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Introduction 
The Board of Schiller Park Public Library ("Board") recognizes that this is a plan for contingencies due to the disability, 

death, or departure of the Library Director. If the library is faced with the unlikely event of an untimely vacancy, Schiller 

Park Public Library has in place the following emergency succession plan to facilitate the transition to both interim and 

longer-term leadership. 

The Board has reviewed the job description of the Library Director. The job description is attached. The Board has a 

clear understanding of the Library Director's role in organizational leadership, program development, program 

administration, operations, board of directors’ relationships, financial operations, resource development and 

community presence. 

Short-Term Temporary, Planned Absence 
A temporary absence is one of three months or less, unless otherwise authorized, in which it is expected that the 

Library Director will return to their position once the events precipitating the absence are resolved. The Library Director 

will be responsible for organization and assigning the following prior to going on leave: 

 
Distribution of duties 

Long term project objectives 

Administration responsibilities 

Accounting and payroll approval responsibilities  

Temporary assignment of Acting Director(s) current managerial duties 

 

The Library Director will develop a separate detailed operational plan prior to their absence for review by the Library 

Board of Trustees.  

Short-Term Temporary, Unplanned Absence 
A temporary absence is one of less than three months in which it is expected that the Library Director will return to 

their position once the events precipitating the absence are resolved. An unplanned absence is one that arises 

unexpectedly, in contrast to a planned leave, such as a vacation or a sabbatical. The Board is authorized (or authorizes 

the Board Officers) to implement the terms of this emergency plan in the event of the unplanned absence of the Library 

Director. 

In the event of an unplanned absence of the Library Director, a member of the staff Management Team is to 

immediately inform the Board President of the absence. As soon as it is feasible, the President should convene a 

meeting of the Board to affirm the procedures prescribed in this plan or to make modifications as the Board deems 

appropriate. 

At the time that this plan was approved, the position of Acting Library Director would be:  

Laura Williams, Assistant Library Director 

Should this appointee to the Acting Library Director position be unable to serve, the position would be split between: 

       1. Guadalupe Rodriguez, Administrative & Technical Services Manager 

       2. Joanna Lukis, Community Engagement Manager  
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Authority and Compensation of the Acting Library Director 
The person appointed as Acting Library Director shall have full authority for decision-making and independent 

action as the regular Library Director. 

The Acting Library Director will be offered: 

_____  A temporary salary increase to the entry-level salary of the Library Director position 
_____  A bonus of $_____ during the Acting Library Director Period. 
_____ No additional compensation. 

Board Oversight 

The Library Board of Trustees President is responsible for monitoring the work of the Acting Executive Director(s). 

Communication Plan 
Immediately upon transferring the responsibilities to the Acting Library Director, the Board President will notify 

staff and Board members of the delegation of authority.  

As soon as possible after the Acting Library Director has begun covering the unplanned absence, Board members 

and the Acting Library Director shall communicate the temporary leadership structure to the following key 

external supporters of Schiller Park Public Library: 

• Village Manager: Brett Kryska; bkryska@schillerparkil.us; 847-678-2550 

• Library legal counsel: Joe Montana, Montana & Welch; jmontana@montanawelch.com ; 630-501-0624 

• Auditor, Sikich, LLP: Nick Bava; nick.bava@sikich.com; 630-210-3092 

• SWAN: help@swanlibraries.net 

• RAILS: communications@railslibraries.org; 630-734-5050 

Completion of Short-Term Emergency Succession Period 
The decision about when the absent Library Director returns to lead the library should be determined by the 

Library Director and the Board President. They will decide upon a mutually agreed upon schedule and start date. 

A reduced schedule for a set period of time can be allowed, by approval of the Board President, with the intention 

of working their way back up to a full-time commitment. 

