
 

 

CAPITAL AREA DISTRICT LIBRARIES 
COMMITTEE OF THE WHOLE 

5:30 PM, WEDNESDAY, DECEMBER 10, 2025 

BOARD ROOM 

401 S CAPITOL AVE., LANSING, MI  48933 

517-367-6300 

 

 

 

 

AGENDA 

1. Call to Order 

 

2. Roll Call 

 

3. Public Comments on Agenda Items 

 

4. Agenda 

 

5. Memorandum for November 12, 2025 (enc) 

 

6. Unfinished Business  

 

7.            General  
a. Director Evaluation Committee Report (distributed separately) 

b. Operational Update – Lansing Libraries 

 

8. Finance 

a. November 2025 Financial Report (enc) 

b. December 2025 Budget Amendment (enc) 

c. Legal Services Renewal Recommendation (enc) 

 

9. Policies – No changes, for review only (enc) 

a. HUM 211 UAW Contract (HEAD) 

b. HUM 212 UAW contract (MID) 

c. HUM 213 UAW Contract (TECH) 

d. HUM 231 Page Employee Manual 

 

10.           Closed Session to consider material exempt from disclosure pursuant to 

MCL 15.268(h) and MCL 15.243(1)(g). 

 

11. Rise and Report 

 

For mobility, visual, hearing, or other assistance, please call 517-367-6312. Requests need to be 

made at least two weeks before a scheduled event.  

Mission Statement: 

Empowering our diverse communities to learn, imagine and connect. 



 

 

 CAPITAL AREA DISTRICT LIBRARIES 
COMMITTEE OF THE WHOLE 

November 12, 2025 

 

Members Present:  Brian Baer, Debora Bloomquist, Sandy Drake, Quinn O’Donnell, Ashley 

Smith, Mark Stewart, Julie Vandenboom 

 

Members Absent:   

 

Staff Present: Jolee Hamlin, Sheryl Knox, Julie Laxton, Jenny Marr, Miriam Mattison, 

Victoria Meadows, Michael Moore, Thais Rousseau, Melissa Cole 

 

Others Present:     Lindsay Dangl 

 
Call to Order 

Chairperson Brian Baer called the meeting to order at 5:30 p.m.  

 

Roll Call 

Baer – Present   

Bloomquist – Present 

Drake – Present 

O’Donnell – Present   

Smith - Present 

Stewart – Present 

Vandenboom – Present 

 

Public Comments on Agenda Items 

There were no public comments on agenda items. 

 

Agenda 

Ashley Smith made a motion to approve the Agenda as amended.  Julie Vandenboom seconded 

the motion. The motion carried. 

 

Public Hearing 

Quinn O’Donnell made a motion to open the Public Hearing on CADL’s Budget. Debora 

Bloomquist seconded the motion. A roll call vote was held: 

 

Baer – Yes  

Bloomquist – Yes 

Drake – Yes 

O’Donnell – Yes  

Smith - Yes 

Stewart – Yes 

Vandenboom – Yes 

 
The Public Hearing began at 5:31 pm. 

 



 

 

a. Presentation of CADL 2026 Budget 

There were no changes to the draft budget that was presented at the October Board 

meeting. 

 

b. Public Comments on CADL 2026 Budget 

No Comments. 

 

Ashley Smith made a motion to close the Public Hearing. Mark Stewart seconded the motion. A 

roll call vote was held: 

 

Baer – Yes  

Bloomquist – Yes 

Drake – Yes 

O’Donnell – Yes  

Smith - Yes 
Stewart – Yes 

Vandenboom – Yes 

 

The Public Hearing was closed at 5:33 pm. 

 

Memorandum for October 15, 2025  

The Memorandum for October 15, 2025, was received.  

 

Unfinished Business  

There was no unfinished business. 

Brian Baer commended the hard work by everyone on CADL Con. 

 

Closed Session 

Quinn O’Donnell made a motion for a closed session to be convened to consider material 

exempt from disclosure pursuant to MCL 15.268(h) and MCL 15.243(1)(g), and that Lindsay 

Dangl, Jenny Marr, Jolee Hamlin, and Melissa Cole be invited to attend. Ashley Smith seconded 

the motion. A roll call vote was held: 

 

Baer – Yes 

Bloomquist – Yes 

Drake – Yes 

O’Donnell – Yes 

Smith – Yes  

Stewart – Yes 

Vandenboom – Yes 

 

The Board moved into its closed session at 5:35 p.m. 

 

Quinn O’Donnell made a motion to reconvene the open session. Debora Bloomquist seconded 

the motion. A roll call vote was held: 
 

Baer – Yes 

Bloomquist – Yes 



 

 

Drake – Yes 

O’Donnell – Yes 

Smith – Yes  

Stewart – Yes 

Vandenboom – Yes 

 

The agenda was resumed at 6:31 p.m. 

 

General 

a. HUM 221 Non-Union Administrative Employees Policy Manual 

Executive Director Jenny Marr presented proposed changes to the policy. Board 

members discussed and asked questions. 

 

b. Strategic Plan Update 

Executive Director Jenny Marr spoke about progress on the implementation plan and 
invited the Board to give feedback. Next update to occur in January. 

 

Finance 

a. October 2025 Financial Report  

Finance Director Miriam Mattison presented the October 2025 Financial Report.  

 

b. 2026 CADL Budget 

There were no additional questions regarding the draft 2026 CADL Budget.  

 

c. RFP Local History Center Shelving 

Operations Director Michael Moore presented the results of the RFP for purchasing 

shelving for the Local History Center. The recommended vendor is DBI which included 

inside delivery. 

 

d. NHPRC Grant Application 

Executive Director Jenny Marr presented information about a grant that the Local 

History team is applying for. 

 

 

Policies – No changes, for review only  

a. HUM 105 Employee Recognition Policy 

b. HUM 201 Director Succession Policy 

c. HUM 202 Director Evaluation Policy 

d. HUM 202a Director Evaluation Board Form 

e. HUM 202b Director Evaluation Staff Form 

The evaluation committee will report back and bring any proposed changes to the forms to the 

December meeting. 

 

Rise and Report 

The meeting was adjourned at 7:05 p.m.  
 

