Personnel Policy

As a city entity the Lehigh Public Library will adhere to the City of Lehigh
Employee Manual for personnel. Since the Library operates under its own
governing board the following adjustments to the City of Lehigh Employee

Manual will be utilized for library personal only.

Order for the Channel of Responsibility

e The Library Director is directly responsible to the Board of Trustees
of the Lehigh Public Library.

o All staff members are directly responsible to the Director. In case of
prolonged absence of the Director, the assistant librarian would
assume the director's duties. In the absence of other staff, the library
will be closed for as short a period as possible under the
circumstances.

e Any temporary help or volunteers will be directly responsible to the

Director.

The Library Board of Trustees functions in an independent manner as set
forth in the city code.

3.1 Working Hours

The normal hours of work during which library employees shall be
employed are stated in their job descriptions. Actual number of work hours

will be set by the board of trustees as needed.

By definition, the library employees are part-time workers because each

works less than 40 hours per week. Comp time does not apply.



3.12 Mileage and 3.123 Employee Training

Library employees are encouraged to attend workshops, meetings, classes
for educational development, conferences and conventions to acquire and
maintain state certification. For this purpose, funds will be made available,
as the budget permits, for dues, registration, mileage, meals, etc. Mileage
will be paid at the amount designated per mile, by the city council. The
librarian will receive compensation for regular hours while at class and in
travel to the class. If class/work/travel time exceeds the hours normally
worked that day, he/she will be paid for the extra time. Any classes that the
Director suggests for staff will also be paid for, using the same payment
policies. Affiliations with professional associations are also encouraged.

Approvals for these expenditures are made by the Board of Trustees.

3.2 Absence

The Director will notify the President or Vice President (if unavailable) of
the Board of Trustees of any emergency absence. All other staff or
volunteers will notify the Director of any emergency absence. Notice is to be
given as soon as possible and will be up to the Director to place notification
of closure online or at the library. The Director can also contact the City

Clerk to notify the public of unexpected closure.

3.4 Holidays & Vacations

The Library Director will receive the benefits in sections 3.4 and 3.5, minus
medical insurance. All other staff participation will be decided by the Board
of Trustees and will be included in the benefits section of their individual

Job Description.



The library may close early on December 24th and December 31st with the
approval from the Board of Trustees. If Christmas falls on Sunday,
Christmas Eve will be considered a paid holiday and Christmas would not
be a paid holiday. The Director will receive compensation for holidays only

if the holiday falls on a regularly scheduled work day.

The library may be closed on Saturday morning during River Days at the
Library Board's discretion. This will not be a paid holiday.

3.4 Vacation Policy

A vacation year is calculated from anniversary date through anniversary
date. Upon resignation or retirement from employment as a librarian, the
Director shall be paid a prorated basis for all unused vacation days left at
the time of resignation or retirement. The estate of any employee who dies
shall receive prorated vacation pay. Employees who are discharged for
cause or who fail to give (2) week notice when resigning shall forfeit all
vacation pay.

The Director shall take (his or her) vacation within one year of accrual.

There shall be no back-to-back vacations without prior approval of the
board.

e No vacation time will be accrued during a leave of absence.
¢ In no case can vacation time be advanced before it is earned.

e All vacation times must be scheduled with the Director. This is

necessary in order to maintain the operating efficiency of the library.



3.5 Paid Time off/Sick Leave

The Director will earn sick leave at the rate of (2) hours per month up to a
total of (24) hours per year. The maximum amount of sick leave that can be

accrued is 72 working hours.

Emergency Leave:

If an employee is a member of the city's ambulance crew/fire department,
they may leave and close the library to help respond in an emergency
requiring their assistance. (Discretion of the Library staff, not to be
abused). If other emergency personnel are available, they are not to

response. Time missed will be made up or taken without pay.

Maternity Leave:

The employees of the library will be granted time off for maternity leave

without pay.

