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CHAPTER 1

INTRODUCTION
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GENERAL EMPLOYMENT CONDITIONS
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Section 1.1 INTRODUCTION AND PURPOSE OF POLICIES

This Personnel Policy Manual ("Manual") containsiges for the employees of Barberton
Public Library ("Library"). All employees chargedth the responsibility of administering

policy must be knowledgeable of its contents. Waaual is a guide to be used by the Director
and other managerial employees to ensure unifodmandiscriminatory application of the
conditions of employment. It is essential thasthpolicies be administered in a systematic, fair
and impartial manner.

There will be situations that require administratimterpretation of these policies. Every effort
will be made to ensure that such decisions are robpbetively with the general intent of the
policy in mind.

There may be occasions when policies must be adiébdeted, revised or given a different
interpretation from those previously made. Therad Trustees has the right to change
practices and policies, both written and unwritigithout advance notice as business requires.
Updated policies will be issued and communicatealltaffected employees according to
Section 1.3POLICY CHANGES, DISSEMINATION AND SUGGESTIONS.

The policies contained in this Manual are subjecahd in accordance with the laws of the State
of Ohio. In the event there is a conflict betwé#as Manual and any other applicable law or
legal document, the applicable law or legal documelh prevail. In the event that future
legislation invalidates or changes any of the miovis contained herein, the balance will remain
in effect. This Manual is complete as reasonahlylze, but may not be all-inclusive.

Nothing in this Manual nor any interpretive or ertment communication should be construed
to grant a guaranteed right to continued employroebenefits. This Manual is not an
employment contract. Employment with the Libragyt for a fixed term or definite period and
may be terminated at any time by either the em@ayehe Library according to law.

The policies stated and adopted within this Maamal the communications interpreting and
enforcing them supersede all previous policies@mmunications.

Section 1.2 MANAGEMENT RIGHTS

The Board of Trustees maintains the ultimate aitfhao establish, interpret and administer
policies and direct the operations of the Libraryhe Library may apply or not apply staff

policies depending on facts and circumstances enigweach case. Through the administrative
leadership of the Director, the Board of Trusteas the right to:

A. Determine the goals, objectives, programs and eesyand to utilize employees in a manner
designed to effectively and efficiently meet thpseposes;

B. Exercise complete control and discretion over thelget, organizational structure, and
method of performing the work required;



C. Manage and determine the location, type and numbphysical facilities and equipment to
be used;

D. Determine the adequacy, size, composition and foqgatlons of the work force, staffing
patterns and organizational structure;

E. Set standards of service and determine the proesdand standards of selection for
employment;

F. Determine the hours of work and work schedules, estdblish work rules, policies and
procedures for employees;

G. Determine the necessity to schedule overtime am@mmount required thereof;

H. Manage and direct employees, including the righsdtect, hire, promote, transfer, assign,
evaluate, supervise, layoff, recall, reprimand,psnsl, discharge, discipline and maintain
order among employees;

|. Take necessary action to create and abolish posjtio

J. Determine when a job vacancy exists, the dutidsetincluded in each position description,
and the standards of quality, productivity, andgrenance to be maintained;

K. Determine and implement necessary actions in emeygatuations;
L. Implement and enforce rules on workplace safetg; an

M. Maintain the security of records and other pertineformation.

Section 1.3 POLICY CHANGES, DISSEMINATION AND SUGGESTIONS

A. A copy of the complete Manual is available on thierdry’s Internet home page. In addition,
one official paper copy is available in the DiratgoOffice. All library employees are
responsible for reviewing and understanding theteatnof the Manual. New employees
must verify that they have read the manual.

B. Any question about a provision of this Manual @nis not covered in the Manual such as
rules, either written or unwritten, implied or egpsed, should be directed to the employee's
supervisor.

C. The Director encourages employees to consider ecwhtmend changes in policy. Matters
not already addressed may be brought to the aitenfithe Director so appropriate policies
may be considered and formulated.



D. Supervisors should periodically review personndicpes and propose changes and additions
to the Director. Periodically the entire manuall vide reviewed and revised to address
changes in the law and current practice. All clesngre subject to approval of the Board of
Trustees.

E. As conditions warrant, these policies may be ameérmtedeleted by act of the Board of
Trustees. Such amendments or deletions will béedasr distributed to employees prior to
their effective date. The official copy will begmptly updated and all employees must
acknowledge the revision by signing an “Acknowle@grnof New or Revised Policy” form.

Section 1.4 EQUAL OPPORTUNITY EMPLOYMENT PRACTICES

All employees of the Barberton Public Library argitted to equal employment opportunities
and no employee or applicant will be discriminaagainst for employment because of race,
color, religion, creed, age, sex, national origimocestry, veteran’s status, or qualifying
disability.

No employee may aid, abet, compel, coerce or comspidischarge, harass or cause another to
resign because of race, color, religion, creed, sge national origin or ancestry, veteran status,
or qualifying disability.

The Director serves as the Equal Employment Oppiyt®fficer of the library. All allegations
of violation of this policy are to be reported hetDirector by the supervisor or person to whom
an incident is reported. Allegations involving tBeector should be reported to the President of
the Board of Trustees. Violations of this policjiWwe grounds for disciplinary action up to and
including discharge.



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



Section 2.1 RECRUITMENT

A. When the Board of Trustees approves a new positiatetermines that a vacancy will be
filled, the job description, qualifications, payteaand application deadline will be posted in
the Library and on the Library’s Internet home péwea period of two (2) weeks or until the
position is filled. The Director will maintain d¢ of all posting notices.

B. Applications will only be accepted when vacanciesannounced.

C. Positions may be advertised in major area newspaper library-related websites.
Professional positions may be advertised in newegapwvith national circulation,
professional journals and newsletters.

