Chapter 7. Personnel Policy

Section 1. Introduction/Statement of Policy

This chapter of the Policy Manual contains information relevant to employment at the Leavenworth
Public Library. This revision, dated March 9, 2023 supersedes all existing personnel policies and may not be
amended or modified without the approval of the Board of Trustees of the Leavenworth Public Library
(hereafter referred to as the Board). Understanding library and personnel policies provides employees with the
information needed to enjoy their jobs, to benefit both personally and professionally, to better succeed in the
workplace, and to fulfill the mission and goals of the library.

No manual can anticipate every circumstance or question about policy. Therefore, the Board reserves the
right to revise, supplement, or rescind policies as the need arises. Amendments and additions will be
implemented on the effective date, and employees will be notified of any such changes. It is the employees’
responsibility to be aware of and abide by said policies stated in this manual.

This manual is not intended to create a contract of employment, nor shall these policies be construed to
constitute contractual obligation of any kind, either express or implied, between the Leavenworth Public Library
and any of its employees. Either the employee or the library may terminate their employment relationship at any
time, for any lawful reason, with or without cause or notice. Employees of the Leavenworth Public Library are
“employees at will.”

If employees have concerns about work conditions or compensation, they are strongly encouraged to
voice these concerns openly and directly with their supervisor. Experience has shown that, when employees
deal openly and directly with their supervisor, the work environment can be excellent, communication can be
clear, and attitudes can be positive. It is the policy of the Leavenworth Public Library to create a progressive
work climate which encourages the development of mutual trust and understanding between the library’s
employees and administration.

Section 2. Organization
I. Organization of Staff
The Library Director shall maintain an organizational chart of all employees.

All employees are designated as either nonexempt or exempt under state and federal wage and hour
laws. The following is intended to help employees understand employment classifications and employees’
employment status and benefit eligibility. These classifications do not guarantee employment for any specified
period of time. The right to terminate the employment-at-will relationship at any time is retained by both the
employee and the Library.

A. Section 13(a)(1) and 13(a)(17) of the Fair Labor Standards Act (FLSA) provide exemptions from minimum
wage and overtime requirements for employees in bona fide executive, administrative, professional or
skilled computer positions whose annual salary exceeds a specific threshold.

B. Based on current thresholds, the following positions are exempt or non-exempt:
Library Director: exempt executive.
Assistant Director, Youth Services Manager: exempt administrative
Business Manager: non-exempt administrative
Technical Services Manager, Program/Marketing Coordinator: exempt professional
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All other employees are non-exempt and will receive overtime pay at 1.5 times the employee’s regular
hourly rate for each hour worked over 40 in a work week. It is library policy to keep overtime to a minimum.

The exempt/non-exempt status of bona fide executive, administrative, professional or skilled computer
employees will be reviewed on an annual basis and reflect FLSA salary thresholds.

C. All hours for any employee that will exceed 40 in a work week must be authorized in advance by the Library
Director.

Non-exempt administrative, professional and skilled computer employees will not receive overtime pay.
They will receive comp time at a rate of 1.5 hours for each hour worked over 40 in a work week.

A maximum of 12 hours of comp time may be accumulated by eligible, non-exempt employees.

Comp time must be used no later than the end of the pay period following the pay period in which it is
accrued. If comp time cannot be taken during the time frame specified above, overtime hours worked will be
recorded accurately on time sheets for overtime premium compensation.

The Library has established the following categories for both nonexempt and exempt employees:

e Regular, full time: Employees who are not in a temporary status and who are regularly scheduled to
work the company’s full-time schedule of 40 hours per week. Generally, these employees are eligible
for the full benefits package, subject to the terms, conditions and limitations of each benefits program.

¢ Regular, part time: Employees who are not in a temporary status and who are regularly scheduled to
work less than the full-time schedule but at least 20 hours each week. Regular, part-time employees are
eligible for most of the benefits offered by the company subject to the terms, conditions and limitations
of each benefits program.

e Part time employees: Employees who are not in a temporary status and who are regularly scheduled to
work less than twenty (20) hours per week

e Temporary, part time and full time employees: Employees who are hired as interim replacements to
temporarily supplement the workforce or to assist in the completion of a specific project and who are
temporarily scheduled to work for a limited duration. Employment beyond any initially stated period
does not in any way imply a change in employment status. Temporary employees will receive all
legally-mandated benefits (such as workers’ compensation and Social Security); however, they are
ineligible for the rest of the Library’s benefits.

¢ Introductory employees: Employees whose performance is being evaluated to determine whether or
not further employment with the Library is appropriate. Employees who satisfactorily complete this
introductory period will be notified of their new employment classification.

I1. Job Descriptions

The Library Director shall maintain current and complete job descriptions for all employees. Department
heads shall maintain such job descriptions for the employees they supervise.

A current and complete job description will be given to each employee at the time of employment. A
signed copy will be placed in the employee’s personnel file. The employee’s individual job description will be
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discussed and reviewed at the time of the employee’s performance evaluation. Job descriptions may be
changed based upon the Library’s needs.

Section 3. Attitudes and Conduct

1. Behavior Toward Patrons

The primary duty of the library staff is to serve the public in a pleasant and efficient manner. All
patrons, regardless of sex, race, religion, national origin, age, or disability, are to be given the same high
standard of service in all transactions with the library. Because employees play important roles in developing
and maintaining excellent public relations with our community, all contacts with the public are to be handled in
a friendly and courteous manner. While all employees have an important set of assigned duties, these duties
should never be given priority when patrons are waiting to be served. Public service of the highest caliber is the
only acceptable mode of operation for employees.

Conversations should be kept to a minimum and should never interfere with service to patrons. Loud
conversations are disturbing to all and should be avoided. Employees who are visiting in other departments are
not doing their work and are keeping others from doing theirs. Library business should always be discussed in
the privacy of offices or staff work areas and should not interfere with the patrons being served.

Employees have the opportunity in both their professional and private lives to represent the library. The
Library Board encourages all employees to represent the library positively whenever the opportunity arises.
Any dissatisfaction of employees should be resolved within the library setting and should be made known
following the proper chain of command and the policies set forth in this manual. Negative statements expressed
by employees can only lower the public’s image of the library and can hinder the library’s ability to provide
quality service.

I1. Behavior Toward Co-Workers

The success of the Leavenworth Public Library and its ability to provide quality library service is
dependent upon the positive interaction of its employees with one another. The following standards of conduct
are set forth by the Board with the understanding that the capabilities and conduct of all library employees
greatly affect the quality of service the library provides. All library employees are required to abide by the
following guidelines with respect to treatment of one another:

*Support the policies and procedures of the library.

*Accept and follow all instructions and directions, from supervisory personnel, willingly.
*Perform all duties, assignments, and responsibilities diligently.

*Treat all co-workers with respect, dignity, and civility.

