Baldwin City Library						Date:  8/25/2020
Baldwin City, KS							
Subject:  PERSONNEL POLICIES
The Library Board employs a paid Library Director.  All staff are paid no less than the minimum wage as required in the Fair Labor Standards Act, and other provisions of the FLSA are complied with.  The Library Director is to be trained in library management, public services (including reference and interlibrary loan), collection management, and computer literacy through the training resources made available by the Northeast Kansas Library System and other continuing education activities.

1.0 Attendance and Leave
Normal Work Hours – No employee shall be permitted to work in excess of 40 hours per week.
1.1 Rest Breaks:  Employees are entitled to a rest break of 15 minutes for each four hours of work.  The time of the rest break, usually mid-morning and mid-afternoon, shall be determined by the employee’s immediate supervisor.
1.2 Holidays:  Library employees observe all holidays observed by the city.  The following days shall be paid holidays for city and library employees:
	New Year’s Day, January 1
    	Martin Luther King Day
	Memorial Day, last Monday in May
	Independence Day, July 4
	Labor Day, first Monday in September
	Maple Leaf Festival (Friday and Saturday – unpaid holiday)
	Veterans’ Day, November 1
	Thanksgiving Day, fourth Thursday in November
	Friday after Thanksgiving
	Christmas Eve Day
	Christmas Day, December 25
When a holiday falls on a Saturday or Sunday, the following Monday will be observed as a holiday.
From time-to-time, and for certain special occasions, the Governing Body of the City may by motion designate other days as special holidays on a one-time basis.
Part-time employees shall be paid for city observed holidays.  The amount of pay shall be determined by the finance committee in January of each year. 
Current Use:  Divide the hours that the library would be open on that holiday and divide by the number of part-time employees.  Example:  a Monday holiday would be 12 hours divided by current six employees would mean that each would receive two (2) hours pay at their current pay rate.  The number of employees varies, and the hours may vary depending upon the holiday.
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SUBJECT:  PERSONNEL POLICIES
1.3 Sick Leave:  Only full-time employees are eligible for paid sick leave.  Sick leave is intended for use by the employee in cases of illness, injury, accidents, physical incapacity, or medical/dental appointments of the employee, the employee’s spouse, or the employee’s children.  For full-time employees, two weeks per year of paid sick leave may be accrued each pay period as follows:
Hours Paid/26 = Hours Accrued
Sick leave must be used in increments of one full hour.  Sick leave can be accumulated up to 320 hours (equivalent to 8 working weeks).  The employee will be paid for 25% of accumulated unused sick leave at the end of their term of employment.  The Library Director should begin employment with 2 Sick Days (16 hours) already accrued.

1.4 Vacation Leave:  Only full-time employees are eligible for paid vacation leave.  Vacation leave is two weeks per year to be accrued each pay period as follows: 
Only full-time employees are eligible for paid vacation leave.  Vacation leave is two weeks per year to be accrued each pay period as follows:
Hours Paid/26 = Vacation Hours Accrued
Hours paid will include any hours of Vacation or Sick Leave used during the pay period.  Vacation should be taken in a minimum amount of 4 hours and in increments of full hours.  Vacation leave may be accumulated to a maximum amount of 120 Hours.  The employee shall be paid for any accumulated unused vacation leave at the end of their term of employment.  The Library Director should begin employment with 2 Vacation Days (16 hours already accrued.  

Time Off for Part-Time Employees:  Part-time employees may occasionally need to miss a scheduled shift or have time off.  Please contact the director as soon as possible when time off will be needed.  Part-time employees are not compensated for time off.  Employees may be asked to find a substitute for the shift they will miss, at the director’s direction.
 

