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Section 2 – Personnel Policy

I. Employment

A.  Authority

The information contained in the personnel policy applies to all employees of the Meriden – Ozawkie Public Library.  It is presented as a matter of information only and is not intended to and does not constitute an employment contract, either expressed or implied.
The Meriden – Ozawkie Public Library Board of Trustees reserves the right to formulate policies and to change them without notice, including those covered within, at any time.  Only the Board, in partnership with the Director, has authority to make policy.    The Board shall make a formal motion to adopt or change policy and vote on the motion after every board member has seen the policy in writing and has had ample time to discuss and ask questions.  Amendments or new policies will be effective on dates determined by the Board.  Notation should be made on each policy to show approval date and/or revision.  Employees will be notified of any changes by appropriate means.  Policies should be reviewed each year.

The Director is responsible for implementing personnel policies set forth by the Board.  The Board retains the right to guide the Director to supervise and control the workforce; to hire, lay off, and terminate personnel; to schedule staff; to authorize rules and regulations; and to carry out customary functions of management.

B. Equal Employment  

The Meriden – Ozawkie Public Library maintains a policy of nondiscrimination with employees and applicants for employment.  No aspect of employment with the library will be influenced in any manner by race, color, religion, gender, age, national origin, disability, veteran status, or any other basis prohibited by national law.

Nothing in the previous paragraph is meant to limit or expand the library’s obligation pursuant to all state, local, and federal laws, rules and regulations in all phases of employment including, but not limited to, recruitment, hiring, training, promotion, compensation, benefits, transfer, and dismissals.

The Meriden – Ozawkie Public Library hires only citizens of the United States of America or those who have valid permits to work in the United States.  Employees are required to provide proof of citizenship or proof of a United States work permit before receiving his/her first paycheck.

The Meriden – Ozawkie Public Library will comply with the Child Labor Provisions of the Fair Labor Standards Act and related Kansas statues. 

C. Employment of those with Disabilities

No employee or application for employment will be discriminated against on the basis of disability.  The provisions of the American with Disabilities Act of 1990 will be upheld to the fullest extent reasonable and practical.

Americans with Disabilities Compliance   
1. The Meriden – Ozawkie Public Library adheres to the Americans with Disabilities Act of 1990 and to the Kansas Act Against Discrimination (PL 101-336), (KSA 44-1001ff) and amendments thereto.

2. Qualified individuals are those with disabilities as defined by the ADA.

3. Services, programs, and activities shall be provided in such a manner that qualified individuals can participate in and/or derive benefit from them, provided that accommodations do not result in a fundamental alteration of the service or constitute an undue burden on the library.  Service animals are allowed in the library.

4. The library does not discriminate against qualified individuals on the basis of disability in hiring, promotion, retention, compensation, job training, or other employment practices.

D.  Policy of Non-Harassment        

Harassment is contrary to the basic standards of conduct between individuals and is a violation of federal and state law.  Therefore, harassment constitutes a violation of library policy and is prohibited for any employee to engage in any form of harassment based upon race, color, religion, gender, age, national origin, and disability.  Any act, physical, verbal, or visual that has the effect of unreasonably interfering with a person’s work performance or creates and intimidates a hostile or offensive work atmosphere is prohibited.

The Meriden – Ozawkie Public Library will not tolerate sexual harassment in any form.  No employee, whether supervisory or non-supervisory, shall threaten or imply that an employee’s refusal to submit to sexual advances will adversely affect the employee’s employment, evaluation, pay promotion, job assignment, or any other aspect or condition of employment.  Any employee who violates this policy will be subject to having job action taken against them.  Sexual harassment includes, but is not limited to:

1. Touching or making improper advances.

2. Abusive or vulgar language of a sexual nature

3. Suggestive jokes or comments about an employee’s body or apparel

4. Display of sexually suggestive cartoons, pictures, or photographs.

Personnel should report immediately any such behavior or incident to the library director (or board member should the director be involved) in writing with the date, location, and names of individuals involved.  If, after investigation by the director or board member, the issue is not resolved to the satisfaction of the employee, a written appeal may be submitted to a higher authority, such as the Board of Trustees, a Human Relations Commission, etc.  An employee may ask the city or county’s human relations representative, another employee, or a supervisor to be present at a complaint discussion with any level of management.  In its effort to prevent discrimination or harassment of any kind, the Meriden – Ozawkie Public Library will maintain an open-door policy.  All complaints will be investigated promptly and confidentially.

