivating the security alarm system for normal working hours, and for locking the
building and activating the security alarm system after all persons have left the
building.

3. Keys, Key cards and fobs

a)

b)

f)

The Director of Facilities Maintenance is the control officer who oversees the
issuance, security and return of all system keys, key cards and fobs (hereafter
referred to as keys).

Supervisors will determine which of their staff members require keys and arrange for
the issuance of them.

Personnel will receive and retain only those keys necessary to fulfill their job duties.
Keys issued to staff members are for their exclusive use and are not to be loaned.

Unless requested or authorized by the Director of Facilities Maintenance, no staff
member may duplicate, or cause to be duplicated, any key.

Supervisors are responsible for retrieving keys from staff members who are
terminating employment or no longer require them due to a change in job
responsibilities.

4. Door Lock Codes

a)

The Director of Facilities Maintenance is the control officer for issuing and changing
codes for all push button door locks for either building or room access.
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SH 600 Responsibilities of Employees

SH 610 Facility Access
Revised: 10/94, 2/03, 1/06, draft 7/11
b) Supervisors will determine which of their staff members require door lock codes and
request any necessary changes.

c) Personnel will receive and retain only those door lock codes necessary to fulfill their
job duties.

d) Employees with knowledge of door lock codes must maintain the confidentiality of
the codes.

. Any violation of this policy or associated procedures may result in disciplinary action up
to and including termination of employment.
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SH 600 Responsibilities of Employees

SH 620 Staff Use of Library Property and Services
Revised: 12/02, draft 7/11

Policy

The Staff Use of Library Property and Services Policy ensures that Metropolitan Library
System employees make appropriate use of library owned property and services for the
benefit of the library’s customers.

Regulations

1. Public employees have a special responsibility to avoid not only the wrongful act but
also to avoid the appearance of wrongdoing. Library employees observing a violation of
this policy are expected to report it immediately to a superior as a matter of professional
ethics.

2. Equipment and services covered by this policy include but are not limited to the
following:

e Library materials including, but not limited to, books, video and audio recordings,
electronic media, magazines, newspapers

¢ Personal computers and software

¢ All databases available to the public including the library catalog and subscription
databases

e Internet access

e Library maintained Email accounts

¢ Business equipment such as photocopier, fax machines, telephones, typewriters

e Library vehicles

e Maintenance tools and equipment

e Library furniture

e Consumable office supplies such as paper, pens, pencils, binders/folders,
notebooks

3. Library employees will obey all laws including compliance with U.S. copyright act
regarding books and materials, and computer software.

4. Use of any library equipment, materials or services by library employees while on duty
is for library business only. However, limited, occasional or incidental use for personal,
non-business purposes is allowed provided it is:

a. in compliance with this policy and all other applicable policies, procedures and
guidelines of the Library; and

b. reasonable in amount and does not interfere with work performance or Library
business needs, and the work supervisor is in agreement with it. It should
normally be limited to break and lunch times.

5. Off-duty library employees (employees on rest break, lunch break or otherwise not on
duty) may use library equipment, materials, or services normally available to the public
according to normal policy, procedures and guidelines for such uses.
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. Library employees must not use their knowledge of or access to library equipment,
software or records for personal financial gain.

. Library employees may not remove or alter records obligating friends, family members,
themselves or others for return of materials when materials have not been returned.

. Library employees must not use their knowledge of or access to library equipment,
software or records to circumvent nor attempt to circumvent any library policies by such
things as intentionally issuing fraudulent or duplicate borrowers cards.

. Library employees may not store personal files, electronic or hard copy, on library
premises. This includes any type of document, spreadsheet or media file including
music and podcasts.

Library employees may not install on library computer equipment, computer
software (including application software), screen savers, wallpaper, games, etc. that
have not been authorized by library information technology staff through established
procedures.

11.Employees violating this policy are subject to disciplinary action up to and including

termination of employment.
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Document # 56
MLC FY 2011-12
December 8, 2011

REPORT AND RECOMMENDATIONS FROM ADMINISTRATION

NAMING OF THE NEW NORTHWEST LIBRARY

The commission has received a formal request from Mayor Mick Cornett to
consider an “official” name for the Northwest Library (see attached letter).

The library does have a naming policy which states in part “Responsibility for the
naming of buildings rests with the Metropolitan Library System, the
Metropolitan Library Commission and the owning municipality. Buildings will be
named with a preference for geographic or functional designations. Exceptions
may be considered when the owning city determines there is a strong community
need for a specific name of a building.”

In this case, the System agrees that former Mayor Patience S. Latting is a very
deserving candidate for an “exception” to be made as she is the only woman to
serve as Oklahoma City’s mayor and was an active, voting member of the library
commission during her tenure as mayor.

The monumental sign will bear her name as well as the building plaque and
other official signs. However, the system will continue to refer to the library as
the Northwest library in the catalog, and on internal reports, correspondence,
etc. In addition, over 150,000 books and materials have been purchased over
the last few years and will have the code NW on the library bar code which
identifies the material.

COMMMISSION ACTION:

That the Commission officially recommends to the City of Oklahoma City that
the newest OKC and MLS library be named the “Patience S. Latting Northwest
Library.

MLC - December 8, 2011 Prepared by: MLC Secretary
MLS - Rpt & Recommendation from Admin. — Naming of the new NW Library Page 1 w/attachments









Document # 57
MLC FY 2011-12
December 8, 2011

REPORT AND RECOMMENDATIONS FROM ADMINISTRATION

JONES LIBRARY PROJECT AGREEMENT

The Library System and the Town of Jones City are beginning the architect
selection process for the Jones Extension Library.

In order to facilitate this process, the library needs to enter into an agreement
with the town regarding the funding for the project.

This agreement details the obligations of the town and the library concerning
the project.

ADMINISTRATIVE RECOMMENDATION FOR COMMISSION ACTION:

To Approve the Jones Library Project Agreement between the Town of Jones
City and the Metropolitan Library Commission of Oklahoma County.

MLC - December 8, 2011 Prepared by: MLC Secretary
MLS - Rpt & Recommendation from Admin. - Jones Library Project Agreement Page 1 w/attachment



JONES LIBRARY PROJECT AGREEMENT

Participation Agreement for the Jones Library, Town of Jones City, Oklahoma.

This Jones Library Project Agreement (herein “Agreement”) is entered into on

day of , 2011, by and between The Town of Jones City, a

municipal corporation (hereinafter referred to as “Jones”) and the Metropolitan Library
Commission of Oklahoma County a/k/a Metropolitan Library System, a public agency
and body corporate created and existing under the laws of the State of Oklahoma
(hereinafter referred to as “MLS”).
WITNESSETH:

WHEREAS, MLS began serving Jones via a book mobile in 1982 and has
operated an extension library in Jones since 1997; and

WHEREAS, it is the desire of Jones and MLS to expand the services provided to
the growing community of Jones and the surrounding area; and

WHEREAS, the BancFirst has conveyed to Jones approximately 2.9 areas of
land for the express purpose of the construction of a permanent library (herein “Jones
Library”); and

WHEREAS, it is the desire of Jones and MLS to build a 2,250 to 3,000 square
foot library building which can be expanded in the future; and

WHEREAS, it is the desire of MLS to participate with Jones in the design and
construction costs associated with the Jones Library; and

WHEREAS, Jones and MLS intend to work together to achieve a successful

outcome to the construction of the Jones Library; and



Jones Library
Town of Jones City, Oklahoma
Jones & MLS Project Agreement - 2011

WHEREAS, MLS, as approved by the Metropolitan Library Commission, has set
aside funding for certain costs associated with the design and construction of the Jones
Library.

NOW, THEREFORE, in consideration of the various covenants and promises

set forth hereinafter and as further outlined above, the parties agree as follows:

I. OBLIGATIONS OF MLS.

A. MLS shall provide funding to Jones for the design and construction of the
Jones Library in accordance with the amounts described in the MLS Funding
Schedule, attached hereto as “Exhibit A.”

B. Should the amounts described in the Funding Schedule need to be revised,
Jones and MLS, by mutual agreement, shall determine the amount of any
funds to be provided by MLS.

C. MLS shall provide recommendations to Jones for the scope of the Jones
Library construction and its various components, phases and timetables.

D. MLS shall communicate with the Jones Library’s architects, engineers and
contractors only through Jones, unless otherwise directed or authorized by
Jones.

E. MLS shall provide certain furniture, fixtures and equipment (“FF&E”) to be
placed in the Jones Library. MLS will retain ownership of all FF&E and
movable property purchased with MLS funds. All FF&E purchased solely

with MLS funds shall be procured by MLS.
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OBLIGATIONS OF CITY.

