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INTRODUCTORY STATEMENT


We welcome you as an employee of Wellsville City Library.  This Policy Handbook reflects extensive deliberations to formulate the very best human resource practices for you and the Library.  You need to know and understand these policies in order to perform your job at a high level of professionalism.


Throughout this handbook the Wellsville City Library will be referred to as the Library or WCL. 


This handbook is designed to acquaint you with the Library and provide you with information about working conditions.  You should read, understand, and comply with all provisions of the handbook.  It describes many of your responsibilities as an employee.  One of our objectives is to provide a work environment that is conducive to both personal and professional growth.


This handbook contains only general information and guidelines.  It is not intended to be comprehensive or to address all the possible applications of, or exceptions to, the general policies and procedures described herein.  For that reason, if you have any questions concerning eligibility for a particular benefit, or the applicability of a policy or practice to you, you should address your Library Director or (LD).  Neither this handbook nor any other document confers any contractual right, either expressed or implied, to remain in employ.  Nor does it guarantee any fixed terms and conditions of your employment.  Your employment is not for any specific time, and may be terminated at will, with, or without cause and without prior notice by the Wellsville Library, or you may resign for any reason at any time.


No policy handbook can anticipate every circumstance or question about Library policy. As the Library continues to grow, the need may arise, and the Library Board reserves the right to revise, supplement, or rescind any policies or portion of the handbook from time to time as it deems appropriate, in its sole and absolute discretion.  Employees will, of course, be notified of such changes to the handbook as they occur.  The only policy that will not change is the Employment at Will Policy, which permits you or the Library Board of Trustees to terminate employment for any reason at any time.

AUTHORITY


The Board of Trustees of the Wellsville City Library (hereafter referred to as the Library Board or LB) has the right to formulate policies and to change them without notice.  Only the Library Board in partnership with the administrative staff, and /or the Wellsville City Council can make policy.  The Library Director will be responsible for implementing all personnel policies, and have full authority in supervising employees.    

WCL=Wellsville City Library

LD=Library Director

LB=Library Board, Board of Trustees

EMPLOYMENT AT WILL


Employment with the Wellsville Library is voluntarily entered into, and the employee is free to resign at will at any time, for any reason.


Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to constitute contractual obligations of any kind or a contract of employment between the Wellsville Library and any of its employees.  While the Wellsville Library desires that the relationship be mutually beneficial, both parties should recognize that neither the employee nor the Wellsville Library has entered into any implicit or explicit contract of continuous employment.  The provisions of the handbook have been developed at the discretion of the Library Board of Trustees and, except for its policy of Employment-at-Will, may be amended or cancelled at any time, at the Library Boards discretion.


These provisions supersede all existing policies and practices and may not be amended or added to without the approval of the Wellsville Library Board of Trustees.

EQUAL EMPLOYMENT OPPORTUNITY


In order to provide equal employment and advancement opportunities to all individuals, employment decisions at the Library will be based on merit, qualifications, and abilities.  All applicants for employment will be considered without regard to race, religion, national origin, age, sex, disability, citizenship, or military status. The Library does not discriminate in employment opportunities or practices on the basis of race, religion, national origin, age, sex, disability, citizenship, military status, any other consideration or status made unlawful by applicable laws.


The Library will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship. This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.


In addition to a commitment to provide equal employment opportunities to all qualified individuals, the Library has established an affirmative action statement.


It is the Library’s policy to maintain a discrimination and/or harassment free work environment for everyone.  A good working environment includes freedom from harassment of all kinds, whether based on race, religion, national origin, age, sex, disability, citizenship, or military status.


If you have questions or concerns about any type of discrimination and/or harassment in the workplace, you are encouraged to bring these issues to the attention of the Library Director or the Library Board.  You can raise concerns and make reports without fear of reprisal.  Anyone found to be engaging in any type of unlawful discrimination and/or harassment will be subject to disciplinary action, up to and including termination of employment.

DISABILITY ACCOMMODATION


The Wellsville Library is committed to complying fully with the Americans with Disabilities Act (ADA) and ensuring equal opportunity in employment for qualified persons with disabilities. All employment practices and activities are conducted on a non-discriminatory basis.  All employment decisions are based on the merits of the situation in accordance with defined criteria, not the disability of an individual.  The Wellsville Library will follow any state or local law that provides individuals with disabilities greater protection than the ADA.


The Library’s hiring procedures provide persons with disabilities meaningful employment opportunities.  Upon request, job applications will be provided in alternative, accessible formats.  Assistance in completing the application is also available.


Reasonable accommodations will be made to disabled employees whose disability affects their ability to perform the essential functions of the job.  Employees requiring reasonable accommodations should contact the Library Director or the Library Board.


Qualified individuals with disabilities are entitled to equal pay compensation, job assignments, classifications and job descriptions.


The Library will not discriminate against any qualified employees because they are related to or associated with a person with a disability.

HARASSMENT


The Wellsville Library is committed to providing a work environment that is free from all forms of discrimination and conduct that can be considered harassing, coercive, or disruptive, including sexual harassment.  Actions, words, jokes, or comments based on an individual’s race, religion, national origin, age, sex, disability, citizenship, or military status will not be tolerated.

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a sexual nature.  This definition includes many forms of offensive behavior and includes gender-based harassment of a person of the same sex as the harasser.  The following is a partial list of sexual harassment examples:  

· Unwanted sexual advances.

· Offering employment benefits in exchange for sexual favors.

· Making or threatening reprisals after a negative response to sexual advances.

· Visual conduct that includes leering, making sexual gestures, or displaying of sexually suggestive objects or pictures, cartoons or posters.

· Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes.  

· Verbal sexual advances or propositions.

· Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body, sexually degrading words used to describe an individual, or suggestive or obscene letters, notes, or invitations.  

· Physical conduct that includes touching, assaulting, or impending or blocking movement.  

· Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when: (1) submission or rejection of the conduct is used as a basis for making employment decisions; or, (2) the conduct has the purpose or effect of interfering with work performance or creating an intimidating, hostile, or offensive work environment.

If you experience or witness sexual or any other unlawful harassment in the workplace, report it immediately to the Library Director.  If the Library Director is unavailable or you believe it would be inappropriate to contact that person, you should immediately contact any member of the Library Board.  You can raise concerns and make reports without fear of reprisal or retaliation.


All allegations of sexual harassment will be quickly and discreetly investigated.  To the extent possible, an employee’s confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure. When the investigation is completed, the employee will be informed of the outcome of the investigation.  There will be an appeal process if the problem is not satisfactorily resolved.


Any employee who becomes aware of possible sexual or other unlawful harassment must immediately advise the Library Director or Library Board member.  Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and including termination of employment.

TOBACCO, DRUG, & ALCOHOL USE


Public libraries in Kansas are legally designated as non-smoking institutions under KSA 21-4009.  Those wishing to smoke must do so outside the library during their break times.


It is the Wellsville Library’s desire to provide a drug-free, healthy, and safe workplace.  To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.


While on Library premises and while conducting library related activities off library premises, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs.  The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.


Violations of this policy may lead to disciplinary action, up to and including termination of employment, and/or required participation in a substance abuse rehabilitation or treatment program, at employee’s expense. Such violations may also have legal consequences.


Employees with drug or alcohol problems that have not resulted in, and are not the immediate subject of, disciplinary action may request approval to take unpaid time off to participate in a rehabilitation or treatment program.  Leave may be granted if the employee agrees to abstain from use of the problem substance; abides by all Wellsville Library policies, rules, and prohibitions relating to conduct in the workplace; and if granting the leave will not cause the Wellsville Library undue hardship.


Under the Drug-Free Workplace Act, an employee who performs work for a government contract or grant must notify the Wellsville Library of a criminal conviction for drug-related activity occurring in the workplace.  The report must be made within five (5) days of the conviction.


Employees with questions on this policy or issues related to drug or alcohol use in the workplace should raise their concerns with the Library Director or the Library Board without fear of reprisal.


The Wellsville Library may conduct unannounced searches for illegal drugs, alcohol, or items of theft in Library facilities at the discretion of the Library Director.  Such searches of Library facilities and property can be conducted at any time and do not have to be based on reasonable suspicion.
WORKPLACE VIOLENCE PREVENTION

     WCL is committed to preventing workplace violence and to maintaining a safe work environment.  Given the increasing violence in society in general, WCL has adopted the following guidelines to deal with intimidation, harassment, or other threats of (or actual) violence that may occur during library hours or on its premises.

     All employees, including the LD and temporary employees, should be treated with courtesy and respect at all times.  Employees are expected to refrain from fighting, “horseplay,” or other conduct that may be dangerous to others.  Firearms, weapons, and other dangerous or hazardous devices or substances are prohibited on the premises of WCL.

     Conduct that threatens, intimidates, or coerces another employee, a patron, or a member of the public at any time, including off-duty periods will not be tolerated on WCL premises.  This prohibition includes all acts of harassment, including harassment that is based on an individual’s age, religion, national origin, age, sex, disability, citizenship, or military status.

     All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to the LD or LB.  This includes threats by employees, as well as threats by patrons, venders, solicitors, or other members of the public. When reporting a threat of violence, you should be as specific and detailed as possible.

     All suspicious individuals or activities should also be reported as soon as possible to the LD, LB, or the local police.  Do not place yourself in peril.  If you hear or see a commotion or disturbance, do not try to intercede or see what is happening, just report it.