Long-Term Temporary, Unplanned Absence  
A long-term absence is one that is expected to last more than three months. The procedures and conditions to be 

followed should be the same as for a short-term absence with one addition:  

The Board will give immediate consideration, in consultation with the Acting Library Director, to either 

temporarily fill the management position left vacant by the Acting Library Director or hire an Interim Library 

Director. This is in recognition of the fact that for a term of more than three months, it may not be reasonable to 

expect the Acting Library Director to carry the duties of both positions, or, depending on the timing of the 

absence, it may be necessary to have an experienced Library Director in the position.  

mailto:bkryska@schillerparkil.us
mailto:jmontana@montanawelch.com
mailto:nick.bava@sikich.com
mailto:help@swanlibraries.net
mailto:communications@railslibraries.org
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Determination if an Interim Library Director is Needed 
The criteria that the Board and Acting Library Director should consider when determining whether or not to hire 

an Interim Library Director (or consultant to the Acting Library Director) are as follows: 

1. Time of year – are major deadlines pending? 

2. Required fiscal responsibilities - consider the status of budget preparation and/or audit 

3. Special projects currently in progress or upcoming 

Some crucial times for our library are: 

• January:  

o Annual Library Certification Process and Questionnaire Document - File with the RAILS through 

the RAILS Website between 1/1-3/31  

o Per Capita Grant application – file with Illinois State Library by Jan 15 deadline 

o Director and managers conduct annual staff evaluations 

o Annual fire alarm inspection and annual sprinkler system inspection 

o File E-Rate FFC Form 470 (during a funding year), complete 28-day bidding process, select vendor* 

• February:  

o Annual review of Library Director performance – Feb. Board Meeting 

o Annual review of staff salaries and recommendations from Director for raises - Feb. Board 

Meeting 

o Annual approval of Salary Schedule adjustment (per HR Source or other employment attorney 

recommendation) - Feb. Board Meeting 

o Review 6 months of Executive Session minutes – Feb. Board Meeting 

• March: 

o Board approves Working Budget for upcoming fiscal year; Director sends approved budget to 

Village Manager 

o File E-Rate FFC Form 471 in accordance with filing window, usually by end of March* 

• April:  

o Fiscal Year ends April 30 

o Illinois Library Systems’ Non-Resident Card Program 

▪ Board reviews and approves  

▪ Submit information to RAILS 

o In odd-numbered years, trustee elections occur 

▪ Newly elected trustees are sworn in by the Mayor at Village Hall – coordinate with Village 

Manager on this 

▪ At April Board Meeting, Board officers are appointed 

• May:  

o Fiscal Year begins May 1 

o IPLAR (Illinois Public Library Annual Report) – Begin Work 

o File E-Rate FFC Form 486 after receipt of Funding Commitment Decision Letter* 

• June:  

o Summer Reading Program begins – responsibility of the Community Engagement Manager and 

Adult & Teen Librarian 
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o American Library Association Annual Conference 

• July:  

o July 1: IPLAR (Illinois Public Library Annual Report) – Due 

o Annual backflow prevention inspection 

• August:  

o Review 6 months of Executive Session minutes – Aug. Board Meeting 

o Begin annual review of Illinois Public Library Standards (preparation for January completion of Per 

Capita Grant application) 

• September:  

o Approve Holiday Closures calendar for next year 

o Approve Board Meeting schedule for next year 

• October:  

o Approve Policy Review Schedule for upcoming calendar year 

o Illinois Library Association Annual Conference 

o Annual fire extinguisher inspection 

• November:  

o Library Board passes annual tax levy (recommendation prepared by Director ahead of time); 

Director sends approved levy to Village Manager 

o Annual elevator inspection 

• December:  

o Completion of annual financial audit 

▪ Auditor must complete library audit in conjunction with Village audit, so timeline can be 

variable depending on the status of the Village audit 

o Determine Board committee meeting schedule for following calendar year, if necessary 

*The library’s IT consultant can assist with E-Rate filing if necessary.  