E. Tobacco, Alcohol and Drug 

The Meriden – Ozawkie Public Library is a legally designated no-smoking institution.  (K.S.A. 21-4009) No tobacco products, alcohol, or illegal drugs are allowed in the library. (Revised September, 2010)
No employee or volunteer may use, possess, sell, transfer, purchase, or be under the influence of alcohol controlled substances, or illegal drugs while on library property or while on library business.  Repeated violations of this policy will lead to disciplinary action and eventually to termination.

F.  Injury     

Any injury, however slight, occurring on the job must be promptly reported to a supervisor, director, or board member.  This protection is under the Kansas Worker’s Compensation regulations and is required by the Occupational Safety and Health Act Regulations.

G.  Nepotism

Two or more employees related through immediate family will not be hired without approval of the board.

H.  Hiring Procedures    

1. RECRUITMENT

Recruitment to fill open positions will be made through open application.  Positions will be advertised on the bulletin board in the library and on the library website.  
2. APPLICATION PROCEDURES  

An “Application for Employment” must be filled out by the applicant.  Forms, available at the library and on the library website. Forms include information regarding residence, education, employment history, and references. Applications will be held for one year. (See Appendices H)
3.  INTERVIEW PROCEDURES  
Interviews must follow legally accepted procedures.  Only job-related questions should be asked during an employment interview.  The interview should provide as much information as possible about an applicant’s potential to perform the duties of a particular position.  Guidelines have been prepared to assist the board of the Meriden – Ozawkie Public Library to conduct fair and objective interviews.  (See Appendices I1, I2) 

4. EMPLOYMENT PROCEDURES   

After a selected applicant has agreed to become an employee of the library, the library director (library board when hiring a new library director) will review and confirm with the applicant the pay rate, working hours, leave time, etc.  The library director will also review the job description and answer any questions that the new employee may have with regard to opening and closing, securing the building, retrieving mail, and logistics of operations.  The new employee will be required to read the personnel section (2) of the policy manual and to sign the form “Personnel Policy Acknowledgment” to verify that they have read and understood the personnel procedures.  New employees will be required to complete a W-4 federal form before receiving their first paycheck.

5. JOB CLASSIFICATION  
a. Full-Time Employee: Effective January 1, 2014, employed forty (40) hours per week (or 2,080 hours annually) on a regular and continuing basis, including all leaves and holidays.  The work week is seven consecutive days.
b. Part-Time Employee: Employed on an as needed, regular, or continuing basis. 

c. Seasonal Employee: Employed on a regular or recurring basis during a specific season or portion of the year.

d. Volunteers: A part-time, non-paid position that does not displace paid staff. The library director shall be responsible for the volunteer program which includes:
· general library orientation and identification of responsibilities 

· job induction and understanding of responsibilities and channels of communication

· in-service training 

· recognition program for volunteers

6. SALARY SCHEDULES  
The Board and the Library Director negotiate and approve salaries for all library employees, excluding the salary of the Library Director. The board will determine the salary of the Library Director.  
7. JOB DESCRIPTIONS  

The board will define job descriptions based on the following criteria: (See Appendix G)
a. Importance of a job description is:

· A clear communication of expectations

· A means of reviewing to eliminate discrimination

· Documentation should a complaint be filed with the Kansas Human Rights Commission. Investigative Materials Request asks for “Job Held/Description.”

· To determine qualified individuals

b. Job description must contain “essential functions” which describes the fundamental nature of the job where a limited number of employees with specialized expertise are available among whom the performance of the job can be distributed. 

c. Determining “essential function” of a job involves: employer’s judgment; previous job descriptions written before advertising or interviewing applicants; amount of time spent on job function; consequences of non-performance by incumbent; work experience of past incumbents in the job; and current work experience of incumbent in similar jobs.

I.  Employee Appraisal  

Appraisals are key documents in evaluating the job performance of the library director and staff.  They are also key documents should an employee file a grievance or lawsuit.  Annual evaluations are intended to “improve, not prove.”  The director and/or library board will use the following criteria in appraising employee performance when deemed necessary.  (See Appendix K)
1. Importance of employee appraisal:  Effective performance appraisals can increase productivity,

strengthen employee-employer relations and help employees reach their full potential.

2. Characteristics necessary in appraisals: Format and purpose should be easily understood by all.  Performance standards must be established in advance, work related and measurable.  Factors unrelated to job must be eliminated.  Communication must be promoted up and down the organizational ladder.

J.  Promotions  
Position openings in the library will be posted.  Staff members may apply for positions if they meet the required training and experience in the posted description.  Positions will be filled on the basis of merit and may be filled from within or outside the organization.