     WCL will promptly and thoroughly investigate all reports of threats of (or actual) violence and of suspicious individuals or activities.  WCL will make every effort to protect the identity of the individual making a report.  In order to maintain library safety and the integrity of its investigation, WCL may suspend employees, either with or without pay, pending investigation.  If determined to be serious enough the local police will be notified.

     Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in violation or these guidelines will be subject to prompt disciplinary action up to and including termination of employment.

     WCL encourages employees to bring their disputes or differences with other employees to the attention of the LD or LB before the situation escalates into potential violence.  WCL is eager to assist in the resolution of employee disputes, and will not discipline employees for raising such concerns.

EMPLOYEE INJURIES


If an employee is injured on the job and must seek medical attention, and is unable to return to work due to doctor’s orders, the WCL will pay up to one week of their regularly scheduled hours during the 7 days waiting period for worker’s compensation claims.


For the duration of the injury, and while the employee is receiving worker’s compensation benefits, the WCL will provide all other benefits at the same level as the employee received before the injury.  The WCL will continue to make contributions to KPERS.  The employee will additionally earn vacation and sick days as if he or she was not injured.

EMPLOYEES MUST ADHERE TO THE FOLLOWING PROCEDURES:

1. Report any workplace injuries immediately to your Supervisor or the LD.  Employees have ten (10) days from the date of injury in which to file a Workers’ Compensation claim.

2. At the time the employee is undergoing examination, the employee shall also undergo a drug and alcohol test at the clinic/hospital.

3. If the employee is not released immediately to return to work, the employee must report the results of the exam to the Supervisor or LD., and provide all documentation for follow-up visits.  This paperwork will include any work restrictions and/or appointments for additional treatment.

4. If the employee is released by the clinic/hospital, the employee is to immediately return back to work providing all documentation to the Supervisor/LD.  This paperwork will include any work restrictions and/or appointments for additional treatment.

5. The injured employee must complete the “Employee’s Report of Accident/Injury” form for the Supervisor/LD, within 24 hours following the injury or illness.
6. To minimize workflow interruptions, if possible, future appointments are to be made before or after scheduled work hours for ongoing treatment. If the appointments conflict with scheduled work hours, the employee must then inform their Supervisor/LD, no less than 48 hours prior to the appointment, so that proper adjustments can be made while the employee is gone.

7. The employee must clock out when leaving the workplace facility during his/her scheduled work hours for medical treatment and employee will be required to clock in upon returning from medical treatment.

8. All follow-up visits and appointments for treatment directed or scheduled by the designated authorized physician must be attended until the physician releases the injured employee.  Failure to comply with this requirement will prevent the injured employee from returning to full-duty status and may terminate future medical treatment.

DRUG/ALCOHOL TEST RESULTS

1. Test results will be released to the Library Director usually within two days (48 hours) from testing.

2. If an employee tests positive for an unauthorized presence of drugs and/or alcohol, an employment (or discipline) decision will be made based on the individual circumstances.  An employee may be disciplined up to and including termination of employment.

3. If an employee refuses to submit to a drug and/or alcohol screening, their employment will immediately be terminated.

4. Workers Compensation Benefits may be legally denied in certain circumstances due to the involvement of drugs and/or alcohol.

NON-WORK-RELATED HEALTH CONDITIONS

If an employee has a pre-existing or non-work-related health condition, it is the responsibility of that employee to notify their Supervisor or the Librarian.  The WCL will make reasonable accommodations for employees for conditions such as pregnancy, non-work-related injuries, etc.  However, some situations may require a release by the employee’s physician before that employee will be allowed to perform certain jobs.

All incidents of injury occurring on the job must be reported as soon as possible to the employee’s immediate supervisor.  Your supervisor will assess the extent of the injury and, if it is necessary make arrangements for medical care.

NEPOTISM


Two or more employees related through immediate family will not be hired without the approval of the Library Board.  This policy may also be applied to dating couples.

RECRUITMENT


When a position becomes available, the Library Board/ Director will post the job available and accept applications until the position is filled.  If necessary a notice will be placed in the local newspaper.


Applications will be accepted and held for future available positions.

IMMIGRATION LAW COMPLIANCE


The Wellsville Library is committed to employing only United States citizens and aliens who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.


In compliance with the Immigration Reform and Control Act of l986, each new employee, as a condition of employment, must complete the Form I-9 Employment Eligibility Verification and present documentation establishing identity and employment eligibility.  This must be done within 3 days of employment.  Former employees who are rehired must also complete the form if their previous I-9 is no longer retained or valid.

JOB POSTING & EMPLOYEE REFERRALS


The Library Board is committed to promoting current staff to new and existing open positions within the organization.  The Wellsville Library recognizes the benefit of developmental experiences and encourages employees to talk with their Supervisors/Library Director about their career plans. The Library Director/Supervisor is encouraged to support employees’ efforts to gain experience and advance within the organization. Job posting is a way to inform employees of openings and to identify qualified and interested applicants who might not otherwise be known to the Library Director. Other recruiting sources may also be used to fill open positions, if needed.


All open positions within the Wellsville Library will be posted on the employee bulletin board. This includes:

· Any new position.

· Open positions as a result of promotion, resignation, or termination.

· Positions reclassified from part-time status to regular full-time status.

Temporary positions are posted at the Library board’s discretion.

ELIGIBILITY

· All Library employees are eligible to apply for any posted position as an internal candidate if they possess the required skills, competencies, and qualifications.

· Each job posting notice will include the dates of the posting period, job title, job summary, general duties, responsibilities, qualifications, knowledge, skills and abilities.

     You may be disqualified as an applicant if:

· You do not have the specific technical skills, competency and/or qualifications required to successfully perform the job.

· You have been given a written warning within the past six (6) months.

· You are or have been on probation or suspension within the past six (6) months.

· You are currently in the Counseling/Discipline Process.

· Any area of your last performance review is rated at “Below Satisfactory or Unacceptable”.

APPLICATION PROCEDURE FOR AN OPEN POSITION

· Speak to your Supervisor/Library Director about the job.

· Submit a completed Job Application form listing job-related skills and accomplishments.  It should also describe how your current experience with the Wellsville Library and prior work experience and/or education qualifies you for the position.  Completed applications must be turned in to the Library Director/Library Board.

· All Applications will be turned over to the Library Director/Library Board for review.

· The Library Director/Supervisor will contact applicants if chosen for an interview.

EMPLOYMENT APPLICATIONS

           Applications will be received in writing and reviewed by the Library Director and then the Library Board.  


The Wellsville Library relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment.  Any misrepresentations, falsifications, or material omissions may result in the exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.

HIRE DATES


The hire date is the actual date an employee began employment with the Wellsville Library.  This includes temporary staff hired as regular full-time or regular part-time employees of the Wellsville Library.

INTERVIEW PROCEDURES 
For the Library Director

 The Library director, when interviewing prospective employees, will follow the following procedures:

A. Upon request of the Library Director a preliminary interview will be granted.

B. The interview will consist of:

1. General Library information questions

2. Computer and equipment testing

      C.  For positions in the Children’s Department, applicant may be asked to           

            demonstrate ability to do Story-time and show some knowledge of bulletin board   

            design.  

D. Upon satisfactory completion of the preliminary interview, applicant will be

required to attend the next Library Board meeting as the next phase of the interview process. 

E. The Library Board sets the pay scale for new employees.

F. The Library Director will make final hiring decisions.  No contracts will be issued, but evaluation and reappointment will come yearly in November or December.  

EMPLOYEE INFORMATION


It is the responsibility of each employee to promptly notify the Library Director of any changes in personal data.  This would include mailing address, e-mail address, telephone numbers, names and numbers of dependents, emergency contacts, and educational accomplishments.  This information should be accurate and current at all times.


All new employees will be required to complete and sign the following:


· Form W-4, Employee Withholding Allowance Certificate

· Form I-9, Employment Eligibility Verification

· Employee Acknowledgement Form

· Employee Emergency Contact Information
After 1000 hours, established full time employees are mandated to apply for KPERS.

EMPLOYMENT REFERENCE CHECKS


PRE-EMPLOYMENT


To ensure that individuals who join the Wellsville Library are well qualified and have a strong potential to be productive and successful, it is the policy of the Wellsville Library to check the references of all applicants.  The Wellsville Library will also require the signing of a request for a criminal records check.


POST-EMPLOYMENT


The Library Director will respond to all reference check inquiries from future employers.  Responses to such inquires will confirm only dates of employment, salary, and position(s) held.  No additional employment data may be released without a written authorization and release signed by the individual who is the subject of the inquiry.

Employee Emergency Contact Information 
EMPLOYEE NAME ___________________________________________________

If there is an emergency and you would like the library to contact someone, please list the person(s) to contact and their contact information.  Please list in the order you wish to have contacted
1.
Name:  __________________________

Phone:  __________________________

Address:  ________________________

Comments: __________________________________________________
2.
Name:  __________________________

Phone:  __________________________

Address:  ________________________

Comments: __________________________________________________

3.
Name:  __________________________

Phone:  __________________________

Address:  ________________________

Comments: __________________________________________________

I give permission to the Wellsville City Library to contact these people if I am involved in an emergency while at the library.

Signature: ________________________

Date:____________________________

MEDICAL EXAMINATIONS


To assist in ensuring that employees are able to perform their duties safely, medical examinations may be required.


