
Centralia Community Library
Personnel Policy

I.  
Employment


A. Authority

The information contained in this personnel policy applies to all employees of the Centralia Community Library.  It is presented as a matter of information only and its contents should not be interpreted as a contract between the library and any of its employees.  This personnel policy is not intended to and does not constitute any sort of contract employment, either expressed or implied.

The Centralia Community Library Board of Trustees expressly reserves the right to change any of its policies without prior notice, including those covered here, at any time.  Employees will be notified of any changes by appropriate means.  Amendments or new policies will be effective on dates determined by the Board of Trustees.  Only the Board of Trustees in consultation with the director has the authority to change any policy.  This policy supersedes all previous personnel policies.

The Board of the Centralia Community Library retains the right to direct the administrative staff to supervise and control the work force; to hire, layoff, and terminate personnel; to schedule the staff, to authorize rules and regulations; and to carry out the customary functions of management.  The Library Director shall be responsible for carrying out the personnel policies of the Board of Trustees.


B. Employment Relationships

Employees of the Library are “employees at will”.  Either the Centralia Community Library or the employee may terminate the employment relationship at any time, either with or without cause, and also with or without advance notice.

C. Equal Employment

The Centralia Community Library maintains a policy of nondiscrimination with the 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 applicable 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.

D. Non-harassment Policy

Harassment is contrary to basic standards of conduct between individuals and is prohibited by federal and state law.  It will therefore constitute a violation of library policy 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 an intimidating, hostile, or offensive work atmosphere is prohibited.

The Centralia Community Library will not tolerate sexual harassment in any form.  No employee 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.

No employee, whether supervisory or non-supervisory, may sexually harass another employee.  Sexual harassment includes, but is not limited to:

1. Touching or making improper or proposition advances;

2. Abusive, vulgar language of a sexual nature;

3. Suggestive jokes or comments about an employee’s body or wearing 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 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, the unfavorable decision may be appealed in writing to a higher authority (board of trustees, human relations commission, etc.).  An employee may ask the city or county human relations resource person, another employee, or 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 Centralia Community Library will maintain an open-door policy.  All complaints will be investigated promptly and confidentially.  


E. Employment of and Service to the Handicapped

No employee or applicant for employment will be discriminated against on the basis of disability.  Reasonable accommodations will be made unless to do so would cause undue hardship.

F. No Smoking

The Centralia Community Library is designated as a no-smoking institution.  Those wishing to smoke must leave the library.  K.S.A. 21-4009

G. Alcohol and Drugs

The use, possession, sale, transfer, purchase, or being under the influence of illegal drugs, or illegal intoxicants, or controlled substances by employees at any time on library premises, or on library business is prohibited.  Employees must no be on library business or on library property or operating library equipment while under the influence of any alcoholic beverage, marijuana, or illegally obtained drugs, narcotic, or other controlled substance. 

H. Injury

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

I. United States Citizenship

The Centralia Community Library intends to hire only citizens of the United States of America or those who have valid permits to work in the United States.  All employees are required to provide proof of citizenship as requested or proof of a United States work permit before he/she can receive his/her first paycheck.

J. Nepotism

It is the policy of the Centralia Community Library that two or more employees who are related to immediate family shall not be employed in the library unless the library board has reviewed and approved the proposed employment of relatives.

K. Posted Notices

Notices relating to federal, state, or local regulations will be posted in the library.  It is the responsibility of each employee to read these notices.

L. Child Labor

The Centralia Community Library will comply with the Child Labor provisions of the Fair Labor Standards Act and related Kansas Statutes.

II.
General Employment Information


A. Recruitment (Advertisement Based on Job Description)

Recruitment to fill open positions will be made through open application.  Positions will be advertised in: The Courier-Tribune and library system newsletter as needed.

B. 
Job Classification


1. Librarian/Employee: One employed to work a normal work week of 16.5 hours on a regular and continuing basis, including all leaves and holidays.


2. Part-time/Temporary: One employed to work on a temporary and/or limited time basis.

3.  Volunteers: A part-time, non-paid position which does not displace paid staff.  The library director or a person appointed by the director should be responsible for the volunteer program which should include:



a. general library orientation and identification of responsibilities 

b. job induction which should include an understanding of the responsibilities and the channels of communication




c. in-service training




d. recognition program for the volunteers

C. Changes in Positions

Promotional appointments shall be available to all employees who meet the required training and experience in the job description.  Positions will be filled on the basis of merit.  Positions may be filled from outside the organization.  Positions will be posted and employees may file an application for a posted position.

D. Resignation

As a professional courtesy, it would be appreciated if the director would give one month written notice of resignation.  It would be appreciated if the other employees would give two weeks notice of resignation.

E. Dismissal and Termination

The library board and/or the director shall have 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 of a supervisor, willful damage of property, gross neglect of duty, continuous poor relations with peers or the public are some examples of dismissal with cause.

