CONTINUING EDUCATION
To encourage lifelong learning for professional development, the Board of Trustees of the Paola Free Library encourages staff to participate in workshops, seminars, and conferences offered by the State and Regional Libraries.  

Attendance at such programs plus college courses and commercial training seminars that relate to professional concerns, professional skills, organizational skills, interpersonal skills or social education will be kept on record at the Library by the Director and will play a large part in the Library Director and Library Board’s decision for promotion and/or salary raises when evaluations are conducted each year.

The Library may prepay or reimburse employees for continuing education expenses in the following circumstances:

· Workshops or classes that are assigned to the employee by the Director and that are covered within the library budget

· Workshops that are requested by the employee, approved by the Director and Trustees, and for which there is budget money available

· Approved college courses (Requests from staff members for reimbursement of college credit will be presented by the Director to the Board for consideration.)
Approved continuing education expenses will be reimbursed or prepaid by the Library Board as follows:

Registration for workshops:  Complete prepaid expense

Mileage:  If approved, will reimburse at the rate that the City of Paola pays for mileage

Meals and Overnight Accommodations:

Following Board approval, staff members will follow City procedures by filling out a Travel Request in advance for approval by the City Manager, then follow up by listing mileage, meals, and related expenses for reimbursement.

Tuition and other expenses for college classes:  As decided by the Board per request.  If approved, employee will make initial payment, and grade must be no less than a “B” to receive reimbursement.  Mileage may be optional if this was not Director or Board initiated.
Approved by the Board of Trustees February 1, 1999

Revised 6/4/2012

Revised 6/3/2014
Approved on 4/5/2016 minus agreement form and italicized sentences in tuition paragraph
Continuing Education Agreement

Paola Free Library

Name of Employee:  ______________________________________________________

Class in which Employee desires to enroll  ____________________________________

Institution sponsoring class  ____________________________________________

Number of college credit hours or continuing education hours  __________________

Inclusive dates of class:  _______________________________________________

Circle one:

    Suggested by Director         Suggested by Board of Trustees       Requested Employee

Approval of this contract assumes that the employee, Library Director, and Board of Trustees understand that tuition will be paid by the employee unless otherwise decided by the Board and that employee will be reimbursed upon proof of class completion and a grade of no less than a “B”.  
Signatures                                                                               Date

____________________________________         ______________________

Trustee, Paola Free Library

____________________________________         ______________________

Trustee, Paola Free Library

____________________________________         ______________________

Library Director

____________________________________         ______________________

 Employee named above
        