When job-related and consistent with business necessity and after an offer has been made to an applicant entering a designated job category, a health professional of the Wellsville Library’s choice may perform a medical examination at the Wellsville Library’s expense.  The offer of employment and assignment to duties is contingent upon satisfactory completion of the exam.


Information on any employee’s medical condition or history will be kept separate from other employee information and maintained confidentially.  Access to this information will be limited to those who have a legitimate need to know and are authorized.

ALCOHOL/DRUG TESTING


The Wellsville Library is committed to providing a safe, efficient, and productive work environment that is drug free and alcohol free for all employees.  Using or being under the influence of drugs and/or alcohol on the job may pose serious safety and health risks.  To assist in ensuring a safe and healthy working environment, job applicants may be asked to provide body substance samples (such as urine) to determine any illicit or illegal use of drugs and/or alcohol.

JOB CLASSIFICATIONS

     It is the intent of the Wellsville City Library to clarify the definitions of job classifications so employees understand their employment status and benefit eligibility.  These classifications do not guarantee employment for any specified period of time.  Accordingly, the right to terminate the employment relationship at will at any time is retained by both the employee and the Library.

     All Wellsville City Library employees are required to sign all employment forms and agreements.

FULL-TIME EMPLOYEES are those who are not in a temporary status and who are regularly scheduled to work at least 120 hours per month.  Generally, they are eligible for WCL’s benefits, subject to terms, conditions, and limitations of each benefit program.  Full-time employees shall be paid once a month on an hourly basis and will receive regular hourly compensation for attendance of workshops, professional meetings, and monthly library board meetings.  The library participates in the KPERS Plan (see KPERS Plan).  Salary and working conditions shall be reviewed each year in Nov. or Dec.

REGULAR PART-TIME EMPLOYEES are those who are not in an interim status and who are regularly scheduled to work the WCL’s part-time schedule. Regular part-time employees are scheduled to work less than 120 hours per month. Part-time employees shall be paid once a month on an hourly basis.  Attendance at board meetings is optional, but if attending, will be compensated at regular hourly rate.

TEMPORARY PART-TIME employees hired by the WCL are those whose performance is being evaluated to determine whether further employment in a specific position with the WCL is appropriate.  While temporary part-time employees receive all legally mandated benefits (such as Workers’ Compensation Insurance and Social Security), they are ineligible for all other WCL benefit programs.

INTERIM employees are those who are hired as interim replacements to temporarily supplement the work force or to assist in the completion of a specific project.  Employment assignments in this category are of a limited duration.  Employment beyond any initially stated period does not in any way imply a change in employment status.  Interim employees retain that status unless and until notified of a change.  While interim employees receive all legally mandated benefits (such as Workers’ Compensation Insurance and Social Security), they are ineligible for all other WCL benefit programs.

     All statuses are subject to change as deemed necessary by the WCL Board.

     All Library employees will attend an orientation session on their start date or otherwise scheduled time.

WELLSVILLE CITY LIBRARY

SALARY SCHEDULE

 Base Library Director Salary Ranges

     The Wellsville City Library uses the NEKL System’s recommended salary ranges for full-time employees.

See Annual Update from NEKL – Appendix A      

LIBRARY DIRECTOR JOB DESCRIPTION
JOB TITLE:  Wellsville City Library Director

SUPERVISED BY: 

· The Wellsville City Library Board of Trustees directly supervises The Library Director.

OVERVIEW OF JOB:  
· The Library Director is responsible for carrying out the policies of the Library Board, supervising of the following:  library personnel, the general library operation, and service to the public.  
· The Library director is a working, but not voting, member of the Library Board.

ESSENTIAL DUTIES:  
· The Library Director should attend all the Library Board meetings, except when the Library Director’s salary or reappointment is being discussed.  

· The Library Director will cooperate with the budget committee in preparation of the annual budget for approval of the board.

· The Library Director is expected to attend professional meetings and workshops offered by NEKLS.  When the workshop is held during the hours the Library is open, the Library Director will be expected to attend without additional compensation from the board.  In all cases, mileage will be reimbursed at the current mileage rate.  When the workshop is held during hours the Library is open, the Library will pay for a substitute librarian.

· The Library Director shall make recommendations to the board regarding the hiring and firing of all personnel.

· The Library Director has full authority for supervising all employees, including contract labor, evaluations, and the training of new staff members.

· The Library Director is in charge of the selecting and discarding of all library materials, and is responsible for the overall collection development.

· The Library Director supervises the maintenance and repair of the physical facility.
· The Library Director will at times be required to work alone.

· The Library Director will reset passwords if an employee resigns, or is terminated.
MARGINAL DUTIES:  
· The Library Director is responsible for supervising the processing of materials after being checked in.

· The Library Director shall maintain circulation records. 

QUALIFICATIONS:  
· The Library Director must have a High School diploma.

· The Library Director shall possess a general knowledge of all phases of public library service, and the ability to learn additional skills, and improve performance on the job. 

· The Library Director shall be able to work well with people, and be able to take directions and constructive criticism, as well as possessing resourcefulness, a sense of humor, and a well-groomed appearance.

· The Library Director must have a desire to serve the public in a friendly, comfortable environment, and have a good rapport with all ages.

· The Library Director must be able to perform the duties of this job with or without 
· The Librarian’s Director shall have some knowledge of computers and be competent in using them.

· The Librarian’s Director must be able to perform the duties of this job with or without reasonable accommodations.

· The Library Director, if appointed after Jan. 1, 2012, must hold a bachelor’s degree.  With approval an associate’s degree may be accepted with the agreement of director to complete the bachelor’s degree within an allotted time set by the Wellsville City Library and the NEKLS timeframe. 
LIBRARIAN’S ASSISTANT

JOB DESCRIPTION

JOB TITLE:  Librarian’s Assistant

SUPERVISED BY: 
· The Library Director, as well as the Library Board, will supervise the Librarian’s Assistant
OVERVIEW OF JOB:  
· The Librarian’s Assistant is responsible for carrying out the policies of the Library Board, general library operations and service to the public.

· The Librarian’s Assistant is responsible for creating and managing the children’s department.

· The Librarian’s Assistant shall be defacto library manager in the absence of the Library Director.

ESSENTIAL DUTIES:  
· The Librarian’s Assistant is expected to attend professional meetings and workshops. When the workshop is held during the hours the Library is open, the Library Assistant will be expected to attend without additional compensation from the board.  In all cases, mileage will be reimbursed at the current mileage rate. 

· The library will pay for a substitute Librarian’s Assistant.

· The Librarian’s Assistant will aid in selecting and discarding library materials, and aid in processing materials after being checked in.

· The Librarian’s Assistant shall aid in the maintenance and repair of the physical facility, as well as aid in creating displays, etc.

· The Librarian’s Assistant will assist in maintaining circulation records and sending overdue notices.

· The Librarian’s Assistant will help maintain and improve the children’s collection, as well as plan and execute all children’s activities.

· The Librarian’s Assistant will at times be required to work alone.
QUALIFICATIONS:  
· The Librarian’s Assistant must have a High School Diploma.

· The Librarian’s Assistant shall possess a general knowledge of public library service, an ability to learn, to work well with people, and to take directions and constructive criticism, and improve on the job.

· The Librarian’s Assistant shall have some knowledge of computers and be competent in using them.

· The Librarian’s Assistant must possess resourcefulness, a sense of humor, well-groomed appearance, willingness to please, and a good rapport with children and adults.

· The Librarian’s Assistant must be able to perform the duties of this job with or without reasonable accommodations.

SUBSTITUTE

LIBRARIAN ASSISTANT

JOB DESCRIPTION

JOB TITLE:  Substitute Librarian’s Assistant

SUPERVISED BY:  The Library Director, the Librarian’s Assistant, as well as the Library Board, will supervise the Substitute Librarian’s Assistant.

OVERVIEW OF JOB:  The Substitute Librarian Assistant is responsible for carrying out the policies of the Library Board, general library operations and service to the public.

The Substitute Librarian’s Assistant shall be defacto library manager in the absence of the Library Director and Librarian’s Assistant.

ESSENTIAL DUTIES:  The Substitute Librarian’s Assistant may be expected to attend professional meetings and workshops.  When a workshop is held the Substitute Librarian’s Assistant will be paid at his/her normal rate of pay. In all cases, mileage will be reimbursed at the current mileage rate.
The Library will pay for a substitute Librarian’s Assistant.
The Substitute Librarian’s Assistant will aid in selecting and discarding library materials, and aid in processing materials after being checked in.

The Substitute Librarian’s Assistant shall aid in the maintenance and repair of the physical facility, as well as aid in creating displays, etc.

The Substitute Librarian’s Assistant will assist in maintaining circulation records and sending overdue notices.

The Substitute Librarian’s Assistant will help maintain and improve the children’s collection, as well as plan and execute all children’s activities.
The Substitute Librarian’s Assistant will at times be required to work alone.
QUALIFICATIONS:  The Substitute Librarian’s Assistant must have a High School Diploma or equivalency.

The Substitute Librarian’s Assistant shall possess a general knowledge of public library service, an ability to learn, to work well with people, and to take directions and constructive criticism, and improve on the job.

The Substitute Librarian’s Assistant shall have some knowledge of computers and be competent in using them.

The Substitute Librarian’s Assistant must possess resourcefulness, a sense of humor, well-groomed appearance, willingness to please, and a good rapport with children and adults.