1.5 Illness or Death in the Family:  In the case of the death of a member of the employee’s immediate family including step family (to include only the spouse, children, mother, father, brother, sister, grandparents, or grandchildren of the employee or the employee’s spouse), full-time employees shall be granted funeral leave not to exceed three consecutive working days.  Upon request, the library board may grant up to one day funeral leave to an employee serving as a pallbearer or otherwise attending a funeral other than that of the employee’s immediate family.
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1.0 Staff Development
1.1 The library staff annually is to complete a combined total of no less than 36 hours approved continuing education activities, and in addition attend at least one system assembly.
1.2 The Library Director will attend at least two workshops and one assembly per year.  The Library Director will receive normal pay for attending a meeting and mileage expenses consistent with those paid city employees.

2.0 Conduct of Staff
2.1 The staff of the library should be amenable to the public’s desires for reading material.  The staff should maintain a judicial attitude with regard to recommending books to readers.  The staff is expected to have an acquaintance with and adherence to the Freedom to Read Statement and Library Bill of Rights.

3.0 Volunteers
3.1 Service from volunteers from the community is accepted and encouraged.

4.0 Personnel Appointment
4.1 The Library Director is appointed by the Baldwin City Library Board.  Any substitutes for the Library Director are subject to approval of the Board.
4.2 Appointments of staff are made without regard to sex, race, creed, color, national origin or ancestry.  Discrimination on the basis of age of physical disability is prohibited except where physical requirements of the job constitute a bona-fide qualification necessary to proper and efficient administration.
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SUBJECT: SALARY REQUIREMENTS / RANGES
The library board will review and set salaries in accordance with staff performance and evaluation in line with Baldwin City Library’s status as a Service Center I facility.  The library board will review staff salaries at the August meeting and set the salaries at the September meeting.  The salaries will become effective in January.

SALARY REQUIREMENTS
1.  All staff are paid no less than minimum wage as required in the Fair Labor Standards Act, and other provisions of the FLSA are complied with.
2.  Employees are paid for all hours worked:  failure to do so is a violation of federal law and may result in fines.

LIBRARY DIRECTOR
1.  The library board annually conducts a written evaluation of the library director’s performance.
A.  Provided the library director’s performance is satisfactory, a cost of living salary increase is provided that reflects the average cost of living as reported in the consumer price index.  An additional merit salary increment for the library director is encouraged based on the following factors:
a. The quality of the library director’s performance.
b. Success in meeting goals established by the library board.
c. The library director’s length of service in the position.
d. Attainment of major continuing education goals, including KPLACE graduation, Public Librarian Certificate, the Library Employee Education Program (LEEP), or a Master’s Degree in Library Science (MLS).
B. The library director annually conducts a written evaluation of the performance of all other library employees.  The library director recommends to the library board additional staff as needed and salary increases for other library employees based upon job performance, continuing education, and length of service.

STAFF BONUS
An end-of-year staff bonus may be given to the library director and to each staff member.  The amount will be determined by the library board and by the availability of funds in the library budget.
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SUBJECT:  SALARY REQUIREMENTS / RANGES

Salary Criteria

Position						Pay Rate per Hour

Director						Salaried Position
Library Clerk (part time)				$10.00
Patron Services Librarian				$12.75
Circulation & Cataloging Librarian		$12.50
Circulation & Kansas Room Librarian		$10.00
Programming Librarian				$10.00					
Custodian						$ 10.00
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Baldwin City Library							Date:  3/26/19
Baldwin City, KS

The Baldwin City Library Board of Trustees expects the following to be of highest priority for all library employees.

