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Employment

A. Authority

The information contained in this personnel policy applies to all McLouth Public Library employees.  It is presented as a matter of information only and is not intended to and does not constitute any sort of contract employment, either expressed or implied.
The board of the McLouth Public Library retains the right to direct administrative staff to supervise and control the workforce; to hire, layoff, and terminate personnel; to schedule the staff; to authorize rules and regulations; and to carry out the customary functions of management.  The library director shall be responsible for carrying out the personnel policies of the board of trustees.

B. Employment Relationships

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

C. Equal Employment Opportunity

The McLouth Public Library maintains a policy of nondiscrimination with employees and applicants for employment.  No aspect of employment with the library will be influenced in any manner by race, religion, gender, age, national origin, disability, veteran status, or any other basis prohibited by applicable law.

Nothing in the previous paragraph is meant to limit or expand the library's obligation pursuant to all state, local, and federal laws, rules, and regulations in all phases of employment including but not limited to, recruitment, hiring, training, promotion, compensation, benefits, transfer, and dismissals.

D. Non-Harassment Policy

Harassment is contrary to basic standards of conduct between individuals and is prohibited by federal and state law.  It will therefore constitute a violation of library policy for any employee to engage in any form of harassment based upon race, religion, gender, age, national origin, or disability.  Any act, physical, verbal, or visual that has the effect interfering with a person's work performance or that creates an intimidating, hostile, or offensive work atmosphere is prohibited.

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

Touching or making improper or propositional advances

Abusive, vulgar language of a sexual nature

Suggestive jokes or comments about an employee's body or wearing apparel

Display of sexually suggestive cartoons, pictures, or photographs

The McLouth Public Library will not tolerate sexual harassment in any form.  No employer shall threaten or imply that an employee's refusal to submit to sexual advances will adversely affect the employee's employment, evaluation, pay promotion, job assignment, or any other aspect or condition of employment.  Any employee who violates this policy will be subject to discipline, up to and including termination of employment.

Employees should immediately report any such behavior or incident to the Library Director (or board member should the director be involved) in writing with date, location, and names of individuals involved.  If, after investigation by the Library Director or board member, the issue is not resolved to the satisfaction of the employee, the unfavorable decision may be appealed in writing to a higher authority.  (Board of trustees, human relations commission, etc.)  An employee may ask the city or county human relations resource person, another employee, or supervisor to be present at a complaint discussion with any level of management or Board Member.  In its effort to prevent discrimination or harassment of any kind, the McLouth Public Library will maintain an open-door policy.  All complaints will be investigated promptly and confidentially.

E. Employment of People With Disabilities

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

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

G. Alcohol and Drugs

The use, possession, sale, transfer, purchase, or the state of being under the influence of illegal drugs or illegal intoxicants or controlled substances by employees at any time on library premises, in library vehicles, or while on library business is prohibited.

H. Injury

Any injury, however slight, occurring on the job must be promptly reported to your supervisor, director, or board member.  This is to protect employees under Kansas Worker's Compensation regulations and a requirement under Occupational Safety and Health Act (OSHA) Regulations.

I. United States Citizenship 

The McLouth Public- Library intends to hire only citizens of the United States of America or those who have valid permits to work in the United States.  All employees are required to provide proof of citizenship as requested or proof of a United States work permit on his/her first day of employment.

J. Nepotism

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

K. Posted Notices

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

L. Child Labor

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

I. General Employment Information

M. Changes in Positions

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

N. Resignation

As a professional courtesy, the Library Director should give a minimum of thirty (30) days written notice of resignation.  Other employees should give a minimum of fourteen (14) days written notice.

O. Dismissal and Termination

The Library Board shall have authority to discipline willful violation of personnel policies.  If violations are repeated, the employee may be terminated.  Use of alcohol or illegal drugs while at work, refusing to obey a direct order or a supervisor, willful damage of property, gross neglect of duty, and continuous poor relations with peers or the public are examples of reasons for dismissal with cause.

P. Absence Without Leave

An absence of an employee including an absence for a single day or part of a day without authorization and prior notice is an absence without pay and shall be cause for disciplinary action.

Q. Grievance Procedure

A grievance is a complaint involving misuse or misinterpretation of a rule, practice, or policy under the personnel rules or board policies. The employee's immediate supervisor should make a sincere effort to resolve any grievance through explanation and counseling before it becomes necessary to file a written complaint.  If a grievance fails to be resolved, the employee may, within five (5) working days, file a written appeal with the Library Director or board.  A grievance committee of three comprised of the director (unless he/she is filing the complaint), a board member, and a fellow employee, volunteer or another board member selected by the filing party shall meet to consider the situation.  The committee will prepare a written report to be presented to the board.  The board will make the final decision and a written report with resolution will be put in the personnel file of all involved in the grievance.  The existence of these procedures does not alter the employment-at-will relationship nor is there any contractual right to these procedures.

