PERSONNEL POLICIES for Library Employees
as they differ from other City Employees

Statement of Purpose

The purpose of these policies is to provide each employee with guidelines, clarification of benefits, and general conduct that will best enable the employee to meet the library’s goals along with the employee’s personal goals.  All employees of the Paola Free Library are also employees of the City of Paola, but part time Library employees will be subject to some policies which differ from part time City employees.  These are listed below.
Classification of Employees.  A full-time employee is scheduled on an annual basis of 30-40 hours per week.  A regular part-time employee—a position in which the employee works less than 30 hours per week—is scheduled on an annual basis.  Temporary part-time employees are those which work less than a 30 hour work week and are not scheduled on an annual basis.  Assistant Librarians are regular part-time employees.

Student Aides who work only during the summer are categorized as temporary part-time employees.  Aides who work throughout the year will be classified as temporary part-time employees at the outset of their employment.  After a six month probationary period (see following section on Probation) and a satisfactory evaluation by the Director or Assistant Director, student aides will become regular part-time employees, but will not receive any benefits.

Probation.  Each employee, including full-time, part-time, and temporary employees, shall satisfactorily complete a minimum six-month probationary period before being granted regular status.  Such probationary period may, upon the approval of the Board of Trustees, be terminated before the completion of the probationary period.

At the time of hiring or appointment, each employee shall be notified of the fact that he or she will be on probation for the required number of months.

At the close of the probationary period, the Director shall:

(a) continue the employment of the employee;

(b) recommend an increase in pay to the next higher step in the pay plan for the employee;

(c) extend the probationary period, not to exceed one period of three (3) months and so notify the employee; or

(d) dismiss the employee.

Probationary employees are entitled to only partial benefits as provided in the City of Paola’s personnel policy manual.

Full-time employees are entitled to benefits as provided in the City of Paola’s personnel policy manual. Regular part-time employees are entitled to a predetermined number of days of vacation but no further benefits, and temporary part-time employees are not entitled to benefits.

Employees promoted within the Library’s service shall be on probation for their first six (6) months.  During that time, the Director (or in the case of the Director, the Board) may cancel the promotion and assign the employee to his former position or a similar position.  A promoted employee shall receive a pay increase upon the satisfactory completion of their probationary period.

Promotions.  It is the policy of the Library to fill all vacancies with the most qualified applicant.  Whenever possible, the Library will fill vacancies with present employees.

Tranfers.  Employees requesting a transfer to a vacant position must meet the same minimum qualifications as a new applicant for employment or re-employment.

Outside Employment.

(a) Full-time employees shall not hold other positions of paid employment or accept pay for services without the prior approval of the Director, or in the case of the Director, without written approval of the Board.  This approval may be cancelled at any time.

(b) Employees shall not engage in private business activities during their working hours and shall not use Library property or facilities for such activities.

Residency Requirement.  There shall be no general residence requirement for personnel employed by the Library, except that all personnel shall live within a reasonable commuting distance.  Personnel shall maintain an up-to-date record of their address and telephone number with the Director.

Compensation.  Compensation for employees shall be determined by the existing rate of pay for that position in addition to previous experience of the employee.  Salaries are determined upon each employee’s hiring anniversary and take into consideration length of service, adequacy of performance, and funds availability.  The determination of salary on an annual basis does not imply that employees have annual contracts of employment.

Library Aides will receive minimum wage during their first year of continuous employment (no gaps in work more than 12 weeks) with the Library. At their anniversary each year, they will be eligible for a merit-based raise in the same manner as other staff classifications.
Performance Evaluations.  All employees, including the Library Director, shall have his or her performance reviewed each year, upon their anniversary date.  At this time the employee will be eligible for wage increases if his or her work is satisfactory.

Attendance

Hours of Work.  The following hours of work are established:

(a) Director:  The Director of the library’s hours may vary greatly but they must average at least 40 hours per week over the course of one year. If they are to make significant changes in their work schedule, such as taking off a week day and making up that time over the weekend, they must have approval from the Library Board.
(b) Assistant Librarians:  Upon the hiring of any assistant librarian, the Director shall advise the Board as to the number of hours per week this staff member is needed.  Anyone working 20 hours or more on average per week over the course of one year is qualified to receive KPERS (Kansas Public Employee Retirement System), even if other benefits are not offered.  The Board will need to take this into consideration when approving the number of hours each staff member shall be allowed to work per week.  The Director shall be responsible for scheduling of assistant librarians.

(c) Student Aides:  Aides will begin work after school between 3:30 and 4:00 or as soon as they can arrive.  They will normally work until the library closes for the evening and should average no more than 19.5 hours per week.  During the summer, the Director will schedule Aides throughout the day with no one Aide working more than eight hours a day, and no Aide working more than 19.5 hours per week.
Recording Time Worked.  Each employee shall be required to maintain the approved time sheet of their hours worked.  The Director will approve these at the end of each 2 week pay period.  

Any authorized vacations or holidays which an employee is eligible to receive with pay, shall be recorded by the department head on the employee’s time sheet and credited as time worked.

Exempt Employees.  Salaried employees do not receive overtime. Hourly employees are eligible for overtime pay with approval from the Director.
Vacation
A) Vacation schedules are established by the Director.  Vacation time shall be reported as prescribed by the Director and shall not be taken in units of less than half a day.
B) Part time employees of the library shall receive paid vacation days according to the average number of hours they work per week. To determine this, upon their anniversary date, the total number of hours a part-time employee worked in the previous year will be divided by 52. This average will determine the amount of vacation hours they receive in the coming year. Student aides will not receive vacation time.
C) Vacation leave not taken within one (1) year after it is earned shall be cancelled, except that the employees may, with the written permission of the Board, carry over their vacation so long as the Board has determined it is in the best interests of the Library.