A. Jones shall comply with the requirements outlined in the MLS Funding

Schedule.

. Jones shall acquire ownership of the land described in “Exhibit B.”

. Jones has approved and secured funding in an amount not to exceed $578,000

for the construction of the Jones Library.

. Jones and MLS shall select the architect for the Jones Library and Jones shall

contract with said architect in accordance with a “Request for Qualifications”
process that is mutually agreeable to both parties hereto and as Approved by
the Town of Jones City. A suggested outline of the proposed selection

process is attached hereto as “Exhibit C.”

. At the completion of the construction of the Jones Library, but prior to the

acceptance and occupancy and operation of the Jones Library by MLS, Jones
and MLS shall enter into a lease agreement in the form and substance as

shown in the attached “Exhibit D.”

. Jones shall cause MLS to be named as an additional insured in all design

and construction insurance policies pertaining to the construction of the Jones

Library.

. Jones shall make a good faith effort to invite MLS to all project and site

meetings and to copy MLS on all correspondence pertaining to the design and

construction of the Jones Library.
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H. Jones shall allow the review by MLS of all plans and documents pertaining to
the construction of the Jones Library. This provision shall be incorporated in
all contracts entered into by Jones which pertain to the design and
construction of the Jones Library.
I.  As-built plans and documents pertaining to the construction of the Jones
Library shall be provided by Jones to MLS in both written and in an electronic
format acceptable to MLS.

J. MLS shall have the right to reproduce and retain all plans and documents

pertaining to the Jones Library.

IHl. WHOLE AGREEMENT.
This Agreement constitutes the entire understanding between the parties and no
other documents or oral discussions modify this written document. All amendments to
this Agreement shall be in writing and shall be signed by both parties in order to have

legal effect.

1IV. VENUE AND APPLICABLE LAW.
Any dispute between the parties hereto arising out of or in connection with this
Agreement shall be adjudicated before a court located in Oklahoma City, Oklahoma, in

accordance with the laws of Oklahoma.
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IN WITNESS WHEREOF, the Metropolitan Library System adopts and

approves this Agreement this day of , 2011.

Metropolitan Library Commission

Chair
ATTEST:

MLC Secretary

IN WITNESS WHEREOF, The Town of Jones City adopts and approves this
Agreement this day of , 2011.

The Town of Jones City

Mayor
ATTEST:
Town Clerk
Reviewed for form and legality this day of , 2011.

Jones Municipal Counselor
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Jones Library
Town of Jones City, Oklahoma MLS FUNDING SCHEDULE
Jones & MLS Project Agreement - 2011 EXHIBIT A

FUNDING OBLIGATIONS OF MLS.

A

Page 1 of 2

MLS shall provide to the City funding, up to but not exceeding, $249,000 in

accordance the Agreement and below for the new Jones Library:

a. $60,000 for Architectural, Engineering, and Consulting design services required
for the Jones Library Project including site survey, civil engineering, printing,
consultants, site visitations and testing costs; and

b. $189,000 for construction as further described below.

c. The funding described above shall be provided to the City 30 days prior to the
execution of the contract for described work.

These dollars shall not be used for the purchase of land or for any development

outside of the tract of land set aside for the library.

All MLS funds shall be placed in an interest bearing account and all interest earned

shall be used for the construction of the Jones Library.

Quiarterly, the City shall provide MLS, an accounting of all funds held and expended

on this project.

After completion of the project, the City shall return to MLS any unused funding

provided by MLS. In no case shall the amount of funding provided by MLS exceed

30% of the construction costs. The project costs include all oversight, testing, design

and construction. The cost used in this calculation excludes all land cost, all FF&E &

all library materials cost any work not constructed on the library site.
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IN WITNESS WHEREOF, the Metropolitan Library System adopts and

approves this “Exhibit A” this day of , 20011.

Metropolitan Library Commission

Chair
ATTEST:

MLC Secretary

IN WITNESS WHEREOF, The Town of Jones City adopts and approves this “Exhibit A”

this day of , 2011.
The Town of Jones City
Mayor
ATTEST:
City Clerk
Reviewed for form and legality this day of , 2011.

Jones Municipal Counselor
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Town of Jones City - MLS PROJECT AGREEMENT
New Jones Library

REQUEST FOR QUALIFICATION PROCESS -OUTLINE EXHIBITC

A Request for Qualifications (RFQ) process shall be developed and adopted by Jones with input from MLS
staff for the selection of the Architect for the new Jones Library. The intent of the process is outlined below.

Jones and MLS shall prepare a detailed written description of the project including its purpose, function,
location, capacity, site, restrictions, schedule, preliminary budget and other key information.

Jones & MLS will develop a list of design professionals that are to be invited to submit statements of
qualifications for the project. Whether Jones will need to advertize this request is to be determined by
Jones.

Jones & MLS will conduct a formal evaluation of the statements of qualifications submitted by the firms and
develops a short list of the most qualified firms.

When necessary, the short-listed firms will be invited to tour the project site or similar facilities.

Jones will requests a technical proposal from each of the short-listed firms and, if desired, interviews
representatives of each of the firms. MLS shall be a party to the interviews.

The short-listed firms are evaluated based on their technical proposals and interviews

. The firms are ranked in order and Jones opens formal discussions with the highest-ranked firm. MLS shall
be kept advised of these discussions.

If an agreement is reached on the specific scope of services for the project and the fee for services, Jones
and selected design professional enter into a contract and the design process begins

The final procedure shall submitted to and approved by the Jones Board of Trustees prior to the start of this

process.
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Town of Jones City, Oklahoma JONES / MLS LEASE
Jones & MLS Project Agreement - 2011 EXHIBIT D

LEASE AGREEMENT

THIS LEASE AGREEMENT (herein “Lease Agreement”) is made and entered into on

the day of : , by and between the Town of Jones City, a municipal

corporation (herein "Lessor" or "Jones"), and the Metropolitan Library Commission of
Oklahoma County, Oklahoma, (herein "Lessee" or "MLC").

WITNESSETH:

WHEREAS, MLC currently operates a public library for the benefit of the citizens of
Oklahoma County; and

WHEREAS, at 12900 East Britton Road, Jones, OK 73049, Jones has caused to be
designed and constructed, a building for library purposes (herein “the Leased Premises”); and

WHEREAS, it is the intention of Lessor that the Leased Premises be operated so that the
citizens of Jones and its environs shall have the benefit of an excellent public library, consistent
with the library and educational purposes for which Jones is constructing on the said Leased
Premises; and

WHEREAS, Lessor recognizes that Jones and Oklahoma County will receive substantial
public benefit during the term of this Lease from Lessee's operation and management of the
Leased Premises; and

WHEREAS, by reason of the foregoing, Lessor finds it to be of benefit to the citizens of

Jones and Oklahoma County for Lessor to enter into this Lease Agreement with Lessee.



Jones Library
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Jones & MLS Project Agreement - 2011 EXHIBIT D
NOW, THEREFORE, in consideration of the foregoing and the mutual covenants and

agreements contained in this Lease Agreement, the receipt and sufficiency of which are hereby

acknowledged, the parties agree as follows:

1. Leased Premises

1.1  Lease. Lessor does hereby lease, let and demise unto Lessee, and Lessee
does hereby lease, hire and take from Lessor the Leased Premises, together with all the rights,
easements, entrances, approaches and exits appurtenant to or located on the Leased Premises and
any designated parking dedicated to the Leased Premises. The Leased Premises are described
and set forth in Exhibit A, which is attached here to and made a part hereof.

1.2 Lessee's Rights. Subject to the further provisions of this Lease,

during the Initial Lease Term and any Extended Term, as herein defined, Lessee will have the
sole right to continuous and exclusive use, and occupancy, management and operation of the
Leased Premises for library and educational purposes, including, without limitation, the sole and
exclusive right:

1.21. to schedule, promote, operate, and set fees for any library and
educational activities, concerts, programs, meetings, exhibitions and any other related activities
and events;

1.22 to broadcast, disseminate, reproduce or transmit by television,
radio, telephone, cable, satellite, wire, or any other method or medium of reproduction,

transmission or communication, including live or tape-delayed coverage, all, or any part of any
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events or to sell or license the rights thereto;

1.23 to place signs, banners and other signage, both permanent and
temporary, in the interior and on the exterior of the Leased Premises; and

1.24  to place works of art and artistic expressions on or outside the main

library building located on the Leased Premises.

