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Section 1.1  INTRODUCTION AND PURPOSE OF POLICIES 
 
This Personnel Policy Manual ("Manual") contains policies for the employees of Barberton 
Public Library ("Library").  All employees charged with the responsibility of administering 
policy must be knowledgeable of its contents.  The Manual is a guide to be used by the Director 
and other managerial employees to ensure uniform and nondiscriminatory application of the 
conditions of employment.  It is essential that these policies be administered in a systematic, fair 
and impartial manner. 
 
There will be situations that require administrative interpretation of these policies.  Every effort 
will be made to ensure that such decisions are made objectively with the general intent of the 
policy in mind. 
 
There may be occasions when policies must be added, deleted, revised or given a different 
interpretation from those previously made.  The Board of Trustees has the right to change 
practices and policies, both written and unwritten, without advance notice as business requires.  
Updated policies will be issued and communicated to all affected employees according to 
Section 1.3 POLICY CHANGES, DISSEMINATION AND SUGGESTIONS. 
 
The policies contained in this Manual are subject to, and in accordance with the laws of the State 
of Ohio.  In the event there is a conflict between this Manual and any other applicable law or 
legal document, the applicable law or legal document will prevail.  In the event that future 
legislation invalidates or changes any of the provisions contained herein, the balance will remain 
in effect.  This Manual is complete as reasonably can be, but may not be all-inclusive. 
 
Nothing in this Manual nor any interpretive or enforcement communication should be construed 
to grant a guaranteed right to continued employment or benefits.  This Manual is not an 
employment contract.  Employment with the Library is not for a fixed term or definite period and 
may be terminated at any time by either the employee or the Library according to law. 
 
The policies stated and adopted within this Manual and the communications interpreting and 
enforcing them supersede all previous policies and communications. 
 
 
Section 1.2  MANAGEMENT RIGHTS 
 
The Board of Trustees maintains the ultimate authority to establish, interpret and administer 
policies and direct the operations of the Library.  The Library may apply or not apply staff 
policies depending on facts and circumstances unique to each case.  Through the administrative 
leadership of the Director, the Board of Trustees has the right to: 
 
A. Determine the goals, objectives, programs and services, and to utilize employees in a manner 

designed to effectively and efficiently meet these purposes; 
 
B. Exercise complete control and discretion over the budget, organizational structure, and 

method of performing the work required; 
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C. Manage and determine the location, type and number of physical facilities and equipment to 

be used; 
 
D. Determine the adequacy, size, composition and qualifications of the work force, staffing 

patterns and organizational structure; 
 
E. Set standards of service and determine the procedures and standards of selection for 

employment; 
 
F. Determine the hours of work and work schedules, and establish work rules, policies and 

procedures for employees; 
 
G. Determine the necessity to schedule overtime and the amount required thereof; 
 
H. Manage and direct employees, including the right to select, hire, promote, transfer, assign, 

evaluate, supervise, layoff, recall, reprimand, suspend, discharge, discipline and maintain 
order among employees; 

 
I. Take necessary action to create and abolish positions; 
 
J. Determine when a job vacancy exists, the duties to be included in each position description, 

and the standards of quality, productivity, and performance to be maintained; 
 
K. Determine and implement necessary actions in emergency situations; 
 
L. Implement and enforce rules on workplace safety; and, 
 
M. Maintain the security of records and other pertinent information. 
 
 
Section 1.3  POLICY CHANGES, DISSEMINATION AND SUGGESTIONS 
 
A. A copy of the complete Manual is available on the Library’s Internet home page.  In addition, 

one official paper copy is available in the Director's Office.  All library employees are 
responsible for reviewing and understanding the content of the Manual.  New employees 
must verify that they have read the manual. 

 
B. Any question about a provision of this Manual or items not covered in the Manual such as 

rules, either written or unwritten, implied or expressed, should be directed to the employee's 
supervisor. 

 
C. The Director encourages employees to consider and recommend changes in policy.  Matters 

not already addressed may be brought to the attention of the Director so appropriate policies 
may be considered and formulated. 
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D. Supervisors should periodically review personnel policies and propose changes and additions 
to the Director.  Periodically the entire manual will be reviewed and revised to address 
changes in the law and current practice.  All changes are subject to approval of the Board of 
Trustees. 

 
E. As conditions warrant, these policies may be amended or deleted by act of the Board of 

Trustees.  Such amendments or deletions will be posted or distributed to employees prior to 
their effective date.  The official copy will be promptly updated and all employees must 
acknowledge the revision by signing an “Acknowledgment of New or Revised Policy” form. 

 
 
Section 1.4  EQUAL OPPORTUNITY EMPLOYMENT PRACTICES  
 
All employees of the Barberton Public Library are entitled to equal employment opportunities 
and no employee or applicant will be discriminated against for employment because of race, 
color, religion, creed, age, sex, national origin or ancestry, veteran’s status, or qualifying 
disability. 
 
No employee may aid, abet, compel, coerce or conspire to discharge, harass or cause another to 
resign because of race, color, religion, creed, age, sex, national origin or ancestry, veteran status, 
or qualifying disability. 
 
The Director serves as the Equal Employment Opportunity Officer of the library.  All allegations 
of violation of this policy are to be reported to the Director by the supervisor or person to whom 
an incident is reported.  Allegations involving the Director should be reported to the President of 
the Board of Trustees.  Violations of this policy will be grounds for disciplinary action up to and 
including discharge.
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CHAPTER 2 
 

RECRUITMENT, SELECTION, APPOINTMENT 
 
 
Section 2.1  Recruitment 
Section 2.2  Selection 
    Selection of Relatives 
   Promotion 
   Transfer 
   Disability Related Re-assignment 
Section 2.3  Employment Eligibility 
    Immigration / Citizenship Status 
    Driving Record Check 
    Qualification Verification 
    Proof of Insurance 
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Section 2.1  RECRUITMENT 
 
A. When the Board of Trustees approves a new position or determines that a vacancy will be 

filled, the job description, qualifications, pay rate and application deadline will be posted in 
the Library and on the Library’s Internet home page for a period of two (2) weeks or until the 
position is filled.  The Director will maintain a file of all posting notices. 

 
B. Applications will only be accepted when vacancies are announced. 
 
C. Positions may be advertised in major area newspapers or library-related websites.    

Professional positions may be advertised in newspapers with national circulation, 
professional journals and newsletters. 

 
D. School placement services, colleges and universities with appropriate training programs and 

the Ohio Bureau of Employment Services will be contacted, when appropriate.  Programs 
providing training for individuals with disabilities will be contacted whenever similar 
programs for the able are contacted. 

 
 
Section 2.2  SELECTION 
 
A. A prospective employee must complete the approved employment application form in order 

to be considered for a vacancy.  
 
B. Relatives of current staff or Trustees shall not be considered for employment. 
 

1. The definition of relative for this policy includes: father, mother, brother, sister, husband, 
wife, child, grandparent, grandchild, father-in-law, mother-in-law, brother-in-law, sister-
in-law, daughter-in-law, son-in-law, or any other member of the family or household who 
has stood in the same relationship with the employee as any of these. 

 
2. If the relative relationship is established after employment and one of the employees will 

be working directly for or supervising the other, the individuals concerned will decide 
who is to leave their employment with the Library.  If that decision is not made within 
thirty (30) calendar days, the Director will decide. 

 
C. If an individual with a qualifying disability requests reasonable accommodation, it will be 

provided during the application and selection process.  An applicant will receive a copy of 
the position description before being interviewed or tested. 

 
D. The Director will review applications and forward qualified candidates to the supervisor. The 

appropriate supervisor and selected department staff will then interview candidates and make 
a recommendation to the Director.  A fully qualified, current employee will be given 
consideration for transfer or promotion to a vacant position, provided he/she applies within 
the allotted time period.  Qualifications, not length of service, will be used to determine 
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internal transfers or promotions. 
 
E. Reference checks, background checks and job related testing procedures will be conducted.  

Any job-related employment tests will be administered in an objective manner.  If an 
individual has a qualifying disability, the test will be administered in a manner that ensures 
the results reflect the skills, aptitude or other factors to be measured.  Only job related skills 
will be evaluated. 

 
F. At least two (2) documented reference checks will be conducted before a candidate is 

recommended for employment. 
 
G. The most qualified applicant(s) will be recommended to the Board. Employment 

recommendations are subject to approval of the Board of Trustees. 
 

H. An applicant will be eliminated from consideration if he/she: 
 

1. Does not possess the knowledge, skills and/or abilities necessary to effectively perform 
the duties of the vacant position; 

 
2. Is unable to perform the essential functions of the job with or without reasonable 

accommodation; 
 

3. Has made a false statement of material fact on the application form or any supplements; 
 

4. Has committed or attempted to commit a fraudulent act at any stage of the selection 
process; or 

 
5. Has an unsatisfactory record resulting from background, reference checks or job related 

tests. 
 

6. If an applicant is hired and it is subsequently discovered that any of the above 
disqualifying criteria apply, the employee is subject to discharge. 

 
I. PROMOTION 
 

1. A current employee will be considered for promotion to a vacancy only when he/she is 
determined by the Director to be fully qualified for the position. 

 
2. An employee may be returned to his/her former position, if available, or to another vacant 

position, if work performance, behavior and/or work attitudes are not satisfactory.  The 
employee's pay will be based upon the position he/she holds.  

 
J. TRANSFER 
 

1. An employee is considered to have been transferred when he/she is assigned to a different 
position within the same pay grade. 
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2. Transfers will be made at the discretion of the Director. 

 
3. The needs of the Library take precedence over the wishes of an employee. 

 
4. The Director may initiate a transfer, if the transfer would be in the best interest of the 

Library. 
 
K. DISABILITY RELATED REASSIGNMENT 
 

1. When an employee with a qualifying disability becomes unable, even with reasonable 
accommodation, to perform the essential functions of his/her position, he/she may request 
in writing a reduction to a less demanding alternate position if a vacancy exists.  The 
employee will be reasonably accommodated in the alternate position.  (See Section 3.5 
DISABILITY ACCOMMODATION). 

 
2. A reassigned employee will have his/her pay reduced to a level within the pay range of 

the alternate position.
 
 
Section 2.3  EMPLOYMENT ELIGIBILITY 
 
An offer of employment to an otherwise qualified applicant may be withdrawn or an employee 
may be discharged, if he/she fails to satisfy the following employment requirements, as defined 
by the policy and qualifications for the position. 
 
A. IMMIGRATION/CITIZENSHIP STATUS 
 

1. The Library will not discriminate in recruitment, hiring, or discharge on the basis of a 
person's national origin or citizenship status.  However, it will not knowingly employ any 
person who is or becomes an unauthorized alien. 

 
2. A newly hired employee must provide suitable documentation and complete the 

Department of Homeland Security Declaration Regarding Material 
Assistance/Nonassistance to a Terrorist Organization as well as the U.S. Citizenship and 
Immigration Services Employment Eligibility Verification Form I-9. 

 
3. Prospective employee must provide complete documentation prior to his/her start date.  

Any employee found to be providing false documentation will be subject to discharge. 
 

4. An employee is required to re-submit any document that has an expiration date, so a 
valid, current document is always recorded in his/her personnel file. 

 
B. DRIVING RECORD CHECK 
  

1. The Driver Abstract Report will be requested for each candidate under consideration who 
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may operate a motor vehicle, Library-owned or personal, as a regular function of the job. 
 

a. A current employee who drives as a regular function of the job may be periodically 
screened for an acceptable driving record. 

 
The Driver Abstract Report will be reviewed to determine if the individual can be 
permitted to operate a motor vehicle on Library business.  The Director will make the 
determination of an “unacceptable driver”.   

 
b. Classification as an "unacceptable driver" is grounds for discharge of a current 

employee or disqualification of a candidate under consideration. 
 