Recommended skills and experience an interim Library Director needs: 

1. Prior experience as the director of an Illinois library and/or 

2. Prior experience as an Interim Library Director 

If the Board and Acting Library Director determine that an Interim Library Director (or consultant to the Acting 

Library Director) is needed, contact one or more of the people listed below, explain the situation, and ask if they 

could help find an interim or consultant. There are quite a few retired Library Directors that take Interim positions 

regularly. 

1. RAILS: railslibraries.org/, 630-734-5000 (general support) 

2. HR Source: www.hrsource.org, 800-448-4584 (executive search capabilities) 

3. Deiters & Todd Library Consulting: www.deiterstodd.com, 847-305-1975 (executive search capabilities) 

Completion of Long-Term Emergency Succession Period 
The decision about when the absent Library Director returns to lead the library would be determined by the 

Library Director and the Board President. They will decide upon a mutually agreed upon schedule and start date. 

https://railslibraries.org/
http://www.hrsource.org/
http://www.deiterstodd.com/
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A reduced schedule for a set period of time can be allowed, by approval of the Board President and in alignment 

with library policy, with the intention of working the way up to a full-time commitment. 

Permanent Change in Library Director 
A permanent change is one in which it is firmly determined that the Library Director will not be returning to the 

position. The procedures and conditions should be the same as for a long-term temporary absence with one 

addition: 

The Board will appoint a Search Committee within 30 days to plan and carry out a transition to a new permanent 

Library Director. The Board will also consider the need for outside consulting assistance depending on the 

circumstances of the transition and the Board's capacity to plan and manage the transition and search. The Search 

Committee will also determine the need for an Interim Library Director, and plan for the recruitment and 

selection of an Interim Library Director and/or permanent Library Director. 

Checklist for Acceptance 
 Succession plan approval. This succession plan will be approved by the full Board for its vote and 

approval.  

 Signatories. The Board President, the Library Director, the Acting Library Director, and other appointees 

shall sign this plan. 

 Important Organizational Information. Attached is the Information and Contact Inventory and the 

current list of the organization's board of directors. 

 Copies. Copies of this Emergency Succession Plan along with the corresponding documentation shall be 

maintained by the Board President, the Library Director, Acting Library Director appointee, and the 

organization's attorney. 
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Information and Contact Inventory for Schiller Park Public Library 
Knowing where your organization's key information is located is critical so that if an emergency succession should 

occur, your organization would be able to quickly continue work in the most efficient and effective way. 

LIBRARY BOARD OF TRUSTEES INFORMATION 

The Library Board of Trustees meets on the 2nd Thursday of each month. Board packets must be prepared and 

sent electronically by end of day on the Monday before the meeting. Electronic copies of Board packets are also 

saved to the Board of Trustees Sharepoint site. 

President 
Audrey Fanselow 
9940 Ivanhoe Avenue 
Schiller Park, IL 60176 
(847) 678-6620 (home) 
(847) 338-5900 (cell) 
afanselow@schillerparklibrary.org 
Term Ends 04/2027 

Vice President 
Diana Caffero 
3735 Emerson Avenue  
Schiller Park, IL 60176 
(847) 671-1440 (home) 
(847) 848-4268 (cell) 
dcaffero@schillerparklibrary.org  
Term Ends 04/2031 

Treasurer 
Diane Morioka 
4257 Wesley Terrace  
Schiller Park, IL 60176 
(847) 606-9728 (cell) 
dmorioka@schillerparklibrary.org 
Term Ends 04/2029 

Secretary 
Jennifer Yarnell 
4318 Wesley Terrace 
Schiller Park, IL 60176 
(773) 827-2916 
jyarnell@schillerparklibrary.org  
Term Ends 04/2031 

Trustee 
Earl (EJ) Gilpin 
9451 Kelvin Lane Apt 2882 
Schiller Park, IL 60176 
(773) 387-5066 (cell) 
egilpin@schillerparklibrary.org 
Term Ends 04/2029 