D. School placement services, colleges and univessitigh appropriate training programs and
the Ohio Bureau of Employment Services will be ected, when appropriate. Programs
providing training for individuals with disabilitee will be contacted whenever similar
programs for the able are contacted.

Section 2.2 SELECTION

A. A prospective employee must complete the approwaolayment application form in order
to be considered for a vacancy.

B. Relatives of current staff or Trustees shall nottesidered for employment.

1. The definition of relative for this policy includefather, mother, brother, sister, husband,
wife, child, grandparent, grandchild, father-in-lawother-in-law, brother-in-law, sister-
in-law, daughter-in-law, son-in-law, or any otheemmber of the family or household who
has stood in the same relationship with the emg@geany of these.

2. If the relative relationship is established afterpdoyment and one of the employees will
be working directly for or supervising the othdre tindividuals concerned will decide
who is to leave their employment with the Librarf.that decision is not made within
thirty (30) calendar days, the Director will decide

C. If an individual with a qualifying disability reqses reasonable accommodation, it will be
provided during the application and selection pssceAn applicant will receive a copy of
the position description before being interviewedested.

D. The Director will review applications and forwardaiified candidates to the supervisor. The
appropriate supervisor and selected departmeritvgiththen interview candidates and make
a recommendation to the Director. A fully qualifjecurrent employee will be given
consideration for transfer or promotion to a vagawsition, provided he/she applies within
the allotted time period. Qualifications, not lémgf service, will be used to determine
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internal transfers or promotions.

. Reference checks, background checks and job relestitig procedures will be conducted.
Any job-related employment tests will be administerin an objective manner. If an
individual has a qualifying disability, the testiMbe administered in a manner that ensures
the results reflect the skills, aptitude or othestdrs to be measured. Only job related skills
will be evaluated.

. At least two (2) documented reference checks wdll donducted before a candidate is
recommended for employment.

. The most qualified applicant(s) will be recommended the Board. Employment
recommendations are subject to approval of thedohT rustees.

. An applicant will be eliminated from consideratidme/she:

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

2. Is unable to perform the essential functions of pble with or without reasonable
accommodation;

3. Has made a false statement of material fact oapip&cation form or any supplements;

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

5. Has an unsatisfactory record resulting from bacdkgdp reference checks or job related
tests.

6. If an applicant is hired and it is subsequentlycoi®red that any of the above
disqualifying criteria apply, the employee is subj® discharge.

PROMOTION

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

2. An employee may be returned to his/her former pwsiif available, or to another vacant
position, if work performance, behavior and/or waitkitudes are not satisfactory. The
employee's pay will be based upon the positionHegl®lds.

. TRANSFER

1. An employee is considered to have been transfevhesh 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 thesDior.
3. The needs of the Library take precedence over thiees of an employee.

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

K. DISABILITY RELATED REASSIGNMENT

1. When an employee with a qualifying disability be@srunable, even with reasonable
accommodation, to perform the essential functidrisssher position, he/she may request
in writing a reduction to a less demanding altegnadsition if a vacancy exists. The
employee will be reasonably accommodated in therradte position. (SeBection 3.5
DISABILITY ACCOMMODATION).

2. Areassigned employee will have his/her pay redwcedlevel within the pay range of
the alternate position.

Section 2.3 EMPLOYMENT ELIGIBILITY

An offer of employment to an otherwise qualifie@bgant may be withdrawn or an employee
may be discharged, if he/she fails to satisfy til®wing employment requirements, as defined
by the policy and qualifications for the position.

A. IMMIGRATION/CITIZENSHIP STATUS

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

2. A newly hired employee must provide suitable docotaigon and complete the
Department of Homeland Security Declaration Regeydilaterial
Assistance/Nonassistance to a Terrorist Organizasowell as the U.S. Citizenship and
Immigration Services Employment Eligibility Verifition Form [-9.

3. Prospective employee must provide complete docuatientprior to his/her start date.
Any employee found to be providing false documeateatvill be subject to discharge.

4. An employee is required to re-submit any documieait has an expiration date, so a
valid, current document is always recorded in l@sfirersonnel file.

B. DRIVING RECORD CHECK

1. The Driver Abstract Report will be requested focteaandidate under consideration who
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may operate a motor vehicle, Library-owned or peascas a regular function of the job.

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

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

b. Classification as an "unacceptable driver" is gasufor discharge of a current
employee or disqualification of a candidate undersaderation.

C. QUALIFICATION VERIFICATION

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

2. Failure to maintain a current required license mesylt in disciplinary action up to and
including discharge.

D. PROOF OF INSURANCE

Proof of liability insurance must be submittedhe Fiscal Officer by any employee who may
drive his/her private vehicle as a regular functoéthe job. This proof must be submitted upon
hire and on an ongoing basis. Failure to provid®pof insurance may be grounds for
discharge of a current employee or disqualificatbban otherwise successful candidate, if
driving is an essential function of the job.
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Section 3.1 EMPLOYMENT STATUS

A. Employees are defined as full-time or part-timej are identified as regular, temporary and
substitute.

1.

2.

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

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

Temporary employees are full-time or part-time esypks who perform assignments
that are used to fill a short term need. Tempoeanployment is for a limited period
fixed by the Director, with Board approval, in aodance to the library’s needs.
Substitutes are employed as necessary to meehthediate staffing needs of the
Library. Substitute employees are not guaranteathanum level of work. These
employees are classified as non-exempt and areligdile for earned or elective
benefits.

B. Job Share Employees

1.

3.