C. QUALIFICATION VERIFICATION 
 

1. An employee in a position requiring an educational degree or a license will have his/her 
qualifications verified at the time of employment.   

 
2. Failure to maintain a current required license may result in disciplinary action up to and 

including discharge.   
 
D. PROOF OF INSURANCE 
 
Proof of liability insurance must be submitted to the Fiscal Officer by any employee who may 
drive his/her private vehicle as a regular function of the job.  This proof must be submitted upon 
hire and on an ongoing basis.  Failure to provide proof of insurance may be grounds for 
discharge of a current employee or disqualification of an otherwise successful candidate, if 
driving is an essential function of the job. 
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  CHAPTER 3 
 

CONDITIONS OF EMPLOYMENT 
 
 
Section 3.1  Employment Status 
Section 3.2  Employment Records 
    Personnel Files 
    Medical Records Maintenance 
Section 3.3  Medical Exam 
Section 3.4  Hours of Work 
    Sunday Work 
    Meal Breaks 
    Rest Breaks 
Section 3.5  Disability Accommodation
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Section 3.1  EMPLOYMENT STATUS   
 
A. Employees are defined as full-time or part-time, and are identified as regular, temporary and 

substitute. 
 

1. Regular, full-time employees are those who are regularly scheduled to work thirty-five 
(35) or more hours per week. 

2. Part-time employees are those who are regularly scheduled to work fewer than thirty-five 
(35) hours per week.   

3. Temporary employees are full-time or part-time employees who perform assignments 
that are used to fill a short term need.  Temporary employment is for a limited period 
fixed by the Director, with Board approval, in accordance to the library’s needs. 

4. Substitutes are employed as necessary to meet the immediate staffing needs of the 
Library.  Substitute employees are not guaranteed a minimum level of work.  These 
employees are classified as non-exempt and are not eligible for earned or elective 
benefits. 

 
B. Job Share Employees 
 

1. Job Sharing is defined as two people sharing the responsibilities of one regular full-time 
position.  It is voluntary, regular part-time employment which is not eligible for 
healthcare benefits.  Job Share teams are compensated at the appropriate grade for the 
position; this may or may not be at the same hourly rate.  All leave benefits are pro-rated 
for each member of the Job Share team. (See Chapter 5: Benefits for details.)    

 
2. Full-time positions that do not involve the supervision of other employees are eligible for 

Job-Share teams.  Some non-supervisory positions are, however, ineligible for Job Share 
teams and include but are not limited to the Systems Manager and Administration 
employees involved in administrative, personnel, and payroll functions.  Job postings will 
indicate the eligibility of the open position for Job Share status.  The following 
departments are each entitled to one (1) Job Share position: 

·  Children’s Room 
·  Circulation Department 
·  Reference Department 
·  Technical Services 

 
3. As vacancies arise in full-time positions that are eligible for a Job Share team, applicants 

may apply as a team, or an applicant may apply individually with the understanding that 
the Library may not have other qualified Job Share team applicants available. 

 
4. The number of hours assigned and scheduled for each member of the Job Share team 

shall be twenty (20) hours per week.  A scheduled overlap of at least two (2) hours will 
be required each week to ensure communication between the Job Share team members. 
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5. Performance reviews of Job Share team members will be conducted individually.  An 
emphasis however will be placed on the communication and cooperation between the 
members. 

 
6. In the event that one member of the Job Share team resigns, is terminated, or is 

transferred, the following options will be available to both the remaining team member 
and the Library: 

·  Filling the position with the remaining member of the Job Share team on a full-
time basis, if the two most recent performance evaluations indicate that he or she 
is meeting or exceeding the standards of performance in all areas of the job. 

·  Posting the position as a part-time position, if the remaining Job Share team 
member is unable or unwilling to accept full-time employment or is failing to 
meet the above performance criteria. 

·  Requesting the resignation of the remaining Job Share team member, if the 
Library is unable to fill the part-time vacancy after a good faith effort. 

 
7. The Library reserves the right to terminate any Job Share arrangement and/or the Job 

Share program at any time.   
 
 
Section 3.2  EMPLOYMENT RECORDS 
 
A. PERSONNEL FILES 
  

1. The Director will maintain official personnel files on all Library employees.  Such files 
shall include, but are not limited to: individual employment data; payroll information; 
work time schedules; records of deductions paid; application forms; records pertaining to 
hiring, promotion, demotion, transfer, layoff, termination.  Personnel records, except for 
social security numbers, medical information, and other information specifically 
excluded under State and Federal law, are subject to public disclosure under Section 
149.43 of the Revised Code. 

 
2. An employee may arrange with the Director and/or designee to inspect his/her personnel 

file.  The employee may not remove the personnel file from the office, but may request a 
copy of any items within the file. 

 
3. Personnel records will be retained permanently.  After an employee leaves employment, 

the records may be stored in appropriate digital medium, located in the Fiscal Office. 
 

4. Each employee is required to advise the Fiscal Officer of any change in 
employee/employer data, such as name, address, marital status, telephone number, 
number of exemptions claimed for tax purposes, change in the status of dependents 
covered by a family health insurance policy, citizenship, selective service classification, 
or association with any government military service organization.  

 
5. All requests for information about present or former employees are made to the Director.  
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No employee other than the Director or his/her designee is authorized to release any 
information regarding present or former employees.  Employee records once placed in 
personnel files become the property of the Library.  When a request for public 
information from personnel records is made, the Director or his/her designee will provide 
the information in a timely manner.  The individual making the request will be required 
to pay the established rate for each copy requested.  Except in the event of a request by a 
law enforcement official, current employees will be notified of the public records request.   

 
 
B. MEDICAL RECORDS MAINTENANCE 
 

1. Employee medical records must be maintained in separate medical files, maintained by 
the Director. 

 
2. Medical records are confidential and may be released only in the following 

circumstances: 
 

(a) Supervisors and Department Managers may be informed of restrictions and 
accommodations that are a part of an agreed-upon plan of reasonable accommodation. 

 
(b) Government officials investigating compliance may be provided with relevant 

information upon request.  The Library will report work related illness, injuries, and 
accidents to OSHA on an annual basis, or as required by current legislation. 

 
(c) Pursuant to court order and/or authorization by the subject employee. 

 
 
Section 3.3  MEDICAL EXAM 
 
A. The Director and/or Board of Trustees may require a current employee or post-offer 

applicant to submit to an examination to determine if he/she can perform the essential job 
duties of the position with or without reasonable accommodation.  A licensed practitioner 
selected by the Director with Board approval will conduct the examination. 

 
B. If the employee is incapable of performing the duties of the job, he/she may be placed on sick 

leave or an unpaid leave of absence.  (See Section 5.7 LEAVES OF ABSENCE).  
Reasonable accommodation will be made for an employee with a qualifying disability. (See 
Section 3.5 DISABILITY ACCOMMODATION). 

 
C. An employee requesting leave for a serious medical condition is required to provide 

certification from a health care provider to verify that the employee has a qualifying 
condition.  The Library may request a second evaluation by a health care provider of its 
choice.  If the second opinion differs from the first, the employee and the Library will choose 
a third health care provider to examine the employee.  The third opinion will be binding on 
both the employee and the Library. 
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D. The employee is responsible for paying any costs related to obtaining certification of a 
disability or qualification for family and medical leave.  The Library will pay the cost of any 
examination requested by the Library.  Both the Director or the Board of Trustees and the 
employee will receive the results of any examination conducted under this policy. 

 
 
Section 3.4  HOURS OF WORK    
 
A. Employees are expected to work a regular schedule which is flexible and may include 

Saturdays and evenings.  (See Section 4.8 FLEXIBLE SCHEDULING)  The schedule will 
be posted in advance. 

 
B. The Barberton Public Library’s hours of operation are subject to change per Board Action.   
     
C. SUNDAY WORK 
 

1. Sunday hours are included in the regularly scheduled workweek. 
 
2. Employees (both exempt and non-exempt) will be paid straight time at their regular rate 

of pay for all hours worked on a Sunday.   
 
D. A student who is between sixteen (16) and eighteen (18) years of age and required by law to 

attend school will not be scheduled to work: 
 

1. Before 7:00 A.M. on any day school is in session, except he/she may begin at 6:00 A.M., 
if he/she did not work after 8:00 P.M. the previous evening; 

 
2. After 11:00 P.M. on any night preceding a school day; 

 
3. During school hours, unless employment is part of a bona fide program of cooperative 

training; or, 
 

4. More than forty (40) hours in any week. 
 
E. MEAL BREAKS 
 

1. Employees working more than six consecutive hours are entitled to one (1), unpaid meal 
period each workday.  Meal breaks will be taken at the time set by the employee's 
supervisor and will be limited to thirty (30) minutes up to one (1) hour.  (See Section 4.8 
FLEXIBLE SCHEDULING). 

 
2. An employee may not work through an unpaid meal break in exchange for arriving at 

work late or leaving early, unless expressly authorized by the supervisor. 
 

3. Employees will be relieved of all duties, and may not stay in their work area during any 
unpaid, meal period. 
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F. REST BREAKS 
 

1. Employees generally will be granted one (1), fifteen (15) minute rest break for each four 
(4) consecutive hours of work.   

 
2. The supervisor will ensure that breaks are provided to employees in a fair manner and in 

consideration of service demands. 
 

3. An employee is required to notify his/her co-workers or supervisor before leaving the 
work area for a break. 

 
4. Rest breaks are a privilege, not a right. 

 
a. Breaks may not be taken at the beginning or end of a workday or to extend a meal 

break, nor may they be combined. 
 

b. A break may not be taken within the first hour of an employee’s scheduled shift, nor 
may it take place during the last hour of the shift.   

 
c. Rest breaks may not be accumulated and used at a later time.  

 
d. Any time beyond the approved fifteen (15) minutes must be noted on the employee's 

time card. 
 
 
Section 3.5  DISABILITY ACCOMMODATION 
 
A. A qualifying disability is defined as a physical or mental impairment that substantially limits 

one or more major life activities of an individual, a record of such impairment or the state of 
being regarded as having such an impairment.  Major life activities include walking, talking, 
seeing, hearing, breathing, learning or working. 

 
 Disabling conditions include, but are not limited to: orthopedic conditions; vision, speech or 
 hearing impairment; cerebral palsy; AIDS; epilepsy; muscular dystrophy; multiple sclerosis; 
 cancer; heart disease; diabetes; and mental retardation; as well as those regarded as having 
 physical or mental impairment, such as severe burn victims.  Disabling conditions that are 
 contagious diseases are included so long as they do not pose a current, direct threat to health 
 and safety in the workplace. 
 
B. The Library will not discriminate against an employee or applicant who has a qualifying 

disability.  The employee or applicant will be treated in the same manner as other employees.  
If the condition affects the employee's ability to perform the essential functions of the job, 
the Library will make reasonable accommodation so the employee can perform the essential 
functions of the job. 
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C. An employee with a qualifying disability may work as long as he/she is physically and 
mentally able to perform the essential functions of the job without undue risk to 
himself/herself, other employees or the public.  If an employee is incapable of performing the 
essential functions of the job with or without accommodation, he/she may be, in the 
following sequential order: 

 
1. Transferred to a vacant position where he/she can perform the essential functions of the 

job, with or without reasonable accommodation; 
 

2. Placed in a vacant position in an alternate pay grade where he/she can perform the 
essential functions of the job, with or without reasonable accommodation; or, 

 
3. Discharged due to his/her inability to perform the essential functions of the job. 

 
D. An employee or applicant with a disability is not required to inform the Library of the 

condition.  However, should the individual require accommodation to perform the essential 
functions of the job or complete the application and selection process, he/she may discuss 
any necessary accommodation with the supervisor or the Director.   

 
E. An employee who requires accommodation must provide the Director with any medical 

records required to make decisions regarding job assignment and/or accommodation. 
 