The Substitute Librarian’s Assistant must be able to perform the duties of this job with or without reasonable accommodations.

Starting rate of pay:  $7.25

There will be a 3 month review with possible pay increase.

There will be a 1 year review with possible pay increase.

The remaining annual reviews are performed in November or December of each year.

The board sets any pay increases.

Benefits are not included.

Date:  _________________________

Signed: ________________________

PART-TIME LIBRARIAN’S ASSISTANT

JOB DESCRIPTION

JOB TITLE:  Part-Time Librarian’s Assistant

SUPERVISED BY: The Library Director, the Librarian’s Assistant, as well as the Library Board, will supervise the Part-Time Librarian’s Assistant.

OVERVIEW OF JOB:  The Part-Time Librarian’s Assistant is responsible for carrying out the policies of the Library Board, general library operations, and service to the public.

The Part-Time Librarian’s Assistant shall be defacto library manager in the absence of the Library Director and Librarian’s Assistant.

ESSENTIAL DUTIES:  The Part-Time Librarian’s Assistant is expected to attend professional meetings and workshops.  When a workshop is held, the Substitute Librarian’s Assistant will be paid at his/her normal rate of pay.  In all cases, mileage will be reimbursed at the current mileage rate.
The library will pay for a substitute Part-Time Librarian’s Assistant.

The Part-Time Librarian’s Assistant will aid in selecting and discarding library materials, and aid in processing materials after being checked in.

The Part-Time Librarian’s Assistant shall aid in the maintenance and repair of the physical facility, as well as aid in creating displays, etc.

The Part-Time Librarian’s Assistant will assist in maintaining circulation records and sending overdue notices.

The Part-Time Librarian’s Assistant may help maintain and improve the children’s collection, as well as plan and execute all children’s activities.
The Part-Time Librarian’s Assistant will at times be required to work alone.
QUALIFICATIONS:  The Part-Time Librarian’s Assistant must have a High School Diploma or equivalency.

The Part-Time Librarian’s Assistant shall possess a general knowledge of public library service, an ability to learn, to work well with people, and to take directions and constructive criticism, and improve on the job.

The Part-Time Librarian’s Assistant shall have working knowledge of computers and be competent in using them.

The Part-Time Librarian’s Assistant must possess resourcefulness, a sense of humor, well-groomed appearance, willingness to please, and a good rapport with children and adults.

The Part-Time Librarian’s Assistant must be able to perform the duties of this job with or without reasonable accommodations.

The Part-Time Librarian’s Assistant Salary and Benefits:

Hours:  18-25 per week

Starting rate of pay:  $8.25

Annual reviews are performed in November.

The library board sets any pay increases.

Benefits are not included.

7-10 days of advance notice of absences is preferred.

Date: _______________________________

Signed: _____________________________
EMPLOYEE APPRAISAL


The Library Director and employees are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis.  A formal written employee appraisal may be conducted at the end of an employee’s initial 6 weeks of employment.


Employee appraisals may be held in November or December.  Employee appraisals should be performed annually or as needed.  Formal employee appraisals are conducted to provide the Library Board or Library Director and other employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals. The evaluation process is intended to document improvement.  These employee appraisals may or may not include a compensation adjustment.


WCL employees are compensated on a “pay for performance” system, which evaluates measurable performance, and employee behaviors.


Pay increases are awarded by the WCL in an effort to recognize truly superior employee performance.  The decision to award such an adjustment is dependent upon numerous factors, including the information documented in the formal annual employee appraisal process.  Employees on disciplinary probation are ineligible for merit increases at the discretion of the Library Board.

EMPLOYEE PERFORMANCE REVIEW A
NARRATIVE SYSTEM

Employee Name__________________________ Department______________________

Position Title________________________ Date began this position_________________

Hire Date__________________ Appraisal Period From____________ To____________

Appraising Supervisor___________________________________ Date______________

Reason for appraisal:



[image: image1.png]


    Regular

    Special___________________

Transfer, Promotion, etc.

1.  What are the employee’s strengths?  ________________________________________________________________________

_____________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  Please provide specific examples of this employee’s major achievements during the review period.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.  In what areas could this employee improve performance?_______________________

_______________________________________________________________________      ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

                 Signed by employee_________________________________Date__________

                 Your signature does not necessarily mean agreement.

EMPLOYEE PERFORMANCE REVIEW B
Employee Name__________________________ Department_____________________

Position Title____________________________________________________________

Hire Date____________ Appraisal Period From______________ To______________

Appraising Supervisor_______________________________ Date_________________

Reason for appraisal:
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   Regular


[image: image4.png]


   Special ____________________

(Transfer, Promotion, etc.)

Definitions to be used in evaluation of Performance Category:

1. Unsatisfactory



 4.  Exceeds Performance Requirements:

Results at times exceeded requirements in

2. Improvement Needed: Results met most 
most areas.

requirements but were marginal in some 



areas, which will require improvement

 5.  Outstanding Performance: Results were 

excellent and continually exceeded

3.  Satisfactory Performance: Results met

 requirements.

overall requirements. 





	                       Performance Category
	Unsatisfactory  
	Needs Improvement
	Satisfactory 

Performance
	Exceed Performance
Requirements
	Outstanding
Performance
	Comments, Specific Examples or Observations to

                            Support Rating

	Quality of Work: How closely do work results meet 

job standards for accuracy, completeness, reliability, consistency and care?
	
	
	
	
	
	

	Quantity of Work Results: How closely does the 

quantity of work results meet job standards for 

output?
	
	
	
	
	
	

	Initiative: To what extent is the employee a 

“self starter”
	
	
	
	
	
	

	Planning: How well are activities programs and jobs

planned, scheduled and coordinated to achieve 

objectives?
	
	
	
	
	
	

	Communications: How effective is the employee in

expressing ideas, opinions or instructions either 

written or oral?  Does the employee raise questions 

and offer practical ideas?
	
	
	
	
	
	

	Cooperation and Teamwork: To what extent does 

the employee maintain a positive approach to the 

job, accept policies, demonstrate a constructive 

response to criticism and work with others as a 

team?
	
	
	
	
	
	

	Job Knowledge: Has the employee demonstrated the 

skill and ability to perform their job satisfactorily?
	
	
	
	
	
	

	Behavior/Relations with Others: For example, does 

employee cooperate and contribute to team effort; 

respond positively to suggestions, instructions, or 

criticism?
	
	
	
	
	
	


Signed by employee__________________________ Date______________

(Signature does not necessarily mean agreement)

PROMOTION


A promotion or transfer from within the present staff will fill job vacancies, when appropriate, unless library needs require otherwise.


Open positions in the library will be posted.  Staff members may apply for posted positions if they meet the required training and experience in the position description.  Positions will be filled on the basis of merit and may be filled from within or from outside the organization.

RESIGNATION, DISMISSAL, AND TERMINATION


Employment at the Wellsville City Library is at will, not for any specific time, and you may resign for any reason at any time. (See Employment at Will)  As a professional courtesy, the Library Board requests that the Library Director would give a 30 day notice before leaving the position, and that staff members give 2 weeks notice.  This request cannot be legally enforced, and is strictly a courtesy.

DISMISSAL AND TERMINATION


The Library Board and/or the Director shall have the 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, and continuous poor relations with peers or the public are some examples of dismissal with cause (see employee attitude, conduct, and work rules).


Employee benefits will be affected by employment, resignation or termination.  All accrued, vested benefits that are due and payable at termination will be paid in accordance with policy and applicable state law.  (Vacation time is payable but personal days/sick leave are not).  See KPERS manual for benefit withdrawal.


Wellsville City Library reserves the right to withhold from pay the cost of unreturned library materials at the time of termination.


GRIEVANCE PROCEDURE


A grievance is a complaint involving misuse or misinterpretation of a rule, practice or policy under the personnel rules of board policies.


WCL is committed to providing the best possible working conditions for employees.  Part of this commitment is encouraging an open and frank atmosphere in which any problem, complaint, suggestion, or question receives timely response from the LD and/or the LB.


A sincere attempt should be made by the employee with the immediate supervisor to resolve any grievance, before it becomes necessary to file a written form.  If a comprising grievance fails to be resolved, the employee may, within a specified number of working days, file a written appeal with the director or board.  A grievance committee of three, comprised of the LD (unless he/she is filing the complaint), a board member and fellow employee, volunteer or other board member selected by the filing party, will 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 such procedures does not alter any employment-at-will relationship nor is there any contractual right to grievance procedures.

CONFIDENTIALITY OF EMPLOYEE RECORDS


All requests for information about current or former library employees should be referred to the LD.  The library must comply with right to privacy provisions and Kansas open record statutes, which specify that only hire date, term of employment, position and verification of salary within range can be disclosed.


It is usually best for requests for employment references to be referred to the LD or to the person’s former supervisor.  Requests for references should be submitted on official letterhead stationery by the requesting entity.


A library staff member does have the right to serve as a reference for an individual who has not worked at the public library.

EMPLOYEE ATTITUDE, CONDUCT, AND WORK RULES


The image of the 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 each 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/ director must assist in finding solutions to the problem.


Staff members should be aware that they do not have to accept verbal abuse from library users.  During phone communications, the staff member can politely say that they are not required to listen to abusive language and hang up.  If the library user is in the library, they can be referred to a supervisor or politely asked to leave.  However, the staff should recognize that this response is acceptable only when there is extreme rudeness or personal attacks.