*Work together with a cooperative team spirit.

*Maintain an atmosphere of learning where every experience is an opportunity for growth.

II1. Sexual Harassment

The Board does not tolerate sexual harassment of any kind. All employees must avoid offensive or
inappropriate sexual conduct at work and are responsible for assuring that the workplace is free from sexual
harassment at all times.

The policy is to prohibit (1) unwelcome sexual advances; (2) requests for sexual acts or favors, with or
without accompanying promises, threats, or reciprocal favors or actions; (3) other verbal or physical conduct of
a sexual nature made to an employee when submission to such conduct is made either explicitly or implicitly a
condition of an individual’s employment; submission to or rejection of such conduct by an individual is used as
the basis for employment decisions; and (4) such conduct has the purpose or effect of substantially interfering
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with an individual’s work performance; or such conduct has the purpose or effect of creating an intimidating,
hostile, or offensive working environment.

The term “sexual harassment” includes, but is not limited to, the following:

e Unwanted pressure for sexual favors.

Unwanted sexual looks or gestures.

Unwanted sexual teasing, jokes, images, remarks, or questions.

Unwanted sexual comments, innuendos, or stories.

Unwanted exposure to an individual who is deliberately touching or rubbing himself/herself sexually
around others.

If an employee experiences an incident of sexual harassment, the employee should report the incident
immediately, on the “Sexual Harassment Form,” to their supervisor, the Assistant Director, or the Library
Director. The library will investigate all complaints and will endeavor to handle these matters expeditiously in a
professional manner and according to applicable law so as to protect the rights of all concerned. Violation of
this policy is grounds for discipline, including termination.

IV. Dress Code (amended 2/9/2023)
A. The Board of Trustees has adopted the American Library Association Code of Ethics, which states:

We distinguish between our personal convictions and professional duties and do not allow our personal
beliefs to interfere with fair representation of the aims of our institutions or the provision of access to
their information resources.

Consequently, attire or accessories that advertise, promote or endorse an organization or institution (social,
political, religious), a product, service, candidate or personal conviction, are not acceptable.

B. All attire must be clean, free of rips and holes.

C. Public health requires employees and volunteers to practice good physical hygiene.
D. Employees and volunteers are expected to be well-groomed.

E. Identification badges are to be worn by employees while on duty.

F. The following are acceptable work attire:

1. Pants: slacks, trousers, chinos, denim, Capri, leggings

2. Shorts: Bermuda or chino style, hem no shorter than the top of the knee

3. Skirts and dresses with hem no shorter than the top of the knee

4. Shirts: must be long enough to tuck in or cover the waist line. Sweater, Polo/Dress Shirt/Blouse
T-shirt: short or long sleeves; pattern, plain or with an image from the approved list.

5. Shoes: for workplace safety, all footwear must cover the toes. Dress shoes, loafers, flats,
boots, athletic shoes or sneakers

G. Employees and volunteers may be sent home to change if attire does not meet the above criteria. In this
circumstance, employees will not be compensated for their time away from work.

H. Requests for medical/religious exemptions must be submitted in writing to supervisor and library director.
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I. Examples of attire not suited for work: sweat shirts and pants, hooded sweat shirts (“hoodies”), yoga pants,
spandex shorts, tank tops, hats, see through clothing, open toe shoes.

V. Punctuality
All employees should be in the library and ready for work promptly at their scheduled times. Habitual
tardiness will not be tolerated and may be grounds for disciplinary action.

When employees expect to be late due to unforeseen circumstances or emergencies, they should notify
their supervisor and the Business Manager.

VI. Library Equipment/Telephones

The library provides any supplies, equipment and materials necessary for you to perform your job.
These items are to be used solely for the library’s purposes. Employees are expected to exercise care in the use
of library equipment and property and use such property only for authorized purposes. Loss, damages or theft
of library property should be reported at once. Negligence in the care and use of library property may be
considered grounds for discipline, up to and including termination.

The library’s equipment, such as telephone, computer, postage meter, facsimile and copier machine, is
intended to be used for business purposes. An employee may only use this equipment for non-business
purposes in an emergency and only with the permission of his or her supervisor. Personal usage, in an
emergency, of these or other equipment that results in a charge to the Library should be reported immediately to
your supervisor or to the Director so that reimbursement can be made. No personal usage of the postage meter
will be tolerated.

Upon termination of employment, the employee must return all Library property, uniforms, equipment,
work product and documents in his or her possession or control.

Employee work areas should be maintained in an orderly fashion. This means at the end of the workday,
public and private desks should be straightened and work materials put away.

A. Personal Calls

Personal use of library phone lines by employees prevents patrons from being able to contact the library.
Patron phone calls are necessary in order for patrons to communicate with the library. Personal phone calls, on
library phones or personal cell phones should be kept to a minimum and limited, whenever possible, to break
and meal periods. Whenever possible, calls should be placed from the staff lounge or offices, not from public
areas. Staff should turn their cell phones to “silence” when in public service areas.

Personal long-distance phone calls should only be made in emergency situations. Employees are
required to notify the Business Office of such calls, and the Business Manager will let individual employees
know the amount owed for their calls.

B. Library Keys

Access to the building in order to open, close, or work additional hours is required for certain
employees. These employees will receive keys to the building, which are distributed by the Business Manager.
Keys will be given out only with approval of the Library Director. Employees are responsible for the keys
issued to them. A fee will be charged for lost keys which will include the replacement of the key and the cost to
re-key the building. Upon termination of employment, employees must turn in all keys to the Business Manager
or the cost of the key and re-keying the building will be deducted from the final pay check.



C. Acceptable Use Policy--Library Technology (3/9/2023)

1. Library technology includes, but is not limited to: servers, firewalls, switches, routers, desktop
computers, laptops, printers, copiers, mobile devices, storage devices such as flash drives, internet
access, software, email, telephones, voice mail, smart TVs.

2. All use of Library Technology must be in accordance with the provisions of this Policy. If an
employee needs clarification about acceptable use, they should contact their supervisor.

Acceptable use of the NEXT Search Catalog Automation Service is further defined by the
Participation Agreement endorsed by the Library Board of Trustees and the Patron Privacy and
Confidentiality Statement that each employee must sign when hired.

3. Library technology is provided for legitimate business purposes. Employees must exercise good
judgment and professionalism in the use of all Library technology. Users must respect the rights
of other users, protect the security and integrity of Library technology and observe all relevant laws
and regulations.

Occasional personal use of Library technology is permissible as long as it is lawful and does not
interfere with workplace productivity, pre-empt any business activity or pose a security or integrity
risk to any Library technology.

4. The Library maintains ownership over all Library technology and all data created, sent, received or
stored on or using Library technology. Employees have no right to, or expectation of, privacy with
respect to their use of Library technology. The Library may inspect, access, audit, monitor and/or
record employee use and access and any information accessed, created, modified, stored sent,
received, copied, manipulated or otherwise handled in any way, by or through any Library
technology, at any time, in its sole discretion, without notice to any employee.