Unpaid Leave:

The Library Board may grant an unpaid leave of absence to a librarian who

needs time off for personal reasons. During unpaid leave, an employee:

e receives no compensation
e does not earn vacation or sick leave

e does not collect sick leave benefits



3.5 Death In The Immediate Family

These paid days of absence shall be only those days that the Director would
normally have worked had it not been for the funeral. Days when
employees are not scheduled for work will not be compensated for funeral

leave.

3.5 Death In The Non-Immediate Family
This paid day of absence shall be only a day that the Director would

normally have worked had it not been for the funeral. Days when
employees are not scheduled for work will not be compensated for funeral

leave.

3.5 Medical Insurance Coverage

Not available to any library employee

3.6 New Employee Hires

All openings for library positions will be advertised in the local newspaper
and/or posted at least 10 days in public spaces (Security Savings Bank and
Lehigh Post Office). The appointment of the Director is the responsibility of
the Board of Trustees. The Director shall recommend to the board the
appointment and specify the duties of other employees, and shall be
responsible for the proper direction and supervision of the staff. Employees
may be appointed by the Director without prior board approval, provided
that such position and salary are approved, and the appointment is

reported to the board at its next regular meeting.



Probationary Period:

Each new staff member shall be considered to be on probation for four
months. If the Board of Trustees and/or the director wish to terminate the
employee for reason of unsuitability during the probationary period, it may
be done without right of appeal. A review of the employee's work
performance is made after one month and again at the end of the
probationary period. This performance evaluation is discussed with the
employee by the director and/or the Board of Trustees if appropriate.
Probation time may be extended if deemed necessary by the director, but
may not exceed an additional three months. Time worked during a
probationary period will be counted toward vacation and sick leave

eligibility.

3.8 Jury Duty

If a librarian is selected for jury duty or called as a government witness
during their normal hours of work, said librarian shall be granted a paid
leave of absence. Any compensation received by the librarian will be
deducted from the librarian's regular salary, with exception of meals and

travel expense.

3.9 Employee Personnel Records

The Library Director and the city clerk shall maintain a personnel record
for each employee of the library showing his or her name, title of position
held, the department to which assigned, salary, changes in employment
status, evaluations and such other information as may be considered

pertinent. Each Library employee is responsible for notifying the director or



city clerk of any changes to their personnel record, i.e., name, address,

telephone number, etc.

The city clerk is responsible for payroll and records. The records will be
submitted to the city clerk on a bi-weekly basis for computation of pay. It
shall be the responsibility of the library director to ensure the accuracy and
timeliness of each record submitted. Salary will be at an hourly rate
determined by the Library Board of Trustees on the basis of the employee's
qualifications and will be paid bi-weekly. Annual raises, based on
performance evaluations, may be awarded according to availability of

funds.

3.9 Employee Review

All employees will be evaluated annually. The evaluation of the director is
done by the Board of Trustees. Evaluation of the assistant librarian and
other staff will be done by the Library Director. These evaluations will be
reported to the board. The employee shall receive a copy of their evaluation
and shall be given the opportunity to respond to their evaluation.
Evaluations and letters of recommendation and/or complaint will be kept
on file at the library. Confidential information will be kept by the City Clerk

for security purposes.

Conduct:

An employee's attitude toward the public and other staff members will
always be courteous and cooperative. Being properly dressed and exhibiting

good manners is expected of all employees.



Resignations:

All staff resignations will be addressed to the Director in writing. The
Director's written resignation to the board should give at least 30 days'
notice. Other staff members should give at least 2 weeks written notice of

their intention to resign.

Termination:

Failure to satisfactorily perform assigned duties, inefficiency,
insubordination, incompetence, or conduct which adversely affects an
employee's performance or reflects badly on the library shall be cause for

termination.

Grievances:

All grievances must be given in writing to the director. One month will be
allowed for a written decision or response. The final decision rests with the
Board.