R. Confidentiality of Employee Personnel Records

All requests for information about current or former library employees should be referred to the Library Director.  The library will 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.  All requests for employment references must be referred to the Library Director and must be submitted on official letterhead stationary by the requesting entity.

S. Staff Attitude and Conduct

The image of the McLouth Public Library is conveyed through the attitudes, appearance, conduct, and working relationships of the staff.  Each staff member is a public relations ambassador.  As members of a service organization, employees of the library are expected to be courteous, cooperative and communicative when assisting the library 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 or Library Director might assist in finding solutions to the problem.  The Library Board and/or the Library Director shall have authority to discipline employees for the willful violation of personnel policies.  If violations are repeated, the employee may be terminated for cause.

II. Compensation

T. Authority

It is the policy of the McLouth Public Library board to establish and maintain compensation schedules that are internally equitable, personally motivating and effectively administered and meet the current guidelines established in the Northeast Kansas System Extended Service Grant requirements.  Libraries are obligated to pay the current minimum wage.  The regional office of the U.S. Department of Labor, Wage, and Hour Division has stated that all units of local and state government, including libraries, are covered under the Fair Labor Standards Act.
U. Compensatory Time

Compensatory time may be given to non-exempt employees at the discretion of the board.

V. Payroll Procedure

Employees are required to maintain accurate time records noting hours worked.  Employees are paid by the 2nd Monday of the month for the preceding month.

W. Mandatory Deductions (Federal/State)

1. Federal and State income tax withholding.

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

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

4. 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.  McLouth Public Library is not a member of KPERS.

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

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

X. Annual Leave 

The McLouth Public Library does not provide for annual leave.

Y. Sick Leave

Sick leave is unpaid leave.  Surgery or other medical diagnostic procedures should be scheduled in advance, except in the case of an emergency.

Z. Family and Medical leave Act of 1993

The McLouth Public Library follows the policies as stated in the Family and Medical Leave Act (FMLA) 29 U.S.C. 2601-2654 that went into effect on August 5, 1993.  

AA. Bereavement Leave

Any employee suffering a death in the family will be granted up to three (3) days leave with pay.  Any additional time granted will be at the discretion of the library board.  This leave applies to the death of an immediate family member only.

AB. Holidays

Holidays are unpaid.

AC. Military Leave

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

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

2. Use accumulated annual leave and retain the military pay.

3. Take leave without pay and retain the military pay. K.S.A. 48-222

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

AD. Civil Leave

An employee shall be given necessary time off with pay for the following:

· Jury duty

· Court appearances as a witness in answer to a subpoena or as an expert witness when acting in an official capacity in connection with the library.

AE. Continuing Education

In support of lifelong learning, the McLouth Public Library Board of Trustees encourages staff to participate in continuing education as required by the state statutes.
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III. Job Descriptions

AF. Job Description: Library Director

1. General Job Description:

Under general direction of the Library Board, administers the library with responsibility and authority for organizing and managing the library operation and for planning, directing, and coordinating its program of service subject to the Library Board policies.

2. Specific Acts:

a. Acts as executive of the library and an administrative officer to the Library Board; reports to the Board; advises the Board on policy matters, and makes recommendations to the Board for improvements.

b. Develops and revises the library’s long-range goals and plans in cooperation with the library board.

c. Develops, revises, and interprets policies accepted by the Board.  Maintains Policy Manuals.

d. Prepares and submits, in cooperation with the Treasurer, the library budget to the Board.  Verifies that the budget is in compliance with regulations.  Presents and defends budget requests before the Board.

e. Prepares the following reports: Library Director’s report to update the Board; reconciliation of petty cash funds, provides receipts for reconciliation of expenditures, financial statements and related reconciliations and reports for the prior month’s activities; providing support documents for expenditures and any statistical or other reports, as required.

f. Establishes and promotes overall services of the library in light of changing community needs.  Submits annual questionnaires to patrons to identify any needs or weaknesses and suggested improvements.  Reports results and actions to be considered to the Library Board.

g. Directs the Children’s programs.  Responsible for completing or assigning tasks required for the Summer Reading program, Preschool and Kindergarten monthly programs and other programs developed.

h. Reviews shelved materials for replacement, repair and discard.  Obtains supplies and selects books and materials to be purchased within the constraints of the approved budgets.

i. Recruits, selects, hires, supervises, evaluates, and terminates library staff.  Prepares monthly time & work schedules.  Reviews time sheets.  In association with Board Treasurer, prepares quarterly and annual payroll reports.  Recruits, trains and supervises volunteers.

j. Researches, negotiates, and oversees the implementation of contracts after Board approves.

k. Acts as a spokesperson/advocate for the library, relates library objectives to community needs and is active in community organizations.

l. Works with government officials and other community leaders to meet the needs of the library.

m. Participates in appropriate continuing education activities.  Prepares annual plan subject to approval by the Broad.

n. Actively pursues grant opportunities especially for the development and maintenance of library information services.

o. Oversees inter-library loans and web-site maintenance.

p. Advertises any upcoming events with the McLouth school newsletter and the Oskaloosa Independent newspaper.

q. Performs other duties as required.