F. The Director may require a licensed practitioner's certification of an employee's ability to 

safely perform the essential functions of the job.  (See Section 3.3 MEDICAL EXAM). 
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Section 4.1  PAY PERIOD 
 
The bi-weekly payroll period begins at 12:01 a.m. on Monday and ends on midnight Sunday. 
 
 
Section 4.2  TIME SHEETS 
 

A. Employee time sheets showing hours worked and vacation, sick, holidays, etc., will be 
filled out by each employee and signed by the supervisor.  All employees are to submit 
their time sheets to their supervisor by closing on Sunday.  If the library is not open or the 
employee is not scheduled to work on the Sunday, the employee is to turn their time sheet 
in to their supervisor on the last day of work prior to Sunday.  Supervisors are to review 
the time sheets for accuracy, sign, and forward to the Fiscal Officer. 

 
B. If time sheets are not properly submitted, pay may be held until the next payroll. 

 
 
Section 4.3  PAYCHECKS 
 
A. Library personnel are paid bi-weekly on Thursdays.  If the payday falls on a holiday, 

paychecks will be available the previous day to the holiday. 
 
B. Questions about paychecks should be directed to the Fiscal Officer.     
 
C. Pay advances are not permitted. 
 
D. If an employee is overpaid or underpaid, the adjustment will be made as soon as possible, but 

not later than the next paycheck after the matter is resolved. 
 
E. Pay days will be in accordance with the posted schedule except in the event of an unforeseen 

emergency. 
 
F. If an employee has special instructions for their paycheck due to vacation or illness, those 

instructions must be presented in writing. (Examples: mail the check; allow spouse, child, 
friend to pick up the check; secure the check in the Fiscal Officer's office until a specified 
date). 

 
G.  Employees may choose to have their entire pay directly deposited into a bank or credit union 

if advance written authorization is submitted to the Fiscal Officer.  The following guidelines 
are agreed upon when direct deposit service is requested: 

 
·  Each employee may choose one destination account.  
·  Employees who choose direct deposit should recognize that occasional delays in posting 

could occur as a result of the direct deposit process.  The Library makes every effort to 
insure that the process proceeds smoothly but is not responsible for delays that are out of 
its control.  



 23  

·  Employees on direct deposit will receive an itemized statement of wages on payday.   
·  The Library may require direct deposit. 

 
 
Section 4.4  PAYROLL DEDUCTIONS 
 
Payroll deductions are made from an employee's paycheck as required by law, employee benefit 
plans or requested by the employee.  These deductions are itemized on the pay statement that 
accompanies the paycheck. 
 
A. OHIO PUBLIC EMPLOYEES' RETIREMENT SYSTEM (OPERS) 
 

1. State law requires that all employees contribute to OPERS unless they contribute to 
another public retirement system.  In 2008, ten percent (10%) of each part-time or full-
time employee's gross pay is deducted as a required contribution to OPERS.  The Library 
contributes an additional fourteen percent (14%) of the employee's gross pay to the 
OPERS fund. The stated percentages may change at the direction of the OPERS Board of 
Trustees. 

 
2. SALARY REDUCTION METHOD 

The Library has adopted an OPERS pick-up plan.  This plan defers federal and state 
income tax until withdrawal or retirement.  An employee's gross pay is reduced by an 
amount equal to his/her portion of the required contribution to the retirement fund.  The 
Library will then deduct federal and state income taxes from the “reduced” pay. 

 
B. INCOME TAXES 
 
 Federal, state, municipal and school taxes will be withheld as required by law.  An employee 
 must complete a withholding tax form W-4 at the time of initial employment and keep the 
 Fiscal Officer informed of any change in dependents.  
 
C. MEDICARE TAX 
 

Each employee hired on or after April 1, 1986, will have Medicare taxes in the amount of 
1.45%, or the current rate, of the employee's gross earnings deducted from his/her pay.  An 
employee who was employed before April 1, 1986, then quits, and is re-employed on or after 
April 1, 1986, will have Medicare taxes deducted. 

 
D. HEALTH INSURANCE 
 
 An employee who is enrolled in the Library group health plan will have any premium co-
 payment deducted from his/her paycheck. 
 
E. VOLUNTARY DEDUCTIONS 
 

An employee may authorize payroll deduction for a Health Savings Account (HSA), United 
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Way, deferred compensation and other items approved by the Board of Trustees.  The Fiscal 
Officer may refuse to make deductions that are not required by law, are below certain set 
minimum amounts or occur at irregular intervals. 

 
F. GARNISHMENTS 
 
 Court ordered garnishments, including child support payments will be withheld, as required 
 by law.   
 
G. DEFERRED COMPENSATION 
 

1. An employee may have a portion of his/her income deposited into the Ohio Deferred 
Compensation Program.  Law defines the limit for deferred compensation. 

 
2. The Ohio Deferred Compensation Program exists and serves in addition to any 

retirement, pension or benefit system established for the benefit of Library employees.  
No deferral of income under the Ohio Deferred Compensation Program will affect a 
reduction of any retirement, pension or other benefit provided by law. 

 
3. No sum deferred under the Ohio Deferred Compensation Program will be included for 

the purpose of computing taxes withheld on behalf of the employee, except for municipal 
income tax. 

 
 
Section 4.5  PAY ADMINISTRATION 
 
A. The Board has established a pay range compensation system. 
  
B. Each year the Board will determine if it is appropriate to increase the pay grade chart to 

maintain market competitiveness.  Once the pay grade chart had been adjusted the Board will 
determine a general increase in salary costs for the upcoming year 

  
C. The Director may recommend to the Board to delay the pay increase of an employee who 

does not have a record of satisfactory performance until performance is determined to be 
satisfactory.  Once granted, the pay increase is not retroactive. 

 
 
Section 4.6  OVERTIME COMPENSATION  
 
A. The workweek shall consist of seven (7) days beginning at 12:01 a.m. on Monday and ending 

at midnight on Sunday. 
 
B. A normal workweek for full-time employees consists of at least thirty-five (35) hours, but it 

may sometimes be necessary for full-time employees to work hours in excess of their 
regularly scheduled number of hours.  Those nonexempt employees working in excess of 
forty (40) hours in a single week will be compensated at time plus one half. 
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C. NON-EXEMPT EMPLOYEES 
 

1. Non-exempt employees are those employees who do not hold positions that are 
executive, administrative, or professional, as defined by the Fair Labor Standards Act. 

 
2. Non-exempt employees must receive prior approval from their immediate supervisor 

before working over thirty-five (35) hours.  Time worked by non-exempt employees 
between thirty-seven and a half (37.5) and forty (40) hours in a workweek will be 
compensated on an hour for hour basis with compensatory time.  Time worked over forty 
(40) hours is considered overtime.  Overtime must be approved in advance by the Library 
Director.  

 
3. Employees may be required to work overtime under special circumstances and will be 

compensated accordingly. 
 
D. EXEMPT EMPLOYEES 
 

1. Exempt employees are those employees who hold positions that are executive, 
administrative, or professional, as defined by the Fair Labor Standards Act. 

 
2. Exempt employees are not subject to overtime.  Regular exempt, full-time employees 

may accumulate compensatory time, (on an hour for hour basis), for hours worked in 
excess of the regular work week.  

 
3. For overtime calculation, the time in active pay status, when an employee is not actually 

working (e.g., sick leave, vacation or holidays), is not considered time worked. 
 
 
Section 4.7  COMPENSATORY TIME POLICY 
 
A. The workweek shall consist of seven (7) days beginning at 12:01 a.m. on Monday and ending 

at 12:00 a.m. on Sunday.  Each workweek stands alone for wage and hour purposes. 
 
B. The following rules apply to both exempt and non-exempt, full-time employees: 
 

1. For Compensatory time, the time in active pay status when an employee is not actually 
working (e.g., sick leave, vacation or holidays), is not considered time worked.   

 
2. Compensatory time must have prior approval from an employee’s supervisor. 
 
3. The total maximum accumulation of compensatory time may not exceed thirty-five (35) 

hours at any given time except by permission of the Director.  The Director and Fiscal 
Officer will notify the Board when they accumulate hours in excess of thirty-five (35) at 
any given time. 

 
4. Abuse of compensatory time is subject to disciplinary action. 
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Section 4.8  FLEXIBLE SCHEDULING 
 
A. GUIDELINES 
 

1. Staff may flex their work schedules two (2) hours prior to the Library opening to one (1) 
hour past the Library’s closing, Monday through Saturday.  The Director must approve 
exceptions.  Flex time may not be taken if it would have a negative impact on patron 
services, such as reducing desk coverage. 

 
2. Flexible scheduling is not inclusive of the unpaid meal period. Individual supervisors will 

schedule staff members’ meal periods.  The meal period may not be added to the 
beginning or end of the workday or with the paid rest period. (See Section 3.4 MEAL 
BREAKS) 

 
3. Staff must request permission from their supervisor, or person in charge of the building, 

if they are requesting to immediately flex their time within an hour of his/her start time.  
If permission is not granted, the employee must report to work as scheduled. 

 
4. Supervisors will maintain authority to ensure that their departments are covered during 

the Library’s hours of operation. Supervisors may eliminate or suspend the flex policy 
depending upon the needs of their department. 

 
 
Section 4.9  REIMBURSEMENT OF EXPENSES 
 
A. TRANSPORTATION 
 

1. Mileage reimbursement for travel in privately owned vehicles will be at the rate 
established by the Board.  The mileage reimbursement will be deemed to cover all 
expenses incurred by use of the privately owned vehicle including oil, gasoline, tires, 
depreciation, insurance and all other expenses of operation 

 
2. When two (2) or more employees are traveling to the same destination, they should travel 

together and only the driver may claim mileage reimbursement. 
 

3. An employee who chooses to use his/her own vehicle for an out-of-state trip will be 
reimbursed at an amount not to exceed the cost of air transportation at the lowest 
available rate. 

 
4. Reimbursement for taxi and public transportation fares, bridge, highway and tunnel tolls, 

parking and garage charges may be claimed upon presentation of receipts. 
 
5. Prior approval from the Director is required for all out of town travel.  The Director and 

Fiscal Officer must report out of town travel to the Board of Trustees.  Employees 
traveling by air may not accrue Frequent Flyer Miles for their benefit.  If frequent flyer 
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miles are accrued, the miles are to be remitted to the Library for use by the Library.   
 

6. Mileage will be paid for authorized travel, calculated on actual mileage driven. 
 

7. No reimbursement will be made for travel between the employee's home and the Library. 
 
 
B. LODGING 
 

1. Expenses covering the actual cost of lodging will be reimbursed in full when an 
employee travels out of town on official Library business and such travel requires an 
overnight stay.  Prior approval of the Director is required for reimbursement of lodging 
expenses. 

 
2. All reservations will be approved by administration. 

 
3. When possible, employees of the same gender attending a meeting or conference are 

encouraged to share a room. 
 

4. Only business telephone calls will be reimbursed. 
 

5. No reimbursement will be made for entertainment, in-room movies, restocking in-room 
snacks, room service, dry cleaning or laundry charges. 

 
6. On occasion spouses may join employees on out of town trips.  If the rate for the room is 

different from the approved maximum, the employee must pay the difference. 
 
C. MEALS 
  

1. An employee authorized to travel on official Library business may claim reimbursement 
for the cost of meals when out of town travel extends through a normal meal period.  The 
Director will approve reimbursement for meals within the following guidelines:  
$7.00/breakfast, $10.00/lunch, and $15.00/dinner.  The Director may approve 
reimbursement for the actual cost of meals based on the location, circumstances and the 
cost of the meal.  For travels requiring an overnight stay, an employee may be reimbursed 
for meal expenses on a per diem basis at a rate not to exceed the rate established by the 
Internal Revenue Service for government travel. 