F. 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.

G. Grievance Procedure

A grievance is a complaint involving misuse or misinterpretation of a rule, practice, policy under the personnel rules or board policies.  A sincere attempt should be made by the employee’s supervisor to resolve any grievance through explanation and counseling before it becomes necessary to file a written form.  If a grievance fails to be resolved, the employee may within five working days file a written appeal with the director or board.  A grievance committee of three comprised of the director (unless he/she is filing the complaint), a board member and fellow employee, volunteer or other board member selected by the filing party shall meet to consider the situation.  The committee will prepare a written report to be presented to the board.  The board will make the final decision and a written report plus decision will be put in the personnel file of all involved in the grievance.  The existence of these procedures does not alter the employment at-will relationship nor is there any contractual right to these procedures.
H. Confidentiality of Employee Personnel Records

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

I. Staff Attitude and Conduct

The image of the Centralia Community Library is conveyed through the attitudes, appearance, conduct and working relationships of the staff.  Each staff member is a public relation’s ambassador.  As a service organization, employees of the library are expected to be courteous, cooperative and communicative when assisting the users or working with fellow employees.  Should problems arise, it is the responsibility of individual to make every effort to solve the problem through open, positive communication with the person or persons involved in the situation.  If necessary, the immediate supervisor or director might assist in finding solutions to the problem.

III.
Compensation

A. It is the policy of the Centralia Community Library Board to establish and 

maintain compensation schedules that are internally equitable, personally motivating and effectively administered.

The budget committee recommends the salary schedule to the board and upon approval; it becomes a part of the budget document.

Libraries are obligated to pay the current minimum wage.  The regional office of the U.S. Department of Labor, Wage, and Hour Division, has stated that all units of local and state government, including libraries, are covered under the Fair Labor Standards Act. (FLSA) 20 U.S.C. 201 et Seq.

B. Payroll Procedure

Employees are required to maintain accurate time records noting hours worked, vacation, and sick leave time earned and taken.  Employees are paid by the last day of the month.

C. Mandatory Deductions (federal/state)

The Centralia Community Library Board will request the governing body of the municipality to levy for an employee benefit fund which is separate from in addition to the general library levy.  K.S.A. 12-16 102

1. Federal and state income tax withholding

2. FICA (Social Security) K.S.A. 40-2030 through 40-2307

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

4. Worker’s compensation is mandatory if the library’s 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 has had to provide for the funding of unemployment benefits.  K.S.A. 44-703

Through 44-710e

D. Vacation Leave

The Centralia Community Library offers twenty hours of personal time per year for the library director.  The director has the option of requesting the unused hours at the end of the year.

E. Family and Medical Leave Act of 1993

The Family and Medical Leave Ace (FMLA) 29 U.S.C. 2601-2654 went into effect on August 5, 1993.  The act allows employees to take up to twelve weeks per twelve months of unpaid, job-protected leave to care for a new baby, an ailing family member, or the employee’s own illness.  All eligible employees of the Centralia Community Library are entitled to a total of twelve (12) weeks of leave during any 12 month period for one or more of the following reasons:

1. birth of a child, 2.  placement of child for adoption, 3. caring for a spouse, child, or parent with a serious health condition, 4. the serious health condition of the employee.  A serious health condition is defined as inpatient care at a hospital, hospice, or residential medical care facility, or continuing care by a doctor of medicine or osteopathy.  The director or board may require an employee to provide a doctor’s certificate of the serious medical condition.  In order for employees to be eligible for this for this benefit, they must have worked for Centralia Community Library at least twelve (12) months.

When the employee plans to take leave under the act, the employee is required to give his/her supervisor 30 days notice or, if this is not possible, as much notice as is practical. 
F. Holidays

The following days shall be paid holidays for the Library Director of the Centralia Community Library if it follows on a regular operating day.


New Years Day
January 1


Memorial Day

Last Monday in May


Independence Day
July 4


Labor Day

First Monday in September


Thanksgiving Day
Third Thursday in November


Christmas Day

December 25

From time to time and for certain special occasions, the library board may by motion, designate other days as special holidays on a one time basis.
G. 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.

H. Continuing Education

The Centralia Community Library Board of Trustees supports the guidelines in the latest edition of Measurements of the Quality, Public Library Standards for Kansas, which states, “Library boards should be committed to the continuous development and improvement of personnel and should include continuing education expenses with library budget.”

To encourage lifelong learning for professional development, the Board of Centralia Community Library encourages staff to participate in LEEP (Library Employee Education  Program) sponsored by the Kansas State Library, School of Library and Information Management of Emporia State University, and Northeast Kansas Library System.

Expenses for approved professional development will be paid as follows:

· Mileage: Current Federal reimbursement rate for mileage

· Registration Fee

· Seat time for employee
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