5. The Library reserves the right to implement procedures or controls at any time, at its sole discretion,
to protect the security and integrity of Library technology, confidential information or other assets.
Employees may not block, uninstall or otherwise interfere with such controls.

6. Unacceptable use of Library technology includes, but is not limited to:

a. Using Library technology in a manner that violates applicable laws, including without
limitation, those laws relating to discrimination and harassment, privacy, financial disclosure,
intellectual property and proprietary information, defamation and criminal laws.

b. Accessing, using, posting or transmitting proprietary or confidential information related to
Library intellectual property, accounts, finances, employees, Board members, patrons,
suppliers, vendors or any third party without prior authorization from the proper supervisor.

c. Accessing, using, storing, transmitting, downloading, uploading or creating fraudulent,

harassing, sexually explicit, profane, obscene, intimidating, libelous, slanderous, threatening,
abusive, defamatory or otherwise unlawful or inappropriate materials.

d. Engaging in activities for personal gain or any commercial or business purposes other than
Library purposes

e. Performing any scanning or information gathering regarding Library technology, including,

but not limited to: port scanning, security scanning, network sniffing, keystroke logging, or
other information gathering techniques, when not part of the user’s Library duties.

f. Downloading software, including but not limited to games, screen savers, toolbars or any other

browsing tools without authorization of a supervisor.
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h. Deliberately propagating a virus, malware, or any other malicious program code.

i. Sending unsolicited email.

j. Installing or using peer-to-peer file-sharing programs or accessing those types of networks

k. Soliciting or recruiting for commercial ventures, religious or political causes, outside
organizations or other non-job-related institutions or agencies.

1. Accessing Internet sites for gambling.

m. Posting or storing Library business-related information on public sites.

7. Employees must maintain basic controls to prevent Library technology assets being lost or stolen,
potential security breaches, leaking of confidential or personal information and violations of software
licensing agreements. Employees must maintain confidentiality and exclusive control of
authentication credentials (passwords, tokens, certificates) used to access Library technology.
Credentials must not be shared with others at any time or left in a place where an unauthorized person
might find them. If an employee has reason to believe that any credential has been compromised or
discovered by another person, the employee must immediately inform their supervisor. Other basic
controls include, but are not limited to:

a. Logging out of NEXT whenever leaving a workstation

b. Keeping laptops, mobile devices and portable storage devices and media appropriately secured
(e.g. do not leave these items unattended in a vehicle or public place)

c. Do not share mobile devices used to access Library technology, or portable media containing
confidential information or assets, with third parties (including family members)

d. Exercise caution when opening attachments or selecting links (these can be contained in
electronic messages, blogs or social networks) from unknown sources as these may contain
malicious software (malware, viruses, worms and trojans).

8. The Library reserves the right to revoke access to or use of any or all Library technology any time at
its sole discretion. When an employee leaves Library service, their passwords, usernames and
employee access to all Library technology will be revoked. All Library technology resources must be
returned to the Library at the end of a User's employment, or at any time Library deems it necessary

9. Employees should report any suspected unacceptable use of Library technology to their supervisor.
Any employee who engages in any unacceptable use is subject to discipline, up to and including
termination.

10. All employees must comply with this Policy at all times and take care to ensure that their use of
Library technology does not jeopardize the interests of the Library, personal information in its
custody or control or its confidential information.

11. Any and all violations of this Policy will be treated with the utmost seriousness by the Library. Any
violation will result in discipline, up to and including termination of employment. Employees must
immediately notify their supervisor of any suspected violation of this Policy. The Library may
involve investigators and experts where appropriate to investigate and report to the Library. An
employee may, at the Library's sole discretion, be suspended while an investigation is undertaken
and completed and the employee’s access to Library technology will be revoked. Information
obtained in connection with a violation of this Policy will not be disclosed unless the disclosure is
necessary for the purposes of investigating or taking corrective action with respect to the incident, or
as otherwise required by law. The Library may disclose certain information to the affected parties to

gather pertinent facts or answer allegations. All employees are expected to cooperate fully in any
investigation pursuant to this Policy.



12. This Policy shall be administered in accordance with all applicable federal, provincial and local laws
and regulations. The Library may amend this Policy from time to time, at its sole discretion.
Employees are responsible for regularly reviewing this Policy.

VII. Code of Ethics (7/14/2016)

The Library Board of Trustees endorses the Code of Ethics of the American Library Association

Code of Ethics of the American Library Association

As members of the American Library Association, we recognize the importance of codifying and
making known to the profession and to the general public the ethical principles that guide the work of librarians,
other professionals providing information services, library trustees and library staffs.

Ethical dilemmas occur when values are in conflict. The American Library Association Code of Ethics
states the values to which we are committed, and embodies the ethical responsibilities of the profession in this
changing information environment.

We significantly influence or control the selection, organization, preservation, and dissemination of
information. In a political system grounded in an informed citizenry, we are members of a profession explicitly
committed to intellectual freedom and the freedom of access to information. We have a special obligation to
ensure the free flow of information and ideas to present and future generations.

The principles of this Code are expressed in broad statements to guide ethical decision making. These
statements provide a framework; they cannot and do not dictate conduct to cover particular situations.

I. We provide the highest level of service to all library users through appropriate and usefully organized
resources; equitable service policies; equitable access; and accurate, unbiased, and courteous responses to all
requests.

II. We uphold the principles of intellectual freedom and resist all efforts to censor library resources.

III. We protect each library user's right to privacy and confidentiality with respect to information sought or
received and resources consulted, borrowed, acquired or transmitted.

IV. We respect intellectual property rights and advocate balance between the interests of information users and
rights holders.

V. We treat co-workers and other colleagues with respect, fairness, and good faith, and advocate conditions of
employment that safeguard the rights and welfare of all employees of our institutions.

VI. We do not advance private interests at the expense of library users, colleagues, or our employing
institutions.

VII. We distinguish between our personal convictions and professional duties and do not allow our personal
beliefs to interfere with fair representation of the aims of our institutions or the provision of access to their
information resources.

VIIIL. We strive for excellence in the profession by maintaining and enhancing our own knowledge and skills, by
encouraging the professional development of coworkers, and by fostering the aspirations of potential
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members of the profession.

Adopted at the 1939 Midwinter Meeting by the ALA Council; amended June 30, 1981; June 28, 1995;
and January 22, 2008.

Section 4. Employee Benefits (amended 2/10/2022)

I. Introduction

Regular full time and regular part-time employees are required to join the Kansas Public Employee’s
Retirement system and are eligible to participate in the Library’s health insurance plans and various AFLAC
income protection plans. Full time regular and part-time regular employees are also eligible for annual leave,
sick leave and holiday pay. All employees are eligible for unemployment and worker’s compensation insurance.