 
2. Tips, alcoholic beverages and entertainment are not reimbursable. 

 
D. REIMBURSEMENT 

 
1. Requests for reimbursement of travel expenses are to be submitted to the Fiscal Officer.  

 
2. Itemized receipts for all expenditures are required for reimbursement and must be 

attached to the reimbursement request.  
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3.  No expenses will be reimbursed where employees have received a benefit from such 

purchases.  Examples include Staples rebate money, Giant Eagle fuel perks, etc.  Any 
reward points must be accumulated by the Library and thus used by the Library for its 
own benefit. 

 
4. No sales tax will be reimbursed.   Sales tax exemption certificate should be obtained from 

the Fiscal Officer prior to making a library purchase. 
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Section 5.1  INSURANCES AND VOLUNTARY PAY DEDUCTIONS 
 
A. HEALTH INSURANCE 
 

1. The Library will pay two-thirds (2/3) of the premium on either an individual or a family 
policy for full-time employees.  One-third (1/3) of the premium will be deducted from the 
employee’s pay.  

 
2. The Library will pay two-thirds (2/3) of the premium on an individual policy for part-

time employees regularly scheduled to work 25 hours or more per week.  One-third (1/3) 
of the premium on an individual policy will be deducted from the employee’s pay.  
Eligible family members may be enrolled on the employee’s policy at the full expense of 
the employee. 

 
3. The Library will pay its portion of health insurance for the first 12 weeks of approved 

unpaid leave.  Beyond 12 weeks, 100% of the healthcare cost is the responsibility of the 
employee. 

 
B. LIFE INSURANCE 
 

The Library will pay two-thirds (2/3) of the premium for group term life insurance coverage 
for eligible employees.  One-third (1/3) of the premium will be deducted from the 
employee’s pay. 

 
C. VOLUNTARY PAY DEDUCTIONS 
 

The Library will manage pay deductions for voluntary benefits such as dental and accidental 
death insurances. 

 
   
D. OHIO PUBLIC EMPLOYEES' RETIREMENT SYSTEM (OPERS) 
 

1. The Ohio Public Employees Retirement System provides healthcare, age and service 
retirement, disability benefit, and survivor benefit programs for public employees 
throughout the state who are not covered by another state or local retirement system.  

 
2. OPERS enrollment is mandatory for all employees, including substitutes. 

 
3. Employees having any questions regarding this program, should call or write to: 

 
  Ohio Public Employees Retirement System    
  277 East Town Street 
  Columbus, Ohio 43215 

1-800- (7377) 
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E. WORKERS' COMPENSATION 
 
 State law provides that every Library employee is eligible for Workers' Compensation for 
 injuries arising out of or in the course of his/her employment.  (See Section 7.12     
      ON THE JOB INJURY).          
 
 
Section 5.2  VACATION 
 

 
A. Employees are requested to schedule vacations of five (5) or more consecutive days at least 

one (1) month in advance.  Requests for vacations of more than two (2) consecutive weeks 
must be submitted to your supervisor at least sixty (60) days in advance.  Vacation requests 
for days that fall near or around Library holidays (See Section 5.3 HOLIDAYS) must be 
made as many months in advance as possible and will be granted to employees on a rotating 
basis, as far as is practical. 

 
B. For new employees, vacation leave will be accrued beginning on the hiring date at the rate of 

one day for each month of service, not to exceed ten (10) days.  Employees will be eligible to 
take accrued vacation upon successful completion of a six (6) month employee evaluation.  
Accrued vacation may be carried over to the next year but must be exhausted by May 31st.   
Thereafter, vacation will be granted on January 1 of each year. 

 
C. On January 1 of each year, staff will receive vacation according to the following: 
 
 1. Director 

 
Years of 
Service 

 Annual Vacation 
(in hours) 

 Equivalent 
(in days) 

1-24  150  20 
25+  187.5  25 

 
 2.  Librarians, Customer Services Manager, Fiscal Officer and Systems Manager 

 
Years of 
Service 

 Annual Vacation 
(in hours) 

 Equivalent 
(in days) 

1-24  140  20 
25+  175  25 

 
 3.  Part-time Librarians 

 
Years of 
Service 

 Annual Vacation 
(in hours) 

 Equivalent 
(in days) 

1-24  80  20 
25+  100  25 
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 4. Library Assistants, Custodial Assistant, Building Superintendent and Pages 

 
Years of 
Service 

20 hr 
work 
week 

25 hr 
work 
week 

35 hr 
work 
week 

37.5hr 
work 
week 

Equivalent 
(in days) 

      
1 40 50 70 75 10 
2 44 55 77 82.5 11 
3 48 60 84 90 12 
4 52 65 91 97.5 13 
5 56 70 98 105 14 
6 60 75 105 112.5 15 
7 64 80 112 120 16 
8 68 85 119 127.5 17 
9 72 90 126 135 18 
10 76 95 133 142.5 19 

11-24 80 100 140 150 20 
25+ 100 125 175 187.5 25 

 
D. The Director and/or Fiscal Officer are responsible for maintaining vacation records and 

answering questions regarding the vacation policy.  Vacation hours will be based on the 
library's payroll records. 

 
E. All vacation requests are subject to advance approval by the employee's direct supervisor. 

Vacation preference will be granted subject to the needs of the Library. 
 
F. Vacation requests may be denied during a specific period, if proper notice has not been 

given, if the workload dictates and/or the result would be a reduced service to the public.  
Repeated requests for the same day or series of days of vacation from year to year may also 
be denied if the request prohibits other employees from obtaining the same vacation time. 

 
G. Vacation schedules may begin any day of the week.  The employee must report vacation time 

on her/his time sheet. 
 
H. Unused vacation will be paid to eligible employees upon resignation or retirement, after one 

(1) complete year of service.  In the case of an employee’s death, unused vacation time 
credited to the employee shall be compensated to the employee’s beneficiaries and/or estate 
(on the same basis as an employee who resigns and/or retires). 

 
I. Current employees having unused vacation at the end of the calendar year may roll over up to 

one (1) week of unused vacation into the next year.  The vacation must then be taken in that 
year.  

 
J. Vacation must be taken in order to be paid. 
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K. If an employee is disabled due to illness or injury, or experiences a death in the family that 
would qualify for paid bereavement leave, while he/she in on vacation, he/she may request 
time off charged to sick or bereavement leave by showing documented proof of eligibility.   

 
L. An employee will be required to exhaust all vacation time prior to being placed on unpaid 

status. 
 
 
Section 5.3  HOLIDAYS 
 
A. Employees regularly assigned to work twenty (20) or more hours per week will receive the 

following paid holidays when the Library is closed:  
 
 New Year's Day    First day of January 
 
 Memorial Day     Last Monday of May 
 
 Independence Day    Fourth day of July 
 
 Labor Day     First Monday of September 
 
 Thanksgiving Day    Fourth Thursday of November 
 
 Christmas Eve Day    Twenty-fourth day of December 
 
 Christmas Day     Twenty-fifth day of December 
 
B. Employees will also earn four (4) additional holidays for days when the Library is open:  

Martin Luther King Day, Presidents Day, Columbus Day, and Veterans Day. 
 
C. An employee may use vacation, additional holidays, or take as unpaid certain religious 

holidays not included in the regular holiday schedule.   
 
D. All holiday time not used by the end of the calendar year shall be forfeited. 
 
 
Section 5.4  SICK LEAVE 
 
A. Sick leave is accrued at the rate of one and one quarter (1.25) days per month (or 15 days per 

year) to a maximum of one hundred and eighty (180) days.  It is earned only when an 
employee is in active pay status.  Sick leave does not accrue for work performed above the 
regularly scheduled workweek.  An employee is eligible to use sick leave as soon as it is 
accrued.   
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 All employees accrue sick leave according to the following schedule: 
 

Hours Assigned Per Week 
Earned Sick Leave           

Per Pay Period 
Maximum Hours 

Available 

20 hours regularly scheduled 2.31 hours 720 hours 
25 hours regularly scheduled 2.88 hours 900 hours 
35 hours regularly scheduled 4.04 hours 1260 hours 

37.5 hours regularly scheduled 4.33 hours 1350 hours 
 
 
B. An employee who transfers from another public library or public agency to the Library, or 

who is re-appointed or reinstated, is credited with the unused balance of his/her accumulated 
sick leave up to the maximum permitted by the Library.  “Public agency,” as used above, 
includes the State, counties, municipalities, boards of education, and townships within the 
state of Ohio.  Documentation of sick leave transfer must be submitted to the Fiscal Officer. 

 
C. An employee requesting sick leave must inform his/her supervisor of the fact and the reason 

no later than fifteen (15) minutes prior to the start of his/her scheduled workday and each day 
of absence.   

 
D. An employee who sees a health care provider, takes a family member to see a health care 

provider, or has a condition that continues for more than five (5) consecutive work days will 
be required to present a health care provider's note verifying the illness or visit and probably 
date of return to work.  Upon return to work, the employee must furnish a statement from the 
health care provider certifying his/her ability to perform the job duties.  

 
E. Sick leave must be reported on the approved Sick Leave Affidavit form as soon as the 

employee returns to work. 
 
F. The Director has the authority to investigate the reasons for an employee's absence. 
 
G. If an illness or disability continues beyond the time covered by earned sick leave, an 

employee may use earned vacation leave, compensatory time, other paid time and then 
request an unpaid leave of absence.  (See Section 5.8 LEAVES OF ABSENCE).   

 
H. An employee who fraudulently obtains sick leave or falsifies sick leave records is subject to 

disciplinary action. 
 
I. Sick leave may be used for: 
 

1. Illness or injury of the employee or illness or injury of a member of the employee's 
immediate family or domestic partner, where the presence of the employee is reasonably 
necessary; 

 
2. Exposure of the employee to a contagious disease that would have the potential of 

jeopardizing the health of the employee or the health of others; 
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3. Death of a member of the employee's immediate family or domestic partner, the leave to 

be in addition to the allotted funeral leave (See Section 5.5 FUNERAL LEAVE) and 
determined by the Director based upon the circumstances.  Leave may be taken only 
during the time immediately following death; 

 
4. Medical, dental or optical examinations or treatment of the employee or a member of the 

employee's immediate family or domestic partner, where the presence of the employee is 
necessary and the appointment cannot be scheduled during non-work time; or 

 
5. Disability due to pregnancy, childbirth or related medical conditions. 

 
J. "Immediate family" is defined as a spouse or domestic partner, child, sibling, parent, or one 

who stood en loco parentis to the employee as a child. “ Domestic partner” is defined as an 
individual who resides in the same household and is involved in a relationship, often holding 
themselves out to the public as marital partners, but who are not legally married. 

 
K. Sick leave is charged in minimum units of fifteen (15) minutes.  
 
L. An employee absent on sick leave is paid at his/her regular rate of pay. Payment shall not 

exceed the normal scheduled work day or workweek earnings. 
 

 
Section 5.5  FUNERAL/BEREAVEMENT LEAVE 
 
A. All employees will be granted up to five (5) working days off with pay in the event of the 

death in the immediate family.  “Immediate family” is defined as a spouse or domestic 
partner, child, sibling, parent or one who stood en loco parentis to the employee as a child.  
“ Domestic partner” is defined as an individual who resides in the same household and is 
involved in a relationship, often holding themselves out to the public as marital partners, but 
who are not legally married.  The Director, by mutual understanding with the employee, may 
designate as “immediate family” any other individual who has significant personal ties to the 
employee who is recognized as a member of the employee's family. 

 
B. All employees will be granted up to three (3) working days off with pay in the event of the 

death of an extended family member.  An extended family member is defined as a 
grandparent, grandchild or parent in-law. 

 
C. Employees will be paid at their regular hourly rate for their regularly scheduled time.   
 
D. Additional funeral/bereavement leave may be extended at the discretion of the Director.  No 

funeral/bereavement leave will be paid to an employee already on an approved leave of 
absence. 