To ensure orderly operations and provide the best possible work environment, the Wellsville Library expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization.


It is not possible to list all the forms of behavior that are considered unacceptable in the workplace.  The following are examples of rules of conduct that may result in disciplinary action, up to and including termination of employment:

· Theft or inappropriate removal or possession of property.

· Falsification of timekeeping records.

· Working under the influence of alcohol and/or illegal drugs.

· Possession, distribution, sale, transfer, or use of alcohol and/or illegal drugs in the workplace, while on duty.

· Fighting or threatening violence in the workplace.

· Boisterous or disruptive activity in the workplace.

· Negligence or improper conduct leading to damage of employer-owned or customer-owned property.

· Insubordination or other disrespectful conduct.

· Repeated failure to record time on time sheet and/or turn in timesheet to Library Director.

· Violation of safety or health rules.

· Smoking in prohibited areas.

· Sexual or other unlawful or unwelcome harassment.

· Possession of dangerous or unauthorized materials, such as explosives, firearms, or chemicals in the library.

· Excessive absenteeism or any absences without notice.

· Unauthorized absence from workstation during the workday.

· Unauthorized use of telephones, mail system, computers, or other employer-owned equipment.

· Unauthorized disclosure of confidential information.

· Violation of personnel policies.

· Unsatisfactory performance or conduct.

· Continuous poor relations with staff or the public.

· Discrimination or retaliation against co-workers or subordinates on the basis of race, religion, national origin, age, sex, disability, citizenship, or military status.

· Any conduct that violates federal, state, or local laws.

Employment with the Wellsville Library is at the mutual consent of the Wellsville Library and the employee, and either party may terminate that relationship at any time, with or without cause, and with or without advance notice.

Timekeeping


Accurately recording time worked is the responsibility of every employee.  Federal and state laws require the WCL to keep an accurate record of time worked in order to calculate employee pay and benefits.  Time worked is all the time actually spent on the job performing assigned duties.


Employees should accurately record the time they begin and end their work, as well as the beginning and ending time of each meal period.  They should also record the beginning and ending time of any split shift of departure from work.


Altering, falsifying, tampering with time records, or recording time on another employee’s time record may result in disciplinary action, up to and including termination of employment.


Employees are responsible for printing, signing, and submitting their time sheet by the last day of the month.


If corrections or modifications are made to the time record, both the employee and the LD must be made aware of the changes.

DRESS CODE

     The worker’s dress and grooming are to be appropriate for work situations and represent the library in a positive manner.

The Library Board requires conformity with the following regulations:

1. The wearing of shorts will be permitted with the following restrictions:

· No bike shorts unless covered by other appropriate shorts.

· No short shorts.  (If shorts are shorter than where your fingertips reach on leg when standing, they are too short.)

· The Librarian reserves the right to withdraw privilege to wear shorts from workers who violate the policy.

2. Garments advertising alcohol/drugs or with profanity or other inappropriate words or pictures, as determined by the Librarian, will not be permitted to be worn.

3. Tank tops (or similar sleeveless shirts), halter-tops, spaghetti straps, or clothing that leaves the midriff exposed and see-through mesh shirts are not appropriate.  Tank tops can be worn over a sleeved shirt or with an appropriate shirt covering.  Example a button up shirt.

4. Clothing that is designated to be primarily worn as undergarments are not acceptable attire, if worn visibly or if used as an outer garment.

5. Gang related apparel (such as do-rags, sagging pants, etc.) is not acceptable.

6. Workers will wear shoes or sandals in the library and at library functions.

7. Health related dress requirements will be accommodated.

     The general atmosphere of the library must be appropriate for learning, research, and community enjoyment.  If the clothing is deemed inappropriate, the worker will be asked to change their appearance and then make up any time lost in the process.

     Workers who are participating or are attending other library activities are obligated to adhere to the rules of the library and the activity involved.

USE OF LIBRARY EQUIPMENT

     Equipment essential in accomplishing job duties is expensive and may be difficult to replace.  When using Library property, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines.

     Please notify the LD if any equipment, machines, or tools appear to be damaged, defective, or in need of repair.  Prompt reporting of damages, defects, and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.  The LD can answer any questions about an employee’s responsibility for maintenance and care of equipment used on the job.

USE OF PHONE & MAIL SYSTEMS

     Phones for urgent personal calls are available to every WCL employee; however, these calls should be made with as little disruption of work as possible.  Please remember that these calls need to be brief.  Longer phone conversations must be during break time, not on Library telephones.

     Family and friends are requested not to call during business hours, except in emergency situations.

     Personal use of the WCL telephone for long distance and toll calls is not permitted without consent of the Librarian.  Employees should practice discretion when making personal calls and may be required to reimburse WCL for any charges resulting from their personal use of the telephone.

     To ensure effective telephone communications, employees should always use an appropriate greeting (such as “Thank you for calling the Wellsville City Library, how may I assist you?”) and speak in a courteous and professional manner.  Please confirm information received from the caller and hang up only after the caller has done so.

     The use of WCL paid postage for personal correspondence is not permitted.

INTERNET USE POLICY

          The Internet provides a source of information that can be of benefit to the WCL.  It also improves patron service, retention, and growth.  It is the policy of the WCL that employees whose job functions require or justify use of the Internet be provided access.  All employees accessing the Internet – whether doing business for the WCL or for personal uses – on WCL equipment, a WCL-owned domain, or on a WCL Internet access account should become proficient in its’ capabilities, practice proper network etiquette,  and agree to the conditions and requirements of this policy.

          The WCL has the responsibility to the community and our patrons to make the Internet a safe, secure, and productive business tool for our employees, and our patrons.

POLICY OVERVIEW

     This Acceptable Use Policy is designed to help our employees understand the Library’s requirements and expectations for the use of, as applicable, the Internet and all related products.  This policy distinguishes between Internet (and technology equipment) access during the employee’s working hours and that performed on personal time (i.e. weekends, before and after work, lunch periods, or breaks).  Personal use is allowed provided it in no way interferes with the intended uses of the WCL resources, Internet, and technology equipment or incurs unnecessary costs to the WCL without prior authorization.  All personnel must also be in accordance with the restrictions and requirements established in this policy.

     The Internet is a business tool.  Access is for business related purposes, i.e. to research relevant topics; communicate with customers, vendors, inter- library services; and obtain useful business information (except as outlined in Provision 15).  You are required to conduct yourself appropriately on the Internet.  Proper use requires that you respect all copyrights, software licensing rules, property rights, and the privacy of others.  You must also remain security conscious and ensure that any files you receive electronically are scanned for contamination.  You are cautioned not to use the Internet for any purpose that would reflect negatively on the WCL or its employees.

     Unnecessary or unauthorized Internet usage causes network congestion.  It slows other users’ access, reduces effective work time, consumes supplies, and ties up printers and other shared resources.  Unlawful Internet usage may contribute to reputation risks and expose the WCL to legal liabilities.

     What is transpired on the Internet, whether via e-mail, newsgroups, or otherwise, may be seen by millions of other users.  It may be retained electronically by any number of them.  Do not make any statement that may be misrepresented as being the WCL’s position unless you are empowered to make such a statement.

     All WCL Internet users must agree to the following statement and positively affirm the statement with a signature:

“I fully understand the terms of this policy and agree to abide by them.  I realize that the WCL may record, for management’s use, the Internet address of any site I visit.  The WCL may keep a record of any network activity in which I transmit or receive any file.  I acknowledge that any message I send or receive may be recorded and accessed by law enforcement agencies when required legal processes are executed.  I know that any violation of this policy could lead to dismissal or applicable criminal prosecution”

POLICY PROVISIONS

1. The WCL may have in place and use, at any time, the software and systems to monitor and record all Internet activities.  These systems are capable of recording (by user) each web site visited, chat, newsgroup, or e-mail message and each file transferred into and out of our internal networks.  We reserve the right to do so at any time.  No user should have any expectation of privacy as to Internet usage.  The LD or LB may review Internet activities and report suspicious findings to the appropriate person.

2. The WCL reserves the right to inspect any and all files stored on WCL owned hardware and on any personal media brought on WCL premises by employees to ensure compliance with this policy.

3. The purposeful display of any kind of sexually explicit or discriminatory (as it pertains to race, color, religion, national origin, gender, marital status, age, sexual orientation, political beliefs, receipt of financial aid, or disability) image or document on any WCL computer or other device is a violation of this policy.  In addition, none of these files may be archived, stored, distributed, edited, or recorded using WCL resources.

4. The WCL may use approved software to identify inappropriate or sexually explicit Internet sites.  These sites may be blocked from access based on some specific or general criteria.  If you feel your access is justified, exceptions must be approved by WCL.  If you find yourself connected incidentally to a site that contains sexually explicit or offensive material, you must disconnect from that site immediately, regardless of whether that site had been previously deemed acceptable by any filtering program, unless an exception has been justified and granted.

5. Inappropriate uses of the WCL equipment, hardware, software, and Internet connectivity include:

a. Uploading, downloading, or otherwise knowingly accessing or transmitting in any fashion:

· Abusive, hateful, degrading, demeaning, derogatory or defamatory materials, information, communications.

· Pornographic, obscene, sexually explicit, indecent, vulgar materials.

· Any confidential records of the WCL, its Patrons, or vendors without authority to do so.  Employees must know what is and what is not acceptable based on their position in WCL.