1.3 Lessor's Right To Use Leased Premises For Non-Profit Public Events.

Notwithstanding any other provision of this Lease Agreement, Lessor reserves the right to
sponsor and conduct five (5) non-profit events of its choosing on the Leased Premises during
each and every yearly term hereof. In any year in which Lessor elects to sponsor and conduct
any such event, Lessor shall give notice of such election to Lessee not less than two (2) months
prior to the date on which said event would take place on the Leased Premises. No event to be
sponsored and conducted by Lessor pursuant to this Section 1.3 shall conflict with the events
already scheduled by Lessee prior to the receipt of notice thereof from Lessor. If Lessor elects to
sponsor and conduct any such events on the Leased Premises, Lessee will operate and manage
the Leased Premises on the event day and (a) Lessor will provide all labor and materials
necessary for conducting the event, and (b) Lessor will reimburse Lessee for all costs, except
utility costs, related to events held pursuant to this Section 1.3, including, without limitation, all
labor and event day cleanup costs within thirty (30) days written notice by Lessee of such costs.
Lessor's use of the Leased Premises shall be subject to the rules, regulations, hours of operations

and/or policies adopted by MLC pertaining to the use of the Leased Premises. Lessor and Lessee
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may agree to additional hours of operation for events upon prior written agreement. Any conflict
between the provisions of this section 1.3 and the rules, regulations and/or policies of MLC shall

be governed by the provisions of this section 1.3.

1.4. Right of Lessor to Inspect Leased Premises. Notwithstanding any other
provision of this Lease, Lessor and its agents and representatives shall, upon reasonable prior
notice to Lessee, have the right to enter into and upon any and all parts of the Leased Premises
for the purpose of examining the same. No prior written notice to Lessee shall be required in the
event of emergencies threatening the public health, safety or welfare.

2. Term. The initial term of this Lease will run and extend for one (1) year from and
after the Commencement Date as set forth below, unless sooner terminated as herein provided.
The parties may extend this Agreement for ten (10) additional (1) year terms upon agreement of
the parties and upon written notice by the Lessee not later than ninety (90) days before expiration
of an existing lease term. This Lease Agreement shall automatically renew for an additional one
(1) year term in the absence of any written notice required pursuant to this provision.

2.1 Commencement Date. The Initial Term of this Lease shall commence (the

"Commencement Date") on the first day after the expiration of sixty (60) days after Lessee has
accepted the Leased Premises from Lessor. Provided, however, if the Commencement Date of
the Initial Term has been agreed to between the parties as evidenced by a Commencement Date
Acknowledgment executed in the same manner as this Lease Agreement, Lessee shall be

permitted to enter the Leased Premises prior to the Commencement Date for purposes of storing
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and/or installing fixtures and equipment, receiving merchandise and preparing for opening its

operations.

3. Consideration. During the term of this Lease Agreement, Lessee agrees to pay to
Jones the sum of One Dollar ($1.00) per year, and other valuable consideration, including but not
limited to certain capital improvements as may be agreed upon by the Parties.

4, Lessee's Covenants, Agreements and Representations. In addition to all other

covenants and agreements by Lessee contained in this Lease Agreement, Lessee hereby
specifically covenants, agrees, and represents as follows:

4.1  Authorization, Validity and Binding Nature. This Lease Agreement is a

legal, valid and binding obligation of the Lessee enforceable in accordance with its terms, the

making and performance of which has been duly authorized by all necessary MLC actions.

4.2.  No Unlawful Purpose. In using the Leased Premises, Lessee shall comply
with all applicable laws of the State of Oklahoma and all applicable ordinances and regulations
of Oklahoma County and Jones.

4.3 Non-Discrimination. Lessee represents and agrees it is Lessee's policy,

and shall remain Lessee's policy, to operated the Leased Premises so as not to discriminate
against any employee or applicant for employment because of race, creed, color, religion, sex,
national origin, age, citizenship status, veteran status or disability, including but not limited to

the following: employment, upgrading, demotion or transfer; recruitment or recruitment
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advertising; layoff or termination; rates of pay or other forms of compensation; and selection for
training, including apprenticeship.

4.4 Use of Leased Premises for Library and Education. Lessee covenants that

during the Initial Term or any Extended Term of this Lease, the Leased Premises shall by used
primarily for library and educational related purposes.

45  Assignment by Lessee. Lessee may not assign this LeaseAgreement,

or any portion thereof, or any part of Lessee's rights hereunder without prior written approval by
the Lessor.

4.6  Subleases and Licenses by Lessee. Lessee is granted the right to

license any portion of the Leased Premises on a short-term basis without the prior consent of
Lessor.

5. Lessor's Covenants, Agreements and Representations.

5.1 Utilities. Lessee will contract and pay for the utility services which it
uses at the Leased Premises, including electricity, natural gas, water, sanitary sewer services,
garbage and trash service. Electricity shall be metered under Lessee's name. Lessee shall pay to
the utility companies the actual amounts billed for utility services to the Leased Premises.

5.2 Compliance with Laws. Lessor represents and warrants to Lessee

that to the best of its knowledge on the Commencement Date of the Lease Agreement, the
Leased Premises shall comply with all laws, ordinances, rules and regulations of the United

States of America, the State of Oklahoma, Oklahoma County, and The Town of Jones City,
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Oklahoma. Lessor agrees to make, at Lessor's own cost and expense, all necessary changes,
remodeling, additions, alterations and improvements to the Leased Premises and appurtenances
thereto, that may be required at any time during the Initial Term or any Extended Term of this
Lease Agreement to make the Leased Premises comply with all laws, ordinances, rules and
regulations of the United States of America, the State of Oklahoma, Oklahoma County, and The
Town of Jones City, Oklahoma, including without limitation, The Americans with Disabilities

Act.

6. Capital Improvement Responsibilities.

6.1  Capital Improvement Responsibilities. Lessee shall be responsible
for (a) the day-to-day operating costs, janitorial costs, landscaping of the immediate areas
adjacent to the library (unused areas of the library site are to be maintained by Jones and general
clean up expenses for the Leased Premises; (b) day-to-day maintenance of the Leased Premises;
and capital maintenance expenses such as painting, interior and exterior doors and locks, glass
breakage and routine roof repair. Notwithstanding, Lessor shall be responsible for all
maintenance and upkeep those portion(s) of the property described on Exhibit “A” which are not
used by Lessee for library purposes. Lessee shall be responsible for capital improvements
necessary to keep the Leased Premises in the same condition as when completed by Jones,
ordinary wear and tear excepted. Lessor's responsibility for capital improvements shall include,
without limitation, capital improvements to all of the library building, including repair of any

structural defect (both interior and exterior), provided Lessor shall not be responsible for capital
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improvements necessitated by Lessee’s misuse of the Leased Premises. For purposes of this
Section 6, the term "Lessee Misuse" shall not include ordinary wear and tear on the Leased
Premises, but shall mean any act that causes damage to the Leased Premises or any part thereof
and that arises out of uses of the Leased Premises not permitted by the terms of this Lease
Agreement or that is caused by negligent or willful acts of Lessee, its employees, agents,

contractors, concessionaires, invitees, customers or users.

6.2 Redecoration and Remodeling. During the Initial Term or any

Extended Term, at its sole expense Lessee shall have the right and the privilege, subject to the
prior approval of Lessor, which approval shall not be unreasonably withheld, to perform
nonstructural redecoration and remodeling to the Leased Premises from time to time as it will see
fit. Ordinary maintenance items, including but not limited to painting, installation of lights,
shelving, partitions, fixtures, signs and other improvements in, upon and about the Leased
Premises, as in Lessee's judgment may be necessary or desirable in the conduct of its operation,
shall not be subject to prior approval by Lessor.

6.3 Definitions. For the purposes of this Section 6, and as used
elsewhere in this Lease Agreement, the following words and terms shall have the following
meanings: (i) "day-to-day operating costs" shall mean and refer to all daily expenses related to
using or conducting business on the Leased Premises; (ii) "day-to-day maintenance" shall mean
and refer to all actions necessary for the daily upkeep of the Leased Premises; (iii) "capital

expenses™ shall mean and refer to all expenses necessary to provide a "capital improvement" or



Jones Library
Town of Jones City, Oklahoma JONES / MLS LEASE
Jones & MLS Project Agreement - 2011 EXHIBIT D
"capital improvements" to the Leased Premises; and (iv) "capital improvement™ or "capital
improvements” shall mean and refer to permanent, long-term betterments of the Leased
Premises, including, without limitation, all portions of the Leased Premises described in Exhibit
A.

7. Insurance.

7.1 Before this Lease Agreement may become effective, Lessee shall provide

Jones with a certificate of insurance evidencing Lessee's coverage.
The insurance requirements set forth herein shall not be deemed to limit or define the obligations
of the Lessee set forth in this paragraph. Further, the termination, cancellation or expiration of
this Lease Agreement shall not affect the obligations and rights established by this Lease
Agreement which the parties expressly agree shall survive completion, cancellation, termination
and expiration.