Job Sharing is defined as two people sharing thegoresibilities of one regular full-time
position. It is voluntary, regular part-time emyheent which is not eligible for
healthcare benefits. Job Share teams are compdretahe appropriate grade for the
position; this may or may not be at the same hawatly. All leave benefits are pro-rated
for each member of the Job Share team. (See CHayBenefits for details.)

Full-time positions that do not involve the supsion of other employees are eligible for
Job-Share teams. Some non-supervisory positi@éasawever, ineligible for Job Share
teams and include but are not limited to the Systbtanager and Administration
employees involved in administrative, personnet payroll functions. Job postings will
indicate the eligibility of the open position fask)Share status. The following
departments are each entitled to one (1) Job Siwesigon:

Children’s Room

Circulation Department

Reference Department

Technical Services

As vacancies arise in full-time positions that @ligible for a Job Share team, applicants
may apply as a team, or an applicant may applyiddally with the understanding that
the Library may not have other qualified Job Sheaaen applicants available.

The number of hours assigned and scheduled forreaatber of the Job Share team

shall be twenty (20) hours per week. A schedulestlap of at least two (2) hours will
be required each week to ensure communication leetthes Job Share team members.
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5. Performance reviews of Job Share team memberd&idbnducted individually. An

emphasis however will be placed on the communinaditd cooperation between the
members.

6. In the event that one member of the Job Share tesigns, is terminated, or is
transferred, the following options will be availatib both the remaining team member
and the Library:

- Filling the position with the remaining member bétJob Share team on a full-
time basis, if the two most recent performancewatadns indicate that he or she
is meeting or exceeding the standards of perforeanall areas of the job.
Posting the position as a part-time position, & tamaining Job Share team
member is unable or unwilling to accept full-timag@oyment or is failing to
meet the above performance criteria.

Requesting the resignation of the remaining JolyeSteam member, if the
Library is unable to fill the part-time vacancyeafa good faith effort.

7. The Library reserves the right to terminate any Sblare 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 filem all Library employees. Such files
shall include, but are not limited to: individuahployment data; payroll information;
work time schedules; records of deductions paigliegtion forms; records pertaining to
hiring, promotion, demotion, transfer, layoff, tenmation. Personnel records, except for
social security numbers, medical information, atieeninformation specifically
excluded under State and Federal law, are sulggmililic disclosure under Section
149.43 of the Revised Code.

An employee may arrange with the Director and/@igleee to inspect his/her personnel
file. The employee may not remove the personteffom the office, but may request a
copy of any items within the file.

Personnel records will be retained permanentlyterddn employee leaves employment,
the records may be stored in appropriate digitaliom, located in the Fiscal Office.

Each employee is required to advise the Fiscak@ffof any change in
employee/employer data, such as name, addressahssatus, telephone number,
number of exemptions claimed for tax purposes, gaam the status of dependents
covered by a family health insurance policy, citigleip, selective service classification,
or association with any government military seracganization.

All requests for information about present or forramployees are made to the Director.
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No employee other than the Director or his/herglese is authorized to release any
information regardingreseit or former employees. Employee records once gdlate
personnel files become the property of the Libratyhen a request for public
information from personnel records is made, thee@or or his/her designee will provide
the information in a timely manner. The individuadking the request will be required
to pay the established rate for each copy reque&gdept in the event of a request by a
law enforcement officiakurrentemployee will be notified of thepublic recordgequest.

B. MEDICAL RECORDS MAINTENANCE

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

2. Medical records are confidential and may be relgasdy in the following
circumstances:

(a) Supervisors and Department Managers may be infoohesgstrictions and
accommodations that are a part of an agreed-u@mngflreasonable accommodation.

(b) Government officials investigating compliance maydsovided with relevant
information upon request. The Library will reparbrk related illness, injuries, and
accidents to OSHA on an annual basis, or as rafjbyecurrent legislation.

(c) Pursuant to court order and/or authorization bystitgect employee.

| Section 3.3 MEDICAL EXAM

A. The Director and/or Board of Trustees may requireuarent employee or post-offer
applicant to submit to an examination to determfrige/she can perform the essential job
duties of the position with or without reasonabbea@ammodation. A licensed practitioner
selected by the Director with Board approval wdhduct the examination.

B. If the employee is incapable of performing the esiof the job, he/she may be placed on sick
leave or an unpaid leave of absence. (Seetion 5.7 LEAVES OF ABSENCE).
Reasonable accommodation will be made for an ereplayith a qualifying disability. (See
Section 3.5DISABILITY ACCOMMODATION).

C. An employee requesting leave for a serious medocaidition is required to provide
certification from a health care provider to verifigat the employee has a qualifying
condition. The Library may request a second evamloaby a health care provider of its
choice. If the second opinion differs from thestjrthe employee and the Library will choose
a third health care provider to examine the emmoy&he third opinion will be binding on
both the employee and the Library.
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D. The employee is responsible for paying any codista@ to obtaining certification of a
disability or qualification for family and medickdave. The Library will pay the cost of any
examination requested by the Library. Both theeBlior or the Board of Trustees and the
employee will receive the results of any examimatonducted under this policy.

Section 3.4 HOURS OF WORK

A. Employees are expected to work a regular scheduilehvis flexible and may include
Saturdays and evenings. (Saction 4.8FLEXIBLE SCHEDULING) The schedule will
be posted in advance.

B. The Barberton Public Library’s hours of operatioa subject to change per Board Action.

C. SUNDAY WORK
1. Sunday hours are included in the regularly schebwierkweek.

2. Employees (both exempt and non-exempt) will be pa@ight time at their regular rate
of pay for all hours worked on a Sunday.