· Any materials or programs, including access and registration codes, which are a violation of copyright protections. 

· Any participation in unauthorized political or religious activities.

· Any rude or abusive language, or negative characterizations, of others or the WCL.

· Chain letters or distasteful jokes.

· Solicitations or advertisements for other than the WCL, unless authorization had been granted.

· Any virus.

· Any attempt to disable or overload any computer systems or to circumvent any system intended to protect the privacy or security of another user.

     b. Vandalizing, damaging, disabling, or gaining access to another entity’s computer  

          files or data.

c. Sending e-mail or otherwise transmitting anything anonymously or under an alias, unless authorized.

d. Engaging in any activity restricted by local, state, federal, or international laws.  Use of any WCL resources for illegal activity will be grounds for immediate dismissal.  The WCL will cooperate with any legitimate law enforcement agency.

6. Any files downloaded via the Internet or transmitted onto a WCL computer or other device becomes the property of the WCL.  Any such files may be used only in ways that are consistent with applicable licenses or copyrights.

7. Employees may not speak or write in the name of the WCL unless authorized by the WCLB to do such.

8. Subscribed services, whether free or on a cost basis, (i.e.) newsgroups, list serves, etc.), and participation in chat sessions or when sending e-mail, it is inappropriate to reveal confidential information, patron data, or other private data.

9. All outgoing e-mail and postings to newsgroups, list serves, etc., must be reviewed just as though it were traditional correspondence.  Improper spelling and grammar reflect poorly on the professional image of the WCL and its employees.

10. Use of the Internet for extended periods of time, such as downloading files longer than thirty minutes, should be completed during non-peak periods if at all possible.

11. All computers active in Internet usage must be scanned on a weekly basis with anti-virus software. Current updates are being executed by using anti-virus software licensed through NEKLS.  In addition, any program or file that is downloaded must be scanned for viruses before it is executed or accessed.

12. Any employee who attempts to disable or circumvent any WCL security program or device will be in violation of this policy and subject to personnel actions.

13. Although Patron service is our primary function, it is our obligation to help prevent identity fraud against any of our patrons.  For this reason, employees will not reveal confidential patron information in response to an e-mail unless the identity of the e-mail sender is absolutely verified.  Such activities should be transmitted to the intended receiver by another means, such as mail or telephone.  Exceptions must be approved by the LD and should be rare.

14. User identification and passwords help maintain individual accountability for computer usage.  These are meant to be confidential.  WCL policy prohibits the sharing of user identification or passwords for use of any WCL computers or other electronic devices.

15. WCL computers are for library use.  However, when certain criteria are met, employees are permitted to engage in the following activities:

· During work hours, employees may access job-related information to perform specific job requirements.

· During work hours, employees may participate in newsgroups, e-mail discussion groups, etc., provided these are job performance-related.  If personal opinions are expressed, a disclaimer should be included, clearly indicating that this is not an official WCL position.

· During time off the clock, employees may develop or enhance Internet-related skills.  Adherence with this policy is required.  If the employee’s Internet connection is shared, either on a shared computer or network, WCL business conducted by an employee conducting official business will take precedence when there is a time-use conflict.  This access is allowed to enhance the employee’s abilities and should improve the accomplishment of job-related assignments.

AUDIT AND EVALUATION

     Internal audits will be completed when determined necessary.  Downloaded and archived documents will be periodically scanned for keywords and graphics, which are not in compliance with the restrictions set forth in this policy.  Violations will be reported to the WCLB, depending on the severity and frequency of the violations.

ENFORCEMENT

     Violations of this policy may result in disciplinary actions.  Depending on the severity or frequency of the violations, this could include:

· Counseling statements for policy violations.

· A suspension/termination of Internet or PC use privileges.

· A termination of employment.

· Personal liability under applicable local, state, federal, or international law.

SMOKING

     In keeping with KS State Statute 21-4010, smoking is prohibited inside WCL facilities.  Smokers may smoke outside the building on their assigned breaks.  

     Violation of this policy may result in disciplinary action up to and including termination of employment.

     This policy applies equally to all employees, patrons, and visitors.

OUTSIDE EMPLOYMENT


You may hold an outside job as long as you meet the performance standards of your job with the Wellsville Library.  All 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 Wellsville Library determines that outside work interferes with performance or the ability to meet the requirements of the Wellsville Library as they are modified from time to time, the employee may be asked to terminate the outside employment in order to maintain employment with the Wellsville Library.


Outside employment that constitutes a conflict of interest is prohibited.  Likewise, performing work, producing material, or rendering services to any other person or entity during time paid by the Wellsville Library is not permitted (Friends of the Library excluded). 


The Wellsville Library does not wish to interfere with other affairs of the employees away from the Wellsville Library, providing such activities do not result in higher absenteeism, fatigue, general disinterest in the job, or a higher accident rate.  Work requirements will have priority over any outside employment of Wellsville Library employees.

TRAINING PERIOD


Before being granted permanent employment, each employee will undergo a training period in order to achieve or prove a minimum level of competency.  The initial period will be 6 weeks.  During this period, performance is closely observed and reviewed by the LD.  This period extends an opportunity for the candidate to demonstrate a fitness and ability to carry out the responsibilities of the classification requirements.  If deemed necessary by the WCL Board, after consulting the LD, this training period can be extended an additional 6 weeks.  Regardless after the training period expires, the candidate will either be offered permanent employment or be terminated.


If a candidate is terminated during or after the training period, they will be considered terminated for cause and not eligible for any appeal.


Each employee promoted to a different position, unless promoted to the position of a department head, shall also undergo a training period in order to achieve or prove minimal competency in the new position.  An employee may be returned to the pay and position he or she held immediately prior to the promotion or to a position with equal pay and responsibility, if a minimal level of competence cannot be demonstrated.

COMPENSATION

AUTHORITY

It should be the responsibility of the 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 to all employees.  The most current minimum wage can be confirmed from the regional library system of the state library public library consultant.  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.

COMPENSATORY TIME (OVERTIME)


Compensatory time must be given to non-exempt employees in lieu of monetary overtime for hours worked in excess of 40 in the workweek at the rate of 1 1\2 hours for every hour of overtime.  Compensatory time must be used within the following 30-day period it was granted unless special permission of board President.  (FLSA) 20 U.S.C. 201 et seq.

Definition of Work Week

Monday 12:00 a.m.-Sunday 11:59 P.M. for time worked calculation.

PAYROLL PROCEDURES

STANDARD DEDUCTIONS


Standard deductions from your paycheck will include:

· Federal and state income tax withholding.

· FICA (Social Security) K.S.A. 40-2303 through 40-2307.

· Medicare for employees hired after March 31,1986 who are not under Social Security Public Law 99-272.

· Kansas Public Employment Retirement System (KPERS).  An employee who works 1,000 hours or more (17.5 hours/week) and has been employed for one full year is eligible for KPERS if the employer is a member of KPERS. K.S.A.74-4901 et seq.

· Worker’s Compensation is mandatory if the library’s payroll is over $10,000.  K.S.A. 74-701 et seq.

· As of January 1, 1978 each library or municipality supporting a library is required to provide the funding of unemployment benefits.  K.S.A. 44-703 through 44-710e.

OPTIONAL DEDUCTIONS

· Additional Federal Income Tax.

· Employee purchase of service (Buy-Backs) * See KPERS manual.

Paychecks will be released only to the employee or to an authorized individual.  In event you need someone to pick up your paycheck, the Wellsville Library will need a note or authorization which should include the name of the person picking up the paycheck, the date the person is authorized to pick-up the paycheck and your signature.  The individual picking up your check may also be required to show picture identification

The amount and type of deductions are shown on the detachable stub of the paycheck.  Any questions concerning your paycheck should be directed to the Library Director or the Library Board.

Paychecks may be picked-up on the 5th of each month unless it falls on a day that the library is closed then it can be picked up on the following regular Library business day.  Checks may be mailed to the employee upon request.

WORKERS’ COMPENSATION INSURANCE

     Employees who sustain a work-related injury or illness should inform the Librarian or supervisor immediately.  It is important that all work-related injuries or illnesses are reported, no matter how minor the injury or illness may appear.  This will enable an eligible employee to qualify for coverage as quickly as possible

     Neither the WCL, nor the insurance carrier will be liable for the payment of workers’ compensation benefits for injuries that occur during an employee’s voluntary participation in any off-duty recreational, social, or athletic activity.

EMERGENCY CLOSINGS

     At times, emergencies such as severe weather, fires, power failures, earthquakes, pandemics, can disrupt Library operations.  In extreme cases, these circumstances may require the closing of the Library.  In the event that such an emergency occurs during non-working hours, the LD will contact scheduled employees.

     When operations are officially closed due to emergency conditions, the full and part time staff will be paid for that time.  If emergency conditions are extended (example: blizzard, flood, pandemic, etc.) paid time off will be at the discretion of the library board.  Employees may request available paid leave time such as unused vacation benefits if desired.

     Employees in essential operations may be asked to work on a day when the Library is closed.  In these circumstances, employees who work will receive regular pay.

MERIT INCREASES

Merit increases will be based on an employee’s annual performance review.  All increases are subject to budgetary constraints.