II. Insurance

Medical, dental and vision benefits are provided to eligible employees of the library through the City of

Leavenworth’s insurance plan in the following manner:
For regular, full time employees (35+ hours per week), the library will pay 100 percent of the
single monthly premium for the Base 80/60 United Health Care plan, dental and vision benefits
and 75% of the family or employee +1 monthly premium for the Base 80/60 United Health Care
plan, dental and vision benefits.

For regular part-time employees (minimum of 20 hours per week), the library will pay 50 percent
of the single monthly premium for the Base 80/60 United Health Care plan, dental and vision
benefits or 37.5% of the family or Employee +1 monthly premium for the Base 80/60 United
Health Care plan, dental and vision benefits.

Library paid accidental death and dismemberment insurance is provided to all regular full time and part
time employees in an amount equal to 150% of the employee’s annual rate of compensation. Eligible employees
may choose to increase the amount of that coverage via payroll deduction. The library Business Manager can
provide enrollment and additional information.

Income protection insurance including disability insurance, accident insurance, cancer insurance and
others are available to regular employees who work a minimum of 20 hours per week as a payroll deduction
through AFLAC. The library Business Manager can provide enrollment and additional information.

III. Vacation (amended 1/12/2023)

A. All regular, full-time and part-time employees shall accrue vacation from commencement of employment.
Employees may not use vacation until completing three month’s service. Employees terminated prior to
completing three month’s service shall not be compensated for accrued vacation.

B. Requests for vacation must be made on an approved Leave/Schedule Change request form and submitted to
the employee’s supervisor for approval. In the absence of the supervisor, a form may be submitted to the
Assistant Director or Director. Employees are encouraged to give twenty-four hours’ notice when taking one
day of vacation and seven days’ notice for two or more days of vacation. Leave requests must be signed by
the employee’s supervisor or the Assistant Director or Director in the absence of the supervisor, prior to any
leave being taken, or the time will be deducted from their pay and may be considered an unauthorized
absence.

C. Employees shall cooperate with their supervisor in requesting and scheduling vacation so that service to the
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public is not unduly disrupted.

D. Accrual rates:
Years 1-4 of continuous employment:
Full time employees: 8 hours per pay period
1 - 39 hour per week employees: 2 minutes and 50 seconds per hour

Years 5-9 of continuous employment:

Full time employees: 12 hours per pay period

1 - 39 hour per week employees: 4 minutes and 10 seconds per hour
Salaried employees shall receive 18 days leave on January 1 of each year.

Years 10+ of continuous employment:
1 - 39 hour per week employees: 6 minutes per hour
Full time and salaried employees shall receive 26 days leave on January 1 of each year.

E. Accrual rate for Director: 208 hours per year beginning at the time of employment.

F. Employees may carry over accrued but unused vacation from one calendar year to the next. The maximum
number of hours that can be carried over is the amount accrued in the preceding calendar year. Any unused
hours that exceed the annual maximum accrual will be lost.

G. Upon termination of employment, employees will be compensated for accumulated vacation based on their
years of service:
Less than 5 years — 144 hours
5 to 10 years — 176 hours
10 to 15 years — 208 hours
15+ years — 240 hours

IV. Sick Leave (amended 1/12/2023)

A. All regular, full-time and part-time employees shall accrue sick leave from commencement of employment.
Employees may not use sick leave until successfully completing a three-month introductory period.
Employees terminated prior to completion of their introductory period shall not be compensated for accrued
vacation.

B. Sick leave shall be approved for the following reasons:

1. For employees who are unable to perform their duties because of sickness or injury; including
employees who are contagious and/or running a fever.

2. For medical, dental, or optical examinations or treatments of employees.

3. For employees with immediate family members who are afflicted with debilitating illnesses or
contagious diseases which require the employee’s care and attendance; or when, through exposure to
a contagious disease, the presence of the employee at work would jeopardize fellow employees and
library patrons.

4. For employees with immediate family members who require accompaniment for medical treatment.

5. Immediate family shall include the employee’s current spouse, child, mother, father, brother, sister,
grandchild, grandparent, stepchild, stepmother, stepfather.

C. All sick leave requests must be phoned in to the employee’s supervisor, Assistant Director, or Library
Director before the working day begins or at least a half-hour before the employee’s scheduled work time
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begins. Failure to follow this procedure may result in the absence being considered vacation or unauthorized
leave without pay. Upon return to work, the employee shall complete the approved Leave/Schedule Change
request form which then needs to be signed by the supervisor or the

Assistant Director or Director in the absence of the supervisor, and routed to the Business

Manager.

D. Sick leave in excess of three (3) working days will require a certification or statement from a physician upon
the employee’s return before pay is received. If an employee requests sick leave one day before or after an
vacation day or holiday, a doctor’s certificate may be required.

E. The employee’s individual circumstances must be taken into consideration when determining if sick leave is
excessive or being abused. Abuse and excessive use of sick leave imposes a burden on the employee’s co-
workers and the library and will not be tolerated. When the supervisor believes that the privilege is being
abused, a doctor’s certificate may be required for even one day’s absence being recorded as sick leave. In
such cases, the employee will be advised in advance that a medical certificate will be required to support any
future granting of sick leave, regardless of the duration of the illness.

F. Fraudulent use of sick leave is grounds for termination of employment.

G. Accrual rates:
Years 1-4 of continuous employment:
Full time employees: 8 hours per pay period
1 - 39 hour per week employees: 2 minutes and 50 seconds per hour

Years 5-9 of continuous employment:
Full time employees: 12 hours per pay period
1 - 39 hour per week employees: 4 minutes and 10 seconds per hour

Years 10+ of continuous employment:
Full time employees: 16 hours per pay period
1 - 39 hour per week employees: 6 minutes per hour

H. All unused sick leave hours carry over from one calendar year to the next.
I. Employees are not compensated for accrued sick leave upon termination of employment.

V. Sick Leave Pool

The Sick Leave Donation Program allows employees to voluntarily donate sick leave for use by co-
workers who are temporarily unable to return to work due to the serious illness or injury of the employee’s
current spouse, child, step child, foster child, brother, sister, parent/s or grandparent/s. Library financial
resources are limited and will be taken into consideration when donated sick leave hours are requested.

A. Donating sick leave
1. Donations cannot be made in any amount less than eight hours.
2. Donations can only be made in December. With the approval of the Director, donations can be made
at other times.
3. Employees who wish to donate must maintain a minimum of four weeks of accrued sick leave based
on the number of hours they normally work.
4. Employees shall certify that their leave donation was voluntarily and they understand donated leave
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will not be returned.
5. Employees cannot specify the recipient of donated hours.