Trustee 
Karen Lima 
4531 Wesley Terrace 
Schiller Park, IL 60176 
(847) 602-1499 (cell) 
klima@schillerparklibrary.org 
Term Ends 04/2027 

Trustee 
Patricia Sanchez 
9222 Marie Ln 
Schiller Park, IL 60176 
(708) 369-7289 
psanchez@schillerparklibrary.org 
Term Ends 04/2029  

Village of SP Liaison – Village 
Trustee 
Terri Sheridan 
708-257-2448 
tsheridan@schillerparkil.us  

 

Administrative Information 

• Bylaws: Saved in Library Administration drive -> Policies. Also in records storage in Administrative & 

Technical Services Manager office. 

• Mission/Vision Statement: Saved in Library Administration drive -> Policies. Also in records storage in 

Administrative & Technical Services Manager office. 

• Board Minutes: Saved in Managers drive -> Technical Services Manager -> Board Packets. Also in records 

storage in Administrative & Technical Services Manager office, on library website, and in Minutes binder 

in library stacks. 

• Strategic Plan: Saved in Global Shared drive -> Policies. Also in records storage in Administrative & 

Technical Services Manager office. 

• Employer Identification Number (EIN) #: Saved in Library Administration drive -> EIN. 

• State Identification Number: Contact Management Analyst at Village Hall of Schiller Park. 

mailto:afanselow@schillerparklibrary.org
mailto:dcaffero@schillerparklibrary.org
mailto:dmorioka@schillerparklibrary.org
mailto:jyarnell@schillerparklibrary.org
mailto:egilpin@schillerparklibrary.org
mailto:klima@schillerparklibrary.org
mailto:psanchez@schillerparklibrary.org
mailto:tsheridan@schillerparkil.us
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• Tax Exempt Letter: Saved in Global Shared drive -> Tax Exempt. 

FOIA & FINANCIAL TRANSPARENCY RECORDS 

Financial and other related documents such as approved budgets, copies of the annual audits, and a link to the 

information related to Illinois Public Act 97-0609 that requires posting of total compensation for employees 

having a total compensation package that exceeds $75,000 are available on the Library website Transparency 

page.   

The Library Director, Assistant Director, and Administrative & Technical Services Manager serve as the Library’s 

Freedom of Information Officers. A digital copy of the FOIA Request Form is located in Global Shared drive->FOIA 

and should be provided to any person who requests the form. FOIA requests may be submitted in writing to any 

of the above listed FOIA officers. FOIA requests do not need to be submitted via the FOIA Request Form. 

 

RAILS FOIA/OMA Hotline: https://railslibraries.org/consulting/legal/foia-hotline  

Julie Tappendorf, Ancel Glink 

jtappendorf@ancelglink.com 

312-604-9182 

Legal Counsel 
• Name: Montana & Welch, LLC 

• Contact: Joe Montana 

• Phone Number/Email: 630-501-0624/jmontana@montanawelch.com 

Auditor 
• Name: Sikich, LLP 

• Contact: Nick Bava, Bradley Johnson 

• Phone Number/Email: 630-210-3092/nick.bava@sikich.com; 630-328-7902/Bradley.johnson@Sikich.com   

Banks 

• Bank Name:  Chase Business 

o Account Numbers (General Fund): 

▪ Savings Account: 3916607121 

▪ Checking: 160618090 

o Branch Representative(s): Erkenesh Serrano 

o Phone number/Email: 813-584-1305 / erkenesh.serrano@chase.com  

 

• Bank Name:  Wintrust i-Business Banking 

o Account Numbers: 

▪ Capital Projects Fund: 8985174940 

o Branch Representative(s): Xenia Flores 

o Phone number/email: 773-432-1025 / xflores@wintrust.com  

https://railslibraries.org/consulting/legal/foia-hotline
mailto:jtappendorf@ancelglink.com
mailto:jmontana@montanawelch.com
mailto:630-210-3092/nick.bava@sikich.com
mailto:630-328-7902/Bradley.johnson@Sikich.com
mailto:erkenesh.serrano@chase.com
mailto:xflores@wintrust.com
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Fiscal Accountability 
Authorized to make transfers, wire transfers, and cut checks: 

• Library Board Treasurer, Diane Morioka: Authorized to sign checks. 