PERSONAL LEAVE OF ABSENCE

SHORT TERM


Regular full-time or part-time employees may request an authorized unpaid short-term leave for six calendar days or less.  A PERSONAL LEAVE REQUEST form must be submitted. Unpaid leave may be granted upon the approval of the Library Board of Trustees. The Library Director may verbally approve “leaves” for emergency purposes.

LONG TERM


Regular full-time employees may request an authorized unpaid leave for a minimum of seven (7) calendar days and up to thirty (30) days, by completing a PERSONAL LEAVE REQUEST form.


The PERSONAL LEAVE REQUEST form must be submitted to the LD two (2) weeks in advance of the requested leave and approved by the Library Director/Library Board.  Responses to “leave requests” will be made within one (1) week.  Of an emergency situation arises all considerations will be taken under review for faster determination.

If leave is granted, the cost of the employee’s benefit coverage continuation is the responsibility of the employee and is to be paid while on leave.


All earned vacation must be used prior to beginning a leave of absence.


Anniversary dates, performance evaluations, and subsequent raises may be adjusted for the period of leave granted, based on the duration of the leave.


While on leave, the employee will be considered an employee of the WCL.  The employee will be on inactive status and will not accrue vacation and sick benefits.


At WCL discretion, business needs, and depending on the length of leave granted, one of the following circumstances may apply to an employee wanting to return to work from his/her leave; an employee may return to his/her former job, alternate job at a comparable rate, or any other job for which the employee is qualified.  If a suitable position is not available, in accordance with applicable law, the employee will be terminated.


Failure by the employee to notify WCL of availability to work at the conclusion of the employee’s leave, failure to report to work in the position offered by WCL, or failure to return to work because your leave must extend beyond the maximum allowed by WCL will be deemed a voluntary termination of employment.

Personal Leave Request Form

Employee Name  ______________________________________

Dates Requested Off  ___________________________________

Why is leave needed? (optional)  __________________________

_____________________________________________________

Supervisor mark appropriate response (sign one)

Approved by ___________________ Date __________________

Rejected by ____________________Date ___________________ 

Comments  ___________________________________________ 

_____________________________________________________ 

_____________________________________________________

_____________________________________________________ 

_____________________________________________________ 

FAMILY/MEDICAL 

LEAVE


The Wellsville City Library will provide employee benefits in accordance with the “Family and Medical Leave Act of 1993” (FMLA).

EMPLOYEE ELIGIBILITY

·  An employee must have worked for WCL for a total of at least twelve (12) months.

· An employee must have worked at least 1,250 hours of service for WCL over the previous twelve (12) months.

EMPLOYEE ENTITLEMENT

1. Eligible employees are entitled to twelve (12) workweeks of unpaid leave during a rolling 12 month period for any of the following reasons:

· To care for a newborn child, foster child, or adoption of a child as long as the leave is taken within 12 months of the child’s birth, placement, or adoption.

· To care for a biological, adopted, foster, stepchild, adult dependent child, or legal ward with a “serious health condition”.

· To care for a biological, foster, or adoptive parent or spouse, who has a “serious health condition”.

· Due to a “serious health condition” that precludes the employee from performing the functions of his/her job.

2. Spouses employed at WCL are jointly entitled to a combined total of twelve (12) work weeks of family leave for the birth or placement of a child for adoption or foster care, and to care for a parent (but not parent-in-law) who has a serious health condition.

3. Where both spouses are employed by WCL, each individual is entitled to a twelve (12) week leave because of their own serious health condition or to care for their child, without counting leave time taken by the other spouse.   

4. Family/Medical leave may be taken intermittently or on a reduced leave schedule whenever medically necessary to care for a seriously ill family member or because the employee is seriously ill and unable to perform the duties of his/her job.  Medical certification is required prior to intermittent or reduced leave approval.  Intermittent or reduced leave will not be granted for the birth or adoption of a child. 

5. Paid holidays are not granted during unpaid leaves of absence.

NOTE:  A “serious health condition” is defined as an illness, injury, impairment, or physical or mental condition, which requires an absence from work of more than three (3) calendar days, and that involves any period of incapacity or treatment connected with impatient care, continuing treatment by, or under the supervision of a “Health Care Provider”, as defined by the appropriate State Law and the FMLA. 

LEAVE NOTICE & MEDICAL CERTIFICATION

1. If the event, which qualifies the employee for FMLA, also qualifies the employee for sick pay benefits, then the Sick Pay Benefits will apply.

2. An employee may request to use vacation pay after all sick pay benefits have been exhausted.

3. Employees are required to submit the REQUEST FOR FAMILY OR MEDICAL LEAVE paperwork to their Supervisor/Librarian thirty (30) days in advance of the leave if the need is foreseeable, or as much notice as is practical depending upon the situation, explaining their need for such leave.  When the leave is needed to care for an immediate family member or the employee’s own illness, and is for planned medical treatment, the employee must try to schedule treatment so as not to unduly disrupt WCL’s operation of business.

4. When the need for leave is not foreseeable, an employee must give notice as soon as is practical, depending upon the facts and circumstances of the particular case.  It is expected that an employee give notice to WCL no less than 1-2 working days of learning of the need for leave.

5. If an employee requests leave due to a serious health condition affecting the employee or an immediate family member, a CERTIFICATION OF HEALTH CARE PROVIDER must be completed from the Health Care Provider.  The form is required within 15 calendar days, or if the employee will be absent less than 15 days, certification must be provided prior to the employee’s return to work.  WCL may require second or third medical opinions and periodic re-certifications at the WCL ‘s expense.  WCL will provide the appropriate certification form required.

6. While on extended leave, the employee is responsible for keeping bi-weekly contact with the LD regarding his/her status and intent to return to work.

BENEFITS WHILE ON LEAVE

1. Benefits provided to an employee immediately prior to their leave will be continued for the duration of the leave.  WCL will continue to pay its customary    share of WCL benefits as referred to in the KPERS Manual.

2. Employees will be responsible for payment of their portion of the benefit premiums while on leave.

JOB RESTORATION

1. Employees returning from leave will be reinstated to their original position or to an equivalent position with equivalent benefits, pay and other conditions of employment.

2. Use of this leave will not result in the loss of employment benefits that the employee has earned or was entitled to before using FMLA.

3. Retirement benefits will follow the KPERS manual rules.

DENIAL OR DELAY OF LEAVE AND/OR RESTORATION 

Family/Medical leave may be denied or delayed in the following circumstances:

1. If the employee fails to make a timely request (30 days) for leave when the need for leave is foreseeable, the leave may be delayed for 30 days.

2. If the employee fails to provide medical certification, the leave may be denied until the certification is provided.

3. Failure to provide a “fitness-for-duty” report can result in the denial of reinstatement until the “fitness-for-duty” report is provided.

4. If the employee unequivocally advises the WCL that he/she will not return to work, the employment relationship is severed.  Appropriate action will be taken in regards to termination of employment.

5. A fraudulent request for leave may result in denial of leave and if the individual is already on leave, may result in denial of job restoration and other FMLA benefits.

BEREAVEMENT LEAVE

     Employees who wish to take time off due to the death of an immediate family member should notify the LD / LB immediately.

     All full-time employees may be granted up to 28.5 hours bereavement leave with pay in the event of the death of an immediate family member.


WCL defines immediate family as the employee’s:



Spouse



Son



Daughter 



Sister



Brother



Father



Mother



Grandparent



Grandchild



Father-in-law



Mother-in-law



Sister-in-law



Brother-in-law 



Grandparent-in-law



Stepparent



Step-siblings



Stepchild



Step grandparent



Aunt



Uncle



Other relative residing in employee’s household

     Prior to taking this leave, all employees must inform the LD / LB of the relationship of the deceased, name and location of the church or funeral home, and provide upon return, a copy of the funeral notice in order to qualify for this paid leave.

     Relationships are by blood, marriage, or adoption.

HOLIDAYS

     Wellsville City Library observes the following paid holidays.

· New Year’s Day (January 1) 

· Memorial Day (last Monday in May)

· Independence Day (July 4) 

· Labor Day (first Monday in September)

· Thanksgiving Day, Friday & Saturday Following Thanksgiving 

· Christmas (December 25)

· On Christmas Eve and New Year’s Eve the library will close at noon if the holiday falls on a normal workday, with pay for only the hours worked.

     WCL will grant paid holidays to all full-time employees who have completed 6 weeks of service in an eligible employment classification.  Holiday pay will be calculated on the employee’s base hourly rate, as of the date of the holiday.

     All employees must work their regularly scheduled workday before and after the holiday to receive this benefit.  If an employee misses the day before or after the holiday due to a non-work related illness or injury and provides a doctor’s excuse for the absence, holiday pay will be given.

     From time to time and for certain special occasions, the WCL may by motion, designate other days as special holidays (paid or unpaid) on a one-time basis (Wellsville Days, religious holidays, etc.) for scheduled employees.  
.

MILITARY LEAVE


Employees called to military service in the Military Reserve or National Guard should receive the period-of time on active duty up to thirty (30) days with pay.  A schedule of duty time with as much advance notice as possible should be given to the LD.  An employee may choose one of the following options:

· Present military pay to the library and receive full pay from the organization.

· Use accumulated annual leave and retain the military pay.

An employee returning from military leave should be entitled to restoration to the former position or position on like pay and responsibility.  The employee must make application for reinstatement within thirty (30) days after release from active duty.  K.S.A. 73-73123.