B. Requesting donated sick leave

1. All regular full time and part time employees are eligible to apply for donated sick leave.

2. Employee must have completed a minimum of six consecutive months of Library service.

3. An employee must exhaust all forms of accrued leave before requesting donated sick leave.

4. The amount of donated sick leave requested must be based on a written certification by the employee
or immediate family member’s doctor. A maximum of 40 hours may be included on one request. If
the employee wishes to request more time, another formal request including a doctor’s certification
must be made.

5. Donated sick leave hours are paid at the employee’s regular hourly rate and number of hours normally
worked. Donated sick leave hours will be paid on normally scheduled pay days.

6. Donated sick leave hours are treated as regular work hours for the purposes of taxation, withholding,
KPERS and other required or voluntary library or employee-paid benefit programs in which the
employee is enrolled.

7. Any paid holidays that occur during an employee’s use of donated sick leave shall be paid as
holidays, not sick leave.

8. Donated sick leave cannot be requested if the employee is receiving workers compensation or
another form of paid leave provided by another agency or employer.

C. The donated sick leave pool can accrue a maximum of 120 full-time days (960 hours).

VI. Family and Medical Leave Act
The Leavenworth Public Library qualifies for the Family and Medical Leave Act (FMLA).

The function of this policy is to provide employees with a general description of their FMLA rights. In the event
of any conflict between this policy and the applicable law, employees will be afforded all rights required by
law.

General Provisions

Under this policy, the Library will grant up to 12 weeks (or up to 26 weeks of military caregiver leave to care
for a covered service member with a serious injury or illness) during a 12-month period to eligible employees.
The leave may be paid, unpaid or a combination of paid and unpaid leave, depending on the circumstances of
the leave and as specified in this policy.

Eligibility
To qualify to take family or medical leave under this policy, the employee must meet the following conditions:

e The employee must have worked for the Library for 12 months or 52 weeks. The 12 months or 52 weeks
need not have been consecutive. Separate periods of employment will be counted, provided that the
break in service does not exceed seven years. Separate periods of employment will be counted if the
break in service exceeds seven years due to National Guard or Reserve military service obligations or
when there is a written agreement, including a collective bargaining agreement, stating the employer’s
intention to rehire the employee after the service break. For eligibility purposes, an employee will be
considered to have been employed for an entire week even if the employee was on the payroll for only
part of a week or if the employee is on leave during the week.

e The employee must have worked at least 1,250 hours during the 12-month period immediately before
the date when the leave is requested to commence. The principles established under the Fair Labor
Standards Act (FLSA) determine the number of hours worked by an employee. The FLSA does not
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include time spent on paid or unpaid leave as hours worked. Consequently, these hours of leave should
not be counted in determining the 1,250 hours eligibility test for an employee under FMLA.

Type of Leave Covered
To qualify as FMLA leave under this policy, the employee must be taking leave for one of the reasons listed

below:

The birth of a child and in order to care for that child.
The placement of a child for adoption or foster care and to care for a newly placed child.
To care for a spouse, child or parent with a serious health condition (described below).

The serious health condition (described below) of the employee.

An employee may take leave because of a serious health condition that makes the employee unable to perform
the functions of the employee's position.

A serious health condition is defined as a condition that requires inpatient care at a hospital, hospice or
residential medical care facility, including any period of incapacity or any subsequent treatment in connection
with such inpatient care or as a condition that requires continuing care by a licensed health care provider.

Qualifying exigency leave for families of members of the National Guard or Reserves or of a regular
component of the Armed Forces when the covered military member is on covered active duty or called
to covered active duty.

An employee whose spouse, son, daughter or parent has been notified of an impending call or order to
covered active military duty or who is already on covered active duty may take up to 12 weeks of leave
for reasons related to or affected by the family member’s call-up or service. The qualifying exigency
must be one of the following: a) short-notice deployment, b) military events and activities, c) child care
and school activities, d) financial and legal arrangements, e) counseling, f) rest and recuperation, g)
post-deployment activities, and h) additional activities that arise out of active duty, provided that the
employer and employee agree, including agreement on timing and duration of the leave.

The leave may commence as soon as the individual receives the call-up notice. (Son or daughter for this
type of FMLA leave is defined the same as for child for other types of FMLA leave except that the
person does not have to be a minor.) This type of leave would be counted toward the employee’s 12-
week maximum of FMLA leave in a 12-month period.

Military caregiver leave (also known as covered service member leave) to care for an injured or ill
service member or veteran.

An employee whose son, daughter, parent or next of kin is a covered service member may take up to 26
weeks in a single 12-month period to take care of leave to care for that service member.

Amount of Leave

An eligible employee may take up to 12 weeks for the first five FMLA circumstances above (under heading
“Type of Leave Covered”) under this policy during any 12-month period. The library will measure the 12-
month period as a rolling 12-month period measured backward from the date an employee uses any leave under

13



this policy. Each time an employee takes leave, the Library will compute the amount of leave the employee has
taken under this policy in the last 12 months and subtract it from the 12 weeks of available leave, and the
balance remaining is the amount of time the employee is entitled to take at that time.

An eligible employee can take up to 26 weeks for the FMLA military caregiver leave circumstance above
during a single 12-month period. For this military caregiver leave, the Library will measure the 12-month period
as a rolling 12-month period measured forward. FMLA leave already taken for other FMLA circumstances will
be deducted from the total of 26 weeks available.

If a husband and wife both work for the Library and each wishes to take leave for the birth of a child, adoption
or placement of a child in foster care, or to care for a parent (but not a parent "in-law") with a serious health
condition, the husband and wife may only take a combined total of 12 weeks of leave. If a husband and wife
both work for the Library and each wishes to take leave to care for a covered injured or ill service member, the
husband and wife may only take a combined total of 26 weeks of leave.

Employee Status and Benefits during Leave

Employees are entitled to continued coverage under the Library’s health and dental plans while on leave;
however, employees are required to pay their share of any premiums during leave if on unpaid status. If an
employee chooses not to return to work for any reason other than a continued serious health condition, the
Library reserves the right to recover from the employee those premiums that the Library paid for the
employee’s health coverage.

Use of Paid and Unpaid Leave

Employees who take FMLA leave must use their accrued sick leave to receive pay during their leave time.
Employees may also use accrued annual leave to receive pay. The library requires the paid sick/annual leave
and FMLA leave to run concurrently; for example, employees cannot use four (4) weeks of sick leave and then
take another twelve (12) week of FMLA leave during a twelve (12) month period. Employees will continue to
accrue annual and sick leave while on family and medical leave.

Disability leave for the birth of a child and for an employee's serious health condition, including workers'
compensation leave (to the extent that it qualifies), will be designated as FMLA leave and will run concurrently
with FMLA.

Intermittent Leave or a Reduced Work Schedule

The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently (take a day
periodically when needed over the year) or, under certain circumstances, may use the leave to reduce the
workweek or workday, resulting in a reduced-hour schedule. In all cases, the leave may not exceed a total of 12
workweeks (or 26 workweeks to care for an injured or ill service member over a 12-month period).