7.2 Prior to its occupancy of the Leased Premises, the Lessee shall obtain and
furnish to Jones current copies of certificates of insurance as set forth below. The required
insurance shall be maintained in full force and effect for the initial time of the lease and any
extended terms. The Lessee shall maintain insurance, written with an insurance company
acceptable to Jones, for the coverages and amounts of coverages not less than those set forth
below. The insurance certificates shall provide that there may be no termination, non-renewal or

modification of such coverage without thirty (30) days prior written notice to Jones, in

conformance with the provisions of this Lease Agreement. The amounts of such coverage shall
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be:

7.2.1 All risk property insurance for real and personal property in an
amount equal to the full replacement value of the building and its permanent fixtures.

7.2.2 Adequate workers' compensation coverage to comply with state
laws and employer's liability coverage in the minimum amount of $100,000.

7.2.3 Commercial general liability coverage sufficient to meet the Jones’
maximum liability under the Government Tort Claims Act (51 O.S. 151 et seq.) and any
amendment or addition thereto. The current required minimum commercial general liability
coverage is: $175,000 per person for bodily injury or death, $25,000 for property damage and
$1,000,000 for any number of claims arising out of a single accident or occurrence. All
insurance provided hereunder shall name Jones as an additional insured.

7.2.4 Comprehensive automobile liability coverage sufficient to meet
Jones’ maximum liability under the Governmental Tort Claims Act (51 O.S. 151 et seq.) and any
amendment or addition thereto. The current required minimum comprehensive automobile
liability coverage is: $175,000 per person for bodily injury or death, $25,000 for property
damage and $1,000,000 for any number of claims arising out of a single accident or occurrence.
All insurance provided hereunder shall name Jones as an additional insured.

7.3  The requirements of the insurance provisions listed above shall survive the
completion, expiration, cancellation or termination of this Lease Agreement. All policies shall

remain in full force and effect until the final termination of this Lease.

10
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7.4  The lapse of any of the insurance coverages required above is deemed to be a

breach of this Lease Agreement. Jones may, at its option, suspend, cancel or terminate this

Lease Agreement until there is full compliance with this paragraph, or cancel and/or seek

damages for the breach of this Lease Agreement.

8. Destruction of Leased Premises. In the event the Leased Premises should be

partially destroyed (less than twenty percent (20%) as a result of fire or other casualty, regardless
of the cause, then Lessor will, at its sole cost and expense, promptly, and in any event within
thirty (30) days after receipt of insurance proceeds, or within such longer period of time as may
be necessary for Lessor to comply with public competitive bidding laws, commence to build or
replace the same in as good condition as prior to such casualty, or if Lessor is unable to
commence such rebuilding or replacement within thirty (30) days then as promptly thereafter as
possible. In the event the Leased Premises should be substantially (twenty percent (20%) or
more) destroyed as a result of fire or other casualty, regardless of the cause, or it should be
untenable and unfit for occupancy at any time during the Initial Term or any Extended Term of
this Lease, then, Lessor may at its sole option terminate the Lease Agreement or Extended
Agreement. Lessor will have no interest or claim to any portion of the proceeds of any insurance
carried by Lessee on Lessee's personal property, and Lessee will have no interest in any portion
of the proceeds of any insurance carried by Lessor or Lessor's property. Notwithstanding the
foregoing provisions of this Section 8, it is expressly understood and agreed that any promise of

Lessor hereunder to build, rebuild, or replace the Leased Premises in the event of destruction

11
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thereof shall be subject to the availability of sufficient insurance proceeds for such purposes and
that if Lessor does not have sufficient insurance proceeds therefore, then the Leased Premises

will not be built, rebuilt, or replaced by Lessor.

8.1 Eminent Domain Affecting Leased Premises. In the event any part

of the Leased Premises should be taken by any public authority under the power of eminent
domain or by transfer in lieu thereof, then the terms of this Lease shall cease on that part of the
Leased Premises on the date of condemnation or transfer in lieu thereof, and the rent shall be
paid up to that day, and from that day, the rent due under this Lease shall be reduced in
proportion to the amount of the Leased Premises taken. Provided, however, that should five
percent (5%) or more of the Leased Premises be taken by the power of eminent domain or by
transfer in lieu thereof, Lessor shall give Lessee written notice thereof and Lessee shall have the
option, to be exercised within sixty (60) days after receipt or written notice, to terminate this
Lease and declare the same null and void effective on the date such option is exercised.

9. Default and Termination of Lease.

9.1 Lessee's Default; Lessor's Right to Terminate on Default. In the event

Lessee should (i) default in payment of rent or (ii) make a misrepresentation, breach of warranty
or default in fulfillment of any of the covenants, warranties or agreements of this Lease, Lessor
may terminate this lease without further obligation to Lessee. To exercise such right of
termination, Lessor will give Lessee written notice of such default by certified mail, and Lessee

will have thirty (30) days from the date of receiving such notice to correct same. Should Lessee

12
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fail to correct such default in said thirty (30) day period, Lessor may, in addition to all other
rights available to Lessor under Oklahoma law, at its option, terminate this Lease.

9.2 Lessee's Use and Enjoyment Subject to Further Requlation and Control By

Lessor to Extent Required by Law. Lessee's use and enjoyment of the Leased Premises shall be
subject to further regulation and control by Lessor, but only to the extent, if any, determined by a
court of competent jurisdiction to be essential to the legal validity hereof. The provisions of this
Section shall be cumulative of and in addition to all other provisions of this Lease relating to
Lessor's control of the use and enjoyment of the Leased Premises by Lessee.

9.3 Redelivery of Leased Premises. Lessee shall, at the termination or

expiration of this Lease Agreement or any extension thereof, peacefully quit, surrender and
deliver up to Lessor, its successors or assigns, the Leased Premises in good condition, with the
exception of usual wear and tear.

94 Holding Over. In the event the Lessee remains in possession of the
Leased Premises after expiration of this Lease Agreement without the execution of a new lease,
Lessee shall be deemed to be occupying the Leased Premises as a tenant from month to month
subject to all the conditions, provisions and obligations of this Lease Agreement insofar as the
same are applicable to a month to month tenancy, provided that the rent payable under this Lease
Agreement will be calculated and paid on the same basis as in effect on the date of expiration.

9.5 Discretionary Termination. The Lessee or Lessor may cancel this

Lease Agreement at its discretion or may elect not to renew this Lease Agreement by giving the
other party ninety (90) days advance written notice.

13
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10. Notices.
10.1 Methods of Giving Notice. All notices required or options

granted under this Lease will be given or exercised in writing, and will be deemed to be properly
served if (I) sent by certified mail with return receipt requested, (ii) sent by facsimile, (iii) sent
by receipted overnight delivery service or (iv) personally delivered to the address hereinafter
identified. Except as herein otherwise specifically provided to the contrary, the effective date of
such notice or exercise of any option will be the date which is stamped by the United States
Postal Service on the envelope enclosing same as the date received by the addressee, the date of
the receipt for the overnight delivery or the date on which personal delivery is made, as
appropriate. The parties hereto will not refuse to accept delivery of said notices.

10.2 Notice Addresses. Until changed by written notice from the appropriate

party to the other, the addresses of the parties are and will be:

LESSOR: The Town of Jones City
ATTN: Ray Poland Mayor
110 East Main Street
Town of Jones City , Oklahoma 73149

LESSEE: Metropolitan Library Commission of Oklahoma County
ATTN: Donna Morris, Executive Director
300 Park Ave.
Oklahoma City, Oklahoma 73102

11. Memorandum of Lease. Lessor agrees that it will not record this Lease

Agreement, but contemporaneously herewith, will execute a Memorandum of Lease, in the form

14



Jones Library
Town of Jones City, Oklahoma JONES / MLS LEASE
Jones & MLS Project Agreement - 2011 EXHIBIT D
of attached Exhibit B, which will set forth a legal description of the Leased Premises, the Initial
Term of the Lease, the option for one or more Extended Terms and any other provisions hereof
as Lessee may request, and Lessee may, at its option, record such Memorandum of Lease in the
real property records of the Oklahoma County Clerk’s office.

12. Miscellaneous.

12.1 Force Majeure. Failure in performance by either party hereunder shall not
be deemed a default or breach hereunder and the non occurrence of any condition hereunder
shall not give rise to any right otherwise provided herein when such failure or non occurrence is
due to war; insurrection; strikes; lock outs; riots; floods; earthquakes; fires, acts of God; acts of
the public enemy; epidemics; quarantine restrictions; freight embargoes; lack of transportation;
governmental restrictions; unusually severe weather or any other causes beyond the control and

without the fault, of the party claiming an extension of time to perform.