· Strong public service attitude and the ability to relate to and communicate with all patrons
· Thorough knowledge of literature, library reference methods and procedures
· Ability to maintain accurate files and records
· Ability to use automated systems, especially Microsoft Office products
· Initiative, creativity, flexibility, resourcefulness, and good judgment 
· Writing and communication skills
· Work well in team situations
· Prioritize and manage time effectively
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SUBJECT:  POSITION DESCRIPTION – LIBRARY DIRECTOR
PURPOSE:
The Library Director performs a variety of administrative and supervisory tasks in planning, organizing and implementing the programs and services of the library system, in accordance with established policies and under authority delegated by and approval of the Board of Trustees.
DUTIES AND RESPONSIBILITIES
· Act as technical advisor to the board; recommend needed policies for board action
· Recommend employment of all personnel and supervises their work;	
· Report requirements for board participation when appropriate;
· Carry out the policies of the library as adopted by the board;
· Suggest and carry out plans for extending the library’s services;
· Supervise and/or man the Circulation Desk;
· Reference;
· Select and order all books and other library materials;
· Review books, periodicals and collections which are outdated or not used;
Coordinate removal and disposition of such books;
· Assist in the preparation of the annual budget;
· Monitor the library facilities and equipment so they are maintained properly;
Report any needs to the Library Board for action.  When appropriate, coordinate maintenance and repair functions.
· Attend all board meetings other than those in which own salary or tenure are under discussion;
· May serve as Secretary of the Board;
· Attend Friends of the Library Board Meetings;
· Make use of the services and consultants of the state library extension agency;  Coordinate the library program with other leisure programs, city departments, and outside organizations such as the school district, historical society and various community-based groups;
· Oversee the Summer Reading Program along with the Friends of the Library;
· Schedule Activity Room and display case;
· Affiliate with the state and national professional organization and attend professional meetings and workshops;
· Know local and state laws; actively support library legislation in the state and nation; prepare regular reports embodying the library’s current progress and future needs; work with Treasurer in completing all forms for State and/or NEKLS; complete annual reports, etc.;
· Attend at least one NEKLS assembly annually;
· Maintain a personal membership in the Kansas Library Association;
· Review important aspects of policy with staff yearly.
· Other duties as assigned.
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SUBJECT:  Library Clerk (part time)
Purpose:
To ensure that the Library meets its responsibilities and community needs.

DUTIES AND RESPONSIBILITIES
· Circulation Desk
· Collect overdue fines and copier fees
· Provide reference source to patrons
· Take interlibrary loan requests	
· Process materials, accession materials
· Assist with the amnesty program and inventory
· Assist Library Director in reviewing books, periodicals and collections which are outdated
· Assist with summer reading program and record results
· Maintain interaction with patrons with aim toward enhancing reading enjoyment and library skills
· Answer phones/phone patrons regarding overdue books and “hold” books
· Represent the library world of knowledge and learning to patrons
· Register patrons for library cards
· Assist volunteers, extra helpers and patrons or anyone with special needs to accomplish their aims in the library in a satisfactory and satisfying manner
· Use current program on computer to efficiently check-out and check-in materials, place holds, record fine collection, look up status of materials, etc.
· Schedule Activity Room and display cases
· Other duties as assigned
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Baldwin City Library							Date:  8/25/2020
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SUBJECT:  	PATRON SERVICES LIBRARIAN

PURPOSE:
Support patrons and library staff to ensure a friendly, useful, and productive library experience for the community; assist in maintaining library collections that meet patron needs; help facilitate effective library communication with the community; support patrons and staff in meeting technology needs.  Under direct supervision of Library Director.

DUTIES AND RESPONSIBILITIES
· Provide communication and technology support to library staff and patrons with focus in the areas of literacy, lifelong learning, entertainment, and technology in collaboration with the Director across all areas of service
· Provide Reader’s Advisory to patrons of all ages
· Develop read-alike lists and book bundles for patrons
· Support Director and staff in developing programming for all ages, including tech support for virtual programming
· Assist Director in effective communication with patrons and the community including collaboration with social media, newsletters, and library website
· Assist Library Director in collection development/purchases and collection management/weeding
· Maintain up to date skills in Microsoft Office skills, Google Drive, and NEXT/Koha
· Work with Director to coordinate and collaborate with NEKLS technology support
· Grant proposal assistance
· Attend conferences and continuing education classes
· Answer phone and cover the Circulation Desk as needed, providing excellent customer service
· Other duties as assigned
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SUBJECT:  CIRCULATION & CATALOGING LIBRARIAN