K.
Resignations


Employees of the Meriden - Ozawkie Public Library are “employees at will”.  Either the Meriden – Ozawkie Public Library or the employee may terminate the employment relationship at any time either with or without cause. For efficiency’s sake, and to maintain smooth operation of the workplace, we encourage employees to announce their intent to resign a least two weeks in advance. For the Library Director we encourage an announcement of one month in advance. 
Employees are encouraged to announce their decision to resign to the Library Director as soon as possible. Employees should submit a written, signed notice of resignation for record-keeping purposes. The advance notice period starts from the moment an employee submits an official notice of resignation. If an employee decides to quit, they should make sure their decision is final. On the employees last day at work they must return all library owned equipment.
Upon receiving an employee resignation, the library director will alert the Library Board of the resignation. The library director and board treasurer, with Board approval, will prorate vacation for an employee who has resigned, providing the two week (14 days) notice was given.
Revised-December 18, 2017
  L.  Discipline, Dismissal and Termination
      

The board and/or director shall have the authority to discipline employees for the willful violation of personnel policies.  If violations are repeated, the employee may be terminated for cause.  Use of alcohol or illegal drugs while at work, refusing to obey a direct order from a supervisor, willful damage to property, gross neglect of duty, continuous poor relations with staff and/or the public are some examples of cause for dismissal.  Violations shall be documented in the employee’s personnel file. The Meriden – Ozawkie Public Library reserves the right to terminate employees when they don’t adhere to our policies or the law.
Revised-December 18, 2017
M.  Absence without Leave   

An absence of an employee, including an absence for a single day or part of a day without authorization and prior notice, is an absence without pay and shall be cause for disciplinary action.

N.  Grievance Procedure

A grievance is a complaint involving misuse or misinterpretation of a rule, practice or policy under the personnel rules or board policies.  A sincere attempt should be made by the employee’s immediate supervisor to resolve any grievance through explanation and counseling before filing a written complaint.  A grievance process is protection for both the employee and the employer.

If a grievance fails to be resolved, the employee may within five (5) working days file a written appeal to the director or board.  A grievance committee of three comprised of the director (unless he/she is filing the complaint), a board member, and a fellow employee, volunteer, or other board member selected by the filing party shall meet to consider the situation.  The committee will present a written report to the board.  The board will issue the final decision in writing with copies filed in the personnel file of all involved in the grievance.  The existence of these procedures does not alter the employment-at-will relationship nor does it imply contractual rights to these procedures.

O.  Confidentiality of Employee Personnel Records

All requests for information about current or former library employees should be referred to the board.  The library will comply with right-to-privacy provisions and Kansas open-record statues, which specify only the hiring date, term of employment, position, and verification of salary within range can be disclosed.  Requests for employment references must be submitted to the director on the requesting entity’s official letterhead. 

P. Staff Attitude and Conduct        

The image of the Meriden - Ozawkie Public Library is conveyed through the attitudes, appearance, conduct, and working relationships of the staff.  Staff members and volunteers are public relation ambassadors.  As a service organization, library employees are expected to be courteous, cooperative, and communicative when assisting users or working with fellow employees. 
  Should problems arise, it is the responsibility of each individual to make every effort to solve the problem through open, positive communication with the person(s) involved in the situation.  Staff is not expected to tolerate verbal abuse, extreme rudeness, or personal attacks from library patrons.  When necessary, the immediate supervisor or director may be of assistance.

Q. Dress and Appearance
 Library staff are expected to dress professionally to help maintain the image of the Meriden – Ozawkie Public Library. Tank, tube or halter tops are not allowed or anything that shows off a bare midriff. Gym shorts are not permitted, but short trousers and Capri pants are fine. No shorts and no short dresses or skirts are allowed. T-shirts and sweatshirts with graphics are not allowed unless they are library related such as summer reading themes, or they are being worn to celebrate a game 
day or holiday. Clothing must be clean and free of holes. 
Revised April, 2018

R. Social Media Principles & Procedures
Our Purpose – Why do we do social media? 

-To inform and engage our community

-To listen to and respond to our customers

-To market our services, programs, and collections

-To position ourselves as a knowledge leader and essential destination
-Information about collections, services, new features, etc.

-Original content (i.e. reviews, recommendations, etc.)

-Pass along relevant content of others (link to local blogs, retweet, etc.)

-Cross promote our own social media channels (i. e. Tweet about new blog post, etc.)

-Responses to questions and comments

Our Tone – How will we say it?