 



YTD Balance

GL Number 11/30/2025

Fund: 101 GENERAL FUND

    *** Assets ***

    Account Type: Cash

      CASH 10,922,875.77

      IMPREST CASH 503.49

      INVESTMENTS 4,396,178.31

    Cash 15,319,557.57

    Account Type: Other Assets

      ACCOUNTS RECEIVABLE 6,722.94

      INTEREST RECEIVABLE 127,859.27

      PREPAID EXPENSE 362,990.99

    Other Assets 497,573.20

    Total Assets 15,817,130.77

    *** Liabilities ***

    Account Type: Accounts Payable

      ACCOUNTS PAYABLE 321,857.51

      ACCRUED SALARIES PAYABLE 3,399.73

    Accounts Payable 325,257.24

    Account Type: Liabilities-ST

      DEFERRED REVENUE 9,474.67

    Liabilities-ST 9,474.67

    Total Liabilities 334,731.91

    *** Fund Equity ***

    Account Type: Unassigned

      FUND BALANCE AUTOMATION 1,000,000.00

      FUND BALANCE CAPITAL PROJECTS 1,593,776.40

      FUND BALANCE CONTINGENCY 5,342,849.10

      FUND BALANCE DONATIONS RESTRICTED 564,191.29

      FUND BALANCE DONATIONS UNRESTRICTED 460,478.21

      FUND BALANCE OPERATIONS 965,550.00

      FUND BALANCE PENSION RESERVE 1,560,000.00

      FUND BALANCE UNDESIGNATED 2,531,307.82

    Unassigned 14,018,152.82

    Total Fund Equity 14,018,152.82

Total Fund 101 GENERAL FUND:

TOTAL ASSETS 15,817,130.77

BEG. FUND BALANCE 14,018,152.82

+ NET OF REVENUES & EXPENDITURES 0.00

= ENDING FUND BALANCE 14,018,152.82

+ LIABILITIES 334,731.91

= TOTAL LIABILITIES AND FUND BALANCE 14,352,884.73

OUT OF BALANCE 1,464,246.04

BALANCE SHEET REPORT FOR CAPITAL AREA DISTRICT LIBRARIES 

Balance As Of 11/30/2025        



BOARD FS FOR CAPITAL AREA DISTRICT LIBRARIES
Balance As Of 11/30/2025

*NOTE: Pct Budget does not reflect amounts encumbered.

GL Number Description

Activity For

11/30/2025 

YTD Balance

11/30/2025 

2025
Amended
Budget 

% Bdgt
Used

Fund: 101 GENERAL FUND
Account Category: Revenues
MILLAGE INCOME
402 Property Tax Revenue 3,263.74 14,005,889.57 14,006,000.00 100.00 
404 Renaissance Zone Reimbursement 24,267.90 24,250.00 100.07 
437 Industrial Facilities Tax 40,246.40 38,000.00 105.91 

    MILLAGE INCOME 3,263.74 14,070,403.87 14,068,250.00 100.02 

PENAL FINES
658 Penal Fines Ingham County 231,331.88 231,300.00 100.01 
659 Penal Fines Eaton County 8,103.11 7,500.00 108.04 

    PENAL FINES 0.00 239,434.99 238,800.00 100.27 

STATE AID
410 PPT Reimbursement 155,337.96 155,330.00 100.01 
553 State Aid Direct 132,789.20 132,780.00 100.01 
554 State Aid Indirect 132,789.20 132,780.00 100.01 

    STATE AID 0.00 420,916.36 420,890.00 100.01 

LIBRARY FEES
630 Printing Revenue 5,445.15 53,186.02 42,000.00 126.63 
631 Non Resident Fees 3,385.00 31,785.00 26,000.00 122.25 

    LIBRARY FEES 8,830.15 84,971.02 68,000.00 124.96 

DONATIONS
674 Donation Income-Friends/Restricted 9,212.17 46,874.27 36,500.00 128.42 
677 Donation Income-Unrestricted 1,097.50 29,749.92 24,400.00 121.93 

    DONATIONS 10,309.67 76,624.19 60,900.00 125.82 

GRANTS
540 Grants 7,500.00 7,500.00 100.00 
543 Grants-MMLC 15,000.00 15,000.00 100.00 
550 Grants-LSTA 19,921.60 19,845.00 100.39 

    GRANTS 0.00 42,421.60 42,345.00 100.18 

OTHER INCOME
542 MMLC Reimbursement 164,389.75 164,350.00 100.02 
628 Universal Service Fund Income 14,966.66 8,000.00 187.08 
632 Lost and Paid Books 2,763.09 35,181.95 30,000.00 117.27 
665 Interest Income 36,729.32 618,337.32 530,000.00 116.67 
667 RENT INCOME 4,698.67 18,168.19 18,150.00 100.10 
673 Sale of Fixed Assets 1,737.70 5,000.00 34.75 
675 Misc Income 1,222.42 11,954.48 9,000.00 132.83 
680 Sponsorship Revenue 3,000.00 3,000.00 100.00 
682 Insurance Claim Income 1,756.29 1,000.00 175.63 

    OTHER INCOME 45,413.50 869,492.34 768,500.00 113.14 

DUE FROM FUND BALANCES
966 Due from Pension Reserve 360,000.00 0.00 

    DUE FROM FUND BALANCES 0.00 0.00 360,000.00 0.00 

  Revenues 67,817.06 15,804,264.37 16,027,685.00 98.61 

Account Category: Expenditures
SALARIES AND BENEFITS
702 Salaries 545,810.10 6,135,780.52 7,350,000.00 83.48 
714 Unemployment Insurance (107.36) 1,000.00 10.74 
715 FICA EMPLOYER SHARE 41,101.72 461,796.92 562,280.00 82.13 
716 HEALTH INSURANCE 52,703.95 600,223.92 850,000.00 70.61 
717 Life & Disability Insurance 392.86 4,401.07 6,000.00 73.35 
718 Retirement 66,725.03 765,952.97 960,000.00 79.79 
719 Prescription Expense 20,254.80 186,219.84 300,000.00 62.07 
720 DENTAL INSURANCE 5,119.82 40,256.23 48,000.00 83.87 
721 VISION INSURANCE 896.49 9,889.85 12,000.00 82.42 
722 Workers Comp Insurance 38,757.50 38,800.00 99.89 
724 Parking Main Library 4,528.51 54,295.36 54,500.00 99.62 

    SALARIES AND BENEFITS 737,533.28 8,297,466.82 10,182,580.00 81.49 

MATERIALS
727 Books 85,434.21 907,305.00 1,031,780.00 87.94 
728 Periodicals 34,884.82 34,560.00 100.94 
729 DVD 18,851.31 185,709.75 222,700.00 83.39 
730 Library of Things 4,993.93 38,826.22 52,500.00 73.95 
731 Audiobooks 54,319.61 590,822.90 668,250.00 88.41 
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BOARD FS FOR CAPITAL AREA DISTRICT LIBRARIES
Balance As Of 11/30/2025

*NOTE: Pct Budget does not reflect amounts encumbered.