D. A student who is between sixteen (16) and eigh(&8hyears 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 sessiceept he/she may begin at 6:00 A.M.,
if he/she did not work after 8:00 P.M. the previewgening;
2. After 11:00 P.M. on any night preceding a schogf,da
3. During school hours, unless employment is partlob@a 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 hoteseatitled to one (1), unpaid meal
period each workday. Meal breaks will be takethattime set by the employee's
supervisor and will be limited to thirty (30) mimstup to one (1) hour. (S8ection 4.8
FLEXIBLE SCHEDULING).

2. An employee may not work through an unpaid meaaloie exchange for arriving at
work late or leaving early, unless expressly auiear by the supervisor.

3. Employees will be relieved of all duties, and may 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), fift€&5) minute rest break for each four
(4) consecutive hours of work.

2. The supervisor will ensure that breaks are providegimployees in a fair manner and in
consideration of service demands.

3. An employee is required to notify his/her co-wogker 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 ena wbrkday or to extend a meal
break, nor may they be combined.

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

c. Rest breaks may not be accumulated and used t&ir difae.

d. Any time beyond the approved fifteen (15) minutasstrbe noted on the employee's
time card.

Section 3.5 DISABILITY ACCOMMODATION

A. A gqualifying disability is defined as a physicalmental impairment that substantially limits
one or more major life activities of an individualrecord of such impairment or the state of
being regarded as having such an impairment. Mifgoactivities include walking, talking,
seeing, hearing, breathing, learning or working.

Disabling conditions include, but are not limited orthopedic conditions; vision, speech or
hearing impairment; cerebral palsy; AIDS; epilepsyscular dystrophy; multiple sclerosis;
cancer; heart disease; diabetes; and mental atitangdas well as those regarded as having
physical or mental impairment, such as severe bigtrms. Disabling conditions that are
contagious diseases are included so long as thaptdpose a current, direct threat to health
and safety in the workplace.

B. The Library will not discriminate against an emmeyor applicant who has a qualifying
disability. The employee or applicant will be tiegin the same manner as other employees.
If the condition affects the employee's abilityprform the essential functions of the job,
the Library will make reasonable accommodationhgoemployee can perform the essential
functions of the job.
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C. An employee with a qualifying disability may work bong as he/she is physically and

mentally able to perform the essential functionghefjob without undue risk to
himself/herself, other employees or the publicarifemployee is incapable of performing the
essential functions of the job with or without agooodation, he/she may be, in the
following sequential order:

1. Transferred to a vacant position where he/she edonmn the essential functions of the
job, with or without reasonable accommodation;

2. Placed in a vacant position in an alternate pagigveghere he/she can perform the
essential functions of the job, with or withoutseaable accommodation; or,

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

D. An employee or applicant with a disability is netjuired to inform the Library of the

condition. However, should the individual requacommodation to perform the essential
functions of the job or complete the applicatiod aelection process, he/she may discuss
any necessary accommodation with the supervistiteoDirector.

E. An employee who requires accommodation must prowideéDirector with any medical

F.

records required to make decisions regarding jelgasent and/or accommaodation.

The Director may require a licensed practitioneg®ification of an employee's ability to
safely perform the essential functions of the j¢BeeSection 3.3MEDICAL EXAM).
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Section 4.1 PAY PERIOD

The bi-weekly payroll period begins at 12:01 a.mMonday and ends on midnight Sunday.

Section 4.2 TIME SHEETS

A. Employee time sheets showing hours worked and maxagick, holidays, etc., will be
filled out by each employee and signed by the suger. All employees are to submit
their time sheets to their supervisor by closingsomday. If the library is not open or the
employee is not scheduled to work on the Sunda&yethployee is to turn their time sheet
in to their supervisor on the last day of work pitio Sunday. Supervisors are to review
the time sheets for accuracy, sign, and forwarttiéd=iscal Officer.

B. If time sheets are not properly submitted, pay tmayeld until the next payroll.

Section 4.3 PAYCHECKS

A. Library personnel are paid bi-weekly on Thursdalyshe payday falls on a holiday,
paychecks will be available the previous day tottbkday.

B. Questions about paychecks should be directed tbiswal Officer.
C. Pay advances are not permitted.

D. If an employee is overpaid or underpaid, the adjestt will be made as soon as possible, but
not later than the next paycheck after the masgteesolved.

E. Pay days will be in accordance with the posted daleeexcept in the event of an unforeseen
emergency.

F. If an employee has special instructions for thaygheck due to vacation or illness, those
instructions must be presented in writing. (Exarapieail the check; allow spouse, child,
friend to pick up the check; secure the check éRiscal Officer's office until a specified
date).

G. Employees may choose to have their eptiredirectly deposited into a bank or credit union
if advance written authorization is submitted te Fiscal Officer. The following guidelines
are agreed upon when direct deposit service iseistqd:

Each employee may choose one destination account.

Employees who choose direct deposit should receghiat occasional delays in posting
could occur as a result of the direct deposit gecé he Library makes every effort to
insure that the process proceeds smoothly buttisesponsible for delays that are out of
its control.
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Employees on direct deposit will receive an iterdiseatement of wages on payday.
The Library may require direct deposit.

Section 4.4 PAYROLL DEDUCTIONS

Payroll deductions are made from an employee'shgaycas required by law, employee benefit
plans or requested by the employee. These dedsdi@ itemized on the pay statement that
accompanies the paycheck.

A.

OHIO PUBLIC EMPLOYEES' RETIREMENT SYSTEM (OPERS)

1.

State law requires that all employees contribu®RERS unless they contribute to
another public retirement system. In 2008, tercger(10%) of each part-time or full-
time employee's gross pay is deducted as a reqgoinr@dbution to OPERS. The Library
contributes an additional fourteen percent (14%hefemployee's gross pay to the
OPERS fund. The stated percentages may change diréction of the OPERS Board of
Trustees.