PURPOSE:  Collaborate with the Director to oversee circulation including the issuing, return, and record keeping procedures of the library; and manage the catalog by ensuring the input of library materials into the electronic catalog.  To facilitate user friendly organization of the catalog and physical collection with the goal of best serving patrons and helping users locate materials.  Help manage and fulfill courier and ILL requests.  Under direct supervision of the Library Director.
DUTIES AND RESPONSIBILITIES 
· Process materials, accession materials
· Work in coordination with Director and Patron Services Librarian to facilitate collection management
· Assist the Director in running reports and keeping Circulation statistics
· Work with the Director to manage overdue notices, patron fines, and lost book replacements maintaining excellent customer service
· Work with Director and staff to manage and facilitate the courier and ILL requests and fulfillment
· Categorize and classify library materials, including books, CD’s, DVDs, newspapers or other documents
· Follow library standards and guidelines of classification
· Perform original and copy cataloging and adapt online records according to guidelines in all subject areas and languages
· Be skilled in Microsoft Office, Google Drive, and Koha/NEXT
· Attend conferences and continuing education classes
· Cover the Circulation Desk as needed, providing excellent customer service
· Other duties as assigned
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Baldwin City Library						Date: 8/25/2020
Baldwin City, KS																																																						 SUBJECT: CIRCULATION & KANSAS ROOM LIBRARIAN 

PURPOSE:  To maintain and improve Kansas Room services.  Help manage and fulfill courier requests, and provide excellent customer service at the Circulation Desk.  Under direct supervision of the Library Director.

DUTIES AND RESPONSIBILITIES
· Provide high quality customer service, assisting patrons at the Circulation Desk and in the Kansas Room
· Work with Director and staff to manage and facilitate the courier
· Research historical subjects
· Organize and maintain Kansas Room files
· Answer email requests from patrons regarding genealogy and historical information and facilitate patron research and use of Kansas Room resources
· Organize and oversee volunteers and volunteer tasks in the Kansas Room in collaboration with the Director
· Maintain obituary records
· Prepare photographs for scanning and work with Director to increase digital preservation of materials
· Obtain and preserve contributions
· Promote local history information and assist with history programming and displays
· Maintain awareness of Kansas Room visitors and areas of research or need
· Grant proposal assistance
· Other duties as assigned
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SUBJECT: PROGRAMMING LIBRARIAN

PURPOSE:  
To plan and implement programs and events for children, teens, adults, and seniors in collaboration with the Library Director.  Under direct supervision of Library Director.

DUTIES AND RESPONSIBILITIES
· Provide quality customer service to patrons and programming participants
· Work with the Library Director to create and implement regular programs and events that focus on literacy, lifelong learning, community engagement and entertainment, and Kansas History and Genealogy
· Work with Library Director to plan and implement Summer Reading Activities with support from Patron Services Librarian
· Work with Library Director to ensure adequate volunteer and staff support at programs and events
· Maintain records for statistical purposes for program and event attendance and volunteer hours
· Organize and collect needed supplies within allotted budget
· Act as ambassador to partnering businesses and organizations
· Grant proposal assistance
· Work the Circulation Desk as needed providing excellent customer service
· Other duties as assigned
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Baldwin City Library						Date:  11/26/19
Baldwin City, KS
Performance and Evaluation Criteria for Library Director
Library Service
· Works to provide a quality collection that meets or exceeds the needs of the community.
· Maintains a library environment that is pleasant, clean, and friendly.
· Ensures that all materials are cataloged, shelved and available to patrons.
· Maintains and weeds the collection on a regular schedule.
· Schedules and runs various special library activities throughout the year, such as summer reading.
· Ensures that the staff members treat all patrons courteously and impartially.
· Responds appropriately to inquiries and complaints.
· Attempts to resolve any patron or staff complaints quickly and fairly.  Brings those complaints to the Board if necessary.
Personnel
· Determines staffing needs and hires personnel to meet those needs.
· Supervises and evaluates library staff.
· Assigns duties and delegates work to the staff.
· Makes recommendations to the Board concerning promotion and salary adjustments.
· Effectively communicates with staff members.