GL Number Description

Activity For

11/30/2025 

YTD Balance

11/30/2025 

2025
Amended
Budget 

% Bdgt
Used

Fund: 101 GENERAL FUND
Account Category: Expenditures
MATERIALS
732 Music 2,901.49 28,968.20 41,440.00 69.90 
733 Databases 1,758.83 96,384.23 100,530.00 95.88 
734 Subscription Services 74,306.60 105,010.00 70.76 
735 Processing Supplies 830.18 22,174.68 31,100.00 71.30 
736 Processing Fees 6,723.16 63,832.77 68,000.00 93.87 

    MATERIALS 175,812.72 2,043,215.17 2,355,870.00 86.73 

SUPPLIES
740 Office Supplies 8,690.15 72,400.97 85,000.00 85.18 
741 Postage Expense 2,659.34 5,000.00 53.19 
776 Janitorial Supplies 1,421.38 14,280.97 17,700.00 80.68 
862 Gas-Delivery Vehicles 1,567.45 17,993.11 23,000.00 78.23 

    SUPPLIES 11,678.98 107,334.39 130,700.00 82.12 

PROFESSIONAL SERVICES
820 Membership Fees 297.00 21,678.41 25,780.00 84.09 
822 CONTRACTUAL SERVICES 37,693.73 35,000.00 107.70 
823 Bank Fees & Services 2,184.96 15,542.51 16,000.00 97.14 
824 Cooperative Membership Fee 164,389.75 164,400.00 99.99 
825 Collection Agency Fees 437.85 4,719.05 6,500.00 72.60 
826 Payroll & Print Service 3,781.57 42,283.89 46,000.00 91.92 
827 Web Chat Service 895.00 8,950.00 11,000.00 81.36 
828 Melcat Delivery Charges 48,424.17 51,000.00 94.95 
829 Tutoring Services 2,250.00 3,000.00 75.00 
831 Marketing 4,764.05 109,127.86 152,000.00 71.79 
832 Programs 3,124.01 66,603.38 114,820.00 58.01 

    PROFESSIONAL SERVICES 15,484.44 521,662.75 625,500.00 83.40 

GOVERNANCE
805 Legal Services 1,043.00 19,943.50 40,000.00 49.86 
806 Per Diem 2,130.00 10,000.00 21.30 
807 Memberships - Board 77.34 1,250.00 6.19 
808 Conferences - Board 950.00 10,000.00 9.50 
809 Audit 21,220.43 22,000.00 96.46 

    GOVERNANCE 1,043.00 44,321.27 83,250.00 53.24 

STAFF DEVELOPMENT
810 Staff Training 1,530.06 28,265.18 39,250.00 72.01 
811 Recruiting Expense 500.00 0.00 
812 Hospitality 168.66 5,000.00 3.37 
813 Employee Recognition 830.25 5,000.00 16.61 

    STAFF DEVELOPMENT 1,530.06 29,264.09 49,750.00 58.82 

MAINTENANCE AND UTILITIES
801 Custodial Services 25,948.25 204,670.28 237,970.00 86.01 
802 SECURITY SERVICES 10,868.00 141,334.41 157,220.00 89.90 
850 Telephone 1,717.85 18,986.75 22,260.00 85.30 
864 Vehicle Maintenance - Delivery 5,535.22 10,000.00 55.35 
922 Steam and Gas 7,307.91 94,209.54 110,300.00 85.41 
923 Electricity 18,207.79 168,296.23 208,600.00 80.68 
924 Water and Sewer 1,771.75 18,999.51 27,700.00 68.59 
925 Trash 648.30 7,879.48 10,570.00 74.55 
930 Building Maintenance 5,390.57 96,722.24 108,700.00 88.98 

    MAINTENANCE AND UTILITIES 71,860.42 756,633.66 893,320.00 84.70 

OTHER EXPENSE
861 Local Travel 495.46 11,191.37 15,000.00 74.61 
955 Millage Income Refund 2,925.60 19,619.93 60,000.00 32.70 
956 Property & Liability Insurance 64,076.52 68,000.00 94.23 
957 Miscellaneous Expense 169.60 2,231.90 6,000.00 37.20 
958 Sales/Use Tax 164.82 1,000.00 16.48 
959 SPECIAL ASSESSMENT & PROPERTY TAX 532.54 600.00 88.76 
960 Donation Expense Restricted 1,734.72 45,622.16 48,570.00 93.93 
961 Donation Expense Unrestricted 372.18 16,114.02 18,000.00 89.52 

    OTHER EXPENSE 5,697.56 159,553.26 217,170.00 73.47 

TECHNOLOGY EXPENSES
878 Firewall Upgrade Project 81,275.06 79,850.00 101.78 
895 Internet Access 8,589.60 9,000.00 95.44 
896 Internet Access - Hotspots 7,241.81 69,297.84 91,770.00 75.51 
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BOARD FS FOR CAPITAL AREA DISTRICT LIBRARIES
Balance As Of 11/30/2025

*NOTE: Pct Budget does not reflect amounts encumbered.