12.2  No Partnership. It is not the intention of the parties hereto that a lessor-

lessee relationship be created by this Lease Agreement, and that nothing herein contained will be
deemed to constitute the creation of a partnership or joint venture.

12.3  Entire Agreement. It is intended by the parties that this Lease Agreement

will supersede, nullify and void any previous agreements, contracts, leases and supplements

thereto between the parties herein or the predecessors and interests.

12.4 Binding Effect. This Lease and any renewal or extension thereof will be
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binding upon and will add inure to the benefit of the parties hereto, their respective successors
and assigns.

12,5 Time of the Essence. Time is of the essence of this Lease Agreement.

12.6 Non-Waiver. The failure of either party, at any time or times hereafter, to
require strict performance by the other party of any provision of this Lease Agreement will not
constitute a waiver or affect or diminish any right of any party thereafter and demands strict
compliance and performance therewith. Any suspension or waiver by the party of a default of
any occasion under this Lease Agreement, will not suspend, constitute a waiver or affect any
other default by the party.

12.7 Governing Law. This Lease Agreement and any performance under this

Lease Agreement shall be construed, and enforced in accordance with, and governed by, the laws
of the State of Oklahoma.

12.8 Counterparts. This Lease Agreement may be executed in one or more
counterparts, each of which shall, for all purposes of this Lease Agreement, be deemed an
original, but all of which shall constitute one and same agreement.

12.9 Remedies Cumulative. No remedy conferred under this Lease Agreement

shall be exclusive of any other remedy, and each remedy shall be cumulative and shall be in
addition to every other remedy provided for this in Lease Agreement or now or hereafter existing
at law, in equity, by statute or otherwise. The election of any one or more remedies by a party
hereto shall not be deemed, and shall not constitute, a waiver of that party's right to pursue any
other available remedy or remedies.
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12.10 Binding Effect. All terms, provisions, covenants and conditions of this

Lease Agreement shall bind and inure to the benefit of the legal representatives, successors and
assigns of the respective parties hereto.

12.11 Severability. If any one or more of the covenants, agreements or
provisions of this Lease Agreement shall be determined by a court of competent jurisdiction to
be invalid, the invalidity of such covenants, agreements and provisions shall in no way affect the
validity or effectiveness of the remainder of this Lease Agreement and this Lease Agreement
shall continue in force to the fullest extent permitted by law.

12.12 Recitals. The Recitals contained in this Lease Agreement are incorporated

herein as fully set out in this lease Agreement.

(THE REST OF THIS PAGE IS INTENTIONALLY LEFT BLANK)
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IN WITNESS WHEREOF, this Lease Agreement has been duly executed effective as

of the day and year first above written.

LESSOR: THE TOWN OF JONES CITY, a municipal
corporation
By:

MAYOR

ATTEST:

Town Clerk

LESSEE: METROPOLITAN LIBRARY COMMISSION OF
OKLAHOMA COUNTY, OKLAHOMA
By:

ATTEST:

Secretary

APPROVED as to form and legality this day of , 2011.

Municipal Counselor

18



Document #58
MLC FY 2011-12
December 8, 2011

MLS Library Visits

July 1, 2011 - November 30, 2011 (41.67% of the 11-12 Fiscal Year)

November FY 11 FY 12 Pct. Change
Library Month Year Month Year Month Year
Belle Isle 16,517 107,064 15,211 95,249 -7.9% -11.0%
Bethany* 7,020 69,739 12,624 71,901 79.8% 3.1%
Capitol Hill 9,610 50,326 10,466 53,597 8.9% 6.5%
Choctaw 7,257 39,307 6,490 37,601 -10.6% -4.3%
Del City 9,202 55,442 9,654 51,017 4.9% -8.0%
Downtown 28,914 171,301 25,745 149,569 -11.0% -12.7%
Edmond 28,785 164,524 27,804 158,155 -3.4% -3.9%
Midwest City 20,497 114,068 20,723 115,730 1.1% 1.5%
Ralph Ellison 11,806 73,829 13,288 71,402 12.6% 4.8%
Southern Oaks temp* 13,812 105,541 18,548 102,158 34.3% -3.2%
Village* 11,504 87,888 15,872 91,347 38.0% 3.9%
Warr Acres 16,313 91,751 15,638 89,561 -4.1% -2.4%
Harrah 2,648 14,073 2,243 11,435 -15.3% -18.7%
Jones 447 2,421 436 2,322 -2.5% -4.1%
Luther 2,211 12,295 1,923 11,222 -13.0% -8.7%
Nicoma Park 999 5,477 966 5,455 -3.4% -0.4%
Wright 1,832 7,488 1,542 7,286 -15.9% -2.7%
Total 189,375 1,172,532 199,171 1,131,007 5.2% -3.5%
*FY11 Month of November reflects counter calibration.
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Circulaticn in Thousands

Document # 59
MLC FY 2011-12
December 8, 2011

Circulation Gains and Losses

July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)
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Circulation Gains and Losses

Document # 59
MLC FY 2011-12
December 8, 2011

July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)
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MLC - December 8, 2011

MLS - November 2011 Circulation Gains & Losses

ADULT
MONTH

42126
37359
-4767

24407
22973
-1434

7270
7250
-20

10944
11389
445

11935
12845
910

16637
15975
-662

58512
55664
-2848

31061
29855
-1206

7679
8975
1296

32815
27711
-5104

29417
28448
-969

28122
28499
377

ADULT JUVENILE JUVENILE

YEAR MONTH
226023 12461
200854 12047
-25169 -414
129183 10370
125926 10261

-3257 -109

34797 3585

37467 4525

2670 940

58146 6616

61351 7308

3205 692

64507 5496

65781 5060

1274 -436

95108 5326

87543 5064

-7565 -262
330722 41502
305036 43146
-25686 1644
167870 11757
160629 12200

-7241 443

41891 2422

45752 2835

3861 413
178831 12011
151544 11594
-27287 -417
158789 12892
158452 13043

-337 151
152880 11977
158362 11732

5482 -245

TOTAL TOTAL
YEAR MONTH YEAR %
71065 54587 297088
69061 49406 269915
-2004 -5181 -27173 -9.1
58256 34777 187439
60310 33234 186236
2054 -1543 -1203 -.6
18092 10855 52889
22387 11775 59854
4295 920 6965 13.2
35938 17560 94084
39290 18697 100641
3352 1137 6557 7.0
29336 17431 93843
26047 17905 91828
-3289 474 -2015 -2.1
30170 21963 125278
28812 21039 116355
-1358 -924 -8923 -7.1
239801 100014 570523
244889 98810 549925
5088 -1204 -20598 -3.6
66758 42818 234628
69569 42055 230198
2811 -763 -4430 -1.9
14827 10101 56718
15326 11810 61078
499 1709 4360 7.7
64672 44826 243503
62831 39305 214375
-1841 -5521 -29128 -12.0
73632 42309 232421
75388 41491 233840
1756 -818 1419 .6
67171 40099 220051
68184 40231 226546
1013 132 6495 3.0
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Circulation Gains and Losses

July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

NOVEMBER 30, 2011

EXTENSION LIBRARIES:

Harrah 11
12
Jones 11
12
Luther 11
12
Nicoma Park 11
12
Wright 11
12
OTHER:
Book Centers 11
12
Books-by-Mail 11
12
eMedia - Audio 11
12
eMedia - eBooks 11
12
TOTALS 11
12

MLC - December 8, 2011

MLS - November 2011 Circulation Gains & Losses

ADULT
MONTH

4097
3894
-203

824
703
-121

3055
2925
-130

1842
1739
-103

1143
522
-621

10215
10516
301

1795
1917
122

5666
7694
2028

2347
18643
16296

331909
335496
3587

ADULT JUVENILE JUVENILE

YEAR MONTH
19921 1818
18337 1952
-1584 134
4226 347
3878 385
-348 38
15530 903
14801 1299
-729 396
10080 450
8172 404
-1908 -46
5111 391
3438 280
-1673 -111
51038 6339
52006 6340
968 1
9419 0
10045 0
626 0
28802 0
40031 0
11229 o
11059 0
88856 0
77797 (0]
1793933 146663
1798261 149475
4328 2812

TOTAL TOTAL

YEAR MONTH YEAR
9013 5915 28934
7959 5846 26296
-1054 -69 -2638
2359 1171 6585
2230 1088 6108
-129 -83 -477
5808 3958 21338
7011 4224 21812
1203 266 474
2782 2292 12862
2453 2143 10625
-329 -149 -2237
1668 1534 6779
1531 802 4969
-137 -732 -1810
31747 16554 82785
31713 16856 83719
-34 302 934