Procedure for Requesting FMLA Leave

All employees requesting FMLA leave must provide the Director with verbal or written notice of the need for
the leave. When the need for the leave is foreseeable, the employee must provide the employer with at least 30
days' notice. When an employee becomes aware of a need for FMLA leave less than 30 days in advance, the
employee must provide notice of the need for the leave either the same day or the next business day. When the
need for FMLA leave is not foreseeable, the employee must comply with the Library’s usual and customary
notice and procedural requirements for requesting leave.

Designation of FMLA Leave

Within five business days after the employee has submitted the appropriate certification form, the Director will
provide the employee with a written response to the employee’s request for FMLA leave.

14



Intent to Return to Work from FMLA Leave
The Library requires an employee on FMLA leave to periodically report to the Director on their status and
intent to return to work.

VII. Recognized holidays (amended 2/9/2023)
A. The Library will close on these recognized holidays:
New Year’s Day
Martin Luther King Day
Presidents Day (In Service Day for all staff)
Memorial Day
Juneteenth
Fourth of July
Labor Day
Veteran’s Day
Thanksgiving Day
Friday after Thanksgiving
Christmas Eve
Christmas Day

B. Regular full-time and regular part-time employees are eligible to receive pay for recognized holidays.

C. If a recognized holiday occurs falls on a day of the week when an eligible employee is regularly
scheduled to work, the employee will receive their current rate of pay for the number of hours they regularly
work on that day.

D. If a recognized holiday occurs falls on a day when an eligible employee is not regularly scheduled,
full-time employees will receive their current rate of pay for 8 hours, part-time employees will receive
their current rate of pay as follows:

Years 1-4 of continuous employment: 4 hours
Years 5-9 of continuous employment: 6 hours
Years 10+ of continuous employment: 8 hours

E. When a recognized holiday falls on a Sunday, Sunday will be unpaid. The holiday shall be observed on the
following Monday (closed both days) and employees will be paid under the terms of sections B and C.

F. The library will be closed on Easter Sunday; however, this is not a recognized holiday. The library will close
at 5:00 p.m. on Thanksgiving Eve and New Year’s Eve.

G. When Christmas Eve falls on Sunday, the Library will close on 12/23-12/25. Employees will be paid
for 12/23 and 12/25 under the terms of sections B, C and D.

H. Recognized holidays may require schedule adjustments to prevent the need for overtime pay (over 40 hours
in a work week). Employees may be granted compensatory time off in order to meet this requirement.
Compensatory time off must be used by the end of the work week in which the holiday occurs.

VIII. Other Types of Leave

A. Excused Absences
“Excused absences” are absences administratively authorized or approved which do not result in deductions
from any kind of leave with pay or in loss of basic salary. The following are considered excused absences:
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* Attendance at approved library-related meetings, institutes, or workshops, if not over five (5)
days in duration.

*Blood donations without compensation.

*Emergency, protective work or volunteer fire department.

*Civil Defense activities where employees have volunteered and have specific assignments.
*Short-term active duty or field training if employees are members of reserve units of the United
States Armed Forces or the National Guard.

B. Emergency Closings
Closing the Library in an emergency is at the discretion of the Director, Assistant Director or Youth Services
Supervisor. Their decision will be guided by the principle of maintaining library service whenever possible
without subjecting patrons or staff to undue risk.

When the decision is made to close the library, employees scheduled to work on that day will be paid for all
hours scheduled on that day. When the library is open during inclement weather and employees do not make it
to work, the absence will be considered annual leave or leave without pay.

C. Court Leave
Court leave is an authorized absence from duty for the purpose of attending court as a witness or for jury duty.
This absence is without charge to leave or loss of compensation. When employees are involved in court for
personal cases not resulting from their library duties, the time off will be charged to annual leave or leave
without pay.

D. Bereavement Leave
All employees will be granted up to three (3) days of leave with pay to attend the funeral of an immediate
family member. An additional two (2) days will be allotted for employees who have suffered the death of a
spouse, parent, or child, or in the event that out-of-town travel is involved.

Immediate family shall include the following: current spouse, child, mother, father, brother, sister, grandchild,
grandparent, son-in-law, daughter-in-law, stepchild, stepbrother, stepsister, stepmother, or stepfather of the
employee; as well as the mother, father, brother, sister, grandchild, and grandparent of the employee’s spouse.

Annual leave will be used for the funeral of other relatives and friends. If additional funeral leave days are
needed, these days will be charged to annual leave or leave without pay.

IX. Retirement

The Leavenworth Public Library participates in the Kansas Public Employees Retirement System (KPERS).
This is a state-administered defined benefit retirement plan for employees of state and local governments. All
employees who are regularly scheduled to work 1,000 hours or more per year (20 hours a week) are required to
participate in the program beginning with the first day or work. If new employees have previously been members
of KPERS and have not withdrawn their contributions, their membership carries over and begins again on the
first day of their employment at the library.

Both employees and the employer make contributions as required by Kansas law. These contributions are
excluded from gross income for federal income tax purposes. The employee’s contribution is deducted each pay
period. The library’s contribution is based on actuarial figures, which are adjusted annually.

The system provides retirement, long-term disability, life insurance, and survivors’ benefits. Employees are
fully vested after ten years’ participation in the plan. In addition, employees are covered under the Social
Security and Medicare systems. Employees are eligible to retire and receive full benefits when they have met
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the requirements as outlined by KPERS. Upon retirement, employees will receive payment for all accumulated
annual leave.

X. Miscellaneous Benefits

A. Lunches/Dinners and Breaks
Employees may take a fifteen (15) minute break for every four (4)-hours worked at the discretion of their
supervisor. Breaks may not be combined, added to mealtimes, used to leave early, or used to make up time.

Full time employees are entitled to a half-hour or hour lunch or dinner break, depending on the number
of hours worked. Employees who work over six (6) hours in a single day are required to take a thirty-(30)
minute lunch or dinner break. Time spent in transit will apply to the time allotted for lunch or dinner breaks.
Any time over the allotted time will be considered leave without pay. Lunch or dinner breaks also may not be
used to leave early or to make up time.

A staff lounge is provided for use during breaks and lunch or dinner. Eating or taking breaks in work
areas is discouraged.

B. Staff Library Cards
Employees will not be charged for overdue materials; however, employees are expected to be considerate in
returning borrowed library materials on or before the due dates. If materials or equipment charged out to
employees are lost or badly damaged, employees are expected to pay for the materials.

These benefits apply to employees only, NOT their family members. Any abuse or misuse of this policy will
result in the loss of privileges for that employee.

C. Copy Machine
Employees may make copies for personal use on the library’s copy machine for five (5) cents per copy.
Computer print-outs will also be five cents a page. Any abuse or misuse of this policy will result in the loss of
privileges for that employee.