GL Number Description

Activity For

11/30/2025 

YTD Balance

11/30/2025 

2025
Amended
Budget 

% Bdgt
Used

Fund: 101 GENERAL FUND
Account Category: Expenditures
TECHNOLOGY EXPENSES
898 Computer System Services 394.36 26,543.17 34,350.00 77.27 
905 Computer Software 2,178.19 67,548.63 75,000.00 90.06 
906 Computer Hardware 12,053.32 46,670.19 51,500.00 90.62 
907 LIBRARY SYSTEMS SOFTWARE 164,069.26 168,040.00 97.64 
911 Mobile Training Lab 51,000.00 0.00 

    TECHNOLOGY EXPENSES 21,867.68 463,993.75 560,510.00 82.78 

CAPITAL OUTLAY
873 Building Upgrades 3,670.00 3,670.00 25,000.00 14.68 
889 Okemos Renovation Project 827.07 10,000.00 8.27 
915 STOCKBRIDGE REMODEL 104,350.92 125,000.00 83.48 
967 Outreach Projects 13,225.16 53,947.24 70,000.00 77.07 
980 Staff Furn & Equipment 7,574.64 18,941.08 46,550.00 40.69 
982 BUILDINGS 39,500.24 1,696,476.86 1,831,000.00 92.65 
987 GRANT EXPENSES 11,015.00 38,360.00 27,345.00 140.28 

    CAPITAL OUTLAY 74,985.04 1,916,573.17 2,134,895.00 89.77 

DEBT SERVICES
929 SBITA/LEASE PRINCIPAL PAYMENTS 141,850.00 0.00 

    DEBT SERVICES 0.00 0.00 141,850.00 0.00 

  Expenditures 1,117,493.18 14,340,018.33 17,375,395.00 82.53 

Fund 101 - GENERAL FUND:

TOTAL REVENUES 67,817.06 15,804,264.37 16,027,685.00 98.61 
TOTAL EXPENDITURES 1,117,493.18 14,340,018.33 17,375,395.00 82.53 

NET OF REVENUES & EXPENDITURES: (1,049,676.12) 1,464,246.04 (1,347,710.00)
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 Original 
Budget YTD Actual

 Requested 
Adjustment Revised  Budget 

Revenue

Millage Income
402 - Property Tax Revenue     14,006,000 14,005,890                    (115) 14,005,885          Less than expected

Library Fees
630 - Printing Revenue             42,000 53,186                        11,000 53000 Higher than expected
631 - Non Resident Fees             26,000 31,785                          5,000 31000 Higher than expected

Donations
674 - Donation Income Restricted 36,500           46,874          10,000             46,500                  Higher than expected
677 - Donation Income Unrestricted 24,400           29,750          5,000               29,400                  Higher than expected

Other Income
628 - Universal Service Fund 8,000              14,967          6,000               14,000                  Higher than expected
665 - Interest Income 530,000         618,337        100,000           630,000               Higher than expected
673 -  Sale of Fixed Assets 5,000              1,738            (3,300)              1,700                    Less than expected

Total Revenue 543,000         635,042        133,585           676,585               

Expenditures

Salaries and Benefits
720 - Dental Insurance 48,000           40,256          2,000               50,000                  Higher than expected

Materials
728 - Periodicals 34,560           34,885          325                   34,885                  Transfer from Processing Supplies
735 - Processing Supplies 31,100           22,175          (2,325)              28,775                  Transfer to Processing Fees/Periodicals
736 - Processing Fees 68,000           62,718          2,000               70,000                  Transfer from Processing Supplies

Professional Services
822 - Contractual Services 35,000           37,694          2,700               37,700                  Strategic Plan
823 - Bank Fee & Services 16,000           15,543          2,000               18,000                  Higher than expected
826 - Payroll & Print Services 46,000           42,204          1,500               47,500                  Higher than expected

Other Expenses
960 - Donations Exp Restricted 48,570           45,622          10,000             58,570                  Higher than expected
961 - Donations Exp Unrestricted 18,000           16,114          5,000               23,000                  Higher than expected

Technology Expenses
878 - Firewall upgrade Project 79,850           81,275          1,500               81,350                  Higher than expected

Capital Outlay
889 - Okemos Renovation Project 10,000           827                (9,000)              1,000                    Project covered by the Friends 
987 - Grant Expense 27,345           37,360          15,000             42,345                  MMLC grant used by Local History

Total Expenses (Under)/Over 462,425         436,673        30,700             493,125               

Requested (use)/return of Undesignated Fund Bal. 102,885           

Undesignated Fund Balance 1.1.25 2,160,785        
1st Qtr. Adjustment (156,700)          
2nd Qtr. Adjustment 69,200             
3rd Qtr. Adjustment (1,260,210)      
Transfer in from Capital Fund 1,656,223        
4th Qtr. Adjustment 102,885           
Projected Fund Balance 12.31.25 2,572,183        

2025 4th Qtr. Budget Adjustment Recommendations



 
LEGAL SERVICES RENEWAL 

December 17, 2025 
 

 
Recommendation – The Capital Area District Library continues to use the legal services of the 
law firm of Murphy and Spagnuolo. The budgeted amount for services rendered in 2026 is 
$40,000.  
 
Background – Lindsay Dangl of Murphy and Spagnuolo, PC has represented the Capital Area 
District Library since 2020. 
 
Ms. Dangl has experience with a variety of legal issues including family law, workers’ 
compensation, insurance defense litigation, municipal law, and civil litigation. Ms. Dangl 
received her undergraduate degree from James Madison College at Michigan State University 
and her Juris Doctor from the Michigan State University College of Law. 
 
The attorneys at Murphy and Spagnuolo, PC have represented and counseled the library 
successfully on labor related issues, municipality library service agreements, tax capture 
legislation, vendor service agreements, and a litany of other legal matters for over 20 years.  
 
  
 

 

































































































 
Attachment #1      
      
VACATION ACCRUAL RATE     
      
      

Hours per week 10 hr/week 15 hr/week 20 hr/week 25 hr/week 30 hr/week 
      
      

1st Year 0.7693 1.1539 1.5385 1.9231 2.3078 
2nd Year 0.8462 1.2693 1.6924 2.1154 2.5385 
3rd Year 0.9231 1.3847 1.8462 2.3078 2.7693 
4th Year 1.0000 1.5000 2.0000 2.5000 3.0000 
5th Year 1.1539 1.7308 2.3077 2.8846 3.4616 
6th Year 1.2308 1.8462 2.4616 3.0769 3.6923 
7th Year 1.3077 1.9616 2.6154 3.2693 3.9231 
8th Year 1.3846 2.0769 2.7693 3.4616 4.1539 
9th Year 1.4616 2.1923 2.9231 3.6539 4.3847 

10th Year and above 1.5385 2.3077 3.077 3.8462 4.6154 
      
 
 
 
Attachment #2    
    
SICK LEAVE TO VACATION LEAVE 
CONVERSION   
    

Hours per week 
Must Have in              
Sick Leave Bank  Conversion Max Annual Conversion 

10 hr/week 60 hours 4 hrs sick = 2 hrs vac. 20 hrs sick = 10 hrs vac. 
15 hr/week 90 hours 6 hrs sick = 3 hrs vac. 30 hrs sick = 15 hrs vac. 
20 hr/week 120 hours 8 hrs sick = 4 hrs vac. 40 hrs sick = 20 hrs vac. 
25 hr/week 150 hours 10 hrs sick = 5 hrs vac. 50 hrs sick = 25 hrs vac. 
30 hr/week 180 hours 12 hrs sick = 6 hrs vac. 60 hrs sick = 30 hrs vac. 
 