0 1795 9419

0 1917 10045

0 122 626

0 5666 28802

0 7694 40031

o 2028 11229

0 2347 11059

0] 18643 88856

0 16296 77797
823095 478572 2617028
834991 484971 2633252
11896 6399 16224

Document # 59
MLC FY 2011-12
December 8, 2011

%

2.2

-17.4

-26.7

1.1

6.6

39.0

703.5
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Document # 60
MLC FY 2011-12
December 8, 2011

Total Computer Hours Used by Library

July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

50000
45000 B
40000
35000
30000
25000
20000
15000 -
10000 -
5000 -

Hours

OJuly 1, 2010 through November 30, 2010 EJuly 1, 2011 through November 30, 2011
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Document # 60
MLC FY 2011-12
December 8, 2011

Total Computer Usage

July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

Month Month Month Year Year Year

FY Customers % Visits % Hours Used % Customers % Visits % Hours Used %
BELLE ISLE 11 279 4,045 3,152.20 2,573 21,964 16,763.22
12 255 4,085 3,236.17 2,637 21,817 16,801.68

-24 -8.6 40 1.0 83.97 2.7 64 2.5 -147 -7 38.46 2
BETHANY 11 237 3,024 2,464.64 2,044 17,160 13,127.40
12 223 3,119 2,448.51 2,193 16,786 12,958.57

-14 -5.9 95 3.1 -16.13 -7 149 7.3 -374 -2.2 -168.83 -1.3
CAPITOL HILL 11 191 2,970 2,458.23 1,919 16,192 12,686.09
12 278 3,370 2,804.33 2,289 18,114 14,173.86

87 45.5 400 13.5 346.10 14.1 370 19.3 1,922 11.9 1,487.77 11.7
CHOCTAW 11 111 1,813 1,612.42 1,150 9,543 8,841.82
12 104 1,539 1,749.10 1,098 8,870 9,408.59

-7 -6.3 -274 -15.1 136.68 8.5 -52 -4.5 -673 -7.1 566.77 6.4
DEL CITY 11 185 3,022 2,612.81 1,927 16,464 13,507.21
12 215 3,620 2,714.96 1,903 18,247 14,014.24

30 16.2 598 19.8 102.15 3.9 -24 -1.2 1,783 10.8 507.03 3.8
DOWNTOWN 11 262 10,246 8,452.13 2,625 58,605 45,523.89
12 230 9,773 7,832.97 2,514 51,543 40,015.92

-32  -12.2 -473 -4.6 -619.16 -7.3 -111 -4.2 -7,062 -12.1 -5,607.97 -12.1
EDMOND 11 295 3,631 3,165.06 2,679 20,971 17,351.76
12 294 4,109 3,900.72 2,838 21,894 19,056.26

-1 -3 478 13.2 735.66 23.2 159 5.9 923 4.4 1,704.50 9.8
MIDWEST CITY 11 439 5,567 5,024.04 3,799 32,400 26,898.17
12 362 6,231 5,187.59 3,875 35,058 27,510.44

77 -17.5 664 11.9 163.55 3.3 76 2.0 2,658 8.2 612.27 2.3
RALPH ELLISON 11 247 5,173 4,530.85 2,519 29,958 23,814.00
12 306 5,021 4,391.12 2,989 30,320 23,884.77

59 23.9 -152 -2.9 -139.73 -3.1 470 18.7 362 1.2 70.77 .3

MLC - December 8, 2011

MLS - November 2011 Computer Usage by All Customers

Prepared by: Information Technology
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SOUTHERN OAKS

VILLAGE

WARR ACRES

HARRAH

JONES

LUTHER

NICOMA PARK

WRIGHT

TOTAL

MLC - December 8, 2011

FY

11
12

11
12

11
12

11
12

11
12

11
12

11
12

11
12

11
12

Month
Customers

442
351
-91

298
317
19

300
263

36
34
-2

)}

38
27
-11
14

-6

3,386
3,287

%

-20.6

6.4

-12.3

100.0

-28.9

-42.9

55.6

Total Computer Usage

July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

Month
Visits %

5,746
5,318
-428 -7.4

4,107
3,952
-155  -3.8

4,357
4,182
-175  -4.0

569
427
-142  -25.0

55
59
4 7.3

541
388
-153 -28.3

190
168
-22 -11.6

224
227
3 1.3

55,280
55,588
308 .6

MLS - November 2011 Computer Usage by All Customers

Month
Hours Used

4,505.03
4,417.41
-87.62

3,312.73
3,311.21
-1.52

3,346.71
3,296.12
-50.59

461.62
373.54
-88.08

40.86
57.09
16.23

430.21
395.51
-34.70

187.38
167.48
-19.90

188.81
169.64
-19.17

45,945.73
46,453.47
507.74

%

-1.9

.0

-1.5

-19.1

39.7

-10.6

-10.2

1.1

Year
Customers

3,828
3,258
-570

2,873
3,091
218

2,402
2,442
40

322
312
-10

39
48

395
321
74

129
102
-27

101
147
46

31,324
32,057
733

Document # 60
MLC FY 2011-12
December 8, 2011

Year Year

% Visits % Hours Used %
30,361 23,145.16
28,939 23,198.59

-14.9 -1,422 -4.7 53.43 2
22,250 17,309.15
22,099 17,563.81

7.6 -151 -7 254.66 1.5
22,678 17,428.80
23,226 17,422.23

1.7 548 2.4 -6.57 .0
2,980 2,459.65
2,516 2,148.79

-3.1 -464 -15.6 -310.86 -12.6
304 244.28
309 282.87

23.1 5 1.6 38.59 15.8
2,847 2,215.83
2,803 2,673.04

-18.7 -44 -1.5 457.21 20.6
978 871.67
797 775.46

-20.9 -181 -18.5 -96.21 -11.0
1,218 1,040.05
1,188 926.21

45.5 -30 -2.5 -113.84 -10.9
306,873 243,228.15
304,526 242,815.33

2.3 -2,347 -.8 -412.82 -2

Prepared by: Information Technology
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FY
BELLE ISLE 11
12
BETHANY 11
12
CAPITOL HILL 11
12
CHOCTAW 11
12
DEL CITY 11
12
DOWNTOWN 11
12
EDMOND 11
12
MIDWEST CITY 11
12
RALPH ELLISON 11
12

MLC - December 8, 2011

Computer Usage by Adult Customers

July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

Month
Customers %
234
215
-19 -8.1

193
179
-14 -7.3

122
183
61 50.0

85
69
-16 -18.8

162
171
9 5.6

219
203
-16 -7.3

233
246
13 5.6

372
295
77  -20.7

196
253
57 29.1

Month
Visits
3,389
3,536
147

2,524
2,566
42

1,525
1,855
330

1,100
1,030
-70

2,406
2,914
508

9,686
9,299
-387

3,026
3,404
378

4,205
4,779
574

3,303
3,509
206

%

4.3

1.7

21.6

21.1

12.5

13.7

6.2

MLS - November 2011 Computer Usage by Adult Customers

Month
Hours Used
2,660.17
2,812.67
152.50

2,054.23
2,029.86
-24.37

1,364.63
1,683.13
318.50

1,008.66
1,120.55
111.89

2,076.45
2,220.77
144.32

7,971.46
7,430.71
-540.75

2,624.79
3,239.50
614.71

3,898.87
4,081.49
182.62

3,113.11
3,224.29
111.18

%

5.7

-1.2

23.3

11.1

7.0

-6.8

23.4

4.7

3.6

Year
Customers
2,160
2,205

45

1,632
1,774
142

1,123
1,381
258

842
780
-62

1,497
1,478
-19

2,266
2,201
-65

2,226
2,385
159

3,002
3,094
92

1,894
2,205
311

23.0

Year

% Visits %
18,581
19,062

2.1 481 2.6

13,870
13,338
8.7 -532  -3.8

7,610
8,941
1,331  17.5
6,513
5,973
7.4 -540 -8.3

12,974
14,655
-1.3 1,681 13.0
55,097
49,200
2.9 5,897 -10.7
17,687
18,446
7.1 759 4.3