. SALARY REDUCTION METHOD

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

. INCOME TAXES

Federal, state, municipal and school taxes willviibheld as required by law. An employee
must complete a withholding tax form W-4 at thrediof initial employment and keep the
Fiscal Officer informed of any change in dependent

MEDICARE TAX

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

HEALTH INSURANCE

An employee who is enrolled in the Library growgahh plan will have any premium co-
payment deducted from his/her paycheck.

. VOLUNTARY DEDUCTIONS

An employee may authorize payroll deduction forealth Savings Account (HSA), United
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Way, deferred compensation and other items apprbydle Board of Trustees. The Fiscal
Officer may refuse to make deductions that areeqtired by law, are below certain set
minimum amounts or occur at irregular intervals.

F. GARNISHMENTS

Court ordered garnishments, including child suppayments will be withheld, as required
by law.

G. DEFERRED COMPENSATION

1. An employee may have a portion of his/her incomeodied into the Ohio Deferred
Compensation Program. Law defines the limit fdeded compensation.

2. The Ohio Deferred Compensation Program exists anas in addition to any
retirement, pension or benefit system establisbethi benefit of Library employees.
No deferral of income under the Ohio Deferred Conspéion Program will affect a
reduction of any retirement, pension or other biepebvided by law.

3. No sum deferred under the Ohio Deferred Compens&iogram will be included for
the purpose of computing taxes withheld on beHalfi® employee, except for municipal
income tax.

Section 4.5 PAY ADMINISTRATION

A. The Board has established a pay range compensytstem.

B. Each year the Board will determine if it is appiap to increase the pay grade chart to
maintain market competitiveness. Once the paysggcadrt had been adjusted the Board will
determine a general increase in salary costs éupitoming year

C. The Director may recommend to the Board to delaypidwy increase of an employee who
does not have a record of satisfactory performamtié performance is determined to be
satisfactory. Once granted, the pay increasetisatimactive.

Section 4.6 OVERTIME COMPENSATION

A. The workweek shall consist of seven (7) days beggqat 12:01 a.m. on Monday and ending
at midnight on Sunday.

B. A normal workweek for full-time employees consistsat least thirty-five (35) hours, but it
may sometimes be necessary for full-time employesvork hours in excess of their
regularly scheduled number of hours. Those nonpkemployees working in excess of
forty (40) hours in a single week will be compeesiaat time plus one half.
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C. NON-EXEMPT EMPLOYEES

1.

Non-exempt employees are those employees wbonot hold positions that are
executive, administrative, or professional, asrdefiby the Fair Labor Standards Act.

Non-exempt employees must receive prior approvanftheir immediate supervisor
before working over thirty-five (35) hours. Timeowked by non-exempt employees
between thirty-seven and a half (37.5) and fort9) (hours in a workweek will be

compensated on an hour for hour basis with compernsame. Time worked over forty

(40) hours is considered overtime. Overtime mesapproved in advance by the Library
Director.

Employees may be required to work overtime undecisp circumstances and will be
compensated accordingly.

D. EXEMPT EMPLOYEES

1.

Exempt employees are those employees who hold igusitthat are executive,
administrative, or professional, as defined byRhe& Labor Standards Act.

Exempt employees are not subject to overtime. Regxempt, full-time employees
may accumulate compensatory time, (on an hour éar basis), for hours worked in
excess of the regular work week.

For overtime calculation, the time in active pagtgs, when an employee is not actually
working (e.g., sick leave, vacation or holidays)not considered time worked.

Section 4.7 COMPENSATORY TIME POLICY

A.

The workweek shall consist of seven (7) days beggqat 12:01 a.m. on Monday and ending
at 12:00 a.m. on Sunday. Each workweek standedtorwage and hour purposes.

1.

. The following rules apply to both exempt and noe+ayt, full-time employees:

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

Compensatory time must have prior approval frone@ployee’s supervisor.

The total maximum accumulation of compensatory tmnag not exceed thirty-five (35)
hours at any given time except by permission ofdhector. The Director and Fiscal
Officer will notify the Board when they accumuldteurs in excess of thirty-five (35) at
any given time.

Abuse of compensatory time is subject to disciplraction.
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Section 4.8 FLEXIBLE SCHEDULING ‘

A. GUIDELINES

1.

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

Flexible scheduling is not inclusive of the unpaidal period. Individual supervisors will
schedule staff members’ meal periods. The meabgenay not be added to the
beginning or end of the workday or with the paisk igeriod. $ee Section 3.MEAL
BREAKS)

Staff must request permission from their superyisoperson in charge of the building,
if they are requesting to immediately flex them& within an hour of his/her start time.
If permission is not granted, the employee musbtejo work as scheduled.

Supervisors will maintain authority to ensure ttiagir departments are covered during
the Library’s hours of operation. Supervisors miayi@ate 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 ownaghicles will be at the rate
established by the Board. The mileage reimbursémidioe deemed to cover all
expenses incurred by use of the privately ownedcleemcluding oil, gasoline, tires,
depreciation, insurance and all other expensep@&fation

When two (2) or more employees are traveling toséimae destination, they should travel
together and only the driver may claim mileage f®insement.

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

Reimbursement for taxi and public transportatices$abridge, highway and tunnel tolls,
parking and garage charges may be claimed upoemnisgn of receipts.

Prior approval from the Director is required for@ut of town travel. The Director and

Fiscal Officer must report out of town travel t@tBoard of Trustees. Employees
traveling by air may not accrue Frequent Flyer Blfiler their benefit. If frequent flyer
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6.