 
 
 
 
 



 
 

 
 
 

Attachment #3 
  
Weingarten Rights 
 
Any employee who is asked to meet with a supervisor or other member of Management 
Team for the purpose of discussing possible disciplinary action shall be entitled to be 
accompanied by a union representative if requested by the employee. 
 
After the employee makes the request, the employer must choose one of the following 
options: 
 
 

- Grant the request and delay questioning until the union representative arrives and 
has had a chance to consult privately with the employee; 

 
 

- Deny the request and end the interview immediately 
 
 

- Give the employee a choice of having the interview without representation or 
ending the interview. 

 
 
If the employer denies the request for union representation and continues to ask questions, 
the employee has the right to refuse to answer.  The employer may not discipline the 
worker for such refusal



3% increase each year 2023 2024 2025 2026
MIN MAX MIN MAX MIN MAX MIN MAX

T6 21.33$           29.86$          21.97$           30.76$              22.63$           31.68$                 23.31$           32.63$           
Head of Circulation 44,366.12$    62,107.95$  45,697.10$    63,971.19$      47,068.02$   65,890.33$         48,480.06$    67,867.04$    

T5 19.35$           26.83$          19.93$           27.64$              20.53$           28.47$                 21.14$           29.32$           
Online Content/Social Media Coord 40,249.04$    55,809.49$  41,456.52$    57,483.77$      42,700.21$   59,208.28$         43,981.22$    60,984.53$    
Marketing & Communications Coordinator
Computer Tech

T4 15.77$           21.85$          16.24$           22.51$              16.73$           23.18$                 17.23$           23.88$           
Library Assistant 32,799.90$    45,451.62$  33,783.89$    46,815.17$      34,797.41$   48,219.63$         35,841.33$    49,666.22$    
Acquisition Head
TS Assistant
Facilities Tech
Local History Assistant 
Mobile Library Assistant
MELCAT Assistant 

T2 13.77$           19.09$          14.18$           19.66$              14.61$           20.25$                 15.04$           20.86$           
Library Clerks 28,637.83$    39,705.14$  29,496.97$    40,896.29$      30,381.88$   42,123.18$         31,293.33$    43,386.88$    
TS Clerk
Delivery Driver
Outreach Clerk
Mobile Library Clerk 

3% increase each year
2023 2024 2025 2026

MIN MAX MIN MAX MIN MAX MIN MAX

P4 33.67$           42.08$          34.68$           43.34$              35.72$           44.64$                 36.79$           45.98$           
Regional Library Head 70,033.88$    87,519.16$  72,134.90$    90,144.74$      74,298.94$   92,849.08$         76,527.91$    95,634.55$    
Head of Community Outreach

P3 31.34$           39.19$          32.28$           40.36$              33.25$           41.58$                 34.25$           42.82$           
Library Head 65,187.16$    81,512.94$  67,142.78$    83,958.33$      69,157.06$   86,477.08$         71,231.77$    89,071.39$    
Technical Services Head
Public Service Head 
Collection Dvlp Specialist 
Local History Librarian 
Community Engagement Specialist 
Digital Literacy Specialist 
LOTand Business Specialist 
Desktop Specialist
Systems Administrator 
Systems Analyst
Youth Services Specialist 

P2 27.25$           34.06$          28.07$           35.08$              28.91$           36.13$                 29.77$           37.22$           
Public Service Librarian 56,676.43$    70,845.53$  58,376.72$    72,970.90$      60,128.02$   75,160.02$         61,931.86$    77,414.82$    
Youth Services Librarian 



































































































 
Attachment #1      
      
VACATION ACCRUAL RATE     
      
      

Hours per week 10 hr/week 15 hr/week 20 hr/week 25 hr/week 30 hr/week 
      
      

1st Year 0.7693 1.1539 1.5385 1.9231 2.3078 
2nd Year 0.8462 1.2693 1.6924 2.1154 2.5385 
3rd Year 0.9231 1.3847 1.8462 2.3078 2.7693 
4th Year 1.0000 1.5000 2.0000 2.5000 3.0000 
5th Year 1.1539 1.7308 2.3077 2.8846 3.4616 
6th Year 1.2308 1.8462 2.4616 3.0769 3.6923 
7th Year 1.3077 1.9616 2.6154 3.2693 3.9231 
8th Year 1.3846 2.0769 2.7693 3.4616 4.1539 
9th Year 1.4616 2.1923 2.9231 3.6539 4.3847 

10th Year and above 1.5385 2.3077 3.077 3.8462 4.6154 
      
 
 
 
Attachment #2    
    
SICK LEAVE TO VACATION LEAVE 
CONVERSION   
    

Hours per week 
Must Have in              
Sick Leave Bank  Conversion Max Annual Conversion 

10 hr/week 60 hours 4 hrs sick = 2 hrs vac. 20 hrs sick = 10 hrs vac. 
15 hr/week 90 hours 6 hrs sick = 3 hrs vac. 30 hrs sick = 15 hrs vac. 
20 hr/week 120 hours 8 hrs sick = 4 hrs vac. 40 hrs sick = 20 hrs vac. 
25 hr/week 150 hours 10 hrs sick = 5 hrs vac. 50 hrs sick = 25 hrs vac. 
30 hr/week 180 hours 12 hrs sick = 6 hrs vac. 60 hrs sick = 30 hrs vac. 
 
 
 
 
 
 



 
 

 
 
 

Attachment #3 
  
Weingarten Rights 
 
Any employee who is asked to meet with a supervisor or other member of Management 
Team for the purpose of discussing possible disciplinary action shall be entitled to be 
accompanied by a union representative if requested by the employee. 
 