 
 
Section 5.6  COURT LEAVE 
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A. An employee will receive his/her regular pay when summoned by a court of competent 

jurisdiction for jury duty or to appear before any court, commission, board or other legally 
constituted body authorized by law to compel the attendance of witnesses, provided the 
employee is not a party to the action. 

 
B. Any compensation received from the court must be paid to the Library unless all duty is 

performed outside regular work hours.  Exceptions will be made in cases where the employee 
receives higher compensation for serving jury duty than for working regularly scheduled 
hours.  In such cases, the employee will be permitted to choose between Library 
compensation and the court’s compensation.  The employee is permitted to keep travel 
reimbursement received from the courts. 

 
C. The employee must also turn in the “Certificate to the Employer” provided by the court, 

which verifies dates and payments, received for jury duty.  This must be presented to the 
immediate supervisor who shall forward a copy to the Fiscal Officer. 

 
D. No court appearance leave will be paid to any employee already on an approved leave of 

absence 
 
E. An employee who must appear in court on his/her own behalf may use vacation, 

compensatory time or may request an unpaid leave of absence. 
 
F. An employee released from jury duty before the end of his/her scheduled workday must 

report to work for the remaining hours. 
 
 
Section 5.7  MILITARY LEAVES 
 
A. MILITARY RESERVES 
 
 Ohio National Guard, Defense Corps, Naval Militia and all U.S. Armed Forces reserve 
 component members are authorized up to thirty-one (31) days or a maximum of one hundred 
 seventy-six (176) hours paid leave per calendar year for training purposes.  The employee 
 must submit a copy of the Active Duty for Training Orders with the request for leave and 
 complete the required leave papers. 
 
B. UNIFORMED SERVICE LEAVE 
 
 A permanent employee, who voluntarily or involuntarily enters any of the Armed Services of 
 the United States, will be granted an unpaid military leave of absence as defined by Section 
 5903.01 of the Ohio Revised Code.  No single leave or combination of leaves may exceed 
 five (5) years unless the service time is for a single, initial period of service. 
  
Section 5.8  LEAVES OF ABSENCE 
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A. UNPAID LEAVE OF ABSENCE 
 

1. An employee may request an unpaid leave for up to six (6) months.  The request for a 
leave of absence must be submitted in writing to the Director and must include the 
specific period of time requested.  Approval is at the discretion of the Director.  Leaves 
may be granted on the basis of the needs of the library.  (See Appendix B FORMS). 

 
 Possible reasons for an unpaid leave of absence include: 
 

a. Voluntary service in any government sponsored program of public betterment: 
 

b. Education or training that would benefit, but is not required by the Library; 
 

c. Family or medical reasons that do not fall within the circumstances or restriction 
outlined in the sick leave policy. 

 
2. An employee must have exhausted his/her accrued paid leaves, e.g., vacation, sick leave 

(if appropriate), etc., prior to requesting or being granted an unpaid leave of absence. 
 

3. Employer-paid health insurance will not be provided to employees on an unpaid leave of 
absence for any reason that does not qualify for unpaid leave.  (See Section 5.1 HEALTH 
INSURANCE).  The Library will pay its portion of health insurance for the first 12 
weeks of approved unpaid leave.  Beyond 12 weeks, 100% of the healthcare cost is the 
responsibility of the employee. 

 
4. If possible, upon return from a leave of absence, the employee will be returned to his/her 

same position.  No guarantee is given that an employee will be assigned to the same or 
any position upon return to work.  If no similar classification exists, the employee may be 
placed on layoff. 

 
5. Benefits do not accrue during an unpaid leave. 

 
6. If it is discovered that an unpaid leave of absence granted for a specific purpose is not 

being used for that purpose, the Director may cancel the leave and direct the employee to 
report to work. 

 
7. An employee is ineligible for unemployment compensation during any leave period. 

 
8. An employee, who fails to return to work at the expiration of an approved unpaid leave of 

absence, without satisfactory explanation to the Board, will be terminated.  The 
employee's termination date will be established as the starting date of the approved leave 
of absence. 

 
B.  FORCED LEAVE OF ABSENCE 
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The purpose of this policy is to provide “forced leave of absence” guidelines and procedures 
during a state of emergency that represents any natural or man-made disaster, including a 
pandemic. Staff forced leave of absence would be implemented if the Library is unable to offer 
work location alternatives due to a threat to the health or safety of staff or the public. 
 
It is the responsibility of the Director, or his/her designee, to administer this policy when state 
and local public officials who have the authority to protect public health and safety mandate 
closure of library facilities.  Additionally, the Director, or his/her designee, may proclaim a state 
of emergency, which would close any or all libraries and work location sites within its service 
area.  The Director will monitor the situation and communicate with regional emergency 
personnel and staff. 

 
Communication  
Using the Staff Emergency Phone Directory, pre-determined designated staff would assume their 
emergency roles and responsibilities as requested by the Director. 
 
1. The Director or Fiscal Officer will establish operations from the Administration Area OR 

another designated location determined by the Director. 
2. The Director or Fiscal Officer will provide an emergency broadcast message to all staff.  
3.         Library staff can check their e-mail through web mail for status updates or contact their 

immediate supervisor by phone. 
4. Staff will be requested to monitor the critical incident via radio, television, newspaper, 

Internet, etc. 
5. The Director will continuously update www.barbertonlibrary.org whenever new 

information is available. 
6. The Director will establish a telephone number for staff to obtain status update. 
 
Forced Building and Service Closures  
Before an official emergency declaration is made, the Library Director or designee may take 
measures to protect the health and safety of staff and the public by implementing social 
distancing measures. These measures may include the cessation of services or the closure of 
facilities and cause implementation of this policy.  
 
Emergency Declaration Compensation  
Emergency Declarations are based on the nature of a given event and the severity of economic 
hardships that have direct impacts on the Barberton area. When an official emergency 
declaration is made resulting in the Library’s closure, staff may be compensated at the 
employee’s normal authorized hours. An employee who is scheduled and on approved leave 
during any period of time during an emergency or disaster shall have their time deducted from 
the appropriate paid leave balance unless he or she reports to work in response to a management 
directive.  
 
In the event of a major emergency or disaster requiring the activation of the Library’s emergency 
plans, employees may or may not be required to carry out normal job duties or pre-assigned 
emergency response tasks. In some cases library employees may be called into service to work in 
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jobs and in locations other than where they are normally assigned. In these situations, Library 
employees shall be compensated as follows:  
 
1) Employees who report to their regular work locations to perform their normal tasks as 

instructed shall receive their regular rate of pay while so engaged.  
2) Employees who report to their regular or another work location to perform tasks in 

accordance with emergency plan shall receive their regular rate of pay while so engaged. 
3) Employees who cannot report to their regular or emergency work location, but who obtain 

approval from the Director to perform tasks for a governmental entity responsible for disaster 
management, shall receive their regular rate of pay while so engaged.  

4) Library employees who choose not to report to work in circumstances contemplated by this 
policy shall charge their time loss against appropriate paid leave balances.  If the employee 
does not have accumulated leave, he/she will go unpaid.  Sick leave cannot be used to cover 
time loss caused by an emergency or disaster unless the employee is able to establish to his 
or her supervisor's satisfaction that there is a bona fide reason for sick leave use.  

5) Employees who are released from work or who are instructed not to report to work in 
circumstances contemplated by this policy shall have their time loss covered as determined 
by the Director in consultation with the President of the Library Board of Trustees.  This 
decision will provide full or partial compensation to employees who are released from work 
or who are instructed not to report to work or may include consideration of some or all of the 
following criteria:  
a) The length of time that employees are directed not to report to work;  
b) The Library’s ability to reschedule work and/or relocate employees so that they may 

make up missed work time within the appropriate work week or pay period; 
c) Whether or not employee layoffs are likely as a direct result of the emergency or disaster;  
d) The Library’s ability to pay;  
e) Other factors as appropriate.  

 
Emergency Declaration Response  
If the emergency period duration is undefined, the Director will review the situation at least on a 
weekly basis in consultation with the President of Board of Trustees to determine if staff forced 
leave remains in effect and whether staff will continue to be compensated for closed days due to 
the emergency event.  
 
A. At the time an official emergency declaration is declared by state and local public officials or 
by the Director, this action will require all work sites to close. Staff will be placed on forced 
leave.  
 
B. There will be no available work for any staff except for those staff deemed necessary to 
maintain critical functions.    
 
C. There will be limited critical functions for staff to perform at the Library or, if available, from 
their home. These critical staff functions are identified as, but not limited to, responsibilities of 
the following staff: Fiscal Officer (payroll, and accounts payable), Systems Administrator, and 
Building Superintendent.
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CHAPTER 6
 

EMPLOYEE DEVELOPMENT 
 
 
Section 6.1  Developmental Training 
Section 6.2  Approval of Attendance 
    Determination Procedure  
    Selection of Participants 
Section 6.3  Performance Evaluation Policy 
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Section 6.1  DEVELOPMENTAL TRAINING 
 
A. The Barberton Public Library encourages the professional growth of all employees through 

continuing education and training. 
 
B. The Barberton Public Library will pay an employee for time spent at appropriate educational 

conferences, professional meetings and training seminars as approved by the Director.   
 
C. Mandated professional development events will be attended by appropriate staff as required. 
 
Section 6.2  APPROVAL OF ATTENDANCE 
 
A. Participation in employee development activities must have the prior approval of the 

Director. Requests are to be submitted to the Director as early as possible. 
 
B. DETERMINATION PROCEDURE 
 

In reviewing requests to attend developmental activities, the following factors will be 
considered: 

 
1. Nature and purpose of the activity; 
2. Benefits to be derived by the employee and the Library; 
3. Level of responsibility, performance and length of service of the employee; 
4. Estimated cost and available funds; 
5. Potential lost time from work; and, 
6. Ability to adequately staff services during the employee's absence. 

 
C. SELECTION OF PARTICIPANTS 
 
 Whenever there are a limited number of openings for an activity or if attendance will be 
 during an employee's regularly scheduled workday, the Director will determine which 
 employees may participate. 
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Section 6.3 PERFORMANCE EVALUATION POLICY 
 
A. The performance evaluation process provides an opportunity for supervisor and employees to 

discuss job-related tasks, accomplishments, goals, skills, and performance.  It is also a time 
to suggest areas for training and improvement.  The evaluation may also provide information 
for future decisions, such as, but not limited to promotions or transfers. 

 
B. Evaluations are conducted by the employee’s immediate supervisor.  If an employee works in 

more than one department, each supervisor will evaluate the employee individually.  The 
employee’s evaluations will be considered jointly to determine an overall performance rating. 

 
C. Supervisors may seek input on evaluations from other department heads and/or, when a 

significant portion of the employee’s work is performed beyond the library facility, from 
outside sources. 

 
D. The supervisor and the employee will review the completed evaluation form together.  The 

employee will be required to sign the final evaluation, acknowledging his/her opportunity to 
review and discuss the document. 

 
E. The employee must also sign and return the evaluation within five (5) days of the review, 

whether or not the employee chooses to add comments to his/her evaluation. 
 