3. Knowledge and Abilities

a. Demonstrates understanding of modern administrative theory and practices.

b. Ability to apply appropriate techniques to determine service needs and to see that they are met.

c. Ability to write and administer a budget effectively.

d. Demonstrates administrative ability.

e. Demonstrates ability to communicate effectively with people from a wide range of socio-economic backgrounds.

f. Demonstrates knowledge of local government and library law.

g. Ability to guide and direct the growth and development of the library.

h. Ability to foster and maintain positive public relations for the library within the community.

i. Ability to write and speak effectively.

j. Ability to maintain accurate records and produce timely and accurate reports, including basic financial reporting.

4. Physical Demands of Position:

a. Sitting, standing, walking, climbing, and stooping.

b. Bending, twisting, and reaching.

c. Talking and hearing, use of telephone.

d. Far vision at 20 feet or further; near vision at 20 inches or less. 

e. Lifting and carrying 50 pounds or less.

f. Handling, processing, picking up, and shelving books.

g. Typing, writing, filing, sorting, shelving, and processing.

h. Pushing and pulling objects weighing 60-80 pounds.

i. Mobility, travel to meetings outside the library.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

5. Qualifications:

a. Minimum of a high school diploma or a G.E.D.

b. A general knowledge of all phases of public library service, including computer literacy.

c. Knowledge of computers and familiarity with word processing, operation of copy, fax and related machines.

AG. Job Description:  Assistant Librarian

1. General Job Description:

Under the general direction of the Library Director, is responsible for carrying out the library director's instructions.  Is in complete charge of the library in the director absence.

2. Specific Duties:

a. Sorts and shelves materials.

b. Works at circulation desk.

c. Assists in the processing of new materials.

d. Checks books in and out.

e. Helps patrons in using the computer.

f. Repairs library materials.

g. Read shelves.

h. Gives tours of the library.

i. Assists in setting up other types of displays.

j. Calls or mails reminders of overdue materials.

k. Other tasks as requested by the Library Director.

3. Knowledge and Abilities:

a. Demonstrates an understanding of or willingness to learn the Dewey Decimal System and how it works.

b. Demonstrates knowledge of or willingness to learn the computer programs used by the library.

c. Demonstrates the ability to help patrons with the Internet.

d. Demonstrates the ability to communicate effectively with people of all ages.

4. Physical Demands of Position:

a. Sitting, standing, walking, climbing, and stooping.

b. Bending, twisting, and reaching.

c. Talking and hearing; use of the telephone.

d. Far vision at 20 feet or further, near vision at 20 inches or less.  Same question as above.
e. Handling, processing, picking up, and shelving books.

f. Typing, writing, filing, sorting, shelving, and processing.

g. Pushing or pulling objects weighing 60-80 pounds.

5. Qualifications:

a. Minimum of a high school diploma or a G.E.D.

b. Computer literate.

c. Desire to serve the public in a friendly, comfortable environment.

IV. Employment Procedure

AH. Recruitment

Recruitment to fill open positions will be made through open application.  Positions will be advertised in The Oskaloosa Independent.

AI. Job Classification

Full-time Employee:

One employed to work a normal week of at least 40 hours on a regular and continuing basis or a total or 2,080 hours per year, including all leaves and holidays.  A week is any consecutive seven days beginning on a Sunday at 12:00 Midnight and ending on a Saturday at 12:00 Midnight.

Part-time employee:

One employed to work on a regular and continuing basis as stated in the position descriptions.

Temporary Employee:

One employed to work on a temporary and or limited basis.

Volunteers:

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

· General library orientation and identification of responsibilities

· Job introduction, which should include an understanding of the responsibilities and the channel of communications.

· In-service training.

· Recognition program for volunteers.

V. Documentation 

1. As part of the orientation procedure, all employees are to sign documentation to include their job description and their acknowledgement of having read and understood the personnel policy.

2. All staff will read and sign the personnel policy acknowledgement every year in the month following the library board's review and/or revision of the policy.

3. All staff will have their own copy of all policies and procedures relating to personnel.

Approved by the McLouth Public Library Board

Reviewed 2/06/2015