After the employee makes the request, the employer must choose one of the following 
options: 
 
 

- Grant the request and delay questioning until the union representative arrives and 
has had a chance to consult privately with the employee; 

 
 

- Deny the request and end the interview immediately 
 
 

- Give the employee a choice of having the interview without representation or 
ending the interview. 

 
 
If the employer denies the request for union representation and continues to ask questions, 
the employee has the right to refuse to answer.  The employer may not discipline the 
worker for such refusal



3% increase each year 2023 2024 2025 2026
MIN MAX MIN MAX MIN MAX MIN MAX

T6 21.33$           29.86$          21.97$           30.76$              22.63$           31.68$                 23.31$           32.63$           
Head of Circulation 44,366.12$    62,107.95$  45,697.10$    63,971.19$      47,068.02$   65,890.33$         48,480.06$    67,867.04$    

T5 19.35$           26.83$          19.93$           27.64$              20.53$           28.47$                 21.14$           29.32$           
Online Content/Social Media Coord 40,249.04$    55,809.49$  41,456.52$    57,483.77$      42,700.21$   59,208.28$         43,981.22$    60,984.53$    
Marketing & Communications Coordinator
Computer Tech

T4 15.77$           21.85$          16.24$           22.51$              16.73$           23.18$                 17.23$           23.88$           
Library Assistant 32,799.90$    45,451.62$  33,783.89$    46,815.17$      34,797.41$   48,219.63$         35,841.33$    49,666.22$    
Acquisition Head
TS Assistant
Facilities Tech
Local History Assistant 
Mobile Library Assistant
MELCAT Assistant 

T2 13.77$           19.09$          14.18$           19.66$              14.61$           20.25$                 15.04$           20.86$           
Library Clerks 28,637.83$    39,705.14$  29,496.97$    40,896.29$      30,381.88$   42,123.18$         31,293.33$    43,386.88$    
TS Clerk
Delivery Driver
Outreach Clerk
Mobile Library Clerk 

3% increase each year
2023 2024 2025 2026

MIN MAX MIN MAX MIN MAX MIN MAX

P4 33.67$           42.08$          34.68$           43.34$              35.72$           44.64$                 36.79$           45.98$           
Regional Library Head 70,033.88$    87,519.16$  72,134.90$    90,144.74$      74,298.94$   92,849.08$         76,527.91$    95,634.55$    
Head of Community Outreach

P3 31.34$           39.19$          32.28$           40.36$              33.25$           41.58$                 34.25$           42.82$           
Library Head 65,187.16$    81,512.94$  67,142.78$    83,958.33$      69,157.06$   86,477.08$         71,231.77$    89,071.39$    
Technical Services Head
Public Service Head 
Collection Dvlp Specialist 
Local History Librarian 
Community Engagement Specialist 
Digital Literacy Specialist 
LOTand Business Specialist 
Desktop Specialist
Systems Administrator 
Systems Analyst
Youth Services Specialist 

P2 27.25$           34.06$          28.07$           35.08$              28.91$           36.13$                 29.77$           37.22$           
Public Service Librarian 56,676.43$    70,845.53$  58,376.72$    72,970.90$      60,128.02$   75,160.02$         61,931.86$    77,414.82$    
Youth Services Librarian 
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Any employee who is asked to meet with a supervisor or other member of Management 
Team for the purpose of discussing possible disciplinary action shall be entitled to be 
accompanied by a union representative if requested by the employee. 
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worker for such refusal
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CAPITAL AREA DISTRICT LIBRARIES 
HUM 231 NON-UNION PAGE POLICY MANUAL 

APRIL 23, 2025 
 
Welcome 
 
Welcome to Capital Area District Libraries! We are the 5th largest public library in Michigan.   
 
Capital Area District Libraries was created when the Ingham County Board of Commissioners 
entered into a District Library Agreement with the City of Lansing March 10, 1997 to establish 
a District Library pursuant to the District Library Establishment Act, 1989 PA 24. The major 
source of funding for Capital Area District Libraries is a millage approved by voters.   
 
Capital Area District Libraries’ Board of Trustees (“Board”) has seven members. Five (5) 
members are appointed by the Ingham County Board of Commissioners and two (2) members 
are appointed by the City of Lansing.   
 
The Board is the body legally responsible for performing the duties assigned to it by state and 
local laws. The Board determines how the revenue of the Library will be spent. In addition, the 
Board appoints Capital Area District Libraries Executive Director (“Director”), establishes all 
Capital Area District Libraries’ (CADL) policies, and is authorized to contract for Library 
services in and outside of Ingham County.   
 
Purpose and Intent 
 
The purpose of this Policy Manual is to provide a general reference of the policies Capital Area 
District Libraries adheres to and a general outline of the benefits CADL has to offer. THIS IS 
NOT A CONTRACT. Nothing in this Manual is or should be construed as a binding term or 
condition of employment. 
 
All Non-Union Page employees (NUP Employees) of CADL serve at the will of CADL and can 
be terminated at any time within the sole discretion of the Executive Director of CADL.   
 
This Manual constitutes the employment policies of CADL, and it shall not be altered or 
amended without the concurrence of the majority of the Board of Trustees of CADL. The 
Board of Trustees reserves the right to unilaterally change CADL’s personnel policies within its 
sole discretion. 
 
This Manual supersedes all prior manuals as well as employment relationships, whether oral or 
written, between CADL and the NUP Employees. Previous manuals and employment 
relationships, if any, whether oral or written, are canceled. 
 
No employee and/or Board Member and/or agent of Capital Area District Libraries is 
authorized to make an oral representation or promise to an NUP Employee which changes the 
policies set forth in the Non-Union Page Employee Policy Manual. Oral expressions or 
promises made to an NUP Employee shall not be interpreted to create a contractual 
relationship between an NUP Employee of CADL and CADL, nor shall such communications 
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alter the “at will” employment conditions of CADL. No other statement in this manual shall be 
construed in any manner to alter the "at will" status of NUP Employees of CADL.  
 
Employment Policies 
 
At-Will Status  
 
As previously indicated, all Non-Union Page employees of CADL serve at the will of CADL and 
can be terminated at any time within the sole discretion of the Executive Director of CADL. 
 