F. Copies of all evaluations will be maintained in the individual personnel files. 
 
G. The Director and Fiscal Officer will be evaluated annually by the Board of Trustees.  Input 

by applicable staff may be sought. 
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CHAPTER 7 
 

EMPLOYEE CONDUCT 
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    Frequency of Absences 
    Tardiness/Early Departure 
    Weather Related and Emergency Closing 
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Section 7.5  Work Station Use Policy 
    Business Information Systems 
    Internet 
Section 7.6  Use of Telephones 
Section 7.7  Public Records Requests 
Section 7.8  Customer Complaints 
Section 7.9  Sexual Harassment 
    Sexual Harassment Investigation Procedure 
Section 7.10  Drug Free Workplace 
Section 7.11  Workplace Safety 
Section 7.12  On the Job Injury 
Section 7.13  Dress Standards 
Section 7.14  Media Relations 
Section 7.15  Contact with the Board of Trustees 
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Section 7.1  ETHICS 
 

It is policy of the Library to carry out its mission in accordance with the strictest ethical 
guidelines and moral standards and to ensure that Library employees conduct themselves in a 
manner that fosters public confidence in the integrity of the Library, its processes, and its 
accomplishments.  All Library employees are expected to maintain responsible ethical and moral 
standards as determined by the Board of Trustees.  Violation of this policy may be cause for 
disciplinary action up to and including discharge 

 
A. OHIO ETHICS LAW 

General Standards of Ethical Conduct  

Library officials and employees must, at all times, abide by protections to the public embodied in 
Ohio’s ethics laws, as found in Chapters 102 and 2921 of the Ohio Revised Code, and as 
interpreted by the Ohio Ethics Commission (http://www.ethics.ohio.gov) and Ohio courts. (A copy of 
these laws is provided to all employees, and receipt acknowledged, as required in ORC 102.09.)  
Officials and employees must conduct themselves, at all times, in a manner that avoids 
favoritism, bias, and the appearance of impropriety.  

Penalties  

Failure of any Library official or employee to abide by this Ethics policy, or to comply with the 
Ethics Law and related statutes, will result in discipline, which may include dismissal, as well as 
any potential civil or criminal sanctions under the law.  

 
B. AMERICAN LIBRARY ASSOCIATION CODE OF ETHICS 
 
Since 1939, the American Library Association has recognized the importance of codifying and 
making known to the public and the profession the principles that guide librarians in action.  In 
general, the Library endorses the statements in the ALA Code of Ethics which can be found at 
http://www.ala.org. 

 
Section 7.2  ATTENDANCE   
 
A. REPORTING ABSENCES 
 

1. When an employee is unable to report to work, he/she must notify his/her immediate 
supervisor, or another designated person at least within fifteen (15) minutes before the 
start of his/her scheduled work hours on the first day of absence and each day thereafter, 
unless emergency conditions make it impossible or prior arrangements have been made 
with the supervisor.  If a staff member is unable to report to work on a Sunday, he/she 
must notify the appropriate supervisor to assist in finding a substitute. 
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B. FREQUENCY OF ABSENCES 
 

1. Regular attendance is expected of all employees. 
 

2. An employee who develops a pattern of absences, or whose frequent absences, 
tardiness/early departure affects the Library's ability to provide services will have his/her 
absences reviewed for possible disciplinary action. 

 
C. TARDINESS/EARLY DEPARTURE 
 

1. Employees are expected to arrive at work promptly and remain at work until the end of 
the scheduled workday.  An employee who will be late reporting to work must call the 
supervisor before he/she is scheduled to begin work.  

 
2. Any deviation from an employee's work schedule must be authorized by his/her 

supervisor in advance.  
 

3. Time lost due to tardiness/early departure may be made up only with the permission of 
the supervisor and must be completed within the same workweek. 

 
D. WEATHER RELATED AND EMERGENCY CLOSING 
 

1. When the Director declares an emergency, as defined by the Emergency Response Plan, 
employees will be compensated for the time they were scheduled to work during the 
emergency period. 

 
2. An employee may be required to work even though the Library is closed due to an 

emergency.  The employee is entitled to straight-time pay for regular hours worked, 
unless he/she is on overtime status.  There will be no additional compensation or time-off 
as a result of the emergency. 

 
3. An employee not scheduled to work because of previously scheduled vacation or 

continuing sick leave will be charged for the leave, regardless of the declared emergency. 
 

4. An employee who is absent, tardy or leaves work early on a day when weather conditions 
interfere with travel, but the Library is open, will not be paid for the missed time.  The 
employee may, with approval of the Director, account for the time by charging it to 
vacation, compensatory time, or to leave without pay.  Inclement weather is not a valid 
use of sick leave. 

 
 
Section 7.3  OUTSIDE EMPLOYMENT 
 
A. Outside employment is acceptable when the following provisions are met: 
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1. The interests of the second employer do not conflict with those of the Library; 
 

2. The second job does not have a negative impact on the employee's job performance; and, 
 

3. Employment with the Library is the employee's primary job and time conflicts are 
resolved in favor of the Library. 

 
B. When an employee's supervisor has reason to believe the demands of a second job are having 

a negative impact upon the employee's performance or availability, the employee will be 
counseled.  If the situation is not resolved, appropriate disciplinary action may result. 

 
 
Section 7.4  DEPARTMENT EQUIPMENT 
 
A. Each employee is responsible for all keys and other assigned equipment, and must return 

them upon termination of employment.  An employee may be required to pay for lost 
equipment. 

 
B. Lost keys must be reported immediately to the Director and Building Superintendent. 
 
C. The use of Library equipment, machines and property for purposes other than Library 

business is strictly prohibited, unless authorized by the Director.  This includes, but is not 
limited to, the use of typewriters, copying machines, computers and printers, facsimile 
machines and telephones. 

 
D. Equipment or supplies removed from Library offices or premises must be recorded by the 

supervisor, noting when it is removed, when it will be returned, and the individual 
responsible for its return. 

 
E. Each employee is responsible for reporting malfunctioning, damaged or defective equipment 

to his/her supervisor. 
 
F. COMPUTER SOFTWARE AND DATA 
 

1. It is the responsibility of each employee to ensure that software and hardware computer 
resources owned, leased by or licensed to the Library are properly secured and controlled. 

 
2. No employee may misuse his/her authority over any such computer resources. Misuse 

may result in disciplinary action up to termination. 
 

3. All computer software, data and information relating to the conduct and operation of the 
Library are considered proprietary information belonging to the Library and cannot be 
appropriated, altered, sublicensed, copied or used for other than Library business. 

 
4. No software, data or information may be removed from the Library premises in the form 

of tape, diskette, digital file, print or other media, unless the removal is related to Library 
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business. 
 

5. Employees of the Library may use the Library’s computers for personal reasons on their 
own time, i.e., during breaks.  Inappropriate use of the computer system will result in 
disciplinary action.   (See Section 7.5 WORK STATION USE POLICY) 

 
6. Families of employees may not use the computers designated for individual employees. 

 
7. All employees must divulge all passwords to files and systems accessed or created by that 

person to the Systems Administrator or Director.  All accounts used for purchasing or 
ordering must be recorded and reported to the Fiscal Officer. 

 
 
Section 7.5  WORKSTATION USE POLICY 
 
A. BUSINESS INFORMATION SYSTEMS 
 

1. This policy addresses the appropriate use of the Library’s business information systems 
as well as the personal privacy and confidentiality expectations for those individuals 
using the Library’s business information systems.  

 
2. This policy applies to all individuals using the Library’s business information systems, 

including without limitation, employees (whether permanent or temporary), 
subcontractors, consultants, and any other individuals who represent themselves as being 
connected with the Library (collectively “Users”).  

 
3. This policy addresses only employees’ use of the Library’s business information systems 

afforded to them in the course and scope of their employment. This policy does not apply 
to library employees’ non-work-related use of public terminals or other technologies 
which the Library makes available to its customers. When using such technologies 
available to the general public, Library employees are subject to the Library’s then- 
existing Internet Access policies.  

 
4. The business information systems include, without limitation, all desktop, laptop and 

other computer and computer networks, telephone, e-mail and facsimile systems and all 
other similar technologies and systems devised now or in the future that are offered to 
Users.  

 
5. The business information systems of the Library are to be used for the benefit of the 

Library. The business information systems are not intended for personal use. The Library 
recognizes that incidental and occasional use of the business information systems for 
personal purposes is inevitable, but such use should not interfere with the normal 
business operations of the Library. Any personal use of business information systems is 
subject to scrutiny by the Library. However, nothing in this policy is intended to prohibit 
communications concerning wages, hours, and working conditions, or to prohibit any 
communications otherwise protected by law. The Library will be the sole judge of 



 48   
 

whether any particular personal use of the business information systems complies with 
this policy.  

 
6. Users shall not copy or distribute through electronic communications any copyrightable 

material of a third party (such as computer software, articles, graphics files, and other 
downloaded information) without first confirming in advance from an appropriate source 
that the Library has the right to copy or distribute these materials.  

 
7. Users shall not use the business information systems to create any files that are offensive, 

disruptive, or inconsistent with the professional image of the Library. The business 
information systems should not be used in any way that violates any other Library policy, 
including without limitation, its policies on harassment.  

 
8. Users shall not use the business information systems to solicit outside business ventures 

or address others regarding commercial, religious, charitable or political causes or for any 
other solicitations that are not work related without prior approval.  

 
9. Users shall not use the business information systems to knowingly upload, copy, post, 

publish, transmit, transfer or distribute spam or any files that contain viruses, corrupted 
files, and malicious code. Users should not download, transmit or reproduce any software 
program, including, without limitation, screen savers, peer to peer file sharing networks, 
multi-media players, and Instant Messenger, unless prior approval is obtained.  

 
10. Users are responsible for the protection of the Library’s proprietary and/or confidential 

information, including log-in/password information and patron and circulation 
information protected under Revised Code Section 149.432. Accordingly, Users shall not 
disclose, post, or transmit any of the Library’s proprietary and/or confidential information 
to third parties via the business information systems unless prior approval is obtained.  

 
11. All files, e-mail messages, voice mail messages, documents and other records which are 

created or transmitted using or which are received or stored on the business information 
systems are the property of the Library. Users should not expect privacy for any files, 
messages or materials created or transmitted using or stored on the Library’s business 
information systems (even though security may be placed on a document or file and 
regardless of whether passwords are employed), or for any access to the Internet made 
through business information systems. This is true regardless of whether a file, e-mail 
message, voice mail message, document or other record or Internet access is related to 
personal or to business use. By using the Library’s business information systems to send 
or receive messages, to author or store files or documents, or to access the Internet, Users 
consent to the Library’s accessing, intercepting, reviewing, listening to, copying, 
deleting, and/or disclosing any such message, file, document or Internet access, with or 
without notice, when the Library deems it appropriate to do so in its sole judgment.  

 
12. If a User has encrypted or password protected any files or messages stored on or 

transmitted via the Library’s business information systems, the User will be required, at 
the request of the Library, to provide the encryption key or password to the Library.  
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13. Violations of this business information systems policy may result in disciplinary action 

up to and including termination.  
 
B. INTERNET  
 

1. Personal use of the Internet which conflicts with job performance is unacceptable. 
 

2. Staff may not download anything from the Internet to the hard drive on any library 
computer without first obtaining approval from the Systems Administrator or Director. 

 
 
Section 7.6  USE OF TELEPHONES 
 
A. Excessive personal use of the Library telephones and fax machine is discouraged.  Use is 

limited to emergency situations and those calls approved by the employee's supervisor. 
 
B. Personal toll calls are to be reported to the Fiscal Officer 
 
 
Section 7.7  PUBLIC RECORDS REQUESTS 
 
A. Ohio Revised Code Section 149.43 provides that all public records shall be promptly 

prepared and made available for inspection to any person at all reasonable business hours 
with exceptions only as provided for in the law. 

 
B. In accordance with the Ohio Revised Code and applicable judicial decisions, records are 

defined as any item that: 
 1.  Contains information stored on a fixed medium (such as paper, electronic – including        
             but not limited to email – and other formats); 
 2. Is created or received by, or sent under the jurisdiction of a public office, and; 

       3. Documents the organization, functions, policies, decisions, procedures, operations or  
   other activities of the office. 

 
C. All requests from the public to review the records of the Library must be forwarded to the 

Director or Fiscal Officer. 
 
D. Pursuant to Ohio Revised Code § 149.432, customer records are confidential and may only 

be disclosed in certain situations as defined by law.  Requests about customer records should 
be referred to the Director or Fiscal Officer. 

