__________ Public Library 

Personnel Policy   

These guidelines have been developed to state the personnel compensation plan for the _____________Public Library.

ELIGIBILITY 

Employees must work a minimum of 30 hours per week, to be considered eligible for health insurance.  Minimum hours have been reduced, effective August 1, 2009, as a result of dramatic reductions in library funding.  It is the stated goal of ________ Public Library to reinstate reduced opening hours if and when funding allows.  Employees should view a 30 hour work week to qualify for benefits as a temporary measure, subject to increase if and when funding permits expanding the number of hours open.  Employees who are scheduled to work at least 20 hours per week are eligible for the Income Protection Plan.  All employees who work weekly scheduled hours are eligible for pro-rated holiday, sick, and vacation time.

HOLIDAY SCHEDULE

The holiday schedule will be reviewed by the Board each year and will include the following holidays, and may contain additional days, if appropriate in that calendar year. Holiday pay shall be based on the normal workweek of the employee divided by 4.

New Year’s Day 


Memorial Day 


Veteran’s Day



Martin Luther King Day

July 4th



Thanksgiving Day

President’s Day


Labor Day


Christmas Day

Patriot’s Day 


Columbus Day



SICK TIME

Sick leave shall be paid based on the normal workweek of the employee divided by 4.

Sick leave may be used for personal or family illness, death in the family, and medical appointments.  Additional sick leave may be granted, but will not be compensated, unless the employee is eligible for the Income Protection Plan.  There will be no accumulation of unused sick time.  Employees who have unused sick time may volunteer to donate their time to another staff member who has exhausted all of their own paid leave (including sick and vacation time.)  Transfers of sick leave benefits will be at the discretion of the Library Director, who will ensure that the donating employee will have sufficient sick leave left for their own needs.

PERSONAL TIME

Personal leave may be granted at the discretion of the Library Director.  Personal time is not compensated.  

EMERGENCY CLOSURES

Should the library close during regular hours for emergencies or severe weather, employees will not be paid for the hours not worked.  They may arrange to work those hours and receive compensation at another time during the pay period if they choose.

HEALTH INSURANCE
The Library will provide a major medical health insurance plan for employees working a minimum of 30 hours per week (see Eligibility section regarding minimum hours per work week) subject to the conditions imposed by the insurer.  Family coverage can be obtained, with the monthly premium paid by the employee.  The percentage will be determined by the Trustees in the meeting prior to the annual meeting and communicated to the participants.  Participating employees must meet eligibility requirements.  Health Insurance Eligibility begins the 1st month following an employee’s hire date.

INCOME PROTECTION PLAN

Participation in the Income Protection Plan begins the 1st of the month following an employee’s hire date, and permanent status and works an average of at least 20 hours per week.  The Library pays the monthly premium.  Refer to Plan Document for Benefit description, exclusions, limitations, and options.

VACATION PLAN

The Library offers the following vacation schedule to permanent employees:


2 weeks for years 1-6


3 weeks for years 7-14


4 weeks for years 15 or more

Vacation time is paid based on the normal work week of the employee.  Vacation time must be used within one year of earning it.  There is no accumulation of unused vacation time.  All vacation time will be coordinated by the Library Director.  In case of conflict of times, preference will be given on a seniority basis.

FAMILY/MEDICAL LEAVE

A permanent employee who has worked at least 2 consecutive years for ________ Public Library and has exhausted all sick and vacation leave, may request an unpaid leave of absence of not more than 10 weeks once every 2 years for a serious health condition of employee, birth of employee's child, placement of a child 16 years or less with the employee in connection with the adoption of the child by the employee, a serious health condition of a spouse, parent, or child, or the donation of an organ of that employee for a human organ transplant.  Unpaid leave may be granted with benefits continuing under the same conditions as before.
BREASTFEEDING

________ Public Library provides the staff break room for employees who are nursing mothers to use as a private area for the purpose of nursing babies and expressing & storing milk.   Employees may use their break time, vacation or sick time for these activities.  Schedules can be arranged with supervisors to accommodate these activities and the work of the employee, around the needs of the operation of the library.  

COMPENSATION

The Library receives its principal funding from the Town of ___________ and as such has certain restrictions and limitations placed in its budget.  Salary and/or wage increases will be determined within the constraints of the Library budget.

All employees shall have a bi-annual review by the Library Director.  The Director’s recommendation will be made to the Board of Trustees for approval.

Approved 7-27-09
Board of Trustees
________ Public Library