7.

miles are accrued, the miles are to be remitteéded.ibrary for use by the Library.
Mileage will be paid for authorized travel, caldeald on actual mileage driven.

No reimbursement will be made for travel betweendmployee's home and the Library.

B. LODGING

1.

Expenses covering the actual cost of lodging valrémbursed in full when an
employee travels out of town on official Librarydness and such travel requires an
overnight stay. Prior approval of the Directoraguired for reimbursement of lodging
expenses.

All reservations will be approved by administration

When possible, employees of the same gender atiggadineeting or conference are
encouraged to share a room.

Only business telephone calls will be reimbursed.

No reimbursement will be made for entertainmentoomm movies, restocking in-room
snacks, room service, dry cleaning or laundry obsirg

On occasion spouses may join employees on outnaf tops. If the rate for the room is
different from the approved maximum, the employessipay the difference.

C. MEALS

1.

2.

An employee authorized to travel on official Libydousiness may claim reimbursement
for the cost of meals when out of town travel egtethrough a normal meal period. The
Director will approve reimbursement for meals wittie following guidelines:
$7.00/breakfast, $10.00/lunch, and $15.00/dinfidére Director may approve
reimbursement for the actual cost of meals basdtieiocation, circumstances and the
cost of the meal. For travels requiring an overhgjay, an employee may be reimbursed
for meal expenses on a per diem basis at a rat® eaceed the rate established by the
Internal Revenue Service for government travel.

Tips, alcoholic beverages and entertainment areenotursable.

D. REIMBURSEMENT

1.

2.

Requests for reimbursement of travel expensedre submitted to the Fiscal Officer.

Itemized receipts for all expenditures are requifed reimbursement and must be
attached to the reimbursement request.
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3. No expenses will be reimbursed where employeeg heageived a benefit from such
purchases. Examples include Staples rebate ma@iapt Eagle fuel perks, etc. Any
reward points must be accumulated by the Librarny @nus used by the Library for its
own benefit.

4. No sales tax will be reimbursed. Sales tax exemptertificate should be obtained from
the Fiscal Officer prior to making a library purclea
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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 premmiuon either an individual or a family
policy for full-time employees. One-third (1/3) thfe premium will be deducted from the
employee’s pay.

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

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

The Library will pay its portion of health insuranfor the first 12 weeks of approved
unpaid leave. Beyond 12 weeks, 100% of the heai¢hcost is the responsibility of the
employee.

B. LIFE INSURANCE

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

C. VOLUNTARY PAY DEDUCTIONS

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

D. OHIO PUBLIC EMPLOYEES' RETIREMENT SYSTEM (OPERS)

1.

The Ohio Public Employees Retirement System pravigelthcare, age and service
retirement, disability benefit, and survivor behefiograms for public employees
throughout the state who are not covered by anatiaée or local retirement system.

OPERS enrollment is mandatory for all employeedunting substitutes.
Employees having any questions regarding this pragshould 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 employeeligible for Workers' Compensation for
injuries arising out of or in the course of his/eeployment. (SeSection 7.12
ON THE JOB INJURY).

| Section 5.2 VACATION

A. Employees are requested to schedule vacationgeo{3) or more consecutive days at least
one (1) month in advance. Requests for vacatibnsooe than two (2) consecutive weeks
must be submitted to your supervisor at least 6@ days in advance. Vacation requests
for days that fall near or around Library holidggeeSection 5.3HOLIDAYS) must be
made as many months in advance as possible andeagitanted to employees on a rotating
basis, as far as is practical.

B. For new employees, vacation leave will be accriegiriming on the hiring date at the rate of
one day for each month of service, not to exceed1@) days. Employees will be eligible to
take accrued vacation upon successful completi@nsif (6) month employee evaluation.
Accrued vacation may be carried over to the neat peit must be exhausted by May'31
Thereatfter, vacation will be granted on January dach year.

C. On January 1 of each year, staff will receive viaca&ccording to the following:

1. Director
Years of Annual Vacation Equivalent
Service (in hours) (in days)
1-24 150 20
25+ 187.5 25

2. Librarians, Customer Services Manager, Fi€fater and Systems Manager

Years of Annual Vacation Equivalent
Service (in hours) (in days)
1-24 140 20
25+ 175 25

3. Part-time Librarians
Years of Annual Vacation Equivalent
Service (in hours) (in days)
1-24 80 20
25+ 100 25
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4. Library Assistants, Custodial Assistant, BuilgiSuperintendent and Pages

Years off 20 hr | 25 hr | 35 hr | 37.5hr | Equivalent
Service | work | work [ work | work | (in days)
week | week |week |week
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.% 25

. The Director and/or Fiscal Officer are responsifile maintaining vacation records and
answering questions regarding the vacation polistacation hours will be based on the
library's payroll records.

. All vacation requests are subject to advance agbroy the employee's direct supervisor.
Vacation preference will be granted subject tortbeds of the Library.

. Vacation requests may be denied during a spedfiog, if proper notice has not been
given, if the workload dictates and/or the resuwid be a reduced service to the public.
Repeated requests for the same day or series sfadayacation from year to year may also
be denied if the request prohibits other employema obtaining the same vacation time.

. Vacation schedules may begin any day of the wd@éle employee must report vacation time
on her/his time sheet.

. Unused vacation will be paid to eligible employepsn resignation or retirement, after one
(1) complete year of service. In the case of apleyee’s death, unused vacation time
credited to the employee shall be compensatecketertiployee’s beneficiaries and/or estate
(on the same basis as an employee who resignsragtifes).

Current employees having unused vacation at thettiee calendar year may roll over up to
one (1) week of unused vacation into the next y&de vacation must then be taken in that
year.