D. Professional Memberships
The library will pay for basic personal membership in the Kansas Library Association (KLA) for all full-time
professional employees. Employees must pay for any personal membership in the American Library
Association (ALA), Public Library Association (PLA), or other professional associations.

E. Continuing Education
The library encourages an atmosphere that supports employees’ continuing education and development. This
includes support of memberships and attendance at professional association meetings, formal courses of study,
continuing education seminars and workshops.

Employees will receive a $50 bonus for every fifty (50) hours of credit in the state’s Library Employee
Education Plan (LEEP). All requests for attending workshops must first be presented to the employee’s
supervisor and then to the Library Director for final approval. When attending overnight meetings or
workshops, the employee will be reimbursed for all travel expenses to include mileage, hotel rooms, and meals.
Expenses for meals will be reimbursed up to the amount paid by the City. Approved business travel will be
reimbursed at the current rate approved by the US Internal Revenue Service (IRS).
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F. KPERS457/Deferred Compensation
To attract and retain in its employment persons of competence and to provide a means for supplementing the
retirement benefits of Library employees and to encourage and support efforts of its employees to voluntarily
participate in a tax deferred compensation plan, the Library participates in the Kansas Public Employees
Deferred Compensation Plan as authorized by K.S.A. 74-49b14. The Library Business Manager is authorized to
execute all necessary documents.

Section 5. Employment Practices

I. Employment Relationships
The Library Director is appointed by the Board. The Library Director, with the approval of the Board, has the
authority to make all other staff appointments or to delegate the authority to department supervisors.

All employees of the Leavenworth Public Library are “employees at will.” The Board, with or without cause,
may terminate the employment of the Library Director and all other employees at any time. Notice of such
termination shall be delivered to terminated employees in writing, either in person or by mail, to the address
shown in the employment records of the library.

Notice of vacancies for positions will be published in the local newspaper, in addition to other methods of
recruitment.

A. Equal Employment Opportunities
The Library provides equal employment opportunities (EEO) to all employees and applicants for employment
without regard to race, color, religion, gender, sexual orientation, gender identity, national origin, age,
disability, genetic information, marital status, amnesty or status as a covered veteran in accordance with
applicable federal, state and local laws. The Library complies with applicable state and local laws governing
nondiscrimination in employment in every location in which the company has facilities. This policy applies to
all terms and conditions of employment, including hiring, placement, promotion, termination, layoff, recall, and
transfer, leaves of absence, compensation and training.

The Library expressly prohibits any form of unlawful employee harassment based on race, color, religion,
gender, sexual orientation, national origin, age, genetic information, disability or veteran status. Improper
interference with the ability of the Library’s employees to perform their expected job duties is absolutely not
tolerated.

Employees with questions or concerns about any type of discrimination in the workplace are encouraged to
bring these issues to the attention of their supervisor, the Assistant Director, or the Library Director. Employees
may raise concerns and make reports without fear of reprisal. Employees found to be engaging in any type of
unlawful discrimination will be subject to disciplinary action, which may include termination of employment.

B. Immigration Law Compliance
The Leavenworth Public Library is committed to employing only United States citizens or those who have valid
permits to work in the United States. The library does not lawfully discriminate on the basis of citizenship or
national origin.

In compliance with the Immigration Reform and Control Act of 1986, all new employees must complete the
Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment
eligibility. Former employees who are rehired must also complete the form if they have not completed an I-9
with the Leavenworth Public Library within the past three years or if their previous I-9 is no longer on file or
valid.
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C. Disability Accommodations
The Leavenworth Public Library is committed to complying fully with the Americans with Disabilities Act
(ADA) and ensuring equal opportunities in employment for qualified individuals with disabilities. All
employment practices and activities are conducted on a non-discriminatory basis. Pre-employment inquiries are
made only regarding an applicant’s ability to perform the duties of the position. Disclosing of a disability is at
the discretion of the applicant or employee.
The Leavenworth Public Library will make reasonable accommodations for qualified individuals with known
disabilities, unless doing so would result in undue hardships for the library. This policy covers all aspects of
employment, including selection, job assignments, compensation, discipline, termination, and access to benefits
and training. Reasonable accommodations will be determined on a case-by-case basis but may include
redesigning of certain jobs, reassignment of non-essential functions to other personnel, or changes in how
certain duties are performed. Job descriptions are to be written to clearly identify and distinguish between
essential and non-essential functions.

I1. Hiring Practices

A. Introductory Period
The introductory period is intended to give new employees the opportunity to demonstrate their ability to
achieve satisfactory levels of performance and to determine whether or not the position meets their
expectations. During this time, the supervisor will train the employee, using the “New Employee’s Checklist” as
a guide to the employee’s job duties. The supervisor will also examine the employee’s work habits, skills,
aptitude, attitude, and competence for successful job performance. Either the employee or the library may end
the employment relationship “at will” at any time during the introductory period, with or without cause or
advance notice.

All new and rehired employees, as well as any employees who are hired for a different position within the
library, work on an introductory basis for the first six (6) months after their date of hire. The exception is the
Library Director, whose introductory period is the first twelve (12) months after the date of hire. If a supervisor
determines that the introductory period does not allow sufficient time to thoroughly evaluate the employee’s
performance, the introductory period may be extended for a specified period. A written evaluation of the
employee’s performance will be made at the end of the introductory period. In the evaluation, indication will be
made as to whether or not the employee will be recommended for continued employment.

B. Performance Reviews
Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal day-
to-day basis. A formal written performance review will be conducted by the employee’s supervisor at the end of
the employee’s introductory period. Annual performance reviews are conducted to provide both supervisors and
employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize
strengths, and discuss positive, purposeful approaches for meeting goals.

An employee’s performance is evaluated according to an ongoing twelve- (12) month cycle, beginning with the
date of hire. All supervisors are required to complete a written performance review of the employees under their
direction within thirty (30) days of the employee’s anniversary date. Such reviews will be prepared using the
standard performance evaluation form developed by the Library Director. All performance reviews are to be
signed by the employee, acknowledging that the employee has read, but does not necessarily agree with, the
review.

The Library Director will be reviewed annually by the Board.
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C. Hiring of Relatives
The employment of qualified relatives of an employee is permitted, as long as such employment does not, in the
opinion of the Library Director, create actual or potential improprieties or conflicts of interest. Relatives are
permitted to work in the same department, provided no direct reporting or supervisory management relationship
exists. If two employees within the same department marry or become members of each other’s immediate
families, they shall be treated in accordance with these guidelines.

For the purposes of this policy, “relative” is defined as follows: spouse, child, parent, sibling, grandparent,
grandchild, corresponding in-law or “step” relation, or any other family member residing in the same
household.

