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STAFF

The Professional staff of the _______ Public Library shall consist of the Library Director (full-time position) and Librarian (hourly-position). 

RECRUITMENT

The Personnel Committee shall advertise in appropriate venues, which may include local newspapers, MELIBS (listserve), and the Maine State Library website. 

SELECTION AND HIRING

A committee of the Board of Trustees shall arrange and conduct interviews with the selected applicants. The committee shall bring recommendations to the full Board. The Board shall discuss and select the candidate. The selected candidate will then be announced by the President of the Board. 

EVALUATION

An appointed, standing committee consisting of three members of the Board of Trustees shall evaluate employee performance annually. Staff members shall be evaluated in October and their goals will be reviewed in April. 

DISMISSAL

Since employment with the ________ Public Library is based on mutual consent, both the employee and the Library have the right to terminate employment at will, with or without cause, at any time. 

An employee whose performance, attitude, or personal philosophy of Library service does not meet the standards, requirements, and philosophy of the Library will be warned of the inadequacies of his or her performance in written form by the Board of Trustees. The Trustees shall also outline necessary corrective action. If, after 60 days, performance is not satisfactory, the Trustees may issue a written note of dismissal.

Grounds for immediate dismissal include fighting, public intoxication, substance abuse, employee theft, harassment, insubordination, or vandalism on Library time or Library property. Insubordination is defined as: any action or inaction in direct violation of the policy manual or a supervisor’s orders. Staff members may question any instruction, but, upon being directed to take a certain action after the question has been addressed, the staff member is to do so with the following exceptions: 1) any action or inaction which might cause harm to befall the staff member or another person; 2) any action or inaction which violates the staff member’s religion; or 3) any action or inaction which is immoral or illegal. Insubordination also includes being disrespectful to a supervisor, in word or deed; or challenging the supervisor’s authority.

GRIEVANCES

The employee has the right to file a letter of grievance to the Board of Trustees. The President of the Board shall call a meeting of the Personnel Committee as soon as possible to consider appropriate action. 

PERSONNEL FILES

The Library shall maintain a personal file on each employee. The file shall include the job application, performance evaluations, and other pertinent information. Only the employee and the Board of Trustees will have access to personnel files. Upon written request, the employee may obtain a complete copy of his/her personal file. 

RESIGNATION

The employee must submit a letter of resignation to the Board of Trustees one month before leaving. 

SALARY

The Finance Committee shall recommend the salary and benefits for each Library employee. The Board shall vote on the recommendations at the annual meeting. Each employee’s salary shall be reviewed on an annual basis. 

BEHAVIOR

Library employees are expected to conduct themselves in a professional manner.  Employees or Trustees will not express personal political views via any medium associated with the Library. Examples of such media include but are not restricted to Library email, telephone, stationary, and postings on the Library premises.

CULTURAL COMPETENCY

Employees or Trustees of the Library will be sensitive to the range of personal and political beliefs of patrons and will maintain a neutral spirit of inquiry associated with an educational and cultural community center. 

EMAIL

Employees or Trustees of the Library will use the Library’s email accounts for Library business only. Employees or Trustees of the Library will not use the Library’s email accounts to send personal emails or to forward received personal emails to third parties. Personal emails which are received by employees or Trustees through the Library’s email accounts will be forwarded to the recipient’s own email account and will not be forwarded to any third party or responded to using the Library’s email accounts.

WORK SCHEDULE

The Library Director is a full-time employee and shall be on duty for a total of forty hours per week, thirty operational hours and ten administrative hours. The Librarian shall be on duty for a maximum of thirty hours per week. The schedule for the Librarian will be set by the Library Director and the Board of Trustees. The Librarian is paid only for hours worked. Hours missed can be made up at another time with the approval of the Library Director. 

LIBRARY HOURS

The Library is open twelve months a year, thirty hours a week.  Hours of operation are set by the Library Director with the approval of the Trustees. The Library may close for inclement weather at the discretion of the Library Director. 

SICK/PERSONAL LEAVE

Each employee is entitled to four paid sick/personal days per year. These days cannot be accumulated from year to year.

VACATION

During the first year of employment, paid vacation time will be one week. Each year thereafter it will be two weeks of paid vacation. After five years, paid vacation time will be three weeks, two of which may be consecutive. 

HEALTH INSURANCE

A basic health insurance policy is provided for the Library Director and the Librarian at reduced cost to them.

OTHER BENEFITS

The Board of Trustees may offer other benefits to employees working at least thirty hours. 

LEAVE OF ABSENCE

Leaves of other than sick leave or vacation time will be at the discretion of the Board of Trustees. 

HOLIDAYS

The Library is closed New Year’s Day, Easter, Fourth of July, Thanksgiving, Christmas Eve, and Christmas Day. The Library may close early on New Year’s Eve. When these fall on days when the Library would generally be open, they are paid holidays. 

EQUAL OPPORTUNITY EMPLOYER (EOE) DISCRIMINATION STATEMENT

The ________ Public Library is an equal opportunity employer and does not discriminate on the basis of race, ethnicity, sex, color, age, creed, or religious affiliation.
	
	
	