CIVIL LEAVE

TIME OFF TO VOTE

      The Wellsville City Library encourages employees to fulfill their civic responsibilities by participating in elections.  Generally, employees are able to find time to vote either before or after their regular work schedule.  Voting by mail prior to the Election Day is also an option.  The WCL will grant paid time off to vote pursuant to applicable State Law.

     Employees should request time off to vote from their Supervisor at least two days prior to the Election Day.

JURY DUTY;
     
The Wellsville City Library encourages employees to fulfill their civic responsibilities by serving jury duty when required.

 Employees must submit the jury duty summons to the LD the first working day after receiving the summons.

 All regular full-time employees will receive leave with pay when required to serve on a jury during regular work hours.  Pay for jury duty will be the employee’s base hourly rate, less jury duty compensation, or whichever is greater, but not to exceed 28 hours of pay per week.  A jury duty report, which includes date and time served and compensation paid, must be submitted to the LD after serving jury duty, to receive this benefit.

Either the WCL or the employee may request that the employee postpone jury duty if, in the WCL’s judgment, the employee’s absence would create serious operational difficulties.

     
Jury duty will not be counted against sick pay or vacation.  Vacation, sick pay, and holiday benefits will continue to accrue during jury duty leave.

Employees are required to report back to work to finish their schedule when jury duty permits.

Civil Leave Continued

WITNESS DUTY

    
 The WCL encourages employees to appear in court for witness duty when subpoenaed to do so.

 If employees have been subpoenaed or otherwise requested to testify as witnesses by WCL, they will receive paid time off for the entire period of witness duty.

 Employees will be granted unpaid time off to appear in court as a witness when requested by a party other than WCL.  Employees may use paid leave benefits (such as vacation) to receive compensation for the period of this absence. 

     
The subpoena should be shown to the LD immediately after it is received so that operating requirements could be adjusted.  The employee is expected to report for work whenever the court schedule permits. 

CONTINUING EDUCATION

     The WCL Board is committed to having a well-trained and productive staff.  The LD is expected to attend job-related professional meetings and workshops.  When a workshop is held during the hours the Library is open, the LD will be expected to attend without additional compensation from the LB.  In all cases, mileage will be reimbursed at the current Federal mileage rate.  The LB will pay for a substitute Librarian, if needed.

     The Library will take advantage of in-service training opportunities provided through NEKL.  When the need arises for additional in-service training, the LD and LB will seek assistance and make the necessary arrangements.  The LD and the LB will look to NEKL consultants for professional guidance.  Recommendations made by these consultants will be strongly considered, but final responsibility rests with the local LD and LB.

SERVING SUBPOENAS

     By law, WCL is required to cooperate with an Officer/Process Server of the Court attempting to deliver a subpoena to an employee.  If a Deputy Process Server comes to the library to serve a subpoena, the employee will be notified and is expected to come forward for the service.  Failure to comply will result in disciplinary action up to and including termination of employment.

STATEMENT OF AFFIRMATIVE ACTION PLAN

THE WELLSVILLE CITY LIBRARY

     It is the policy of the WCL to promote equal employment opportunities through a positive continuing program of specific practices designed to ensure the full realization of equal employment opportunities without regard to race, religion, national origin, age, sex, disability, citizenship, or military status.

To implement these policies, the WCL will:

· Recruit, hire, train, and promote persons in all job classifications without regard to race, religion, national origin, age, sex, disability, citizenship, or military status.

· Base decisions on employment in a manner that complies with equal employment opportunity.

· Insure that all personnel actions, including, but not limited to, compensation, benefits, transfers, layoffs, return from layoffs, library sponsored training, education, tuition reimbursement, are administered without regard to race, religion, national origin, age, sex, disability, or military status.

· Insure that promotion decisions are in accord with principles of equal employment opportunity by imposing only valid requirements for promotion.

     Equal employment opportunity is not only the law, but it is a principle of                                   the WCL.  It is expected that each employee will cooperate to achieve this goal, and we personally stand behind this principle.

Employee Paid Time Off & Sick Leave

Personal Time Off Policy
Full time employees will receive (80) hours of paid time off per year, non-accumulative with nine (9) hours added each year up to four (160) hours. Mid-year hired personnel will receive prorated paid time off from month of hire to December 31 of the same year. Paid time off days must be taken within the current year and not received as extra income at the end of the year.  With Board approval, forty (40) hours can be carried over into the 1st quarter of the next year.

Sick Leave Policy

Full time employees will receive (40) hours of paid time off per year of sick leave with eight (8) hours added each year.  A maximum of (120) hours can be accumulated. Mid-year hired personnel will receive prorated sick leave from month of hire to December 31 of the same year.

Paternity/Maternity Leave Policy

Personal Time Off and Sick Leave must be used first for paternity/maternity, then FMLA should be put into effect.

Part-time staff receive no benefits.

WELLSVILLE CITY LIBRARY

POLICY AGREEMENT FORM
_______ I have read the policies and by-laws of the Wellsville City Library.
_______I understand and I agree to the following policies and by-laws of the Wellsville       City Library.

Signature: ____________________________ 

Date: ________________________________

Supervisor: ___________________________

Date: ________________________________

______ I choose not to adhere to the regulations therein.  I understand that this could be


grounds for dismissal.

Signature: ____________________________ 

Date: ________________________________

Supervisor: ___________________________

Date: ________________________________

CLEANING CONTRACTOR REQUIREMENTS

CLEANING CONTRACTOR:  The cleaning contractor will fulfill the following cleaning duties on a regular basis: full cleaning every week, and as called upon for extra cleaning as deemed by the Library Director.

FULL CLEANING DUTIES:

1. Dusting shelves, cabinets, and other furniture

2. Sweep tile floors in Library, Meeting Room, restrooms, library office, and foyers, along with floor mats

3. Mop tile floors in Library, Meeting Room, restrooms, foyers, and library office 

4. Vacuum all carpets

5. Scour all equipment in restrooms, the sink in the Meeting Room and drinking fountains

6. Clean glass in front foyer

7. Report any supplies needed

8. The contractor is to complete the cleaning checklist each time cleaning is done

EXTRA DUTIES:

1. Clean Meeting Room if not left in proper order after a meeting is held there

2. Clean all windows on an as-needed basis

3. If necessary, a Spring and Fall cleaning may be called for

4. Shampooing the carpets &/or stripping and waxing of tile floors (price to be set by the board)

SUPPLIES:  The Library is to supply the Cleaning Contractor with all cleaning materials needed.

OTHER:  The Cleaning Contractor must be able to perform the duties of this job with or without reasonable accommodations.

The agreement can be terminated by either party with 30 days written notice.

The Library Cleaning Checklist is to be turned in to the Library Director signed and dated as proof of work, for compensation.  The checklist is then kept on file by the Library Director.

Cleaning Duties for the Wellsville City Library
The library is to be cleaned on a regular basis of once every week.
Date:
Date:
Date:
Date:
Date:
Date: 
Date:
_________________________________________
1. Dust shelves, cabinets, & furniture  
_________________________________________
2. Sweep all tile floors in library
_________________________________________
3. Mop all tile floors in library
_________________________________________
4. Vacuum all carpets & mats
_________________________________________
5. Scour all restrooms, drinking fountain








& sink area in community room.

_________________________________________
6. Clean doors in front foyer

_________________________________________
Check for needed supplies and notify 






Library Director if needed

_________________________________________
Extra Cleaning of Windows

_________________________________________
Extra Cleaning of Meeting Room

_________________________________________
Shampoo Carpets

_________________________________________
Stripping & Waxing of floors

"Full Cleaning" includes numbers 1-6.
 Extras include: the meeting room if not left in proper order after a meeting.

Windows on an as needed basis.  (If necessary a spring/fall cleaning.)

The library is to supply all cleaning materials.
The contract cleaner is to report any supplies needed.
Pay for shampooing the carpets &/or stripping and waxing of tile floors will be set by board.
Signature and date: 

______________________________________________________________

Items needed & comments:  ____________________________________________________________________

____________________________________________________________________

Request for Cleaning Services Form

Please Print

Name:_____________________________________

Address:___________________________________

City, State, Zip:_____________________________

Phone (home):______________________________

Phone (cell):________________________________
Email address:______________________________
Social Security #:____________________________

Are you insured or bonded?  Circle one Yes    No

If insured or bonded please list proper information:_______________________________

________________________________________________________________________

Service references include name, address, and phone #:

A.

1. Name_______________________________________________________

2. Address_____________________________________________________

3. Address_____________________________________________________

4. Phone_______________________________________________________

B.

1.  Name_______________________________________________________

2.  Address_____________________________________________________

3.  Address_____________________________________________________

4.  Phone_______________________________________________________

C.

1.  Name_______________________________________________________

2.  Address_____________________________________________________

3.  Address_____________________________________________________

4.  Phone_______________________________________________________

Hours available to clean:


____________________________________________________________

The library will supply the service provider with all cleaning materials.

The service provider is to report any supplies needed.

The library is to have a full cleaning every week, and as called upon for extra cleanings as deemed by the library director.

The Wellsville City Library will pay the service provider $35.00 per full cleaning session.

Additional cleanings as requested by the library director will be paid at $35.00 a session.
Pay for shampooing the carpets &/or stripping and waxing of tile floors will be set by board.
This agreement can be terminated by either party with 30 days written notice.

As a condition of services, a criminal background records check may be required.

Date:_______________________

Signature:_________________________







Title:_____________________________
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