 
E. No employee other than the Director or Fiscal Officer is authorized to release any record. 

Staff must make every attempt to contact either person once such a request is received. 
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Section 7.8  CUSTOMER COMPLAINTS 
 
A. When a customer complaint cannot be resolved, the customer should be referred to a 

Department Manager or supervisor.  Under no conditions should an employee argue with a 
customer. 

 
B. The Department Manager or supervisor will be responsible for providing an explanation to 

the customer, correcting an error and/or apologizing on behalf of the Library, as appropriate. 
 
C. If the Department Manager or supervisor cannot resolve the issue, the customer should be 

referred to the Director. 
 
D. Report forms will be available to customers in the service areas for use in reporting injuries, 

complaints or suggestions.  Injury reports must be copied to the Fiscal Officer for OSHA 
reporting compliance. 

 
 
Section 7.9  SEXUAL HARASSMENT 
 
A) Sexual harassment is defined as any unwelcome sexual advance, request for sexual favor or 

other verbal or physical conduct of a sexual nature, when: 
 

B) Submission to the conduct is made a condition of employment, 
 

C) Submission to or rejection of the conduct is used as the basis for an employment decision, or 
 

D) The conduct interferes with job performance or creates an intimidating, hostile or offensive 
work environment. 
 

E) Sexual harassment does not refer to generally acceptable, pleasant, friendly or even mildly 
flirtatious interactions, as long as no reasonable person would be offended. 
 

F) The Board of Trustees neither condones nor tolerates sexual harassment in the workplace, 
whether committed by supervisory or non-supervisory employees.  No one is permitted to 
imply or threaten that cooperation or refusal of advances of a sexual nature will have any 
effect on an employee's status, advancement, assignment, career development, compensation 
or any other condition of employment or appointment. 
 

G) The responsibility for administering and complying with this policy has been delegated and 
communicated to all levels of management.  Supervisors and other management employees 
will ensure that all employees are aware of the policy against sexual harassment, and that 
adequate procedures are in place to facilitate prompt reporting, investigation and remedial 
action. 
 

H) Any supervisor or management employee who observes any behavior that could be 
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interpreted as sexual harassment is responsible for taking prompt action to stop the behavior. 
 

I) SEXUAL HARASSMENT INVESTIGATION PROCEDURE 
 
 Whenever an employee believes he/she is a victim of sexual harassment, the incident can be 
 reported in the following manner: 
 

1. The employee should contact the Director who will conduct a thorough investigation.   
 

2. If the Director is the subject of a complaint, the President of the Board of Trustees should 
be contacted and will conduct the investigation. 

 
3. When there is an allegation of sexual harassment either on the basis of a written or verbal 

report, a thorough investigation of the situation will be made in the following manner: 
 

a. The complaint will be documented in writing or on audio tape by the employee 
making the complaint or the investigator.  The report will include a factual 
description of the incident. 

 
b. If the investigator, after a discussion with the complainant and such witnesses as the 

investigator deems necessary, finds that the complaint is credible and may constitute 
sexual harassment, the alleged offender will be required to meet with the Director, be 
advised of the complaint and be given an opportunity to respond.   

 
c. If, at the conclusion of that discussion, the Director has reason to believe the reported 

acts did occur, the employee will be advised that such conduct is improper and in 
violation of federal and state law, and that the employee is subject to disciplinary 
action up to and including discharge. 

 
d. If the Director determines that the incident did not occur or does not constitute sexual 

harassment, no document indicating that a complaint was filed or that an investigation 
was undertaken will be placed in the personnel file of either the complainant or the 
accused employee. 

 
J) Whenever an employee believes he/she is a victim of sexual harassment by a member of the 

public or a vendor, the incident may be reported in the following manner: 
 

1. The employee will notify any Department Head in the vicinity of the incident. 
 

2. The Department Head and/or the Director will intervene in a manner he/she determines to 
be appropriate to alleviate the immediate situation. 

 
3. The employee will document the complaint and include a factual description of the 

incident. 
 

4. The Department Head will document his/her action and submit it along with the 
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employee's written complaint to the Director. 
 

5. The Director will determine if additional action is required. 
 
 
Section 7.10   DRUG-FREE WORKPLACE 
 
A. The use, sale, distribution, possession or manufacture of illegal drugs on the premises of the 

Library or by an employee while on duty is prohibited.   
 
B. Employees are prohibited from being under the influence of alcohol, behavior altering legal 

prescription drugs or illegal drugs during work hours. Employees are also prohibited from 
being under the influence of these substances when they are representing the Library at 
meetings or in the community.  Both employees and Library owned equipment and 
containers under their control are subject to search and surveillance at all times while on 
Library premises or while conducting Library business, if the occasion warrants such 
measures. 

 
C. An employee who must use prescribed drugs that could impair his/her ability to perform the 

job duties must report this fact to his/her supervisor along with acceptable medical 
documentation.  A determination will then be made as to whether the employee should be 
able to perform his/her job safely and properly. 

 
D. The Library will not knowingly hire an individual who is currently using illegal drugs.    
 
E. The following procedure will be followed when an employee is reasonably suspected to be 

under the influence of drugs or alcohol while on duty: 
 

1. An employee who suspects that another employee is under the influence of drugs or 
alcohol should notify the employee's supervisor (or the individual in charge at the time). 

 
2. The supervisor will observe the employee and determine through observation and 

questioning if the employee is ill, fatigued, under the influence of prescribed drugs, 
reacting to environmental substances such as smoke or fumes, or possibly under the 
influence of illegal drugs or alcohol.  The supervisor will record his/her observations and 
any information gathered from the employee. 

 
3. If the supervisor determines that there is reason to believe the employee is under the 

influence of alcohol or illegal drugs, he/she will contact the Director. 
 

4. If the Director agrees with the supervisor's observations, he/she will arrange for the 
immediate removal of the employee from the premises.  The employee will be 
transported to the Barberton Citizens Hospital where he/she will be tested for the 
presence of drugs or alcohol according to the criteria established under 49 CFR Parts 40 
and 382, et. al. 
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5. Pending the outcome of the drug/alcohol testing, the Director will determine if discipline 
is warranted, up to and including discharge. 

 
F. If the Director has reasonable suspicion that an employee is dependent upon controlled 

substances, he/she may require that an approved alcohol/drug rehabilitation program evaluate 
the employee.  The employee will be required to submit to the evaluation before his/her 
return to work.   

 
 The employee will be placed on paid administrative leave during the evaluation process, so 
 long as he/she reports for the evaluation at the appointed time.  If the employee refuses to 
 promptly submit to an evaluation, he/she will be placed on an unpaid leave of absence until 
 the evaluation is completed.   
 
G. If an employee is found to be dependent upon controlled substances, he/she may use accrued 

sick leave or request an unpaid leave of absence during the treatment program and until 
he/she is released by his/her physician to return to work. 

 
H. Failure to cooperate with an established treatment plan may result in discipline, up to and 

including discharge. 
 
I. An employee experiencing problems resulting from drug or alcohol abuse or dependency 

should seek counseling.  Counseling will be kept confidential and will have no influence 
upon the employees’ performance evaluation.  Job performance alone will be the basis of all 
performance evaluations. 

 
J. An employee convicted of any criminal drug violation occurring in the workplace must 

report such conviction to the Director within five (5) days. 
 
 
Section 7.11  WORKPLACE SAFETY 
 
The Library regards workplace safety as a fundamental value of the Library and is committed to 
the safety and health of its employees and the public it serves.  It is the Board’s intention, 
through the Director, to actively inspect work processes and work sites in order to anticipate and 
prevent harmful incidents.  The Director has the responsibility for implementing, administering, 
monitoring and evaluating the safety program.  
 
A. Employees of the Barberton Public Library must comply with all established work safety 

rules, including applicable Ohio Public Employment Risk Reduction standards.  Employees 
will be provided with information about workplace safety and health issues through regular 
internal communication channels such as supervisor-employee meetings, bulletin board 
postings, and memos. 

 
B. Employees and supervisors will receive periodic workplace safety training on all aspects of 

the Safety Program including potential safety and health hazards as well as safe work 
practices and procedures. 
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C. Employees must immediately report all accidents and/or unsafe conditions that occur on the 

job or on Library property. Damaged or malfunctioning machines or equipment must be 
reported immediately. These reports should be made to the Director and/or immediate 
supervisor. 

 
D. An employee who violates safety standards, who causes hazardous or dangerous situations, 

or who fails to report or, where appropriate, remedy such situations, may be subject to 
disciplinary action. 

 
E. In the case of an accident that results in injury, regardless of the apparent insignificance of 

the injury, employees must immediately notify the Director or the appropriate supervisor. 
(See Section 7.12 ON THE JOB INJURY) 

 
F. Employees have the right to request an OSHA inspection by filing a written notification with 

the Chief of the Division of Occupational Safety and Health for any violation of a work 
safety standard that they believe threatens serious physical harm or creates imminent danger 
of death.  The identity of an employee requesting an inspection will be confidential.  

 
G. An employee may refuse to work, on grounds of a safety concern, only if all of the following 

conditions are met: 
 

1. The employee acts in good faith and believes the work conditions present an imminent 
danger of death or serious harm and is not a normal, reasonable component of the 
employee's job. 

 
2. The employee has filed a report requesting correction of the conditions, or, if there was 

insufficient time to eliminate the danger through the reporting process, the employee 
perceives him/herself or others to be in imminent danger of death or serious harm. 

 
3. Disciplinary action will be imposed on any employee who refuses to perform assigned 

tasks without meeting the conditions set forth for refusal. 
 

4. An employee who refuses to work must immediately submit a written signed statement of 
the conditions presenting imminent danger of death or serious harm to the Chief of the 
Division of Occupational Safety and Health. 

 
5. Employees having met all of the conditions outlined above, and refusing to work, may be 

reassigned. 
 

6. No employee will be discriminated against in any job decision as a result of filing a good 
faith complaint of a violation of workplace safety or testifying in any proceeding related 
to an alleged violation or danger.
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Section 7.12   ON THE JOB INJURY 
 
A. An employee who receives an injury arising out of and in the course of employment must 

notify his/her supervisor immediately and must complete an accident report (See Appendix 
B FORMS) recording all pertinent and factual information about the accident.  This report 
must be completed, whether or not the employee requires medical attention.  The report is to 
be forwarded to the Director and the Fiscal Officer within one (1) workday of the accident.  
In the event of serious injury, the injured employee's supervisor is to notify the Director 
immediately so that an investigation may be initiated.  A Workers' Compensation claim for 
an unreported injury will not be certified unless the injury required immediate medical 
attention and was documented by the supervisor.  (See Section 5.1(C) HEALTH 
INSURANCE : Workers’ Compensation). 

 
B. If an injury requires medical attention, the supervisor will provide the injured employee with 

a Worker's Compensation form, which is to be completed by the attending licensed 
practitioner.  This completed report must be forwarded to the Fiscal Officer for OSHA 
reporting and to the Director or his/her designee at the earliest possible date. 

 
C. The employee is responsible for notifying the Director of his/her expected date of return as 

soon as it is known, and keeping the Director apprised of his/her condition. 
 
D. An employee who is injured at work and must leave before completing the workday will be 

paid at his/her regular rate for the balance of time left in the scheduled workday.  An injured 
employee is required to comply with all treatment plans prescribed by the attending licensed 
practitioner and return to work as soon as possible.   

 
E. An injured employee may elect to use accrued sick leave and/or vacation leave prior to 

receiving payments from Workers' Compensation.  Employees are prohibited, however, from 
receiving payment for paid leave while simultaneously receiving payment from Workers' 
Compensation. 

 
 
 Section 7.13  DRESS STANDARDS   
 
A. Employees are expected to dress in an acceptable, professional manner befitting the 

standards of their position.  Clothing must be clean, neat, in good repair and appropriate for 
the assigned duties.  Jeans are generally not acceptable except in the case of paging or 
maintenance duties. 