24,360
25,513
3.1 1,153 4.7

17,955
19,128

16.4 1,173 6.5

Document # 60
MLC FY 2011-12

December 8, 2011

Year

Hours Used
14,258.24
14,758.71
500.47

10,628.65
10,330.90
-297.75

6,547.65
7,641.47
1,093.82

5,946.29
5,878.73
-67.56

10,698.19
11,284.79
586.60

42,725.27
38,125.28
-4,599.99

14,581.93
16,064.58
1,482.65

20,600.99
20,445.82
-155.17

15,237.93
16,112.24
874.31

%

3.5

16.7

-1.1

5.5

-10.8

10.2

-.8

5.7
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SOUTHERN OAKS

VILLAGE

WARR ACRES

HARRAH

JONES

LUTHER

NICOMA PARK

WRIGHT

TOTAL

MLC - December 8, 2011

FY

11
12

11
12

11
12

11
12

11
12

11
12

11
12

11
12

11
12

Month
Customers

309
240
-69

233
255
22

246
219

27
21
-6

W =

17
18

10

-4

2,666
2,587

Document # 60
MLC FY 2011-12
December 8, 2011

Computer Usage by Adult Customers

July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

%

-22.3

9.4

-11.0

-22.2

200.0

5.9

-40.0

57.1

Month
Visits %

3,971
3,862
-109 -2.7

3,062
2,899
-163  -5.3

3,735
3,338
-397 -10.6

396
257
-139 -35.1

41
50
9 22.0

259
227
-32 -12.4

138
153
15 10.9

178
154
-24  -13.5

42,944
43,832
888 2.1

MLS - November 2011 Computer Usage by Adult Customers

Month
Hours Used

3,158.41
3,288.40
129.99

2,515.22
2,437.61
-77.61

2,841.21
2,641.83
-199.38

319.42
204.41
-115.01

29.85
49.09
19.24

206.10
226.54
20.44

140.36
156.73
16.37

155.81
124.13
-31.68

36,138.75
36,971.71
832.96

%

4.1

-3.1

-7.0

-36.0

64.5

9.9

11.7

-20.3

2.3

Year
Customers

2,830
2,364
-466

2,282
2,488
206

1,986
2,028
42

215
219

23
32

193
169

94
84
-10

72
102
30

24,337
24,989
652

Year Year

% Visits % Hours Used %
20,615 16,116.39
19,971 16,513.22

-16.5 -644 -3.1 396.83 2.5
16,751 13,186.96
16,339 13,103.42

9.0 -412 -2.5 -83.54 -.6
18,849 14,404.18
18,779 14,047.69

2.1 -70 -4 -356.49 -2.5
1,931 1,563.02
1,593 1,273.97

1.9 -338 -17.5 -289.05 -18.5
240 201.46
260 251.76

39.1 20 8.3 50.30 25.0
1,284 1,032.45
1,487 1,460.06

-12.4 203 15.8 427.61 41.4
809 754.88
703 686.21

-10.6 -106 -13.1 -68.67 9.1
940 835.99
829 681.10

41.7 -111 -11.8 -154.89 -18.5
236,066 189,320.47
234,217 188,659.95

2.7 -1,849 -.8 -660.52 -3

Prepared by: Information Technology
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Computer Usage by Minor Customers

Document # 60
MLC FY 2011-12
December 8, 2011

July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

Month Month

FY Customers % Visits %
BELLE ISLE 11 45 656
12 40 549

-5 -11.1 -107 -16.3
BETHANY 11 44 500
12 44 553

.0 53 10.6
CAPITOL HILL 11 69 1,445
12 95 1,515

26 37.7 70 4.8
CHOCTAW 11 26 713
12 35 509

9 34.6 -204 -28.6
DEL CITY 11 23 616
12 44 706

21 91.3 90 14.6
DOWNTOWN 11 43 560
12 27 474

-16 -37.2 -86 -15.4
EDMOND 11 62 605
12 48 705

-14  -22.6 100 16.5
MIDWEST CITY 11 67 1,362
12 67 1,452

.0 20 6.6
RALPH ELLISON 11 51 1,870
12 53 1,512

2 3.9 -358 -19.1

MLC - December 8, 2011
MLS - November 2011 Computer Usage by Minor Customers

Month
Hours Used
492.03
423.50
-68.53

410.41
418.65
8.24

1,093.60
1,121.20
27.60

603.76
628.55
24.79

536.36
494.19
-42.17

480.67
402.26
-78.41

540.27
661.22
120.95

1,125.17
1,106.10
-19.07

1,417.74
1,166.83
-250.91

%

-13.9

2.0

2.5

4.1

-7.9

-16.3

22.4

-1.7

-17.7

Year
Customers
413

432

19

412
419
7

796
908
112

308
318
10

430
425
-5

359
313
-46

453
453

797
781
-16

625
784
159

%

4.6

1.7

14.1

3.2

-1.2

-12.8

25.4

Year Year
Visits % Hours Used %
3,383 2,504.98
2,755 2,042.97
-628 -18.6 -462.01 -18.4
3,290 2,498.75
3,448 2,627.67
158 4.8 128.92 5.2
8,582 6,138.44
9,173 6,532.39
591 6.9 393.95 6.4
3,030 2,895.53
2,897 3,529.86
-133 -4.4 634.33 21.9
3,490 2,809.02
3,592 2,729.45
102 2.9 -79.57 -2.8
3,508 2,798.62
2,343 1,890.64
-1,165 -33.2 -907.98 -32.4
3,284 2,769.83
3,448 2,991.68
164 5.0 221.85 8.0
8,040 6,297.18
9,545 7,064.62
1,505 18.7 767.44 12.2
12,003 8,576.07
11,192 7,772.53
-811 -6.8 -803.54 9.4

Prepared by: Information Technology
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Document # 60
MLC FY 2011-12
December 8, 2011

Computer Usage by Minor Customers
July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

Month Month Month Year Year Year

FY Customers % Visits % Hours Used % Customers % Visits % Hours Used %
SOUTHERN OAKS 11 133 1,775 1,346.62 998 9,746 7,028.77
12 111 1,456 1,129.01 894 8,968 6,685.37

-22 -16.5 -319 -18.0 -217.61 -16.2 -104 -10.4 -778 -8.0 -343.40 -4.9
VILLAGE 11 65 1,045 797.51 591 5,499 4,122.19
12 62 1,053 873.60 603 5,760 4,460.39

-3 -4.6 8 .8 76.09 9.5 12 2.0 261 4.7 338.20 8.2
WARR ACRES 11 54 622 505.50 416 3,829 3,024.62
12 44 844 654.29 414 4,447 3,374.54

-10 -18.5 222 35.7 148.79 29.4 -2 -.5 618 16.1 349.92 11.6
HARRAH 11 9 173 142.20 107 1,049 896.63
12 13 170 169.13 93 923 874.82

4 44.4 -3 -1.7 26.93 18.9 -14 -13.1 -126 -12.0 -21.81 -2.4
JONES 11 2 14 11.01 16 64 42.82
12 3 9 8.00 16 49 31.11

1 50.0 -5 -35.7 -3.01 -27.3 .0 -15 -23.4 -11.71 -27.3
LUTHER 11 21 282 224.11 202 1,563 1,183.38
12 9 161 168.97 152 1,316 1,212.98

-12 -57.1 -121 -42.9 -55.14 -24.6 -50 -24.8 -247 -15.8 29.60 2.5
NICOMA PARK 11 4 52 47.02 35 169 116.79
12 2 15 10.75 18 94 89.25

-2 -50.0 -37 -71.2 -36.27 -77.1 -17 -48.6 -75 -44.4 -27.54 -23.6
WRIGHT 11 2 46 33.00 29 278 204.06
12 3 73 45.51 45 359 245.11

1 50.0 27 58.7 12.51 37.9 16 55.2 81 29.1 41.05 20.1
TOTAL 11 720 12,336 9,806.98 6,987 70,807 53,907.68
12 700 11,756 9,481.76 7,068 70,309 54,155.38

-20 -2.8 -580 -4.7 -325.22 -3.3 81 1.2 -498 -7 247.70 .5

MLC - December 8, 2011 Prepared by: Information Technology
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System Reserve Report

Document # 61
MLC FY 2011-12
December 8, 2011

July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)
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Document # 61
MLC FY 2011-12
December 8, 2011

System Reserve Report
July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

System Reserve History Chart
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Document # 61
MLC FY 2011-12
December 8, 2011
System Reserves Report
July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

Month Year Month Year

Placed Placed % Filled Filled %
BELLE ISLE 11 10,516 54,984 10,272 51,861
12 8,292 46,944 8,114 44,976