-We will be honest and authentic, not snarky or sarcastic

-We will be respectful to all commenters, positive and negative

-We will say please and thank you

-We will not post anything on social media that we would not say at a service desk

The Basics:

· Don’t forget to spell check

· Respond in a timely matter (same day if possible)

· Check back to gauge responses, contribute to conversation, answer questions

· Add photos, videos when appropriate

· If a comment or response is negative, please us a “Triage” approach: 

· If the comment is “I came by yesterday to pick up my holds, the library was closed for something called “Staff In-Service Day” than an appropriate response might be “We are so sorry this happened! Each year, we close for one day so that our staff can receive training in order to better serve you. We try our best to inform our customers with physical signage, notices on our website, and through Facebook. 
· If the comment is highly technical in nature or specific to a certain department, refer it to the appropriate person.

· If the comment is extremely negative about the library or policy-related, please let the director know and allow them to craft the response. 

· In general, if a comment is negative or needs a highly detailed or technical response, we will attempt to move that conversation to a private channel (email, phone or a face to face meeting)

Revised April, 2018

II. Compensation

A.  Authority   

Effective September 1, 1997, libraries are obligated to pay the current minimum hourly wage.  The regional office of the United States Department of Labor, Wage and Hour Division has stated that all units of local and state government, including libraries, are covered by the minimum wage requirements under the Fair Labor Standards Act.  (FLSA 20 U.S.C. 201 et seq.)

B.  Compensatory Time    

Compensatory time is negotiated between the board and the library director.  Compensatory time may be accrued by the librarian with no more than an accumulation of one hour per week.  Abiding with the FLSA (20 U.S.C. 201 et seq.), compensatory time must be used within the following seven-day period it was granted. Other arrangements may be negotiated providing there is mutual agreement between the board and the library director.
By mutual agreement between the board and the library director, compensatory time may be accrued by the library director. The library directory will use the compensatory time after insuring adequate staffing to cover library hours. 
Revised-January 16, 2017
C. Payroll Procedure    

Effective January 1, 2002, employees are paid on a bi-weekly schedule and are required to maintain accurate time records, noting hours worked and hours used for personal leave and, if negotiated, compensatory time.  Employees are required to submit a signed bi-weekly time sheet to the board treasurer before issuance of a paycheck.  A log will be maintained tracking the employee’s time.  Recorded hours are subject to review by the board.

D.  Mandatory Deductions (federal/state)  

The following deductions are mandatory:

1. Federal and state income tax withholding

2. FICA (Social Security) K.S.A. 40-2303 through 40-2307

3. Medicare for employees hired after March 31, 1986 who are not under Social Security.  Public Law 99-272

4. Worker’s Compensation is mandatory when the library’s annual payroll is over $10,000.  K.S.A. 74-701 et seq.

5. As of January 1, 1978, each library or municipality supporting a library must provide funding of unemployment benefits.  K.S.A. 44-703 through 44-710e.

E. Vacation and Leave Without Pay
Vacation time shall be earned beginning with the date of employment under the conditions hereinafter stated. Vacation must be approved by writing in advance. No employee shall be permitted to use vacation time for any period spent on unauthorized leave.

Full-time employees (40 hours per week) will receive eighty (80) hours of vacation beginning with their first year of employment, one hundred and twenty (120) hours after five years, and one hundred and sixty (160) hours after ten (10) years. 

Employees may carry over 80 hours of vacation time per year, not to exceed 240 hours. Vacation accrual starts over January 1, creating a common anniversary date of January 1 for all employees. 
Part-time employees shall be granted paid vacation days beginning with their first year at the following rate:

under 10 hours per week: no vacation granted

11 – 20 hours per week: 18 hours per year

21 – 39 hours per week: 30 hours per year

Part-time employees will receive additional vacation time based on years of employment. After five years, part-time employees shall be granted paid vacation days at the following rate:

under 10 hours per week: no vacation granted

11 – 20 hours per week: 36 hours per year

21 – 39 hours per week: 60 hours per year

After ten years, part-time employees shall be granted paid vacation days at the following rate:

under 10 hours per week: no vacation granted

11 – 20 hours per week: 54 hours per year

21 – 39 hours per week: 90 hours per year

Vacation accruals begin the pay period following the date of hire or transfer to a full-time or part-time benefit position and is pro-rated until the end of year. New hires or transfers must meet a ninety-day waiting period before taking newly accrued vacation time. Accrued vacation hour balances will be maintained for employees transferring between full-time regular or part-time benefit positions. During the calendar year in which an employee completes five (5) or ten (10) years of service, the employee will receive an additional prorated amount of vacation based on the number of days from their service anniversary date through the end of the calendar year.

Vacation is earned incrementally throughout the calendar year. Annual vacation days are available at the beginning of each calendar year and employees may take vacation against that amount even though such vacation has not yet been earned. If employment ends, employees may be required to repay any unearned vacation leave they have taken. By using the vacation benefit described in this policy, employees consent to a deduction in pay for any unearned vacation they have taken at the time the employment ends. Refund of vacation time will not be allowed for illness occurring while on vacation.