Probationary Period 
 
A probationary period provides both the NUP Employee and CADL the opportunity to 
evaluate the NUP Employees’ performance. NUP Employees on probationary status are subject 
to the "at will" provisions of this manual. 
 
All NUP Employees shall be on probation for six (6) months during which time their 
performance will be evaluated by their Supervisor at three (3) and six (6) months and then 
annually on January 1st thereafter. 
 
Unsatisfactory Work Performance during Probationary Period 
 
If an NUP Employee fails to achieve satisfactory work performance, their employment may be 
terminated; or the probationary period may be extended for a period of time (not to exceed 
six (6) months) as deemed appropriate by the Executive Director or designee. 
 
If a new NUP Employee’s probationary status is extended for any reason(s), they will not be 
eligible for any increase in compensation until the probationary status is completed.   
 
All final decisions regarding probationary service shall be made by the NUP Employee’s 
immediate supervisor and the Executive Director or designee. 
 
Separation during the Probationary Period 
 
An NUP Employee whose employment is terminated before the end of their probationary 
period and is later rehired by CADL, must begin a new probationary period upon rehire.   
 
Probation as a Disciplinary Action 
 
An NUP Employee who has completed their probationary period may also be placed on 
probationary status by the Executive Director or designee for any length of time because of 
problems with their work performance or other work related reasons deemed appropriate.  
During this period, the NUP Employees’ performance will be monitored closely. There shall be 
a written evaluation by the NUP Employee’s immediate supervisor which shall be discussed 
with the NUP Employee and submitted to the Human Resources office to be placed in the NUP 
Employee’s personnel file. The Executive Director or supervisor shall notify the NUP Employee 
of the conditions necessary to satisfactorily complete the probationary period. During this 
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period, the NUP Employee is not entitled to any increase in compensation. This paragraph shall 
not alter the "at will" status of any NUP Employee. 
 
Work Hour Guidelines 
 
Pay Period/Work Week 
 
The pay period covers two weeks. The work week for part-time Employees is any time less 
than forty hours per week. Each week begins on Saturday and ends on the following Friday.  
Hours of work are composed of mornings, afternoons, evenings and weekends depending on 
the needs of the organization. 
 
Lateness 
 
When an Employee is not able to report to work on time, it is the Employee’s responsibility to 
notify their supervisor as soon as possible, but no later than within an hour of their normal 
starting time.   
 
All non-professional Employees who are late to work (including arrival or returning from break 
or lunch) must make up this time or take paid time (if available to the Employee) in 15-minute 
increments. The Employee’s immediate supervisor will schedule any “make up” time.   
 
Earned Sick Time (EST)  
 
Library Page employees accrue one (1) hour of paid earned sick time for every 30 hours works. 
This time will begin accruing February 21, 2025 or upon commencement of the employee’s 
employment, whichever is later.  
 
Employees may use their Earned Sick Time (EST) to cover their scheduled shift absences for 
the following reasons: 
 

1. The employee’s mental or physical illness, injury, or health condition; medical diagnosis, 
care, or treatment of the employee’s mental or physical illness, injury, or health 
condition; or preventative medical care for the employee.   
 

2. The employee’s family member’s mental or physical illness, injury, or health condition; 
medical diagnosis, care, or treatment of the employee’s family member’s mental or 
physical illness, injury, or health condition; or preventative medical care for a family 
member of the employee. 
 

3. If the employee or the employee’s family member is a victim of domestic violence or 
sexual assault, for medical care or psychological or other counseling for physical or 
psychological injury or disability; to obtain services from a victim services organization; 
to relocate due to comestic violence or sexual assault; to obtain legal services; or to 
participate in any civil or criminal proceedings related to or resulting from the domestic 
violence or secual assault. 
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4. For meetings at a child’s school or place of care related to the child’s health or disability, 
or the effects of domestic violence or sexual assault on the child; or 
 

5. For closure of the employee’s place of business by order of a public official due to a 
public health emergency; for an employee’s need to care for a child whose school or 
place of care has been closed by order of a public official due to a public health 
emergency; or when it has been determined by the health authorities having jurisdiction 
or by a health care provider that the employee’s or employee’s family member’s 
presence in the community would jeopardize the health of others because of the 
employee’s or family member’s exposure to a communicable disease, whether or not 
the employee or family member has actually contracted the communicable disease.      

 
For purposes of this leave, a family member only includes a: 

1. Biological, adopted, or foster child, stepchild or legal ward, a child of a domestic partner, 
or a child to whom the employee stands in loco parentis. 

2. Biological parent, foster parent, stepparent, or adoptive parent or a legal guardian of an 
employee or an employee’s spouse or comestic partner or a person who stood in loco 
parentis when the employee was a minor child. 

3. Grandparent. 
4. Grandchild. 
5. Biological, foster, or adopted sibling. 
6. Any other individual related by blood or affinity whose close association with the 

employee is the equivalent of a family relationship. 
 

Employees may use sick time as it is accrued except employees hired after February 21, 2025 
are required to wait 120 days after beginning employment before used accrues paid earned sick 
time. 
 
Using Earned Sick Time 
 
All Earned Sick Time requests are done through Paychex using the “Request Time Off” feature. 
 
If your need to use earned sick time is foreseeable (ex: doctor’s appt), CADL requires advance 
notice of 7 days before the date it will be used or the use of earned sick time may be denied. 
 
If your need for using the earned sick time is not foreseeable, CADL requires the employee to 
contact their supervisor as soon as possible, preferrably at least one hour prior to the 
beginning of the scheduled shift. If you are working and must leave because of an unforeseeable 
use of earned sick time, you must notify your supervisor as soon as possible. 
If you have the earned sick time accrued to cover your qualifying time off then you must use 
the paid earned sick time balance before the time off becomes unpaid. Unpaid leaves of absence 
of more than two weeks will require approval by the Library Director. 
 
For earned sick time of more than 3 consecutive days, CADL may require reasonable 
documentation that the earned sick time has been used for a permissible purpose be provided 
to CADL within 15 days of a request by CADL. Documentation should not include specific 
details about illness or injury, particularly for personal health information or information about 
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domestic violence. CADL will pay all reasonable and necessary out-of-pocket expenses the 
employee incurs in obtaining the documentation. 
 