-2,224 -8,040 -14.6 -2,158 -6,885 -13.3
BETHANY 11 6,011 33,692 5,846 32,415
12 5,895 33,067 5,851 31,318

-116 -625 -1.9 5 -1,097 -3.4
CAPITOL HILL 11 1,097 5,719 1,076 5,471
12 1,180 6,393 1,126 6,217

83 674 11.8 50 746 13.6
CHOCTAW 11 2,175 12,399 2,142 11,960
12 2,041 11,882 1,959 11,388

-134 -517 -4.2 -183 -572 -4.8
DEL CITY 11 4,017 20,484 3,842 19,432
12 3,712 20,199 3,406 18,205

-305 -285 -1.4 -436 -1,227 -6.3
EDMOND 11 17,536 101,347 17,689 97,764
12 16,557 93,600 16,458 90,630

-979 -7,747 -7.6 -1,231 -7,134 -7.3
DOWNTOWN 11 3,821 23,317 3,884 22,091
12 3,699 21,819 3,769 21,038

-122 -1,498 -6.4 -115 -1,053 -4.8
MIDWEST CITY 11 6,827 38,125 6,777 36,405
12 6,689 35,223 6,691 34,071

-138 -2,902 -7.6 -86 -2,334 -6.4
RALPH ELLISON 11 1,378 7,161 1,367 6,872
12 1,262 7,024 1,243 6,781

-116 -137 -1.9 -124 91 -1.3
SOUTHERN OAKS 11 8,494 44,458 8,228 42,241
12 6,585 35,825 6,483 34,307

-1,909 -8,633 -19.4 -1,745 -7,934 -18.8
VILLAGE 11 8,389 46,278 8,361 44,410
12 7,971 45,672 8,035 43,996

-418 -606 -1.3 -326 -414 -.9
WARR ACRES 11 7,847 41,714 7,707 40,101
12 7,511 41,369 7,521 40,047

-336 -345 -.8 -186 -54 -1

MLC - December 8, 2011
MLS - November 2011 System Reserve
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Document # 61
MLC FY 2011-12
December 8, 2011

System Reserves Report
July 1, 2011 through November 30, 2011 (41.67% of the 11-12 Fiscal Year)

Month Year Month Year

Placed Placed % Filled Filled %
HARRAH 11 1,296 6,285 1,271 6,031
12 929 4,815 950 4,648

-367 -1,470  -23.4 -321 -1,383  -22.9
JONES 11 352 1,686 352 1,636
12 405 1,991 409 1,955

53 305  18.1 57 319 19.5
LUTHER 11 1,152 5,537 1,187 5,231
12 1,105 5,333 1,051 5,244

-47 -204 -3.7 -136 13 2
NICOMA PARK 11 533 3,180 583 3,040
12 483 2,664 530 2,569

-50 -516  -16.2 -53 -471  -15.5
WRIGHT 11 255 1,419 260 1,365
12 251 1,344 244 1,298

-4 -75 -5.3 -16 -67 -4.9
BOOKS-BY-MAIL 11 853 4,341 779 4,148
12 818 4,163 826 4,044

-35 -178 -4.1 a7 -104 -2.5
TOTAL 11 82,549 452,126 81,623 432,474
12 75,385 419,327 74,666 402,732

-7,164 -32,799 -7.3 -6,957 -29,742 -6.9
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Executive Director's Report
MLCFY 2011-12
December 8, 2011

EXFEGUTIVE DIRFCTOR’S REPORT
‘DFCEMBER 2011

Opening Night

The library will, once again, host an entertainment venue for the annual Opening Night celebration
produced by the Arts Council of Oklahoma City. This year's entertainment will feature Brianna Gaither,
folk artist, and Campari, jazz band, in the auditorium. Plus, La Internacional Sonora Sabrozona, a
Latin/Salsa band, in the atrium all evening.

We will also be the venue for the hospitality suite sponsored by the Arts Council for their volunteers and
entertainers.

Holiday Open House

The annual library Open House Holiday Festival will take place on Sunday, December 11, from 1:30pm-
4:30pm. This year, our theme is Festival of Trees. Many of the libraries and departments are participating
by decorating a small tree in the theme of a favorite book. The day's activities will include craft
workshops; face painting, photos with Santa, cookies and hot chocolate. We will have the First
Presbyterian Church Choir, Cleveland Elementary Choir and our Second Sunday Concert featuring
Hyunsoon Whang, classic pianist. At 4:0opm we will show Disney's Christmas Carol with Jim Carey.

Holiday Closings

The library system will close for Christmas on Saturday, December 24“‘, Sunday, December 25th and
Monday, December 26™. We will re open on Tuesday, the 27th. For New Years, we will be closed on
Sunday, January 1%, and Monday, January 2™, and re open on Tuesday the 3.

Kay Bauman to chair ALA committee

Kay Bauman, Deputy Executive Director/Library Operations & Planning has been named chair of the
LLAMA (Library administrative and Management Section) Mentoring Committee and will be heavily
involved in their mentoring program which pairs librarians in leadership positions with librarians who are
interested in becoming leaders. We applaud Kay for taking a leadership role at a national level in this
program aimed at developing new leaders. Itis something that we are very interested in here at MLS.

DIRECTOR OUTREACH ACTIVITIES
& Attended Rotary 29 Club Meetings
& OLA Legislative Meeting
& Tour Northwest Library Site
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FUTURE LIBRARY EVENTS OF SPECIAI NOTE

Holiday  Concert with Spiritful Voices Choir

Dec 4 |Sun|3-4p

Location: Belle Isle

All ages

Belle Isle is fortunate to start the holiday season with a free concert for the whole family. Spiritful Voices
Choir is independent all volunteer adult mixed choir. This non-profit organization, formed to serve our
community by promoting singers who share a love of music, will perform selections sure to please
everyone.

All Abouf HanukKah!

Dec 13| Tue | 6:30-7:15p

Location: Bethany

All ages

Learn about the origins of Hanukkah, its meaning and traditions. Play the dreidel game and stay for a
Hanukkah treat. Please pre-register at the information desk or call 789-8363, ext. 3.

Pajama Jam

Dec 28| Wed | 2-3:30p

Location: Capitol Hill

Ages 8-12

Wear your new pajamas to the library and relax with a book. Music, snacks, and board games
will be offered. This is a great opportunity to read and relax with friends. Call 634-6308 for more
information. Children under 10 must be accompanied by an adult.

Heartfland Voices:

In Concert

Dec 6| Tue|6-7p

Location: Choctaw

All ages

The Choctaw Library extends an invitation to the community to come out and listen to the talented
Heartland Voices: In Concert. Heartland Voices will present a selection of inspiring holiday music that will
set the tone for the season. Light refreshments will be served.

Holiday Tree Lighting

Dec 2 | Fri| 6-8p
Location: Del City
All ages

Join the Del City Library and the Del City Community Center for music, crafts, and hot chocolate as we kick
off the holiday season with the annual tree lighting.

Holiday  Open House
A Festival of Trees
Dec11|Sun | 1:30-4:30p
Location: Downtown

MLC — December 8, 2011 Prepared by: Executive Director
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Executive Director's Report
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All ages

Enjoy a day of family fun and get to know your library. Get a free photo with Santa, Craft Workshops and
Entertainment all day. It's all free and open to the public.

1:30p First Presbyterian Choir - Atrium

2p Hyunsoon Whang - Classic Piano-

46th Star Auditorium - Second

Sunday Concert

Beginning ESI,

Dec 5, 7| Mon & Wed

5:30-8:30p

Location: Edmond

Adults

Beginning English as a Second Language (ESL) teaches students how to improve their conversational and listening
skills in English. Enroll with the instructor on the first day you attend class. Class and materials are free. Cosponsor:
OocCcc

Winfer Wii Fesft

Dec 1-30| 9:30a-6p (Library Hours)

Location: Luther

All ages

We have video games all month for the children to play. Drop in and have a great time. We have games like Super
Smash Bros, Super Monkey Ball 2, Sonic Heroes and Mario Kart Double Dash. Any day and time is video game time
atthe Library.

Children Reading fo Dogs

Dec1, 15| Thur

4:00-4:45p

Location: Nicoma Park

Ages 4 and older

Children improve their skills by reading to

D’Leo and his owner, who are trained and certified as a therapy team by Therapy Dogs International. For more
information, please call the library at 769-9452.

Author Visit wifh Fred Sellers

Dec 3| Sat| 2-3:30p

Location: Ralph Ellison

All ages

Visit Ralph Ellison Library as we host Oklahoma author Fred Sellers for a book talk and book signing event. Sellers is
author of The Prophet of Vail Mountain, a fast paced love story set primarily in Oklahoma. Visit
www.prophetofvailmountain.com, call 424-1437, or visit the library for more information.

Friday: Films, Family & Fun

Dec 2, 9, 16, 23, 30 | Fri| 9a-6p

Southern Oaks

All ages

Looking for fun on a Friday night! Come to the library every Friday to check out our movie collection. Free popcorn &
candy for every five items checked out. Fun for the entire family & it's free! Please limit one gift per family.
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