Facilities
· Helps to evaluate building space or changes in floor plan use and arrangement.
· Provides leadership and direction for major construction or renovation of facilities.
· Ensures that the physical facilities and equipment are properly maintained, updated and safe.

Board Relations
· Develops a cooperative working relationship with the Board of Trustees.
· Collects data and provides the Board with written monthly reports.
· Develops and recommends policies for adoption by the Board.
· Keeps the Board informed on library matters and trends.
· Provides leadership in determining the mission of the Library and helps evaluate the accomplishment of the mission.
· Assists in the orientation and education of Board members.
· Performs other duties as may be assigned by the Board.
										Continued p. 2
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Community Relations
· Participates in community activities as a representative of the Library.
· Develops a working relationship with district schools, nursing homes, leisure programs, city departments, business and civic groups, professional organizations, and various community-based groups.
· Meets with individuals or groups concerning library issues if necessary.
Professionalism
· Represents the Library through participation in professional library organizations.
· Works with other library directors, agencies, groups and organizations to develop and promote cooperation in the delivery of library services.
· Maintains and increases knowledge and skills through attendance at meetings, conferences, training seminars, and in-service training sessions.
· Provides opportunities and encourages staff members to attend meetings, conferences, seminars, etc.
· Communicates clearly and concisely, both orally and in writing.
· Maintains confidentiality of records.

Performance Summary, Comments and Goals:





Librarian/Director Comments:





Chairman Signature	_________________________________Date____________

Librarian/Director Signature_____________________________Date____________	
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SUBJECT:  Continuing Education

1.0 The Baldwin City Library Board of Trustees supports the guidelines in the latest edition of Measurements of Quality, Public Library Standards for 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.”
2.0 To encourage lifelong learning for professional development the Board of the Baldwin City Library encourages staff to participate in LEEP (Library Employee Education Program) sponsored by Kansas State Library, (SLIM) School of Library and Information Management of Emporia State University, and (NEKLS) at the North East Kansas Library System.  The Library pays expenses for programs sponsored by these institutions plus college courses, professional, conferences, community sponsored programs, and commercial training seminars that relate to professional concerns, professional skills, organizational skills, interpersonal skills or social education expenses as follows:
		Registration
		Mileage
		Meals
		Overnight accommodations
3.0 Unless otherwise agreed upon, when the Library Board or Library Director requests Trustees, Friends, or Volunteers to participate in continuing education, these participants shall be reimbursed at the same rate as library staff.
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										Date:  8/25/2020

PERSONNEL  DRESS CODE

The Baldwin City Public Library has a friendly, yet professional environment, and our dress code is an important part of the climate and culture of our organization. The dress code of the library is casual yet professional.  Employees are expected to be well-groomed and maintain a professional appearance.
Clothing should be clean, in good condition, and appropriate for a work environment.  Jeans without rips or tears are permitted.  Casual dresses or skirts with modest hemlines and necklines are appropriate.  T-shirts or nice sweatshirts that advertise any of the Baldwin City Library or Library programs and services, the Baldwin City Schools, or Baker University will be deemed appropriate, as well as t-shirts with a literary, learning, or historical focus, so long as the items are neat, clean, and professional.  Neat sneakers or athletic shoes are acceptable, as well as loafers, boots or flats.
No flip flops, workout attire, sweatpants, spandex, hats, beachwear, or cutoffs.  No t-shirts with slogans, images, or content outside the parameters outlined above.
Clothing and grooming styles dictated by religion or ethnicity are exempt.  The library director reserves the right to interpret and enforce the dress code.  The director will inform employees when they are violating the dress code and employees are expected to immediately correct the issue.  This may include having to leave work to change clothes.
Repeated violations or violations that have major repercussions may result in disciplinary action.
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LIBRARY STAFF LOYALTY OATH


“I do solemnly swear that I will support the constitution of the United States and the constitution of the state of Kansas, and faithfully discharge the duties of a member of the staff of Baldwin City Public Library.  So help me God.”
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