Employees may request to take leave without pay, depending on their personal situation. Granting the leave is at the discretion of the director, and depends entirely on the circumstances of the Library and the role the employee plays. If leave without pay is approved, it may only be used if all vacation, and sick leave if applicable, is exhausted. For positions that don't include vacation time or sick leave, an employee may take leave without pay as a way to travel or if they are unable to work. Excessive use of leave without pay is not acceptable and may lead to disciplinary action for excessive absenteeism. Failure to return to work at the end of an approved personal leave of absence will be considered a voluntary resignation.
Revised-March 2, 2021
F. Sick Leave    
Full-time employees (40 hours per week) shall be entitled to sick leave with pay for absences resulting from illness, injuries, accidents or other incapacities, occurring either on or off the job.  No employee shall be permitted to use sick leave for any period spent on unauthorized leave.  Sick leave must be earned before it is taken and is awarded on the last day worked in the month.  

Sick leave is granted to full-time employees (40 hours per week) at one (1) day per month and may accrue to twenty-four (30) days.  Sick leave is granted to part-time employees working 20 or more hours per week at four (4) hours per month and may accrue to 48 hours.  Sick leave will not be paid if an employee quits or is terminated.  Sick leave that exceeds three days may require a doctor’s verification. Employees may accrue up to 240 hours of sick leave.
Revised-March 2, 2021
G. Family and Medical Leave    

The Meriden - Ozawkie Public Library is following the Family and Medical Leave Act (FMLA) 29 USC 2601-2654, which went into effect on August 5, 1993.  The Act allows employees to take up to twelve weeks of unpaid leave in any designated 12-month period, job-protected leave to care for a new baby, an ailing family member, or the employee’s own illness.  Libraries, regardless of size are covered as employers if they receive money from county, city, or state.  Any request for Family and Medical Leave should be reviewed by the board with consultants from the Northeast Kansas Library System and the Kansas State Library.

H. Bereavement Leave    

An employee suffering a death in the family shall be granted three (3) days leave with pay.  This leave does not usually exceed one workweek unless there are extraordinary circumstances.  The leave applies to the death of a spouse, child, or other relative residing in the employee’s household, parents and parents of spouse, grandparents, grandchildren, brothers, sisters.

I.  Holidays 
The Meriden - Ozawkie Public Library Staff will be paid for the following holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Friday following Thanksgiving, Christmas Eve Day and Christmas Day. 

Should the holiday fall on a Saturday or Sunday, it will be observed at the same time as the State of Kansas’ official holiday.  In the case of Christmas Eve and Christmas Day, should they both fall on the weekend, Christmas Eve will be observed on Friday and Christmas Day on Monday.  However, at the Board’s discretion Christmas Eve and Christmas Day may be combined for a Thursday/Friday or Monday/Tuesday.  The board, may by motion, designate other days as holidays on a one-time basis. Employees that work under 40 hours per week will not be paid for holidays. Budget permitting, part-time employees have the option of working.

Revised-January 15, 2018

J. Military Leave    

No policy has been established for military leave.

K.  Civil Leave    

An employee shall be given necessary time off with pay for the following:

1. Jury duty

2. Court appearances as a witness in answer to a subpoena or as an expert witness when acting in an official capacity in connection with the library.

L. Continuing Education    

The Meriden –Ozawkie Public Library Board of Trustees supports the guidelines in Measurement of Quality, Public Library Standards of Kansas (1992) which states, "Library boards should be committed to the continuous development and improvement of personnel and should include continuing education expenses within library budgets." 

Unless otherwise agreed upon, when the library board or library director requests trustees or volunteers to participate in continuing education, these participants shall be reimbursed for expenses at the same rate as library staff.  Continuing education hours will be determined by NEKLS or the State of Kansas. 
III. Documentation of Personnel Policy

A. Approval by Board of Trustees

This updated policy has been approved by the Meriden – Ozawkie Public Library Board of Trustees on  

___________________________.

President _______________________
Member _______________________

Vice-President ___________________
Member _______________________

Secretary _______________________
Member _______________________

Treasurer _______________________


B. Acknowledgment of Reading Personnel Policy by Staff  

Before becoming an employee of the Meriden – Ozawkie Public Library, the applicant must sign a statement acknowledging having read the Personnel Policy in Section 2.  Avoid any statement of agreement to avoid the policy as that might constitute a contract.  (See Appendix J)
Updated January 2018
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