B. “Special dress days” can be established by the Director when it would benefit the Library or 
the community.  Examples would include: team spirit days, “Casual for a Cause” days, and 
other such days as might occur throughout the year.   

C. Employees who do not meet the standards of this policy will be required to take corrective 
action, which may include leaving the premises.  Work time missed will not be compensated. 
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Section 7.14  MEDIA RELATIONS 
 
A. The Director is the official Library spokesperson.  Media inquiries regarding policies or the 

Library’s position on issues should be forwarded to the Director.  This includes inquiries that 
are initially fielded by the staff. 

 
B. Media inquiries regarding programs, events, or services are to be directed to the Department 

Manager who is responsible for the program, event, or service. 
 

C. When a photographer or reporter comes to cover a specific program or event, the staff person 
in charge of that event may give necessary information as it pertains to the program.  As a 
courtesy, that staff member should follow-up with the Director. 

 
D. If at any time a member of the staff is not certain to whom a particular query should be 

directed, they should contact the Director. 
 

E. To avoid activities that might be disruptive or in some way impede the functioning of the 
Library, members of the media who wish to conduct newsgathering in the Library, (e.g., 
interview, photograph, videotape, or tape record customers or staff, for any purpose other 
that that described in paragraph C. above), must make themselves known to either the 
Director or to the staff member in charge of the building in the Director’s absence. Staff 
members witnessing members of the media in this situation must inform them of the policy 
and ask that they request and gain permission from the Director before conducting business 
in the Library. 

 
F. Should a query from the news media be received after administrative business hours or when 

the Director is out of the building, the staff person in charge of the building may answer 
queries of a general nature, but should reserve the right to forward the query in the following 
manner: 

 
“The person who can best answer your question is the Director.  Please give me your 
name and telephone number and I will try to reach him/her to follow-up on your 
question.” 

 
G. Whenever a staff member is contacted directly to be interviewed by the media on a subject 

within his/her particular area of expertise, the Director should be made aware and given the 
opportunity to lend guidance as needed.   

 
H. Staff generated press releases must be approved by the Director prior to distribution.  
 
I. Any actions or incidents which may result in negative responses or media inquiries should be 

brought to the immediate attention of the Director. 
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Section 7.15  CONTACT WITH THE BOARD OF TRUSTEES 
 
Employees are welcome to attend Board meetings however, issues or concerns directly related to 
the employment relationship must first be brought to the immediate supervisor and then the 
Director (if not satisfied). 
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CHAPTER 8 

 
FAIR TREATMENT POLICY 

 
8.1    Fair Treatment Policy 
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Section 8.1  Fair Treatment Policy 
 
A. Every employee has the right to discuss and/or disagree with management about the 

employment relationship.  A formal complaint exists when an informal resolution to a 
dispute cannot be achieved and the employee making the complaint has submitted a written 
complaint to his/her immediate supervisor.  In the case of a complaint regarding the Director, 
employees may submit the written disagreement to the President of the Board of Trustees. 

 
B. Settlement of complaints must be at the earliest possible step of the procedure with the 

employee proceeding through each step within the prescribed time limits.  Where a complaint 
cites issues of law that the Director or supervisor hearing the complaint cannot address, the 
complaint will be sent to the Prosecutor’s office for an opinion before proceeding.  All time 
limits stated in this procedure will be held in abeyance until a response from the Prosecutor is 
received.  A complaint regarding alleged violations of civil rights (discrimination on the basis 
of race, color, age, religion, creed, sex, national origin or ancestry, political affiliation or 
qualifying disability) should be brought to the attention of the Director. 

 
C. The following procedure will be used in processing a complaint: 
 

a) Informal Resolution: Within five (5) workdays of the event prompting the complaint, the 
employee must meet with his/her supervisor or an appropriate management level 
employee to try to resolve the issue. 

 
b) Level One: If the issue is not successfully resolved through the informal resolution 

step, the employee may, within five (5) workdays of the informal resolution meeting, file 
a written complaint with his/her supervisor.  The written complaint must state the reason 
for the complaint and the requested resolution.  The supervisor will reply in writing to the 
written complaint within five (5) workdays of its receipt. 

 
c) Level Two: If the Level One response is not acceptable, the employee may, within five 

(5) workdays of its receipt, appeal in writing to the Director.  The Director will respond 
in writing within five (5) workdays of receipt of the appeal.  The Director’s decision will 
be final. 

 
D. Copies of each complaint, response and correspondence about the complaint will be filed 

with the Director on the day of its execution or receipt.  Complaints will not be made a part 
of an employee’s personnel file. 
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CHAPTER 9 
 

SEPARATION FROM EMPLOYMENT 
 
 
Section 9.1  Voluntary Separation 

Resignation 
Retirement 

Section 9.2  Involuntary Termination 
At-will Discharge 
Disciplinary Discharge Procedure 
Layoff 

Section 9.3  Termination Benefits 
Health Care Benefits Continuation (COBRA) 
PERS - Disability and Survivor Benefits 
Accrued Leave 

Section 9.4  Exit Procedures 
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Section 9.1  VOLUNTARY SEPARATION 
 
A. RESIGNATION 
 

1. Resignation in good standing requires a minimum of four (4) weeks notice for 
Department Managers and MLS librarians, and two (2) weeks notice for all other staff.   
Resignation of the Director or Fiscal Officer should be addressed to the Board of Trustees 
at the earliest possible time in order to allow for appropriate succession planning.  An 
employee who does not give the minimum notice is not eligible for future employment 
with the Library and forfeits unspent vacation. 

 
2. Resignation must be in writing and submitted to the Board of Trustees for 

acknowledgement. 
 
B. RETIREMENT   
 

1. An employee should inform the Director of his/her intention of retiring as soon as 
possible so that paperwork can be processed to ensure a smooth transition.  In no case 
should notice be less than that required for resignation. 

 
2. In the event that an employee retires, his/her position will become open and advertised in 

the normal course of hire.  Should the retiring employee apply for the open position, and 
be selected for the position, that person shall be considered a new employee for the 
purposes of library personnel policies and practices.   

 
3. Ohio Public Employees' Retirement System (OPERS) 

After meeting certain eligibility requirements, employees may be eligible to retire 
through OPERS.  Employees considering retirement are encouraged to contact OPERS as 
soon as possible to determine their eligibility for OPERS benefits. 

 
Ohio Public Employees Retirement System   
277 East Town Street 
Columbus, Ohio 43215

 
4. Ohio Deferred Compensation Program 

Deferred Compensation participants considering retirement are encouraged to contact the 
program administrators as soon as possible to determine their benefits and learn of issues 
related to their retirement and the plan. 

Ohio Public Employees Deferred Compensation Program 
6085 Emerald Parkway 
Dublin, Ohio 43016 

1-877-OHIO-457 (1-877-644-6457) 
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5. Retirement Severance Pay  
Upon retirement, employees who have at least 15 years of service with the Library will 
be paid 25% of their accumulated, but unused sick leave.  The payment will be made at 
their current hourly rate. 

 
  
Section 9.2  INVOLUNTARY TERMINATION 
 
A. AT-WILL DISCHARGE 
 
 The Library reserves the right to discharge an employee with or without cause and with or 
 without notice.  The Director will recommend discharges to the Board of Trustees for action. 
 
B. DISCIPLINARY DISCHARGE PROCEDURE 
 

Discharge is a serious disciplinary measure taken when less severe methods of discipline 
have not produced appropriate behavior, or when a serious infraction so warrants.  

  
1. Library employees are at-will employees and may be disciplined and discharged without 

cause.  In order to ensure that all sides of a disciplinary issue are reviewed before 
discipline is administered; the following procedure will be followed unless circumstances 
make the process unnecessary.  This procedure is not intended to limit the at-will status 
of Library employees. 

 
2. When an employee allegedly commits an offense that could result in a suspension or 

discharge, the following procedure will be followed: 
 

a. The Director will provide the employee with a written notice advising him/her of the 
nature of the charges. 

 
b. The employee will be given an opportunity to give his/her version of events leading 

to the inquiry.  The employee may be accompanied by one (1) other employee, or a 
non-employee representative during the meeting. 

 
c. Should the Director decide that a disciplinary suspension or discharge is warranted, 

the employee will be provided a written statement affirming the charges and imposing 
discipline. 

 
d. When an employee's behavior requires immediate removal from the premises, the 

employee may be suspended with pay for the remainder of the workday.  The 
employee must report to work the next workday, or at a time established by the 
Director, and the established procedure will be followed. 

 
C.  LAYOFF 
  

1. A layoff of employees may become necessary due to a change in finances or workload, 
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elimination of a position, or a reorganization of job responsibilities. 
 

2. An employee will be notified at least two (2) weeks before the effective date of a layoff. 
 

3. The order of layoff will be determined on the basis of performance and Library needs. 
 
 
Section 9.3  TERMINATION BENEFITS 
 
A. HEALTH CARE BENEFITS CONTINUATION (COBRA) 
 
 In certain instances, employees and their families have the right to temporarily extend their 
 health care benefits at group rates. 
 

1. An employee covered by the Library's health care plan has a right to choose this 
continuation coverage if he/she would lose group coverage because of: 

 
a. A reduction in hours of work below the minimum required for eligibility under the 

plan, or 
 

b. Termination of employment for any reasons other than gross misconduct. 
 

2. An employee's spouse and dependent children covered by the Library's health care plan 
have the right to continuation coverage if group health care coverage under the Library's 
plan would be lost due to a "qualifying event" such as: 

 
a. Death of the employee, 

 
b. Termination of the employee's employment for any reason other than gross 

misconduct, 
 

c. Reduction in the employee's hours of work below the minimum required for 
eligibility under the plan, 

 
d. Divorce or legal separation, 

 
e. Employee becoming entitled to Medicare, or 

 
f. Dependent child ceasing to be a "dependent child" under the terms of the Library's 

health care plan. 
 

3. Fiscal Officer will provide employee with full COBRA information. 
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B. OHIO PUBLIC EMPLOYEES RETIREMENT SYSTEM - DISABILITY AND SURVIVOR 

BENEFITS 
 

1. If an employee, at the time of death, has at least eighteen (18) months of credit in 
OPERS, his/her spouse, children or parents may be entitled to survivor benefits. 

 
2. If an employee has five (5) years of credit, and is permanently and totally disabled, 

he/she may receive disability benefits. 
 
C. ACCRUED LEAVE 
 
 At the time of a “good standing” separation, an employee will be paid at his/her current  
 hourly rate of pay for all earned vacation and compensatory time credit.  If separation is due  
 to disciplinary action, the employee will be paid for all compensatory time credit and pro- 
 rated vacation. 
 
 
Section 9.4  EXIT PROCEDURES 
 
A) Upon separation from employment, an employee must meet with his/her supervisor, the 

Director or with the Fiscal Officer to process paperwork and return Library property. 
 

B) The Fiscal Officer will inform the employee of all termination benefits, verify forwarding 
addresses for the employee and file any necessary paperwork.   
 

C) The employee will relinquish all identification cards, equipment, keys and all passwords, 
including system passwords. 
 

D) If the separation is voluntary, the employee will be asked to complete an exit interview 
questionnaire and discuss his/her answers during the exit interview.  (See Appendix B 
FORMS).   Information gathered in exit interviews will be used to evaluate Library practices 
and identify areas requiring action to make the Library a more attractive employer.  Exit 
interview questions will not be placed in the employee’s personnel file. 
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APPENDIX A – Organizational Information 
 Organizational Chart 
 Record of Receipt 
 
APPENDIX B – Forms 
 Request for Leave 
 Incident Report 
 Exit Interview 
 Employee Attendance Sheet 
 Sick Leave Affidavit 
 Reimbursement Request Form 
 
APPENDIX C – Public Records Policy 
 