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

L. An employee will be required to exhaust all vaagatione prior to being placed on unpaid
status.

Section 5.3 HOLIDAYS

A. Employees regularly assigned to work twenty (20jnare 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 holidafor days when the Library is open:
Martin Luther King Day, Presidents Day, Columbus/Pand Veterans Day.

C. An employee may use vacation, additional holidaystake as unpaid certain religious
holidays not included in the regular holiday scHedu

D. All holiday time not used by the end of the calangkzar shall be forfeited.

| Section 5.4 SICK LEAVE

A. Sick leave is accrued at the rate of one and oageu1.25) days per month (or 15 days per
year) to a maximum of one hundred and eighty (18@¥. It is earned only when an
employee is in active pay status. Sick leave do¢sccrue for work performed above the
regularly scheduled workweek. An employee is blegio use sick leave as soon as it is
accrued.
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All employees accrue sick leave according to tlewing schedule:

Hours Assigned Per Week Eagzreg:;cl; el_rfoadve Max:c:iz\;tl)-llgurs
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

. An employee who transfers from another public liprar public agency to the Library, or
who is re-appointed or reinstated, is credited wh#nunused balance of his/her accumulated
sick leave up to the maximum permitted by the Lipra’Public agency,” as used above,
includes the State, counties, municipalities, beafdeducation, and townships within the
state of Ohio. Documentation of sick leave transfast be submitted to the Fiscal Officer.

. An employee requesting sick leave must inform leis8upervisor of the fact and the reason
no later than fifteen (15) minutes prior to thertstd his/her scheduled workday and each day
of absence.

. An employee who sees a health care provider, t@akasily member to see a health care
provider, or has a condition that continues for entian five (5) consecutive work days will
be required to present a health care providers vertifying the iliness or visit and probably
date of return to work. Upon return to work, tmeptoyee must furnish a statement from the
health care provider certifying his/her abilitygerform the job duties.

. Sick leave must be reported on the approved Siekédffidavit form as soon as the
employee returns to work.

. The Director has the authority to investigate #@sons for an employee's absence.
. If an illness or disability continues beyond thedicovered by earned sick leave, an
employee may use earned vacation leave, compense@, other paid time and then

request an unpaid leave of absence. (See Sec8ERVES OF ABSENCE).

. An employee who fraudulently obtains sick leavéatsifies sick leave records is subject to
disciplinary action.

Sick leave may be used for:

1. lliness or injury of the employee or iliness oninj of a member of the employee's
immediate family or domestic partner, where thespnee of the employee is reasonably
necessary;

2. Exposure of the employee to a contagious diseasevibuld have the potential of

jeopardizing the health of the employee or thethezfl others;
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3. Death of a member of the employee's immediate faomidomestic partner, the leave to
be in addition to the allotted funeral leave (Seetion 5.5FUNERAL LEAVE) and
determined by the Director based upon the circumest® Leave may be taken only
during the time immediately following death;

4. Medical, dental or optical examinations or treathdrthe employee or a member of the
employee's immediate family or domestic partnerngtthe presence of the employee is
necessary and the appointment cannot be scheduttiexdj chon-work time; or

5. Disability due to pregnancy, childbirth or relateedical conditions.

J. "Immediate family" is defined as a spouse or domgsdrtner, child, sibling, parent, or one
who stooden loco parentigo the employee as a chiliDomestic partner” is defined as an
individual who resides in the same household amavislved in a relationship, often holding
themselves out to the public as marital partnarswiho are not legally married.

K. Sick leave is charged in minimum units of fifted®) minutes.

L. An employee absent on sick leave is paid at hisfbgular rate of pay. Payment shall not
exceed the normal scheduled work day or workweekiregs.

Section 5.5 FUNERAL/BEREAVEMENT LEAVE

A. All employees will be granted up to five (5) worlidays off with pay in the event of the

death in the immediate family. “Immediate familg”defined as a spouse or domestic
partner, child, sibling, parent or one who steodoco parentiso the employee as a child

“ Domestic partner” is defined as an individual whsides in the same household and is
involved in a relationship, often holding themsaheeit to the public as marital partners, but
who are not legally married. The Director, by naltunderstanding with the employee, may
designate as “immediate family” any other indivithwlo has significant personal ties to the
employee who is recognized as a member of the gre@le family.

All employees will be granted up to three (3) warkidays off with pay in the event of the
death of an extended family member. An extendedlyjamember is defined as a
grandparent, grandchild or parent in-law.

. Employees will be paid at their regular hourly retetheir regularly scheduled time.

Additional funeral/bereavement leave may be extdradehe discretion of the Director. No
funeral/bereavement leave will be paid to an engdogiready on an approved leave of
absence.

Section 5.6 COURT LEAVE
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A. An employee will receive his/her regular pay whammoned by a court of competent
jurisdiction for jury duty or to appear before argurt, commission, board or other legally
constituted body authorized by law to compel theratance of witnesses, provided the
employee is not a party to the action.

B. Any compensation received from the court must be fmathe Library unless all duty is
performed outside regular work hours. Exceptioilsh@ made in cases where the employee
receives higher compensation for serving jury daan for working regularly scheduled
hours. In such cases, the employee will be pegthith choose between Library
compensation and the court's compensation. Thdoy@@ is permitted to keep travel
reimbursement received from the courts.

C. The employee must also turn in the “Certificatéhi® Employer” provided by the court,
which verifies dates and payments, received for gluty. This must be presented to the
immediate supervisor who shall forward a copy tFscal Officer.

D. No court appearance leave will be paid to any eygdalready on an approved leave of
absence

E. An employee who must appear in court on his/her bammalf may use vacation,
compensatory time or may request an unpaid leaabsdgnce.