• Library Director/designee: Enters bills and prints checks. 

• Transfers between funds (general and special reserve) must be authorized by resolution by a quorum of 

the Board. 

Payroll 
• Conducted by: Paylocity 

• Payroll Rep: Moises Garcia 

• Phone Number/Email: 888-873-8205 Option 1 / mgarcia1@paylocity.com   

Insurance  
• Property and Liability Insurance 

o Name: Alliant 
▪ Commercial Package, Directors & Officers Liability, Commercial Umbrella, Workers’ 

Compensation, Treasurer’s Bond 
o Contact: Thomas Collins 
o Phone Number/email: 312-595-6716/Thomas.collins@alliant.com  

 

• Staff Health Insurance 
o Name: Blue Cross Blue Shield of Illinois 
o Contact: Brett Kryska, Village of Schiller Park 
o Phone Number/email: 847-678-2550/bkryska@schillerparkil.us  

Retirement 
• Name: Illinois Municipal Retirement Fund 

• Contact: Village of Schiller Park is the Authorized Agent. Contact Brett Kryska at Village Hall. 

• Phone Number/email: 847-678-2550/bkryska@schillerparkil.us 
 

Personnel Records 

• Employee records, personnel information, I-9s, and other related documents are housed in the Director’s 

office in a locked cabinet. 

• The Library is also a member of HR Source for additional human resources support: www.hrsource.org.  

Health/Dental Insurance 
The Library is a member of the Village of Schiller Park’s Blue Cross Blue Shield of Illinois health insurance plan. 

Health and vision insurance through this plan is available to all full-time staff members. Open enrollment typically 

occurs annually in August. The Library is invoiced monthly by the Village for our share of health insurance 

premiums.  

The Library manages its own dental insurance plan through Guardian Dental. Dental insurance is available to all 

full-time staff members. Guardian mails a monthly invoice to the Library, payment for which is approved at 

monthly Board meetings along with all other check payments. 

mailto:1%20/%20mgarcia1@paylocity.com
mailto:312-595-6716/Thomas.collins@alliant.com
mailto:847-678-2550/bkryska@schillerparkil.us
mailto:847-678-2550/bkryska@schillerparkil.us
http://www.hrsource.org/
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Workers Compensation 
The Library is a member of the Village of Schiller Park’s liability insurance policy, which also includes workers’ 

compensation coverage. If an employee suffers a work-related illness or injury, the PIC must immediately 

complete the required forms and contact the Director/Acting Director immediately. Sample forms can be found in 

the PIC (Person-In-Charge) Manual under “Reporting Employee/Volunteer Injury or Illness (Workers Comp)”.  

  

Facilities 
The library had a Facilities Assessment done in 2023 (digital file located in Administration->Architecture) by 

StudioGC. 

• Contact: Darren Schretter 

• Phone/Email: 630-217-9241 / d.schretter@studiogc.com  

 
 

 

 

 

Document Information and Revision Control 
Date of Completion for Information and Contact Inventory: ____________________ 

Name of Person Completing Document: ________________________ 

The Emergency Succession Plan and the supporting documents (the information and contact inventory, job 

descriptions, and organizational charts) should be reviewed and updated annually. 

Signatures of Approval for Schiller Park Public Library 
 

Board President: _____________________________________________  Date: ____________ 

Library Director: _____________________________________________ Date: ____________ 

Acting Library Director: ________________________________________ Date: ____________ 

Acting Library Director's Current Title: _________________________________________________ 

 

 

mailto:d.schretter@studiogc.com