D. Outside Employment
Employees who hold a job with another organization must satisfactorily perform their job responsibilities with
the Leavenworth Public Library. Such employees will be judged by the same performance standards and will be
subject to the library’s scheduling demands, regardless of any existing outside work requirements. If the library
determines that the employee’s other employment interferes with performance or the ability to meet the
scheduling requirements of the library, the employee may be asked to terminate the other position if the
employee wishes to remain with the Leavenworth Public Library.

III. Staff Meetings

Staff meetings are held once a month at 8:00 a.m. on the Wednesday after the Board meeting. (Board meetings
are held on the second Thursday of the month.) The purpose of these meetings is to present and explain matters
of policy; to discuss professional problems, procedures, and trends; and to enhance the education and training of
employees. Employees are encouraged to suggest questions or topics for consideration. Department supervisors
may call meetings of their respective staffs whenever desired or may regularly schedule such meetings. Staff
meetings will be included as paid work time and attendance is expected. Employees who miss a staff meeting
will be held responsible for the content of the meeting.

IV. Grievance Policy

All employees have the right to present complaints or grievances concerning their jobs; working conditions;
relationships between co-workers, supervisor, the Assistant Director, or the Library Director; the application of
equal opportunity policies; or as an appeal of any disciplinary action taken pursuant to these policies.

Employees should exhaust any and all avenues to reconcile the situation before it becomes necessary to resort to
the grievance procedure. If, after meeting with their immediate supervisor, aggrieved employees feel that the
meeting failed to settle their grievance, then a written complaint, using the “Staff Incident Report Form,” may
be filed with the Library Director within seven (7) days of the supervisor’s response. The Library Director shall
reply in writing within seven (7) days of receipt of any written complaint. If, after reviewing the Library
Director’s written response, aggrieved employees are not satisfied, they may request of the Library Director that
their complaint be heard by a Grievance Committee. The committee will be selected by the President of the
Board and be comprised of two members of the Board and an employee. The Committee shall meet with the
aggrieved employee and all interested parties within fourteen (14) days of a request. The Grievance Committee
shall make its recommendations to the Board at its next regularly-scheduled meeting, and the Board shall reply
in writing to the aggrieved employee within seven (7) days of its decision. Such decision shall be final.

V. Dismissal and Termination

A. Grounds for Disciplinary Actions
The Library Director, Assistant Director, and department supervisors are responsible for the conduct and
effective performance of all employees under their jurisdiction and shall have the authority and the
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responsibility to discipline employees for violations of the library’s personnel policies and any library policy
and procedure guidelines.

The purpose of discipline is to ensure high standards of performance and efficiency, to maintain good working
relationships among employees, and to provide the citizens of the City with the highest possible level of
courteous and professional public service. Discipline in the library is for the most part “self” discipline. It is the
duty of employees to make conscientious efforts to work and behave in accordance with the values, service
standards, policies, and guidelines of the library. All employees are expected to be self-disciplined, to work hard
at being the best at what they do, and to help the library provide a high level of customer service.

When employees exhibit inappropriate conduct or are not successful in meeting the requirements of their job, it
may become necessary for their supervisor to consider disciplinary action to correct such problems. The
following is a list of misconduct which may subject employees to disciplinary action. The list is not exclusive; it
is only representative of such misconduct.

1. The consumption of alcoholic beverages or illegal drugs, or intoxication while on duty.
Offensive conduct or language.

3. Insubordination, which is defined as gross disrespect to any supervisor and/or refusing to perform direct
requests from any supervisor which falls within the parameters of the employee’s job description.

4. Intentional negligence of assigned duties and responsibilities.

. Willful damage, theft, or misuse of library funds or property.

6. Absence from duty without leave, excessive absenteeism, and/or habitual tardiness.

9]

B. Disciplinary Action

The following process may be followed for unsatisfactory performance, depending upon the severity of the
action:

1. The employee will first receive an oral reprimand.
If the unsatisfactory behavior continues, the employee will receive a written reprimand. The employee’s
signature should be obtained on this document to acknowledge receipt. If the employee refuses to sign, this
should be so noted on the document. The employee will receive a copy, and a second copy will be placed in
the employee’s individual personnel file. A sample form is located at the end of the chapter.

3. If the unsatisfactory behavior continues, the matter will be brought to the attention of the Library Director
for a final decision, which may include termination.

C. Resignation
Employees may terminate their own employment voluntarily. The courtesy of a two-week written notice for
termination is appreciated. If the employee provides their supervisor with a two-week written notice, the
supervisor will deliver it to the Library Director.

The resignation of the Library Director shall be in writing one month in advance and delivered to the President
of The Board.

D. Abandoned Position
Any unauthorized absence shall be deemed absence without pay and may be grounds for disciplinary action.
Employees who are absent three consecutive work days or shifts without notifying their supervisor shall be
considered to have terminated. The Library Director may modify the above policy where aggravating,
extenuating circumstances are found to have existed.
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E. Exit Interview
Employees leaving the employment of the library are requested to complete an Exit Interview form. This form
gathers general information and equal opportunity related information. A copy of the form is located at the end
of the chapter.
Section 6. Wages and Hours

I. Wages and Raises
Employees will receive notice of their starting wages or salaries on their date of hire. Future raises are
determined by The Board during the preparation of the Library’s annual budget.

I1. Pay Period

Pay periods last one month and end on the 20™ of each month. Payday is the last working day of the month.
The Library uses automatic deposit for payroll. Every employee must provide the banking information
necessary for this process. Each pay period a printed pay stub will be provided to employees.

ITI. Time Sheet and Schedule Procedures

Actual time worked must be recorded accurately by employees and approved by their supervisor. Completed
and approved time sheets must be submitted to the Business Manager by 10:00 AM on the 21st of each month.
Hours recorded on timesheets that are properly completed and approved but not submitted to the Business
Manager by 10:00 AM on the 21st of each month will be included in the employee’s automatic deposit for the
next pay period.

Supervisors will inform staff of deadlines for completing and signing time sheets. It is the responsibility of
employees to meet the submission deadlines. Supervisors will not remind employees to sign or fill out time
sheets.

Instructions for completion of time sheets are as follows: Accurately record the time beginning a shift, any
lunch and/or dinner breaks, and the time ending a shift. Employees eligible for vacation and sick leave must
also record the number of leave hours used, as well as the type of leave used (compensatory days, annual leave,
sick leave, etc.). Time worked is defined as time actually spent on the job performing assigned duties. When all
time has been entered onto the time sheet, the employee must then add up all hours worked for the week, write
the total at the bottom, and sign the time sheet.

If corrections or modifications are made to a time sheet, both employees and their supervisor must verify the
accuracy of the changes by initialing the time sheet. All time recorded onto an employee’s time sheet must be

entered by the employee only.

Altering, falsifying, or tampering with time sheets, or recording time on another employee’s time sheet may
result in disciplinary action, including possible termination of employment.
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