Earned sick time will be paid at a pay rate equal to your normal hourly wage. Earned sick time 
may be used in 15-minute incredments. 
 
Employees may use earned sick time as it is accrued up to a maximum use of 72 hours of 
earned sick time per calendar year. Any unused time will remain in your earned sick time bank 
and can be carried over from ear to year. No financial or other reimbursement will be made to 
an employee for accrued earned sick time that was not used upon the employee’s termination, 
resignation, retirement, or other separation from employment.  
 
Breaks and Lunch 
 
Each Employee is allowed one fifteen (15) minute break for each four consecutive hours 
recorded on their time record. Normally, there will be one morning break and one afternoon 
break during an eight-hour day. Work breaks cannot be combined into one long break or 
combined with lunch breaks to extend the meal period. Work breaks do not accumulate if not 
taken. 
 
If an Employee is scheduled to work eight (8) hours in one day and the placement of their lunch 
hour splits this time into a block of time more than four (4) hours and one less than four (4) 
hours they are still entitled to both of their breaks.   
 
Every Employee is required to take a thirty (30) minute unpaid lunch/dinner break if they have 
worked the previous six (6) hours. Employees who are under the age of 18 must take a thirty 
(30) minute break if they have worked the previous five (5) hours. The break should be 
scheduled to provide sufficient office coverage. 
 
Neither work breaks nor lunch breaks can be used at the beginning or end of the work period 
to shorten the workday.  
 
Family Medical Leave  
 
The Family Medical Leave Act (FMLA) provides up to 12 weeks of unpaid leave to “eligible” 
Employees for certain family and medical reasons. Employees are eligible if they have worked 
for at least one year and for 1,250 hours over the previous 12 months.   
 
Unpaid leave may be granted for any of the following reasons: 

1. The birth of the Employee’s child and to care for the new born child 
2. Placement with the Employee of a child for adoption or foster care 
3. To care for the Employees’ spouse, child, or parent with a serious health condition 
4. Because the Employee has a serious health condition that makes the Employee unable to 

perform the functions of the Employee’s job. 
 
Detailed information regarding a leave of absence under the Family Medical Leave Act is 
available from the Human Resources Office. 
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Unpaid Leaves of Absence 
 
An Unpaid Leave of absence is defined as authorized absence from work for a specific period of 
time. During this time, an NUP Employee is not on pay status, but retains the right to a job 
when they return. An unpaid leave of absence is granted at the sole discretion of the Executive 
Director and is usually granted in response to unusual circumstances. It is not a fringe benefit to 
which any employee is entitled.  Any request for an unpaid leave of absence of two (2) weeks 
or more must be submitted, in writing, to the Executive Director at the earliest possible time 
prior to the leave taking effect.  
 
Salary and Benefits 
 
Time Cards and Pay Days 
 
All Employees must use the online timecard system to punch in and punch out. Each shift must 
be approved by the Employee and the Supervisor. The online timecard must record the time 
actually worked by the employee. 
 
Pay Days 
 
An Employee’s paycheck covers an 80.0 hour period which ends one week before payday. 
 
Pay increases for Non-Union Page Employees will be determined annually by the CADL Board.  
Any increase will take effect on January 1st of each year. 
 
Pay Checks 
 
All employees are required to sign up for direct deposit or a Chase Visa card provided to them 
by our Paychex payroll system.  
  
NUP Policies 
 
Dress Code 
 
Each NUP employee must adhere to the public services dress code. 
 
Each employee is also expected to wear a nametag at all times. The nametags are provided by 
CADL.   
 
For all other H/R policies and procedures which apply, please see the attached H/R 
Policies and Procedures Manual. 
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NON-UNION PAGE EMPLOYEE ACKNOWLEDGMENT 
 
I, _________________________________________, a NUP Employee of Capital Area 
District Libraries (CADL), have received and reviewed a copy of Capital Area District Libraries 
Non-Union Page Employee Policy Manual.  I understand that the language in this Policy Manual 
does not create a contract between CADL and myself for employment or the providing of 
benefits. 
 
I, __________________________________________, further understand that as a Non-
Union Page Employee of CADL, I serve at the will of CADL and that I can be terminated at any 
time within the sole discretion of the Board of Trustees of CADL. 
 
Dated: ________________   _____________________________________ 
 


	12-10-2025_COW Agenda
	11-12-2025_COW Minutes
	11.2025 Balance Sheet
	RevenueAndExpenditureReport (21)
	4th Qtr Budget Adj
	Sheet1

	LEGAL SERVICES RENEWAL 2026
	HUM 211 UAW 2023-2026 (HEADS and COMM OUTREACH)
	HUM 211 UAW 2023 – 2026 (HEADS and COMM OUTREACH) 
	HUM 211 UAW 2023 – 2026 (HEADS and COMM OUTREACH) 
	Contract attachments 2023-2026
	Missing contract pages
	Copy of 2023-2026 union salary ranges_
	Sheet1



	MOU #4 2024

	HUM 212 UAW 2023 - 2026 (MID) (1)
	HUM 212 UAW 2023 - 2026 (MID)
	HUM 212 UAW 2023 - 2026 (MID)
	Contract attachments 2023-2026
	Missing contract pages
	Copy of 2023-2026 union salary ranges_
	Sheet1



	MOU #4 2024

	HUM 213 UAW  2023 - 2026 (PROF and TECH) (1)
	HUM 213 UAW  2023 - 2026 (PROF and TECH)
	HUM 213 UAW  2023 - 2026 (PROF and TECH)
	Contract attachments 2023-2026
	Missing contract pages
	Copy of 2023-2026 union salary ranges_
	Sheet1



	MOU #4 2024

	HUM 231 Page Employee Manual
	CAPITAL AREA DISTRICT LIBRARIES
	HUM 231 NON-UNION PAGE POLICY MANUAL
	Welcome
	Employment Policies
	At-Will Status
	Probationary Period
	Unsatisfactory Work Performance during Probationary Period
	Separation during the Probationary Period
	Probation as a Disciplinary Action
	Work Hour Guidelines
	Pay Period/Work Week
	Lateness
	Breaks and Lunch
	Family Medical Leave

	Salary and Benefits
	Time Cards and Pay Days
	Pay Days
	Pay Checks
	NON-UNION PAGE EMPLOYEE ACKNOWLEDGMENT