F. An employee released from jury duty before the efnlais/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 Mildrad all U.S. Armed Forces reserve
component members are authorized up to thirty(@hgdays or a maximum of one hundred
seventy-six (176) hours paid leave per calendar fgg training purposes. The employee
must submit a copy of the Active Duty for Traini@gders with the request for leave and
complete the required leave papers.

B. UNIFORMED SERVICE LEAVE

A permanent employee, who voluntarily or involuityeenters any of the Armed Services of
the United States, will be granted an unpaid aryileave of absence as defined by Section
5903.01 of the Ohio Revised Code. No single leav@mbination of leaves may exceed
five (5) years unless the service time is formgla, 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 upxt(6$ months. The request for a
leave of absence must be submitted in writing éoRirector and must include the
specific period of time requested. Approval ishat discretion of the Director. Leaves
may be granted on the basis of the needs of theryib (SeeAppendix B FORMS).

Possible reasons for an unpaid leave of absectedat
a. Voluntary service in any government sponsored aiwgof public betterment:
b. Education or training that would benefit, but ig required by the Library;

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

An employee must have exhausted his/her accruedgmtes, e.g., vacation, sick leave
(if appropriate), etc., prior to requesting or lgegranted an unpaid leave of absence.

Employer-paid health insurance will not be provide@mployees on an unpaid leave of
absence for any reason that does not qualify fpawhleave. (SeSection 5.1HEALTH
INSURANCE). The Library will pay its portion of h#h insurance for the first 12
weeks of approved unpaid leave. Beyond 12 wedK¥lof the healthcare cost is the
responsibility of the employee.

If possible, upon return from a leave of absertoe employee will be returned to his/her
same position. No guarantee is given that an eyeplavill be assigned to the same or
any position upon return to work. If no similaassification exists, the employee may be
placed on layoff.

Benefits do not accrue during an unpaid leave.

If it is discovered that an unpaid leave of absegremted for a specific purpose is not
being used for that purpose, the Director may dahedeave and direct the employee to
report to work.

An employee is ineligible for unemployment compéinsaduring any leave period.

An employee, who fails to return to work at the iextoon of an approved unpaid leave of
absence, without satisfactory explanation to tharBowill be terminated. The
employee's termination date will be establishethasstarting date of the approved leave
of absence.

B. FORCED LEAVE OF ABSENCE
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The purpose of this policy is to provide “forcedve of absence” guidelines and procedures
during a state of emergency that represents anyaiatr man-made disaster, including a
pandemic. Staff forced leave of absence would ldemented if the Library is unable to offer
work location alternatives due to a threat to thaalth or safety of staff or the public.

It is the responsibility of the Director, or hisflaesignee, to administer this policy when state
and local public officials who have the authoryprotect public health and safety mandate
closure of library facilities. Additionally, theii2ctor, or his/her designee, may proclaim a state
of emergency, which would close any or all librarand work location sites within its service
area. The Director will monitor the situation asmmmunicate with regional emergency
personnel and staff.

Communication
Using the Staff Emergency Phone Directory, pre+deteed designated staff would assume their
emergency roles and responsibilities as requegtéiebDirector.

1. The Director or Fiscal Officer will establisheyations from the Administration Area OR
another designated location determined by the Rirec

2. The Director or Fiscal Officer will provide amergency broadcast message to all staff.

3. Library staff can check their e-mailadbgh web mail for status updates or contact their
immediate supervisor by phone.

4, Staff will be requested to monitor the critigadident via radio, television, newspaper,
Internet, etc.

5. The Director will continuously update www.bartogdibrary.orgwhenever new
information is available.

6. The Director will establish a telephone numloerstaff to obtain status update.

Forced Building and Service Closures

Before an official emergency declaration is mate,ltibrary Director or designee may take
measures to protect the health and safety of atafithe public by implementing social
distancing measures. These measures may includeskation of services or the closure of
facilities and cause implementation of this policy.

Emergency Declaration Compensation

Emergency Declarations are based on the naturgiota event and the severity of economic
hardships that have direct impacts on the Barbextea. When an official emergency
declaration is made resulting in the Library’s dies staff may be compensated at the
employee’s normal authorized hours. An employee iststcheduled and on approved leave
during any period of time during an emergency saslier shall have their time deducted from
the appropriate paid leave balance unless he areglogts to work in response to a management
directive.

In the event of a major emergency or disaster reguthe activation of the Library’s emergency

plans, employees may or may not be required ty @arrnormal job duties or pre-assigned
emergency response tasks. In some cases librafpgses may be called into service to work in
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jobs and in locations other than where they arenatly assigned. In these situations, Library
employees shall be compensated as follows:

1) Employees who report to their regular work locagiom perform their normal tasks as
instructed shall receive their regular rate of péwyle so engaged.

2) Employees who report to their regular or anotherkdocation to perform tasks in
accordance with emergency plan shall receive tegular rate of pay while so engaged.

3) Employees who cannot report to their regular orrgerecy work location, but who obtain
approval from the Director to perform tasks forewgrnmental entity responsible for disaster
management, shall receive their regular rate ofvgaile so engaged.

4) Library employees who choose not to report to worg&ircumstances contemplated by this
policy shall charge their time loss against appedprpaid leave balances. If the employee
does not have accumulated leave, he/she will gaidn@ick leave cannot be used to cover
time loss caused by an emergency or disaster utlessmployee is able to establish to his
or her supervisor's satisfaction that there isrealf@e reason for sick leave use.

5) Employees who are released from work or who areuoted not to report to work in
circumstances contemplated by this policy shalethaeir time loss covered as determined
by the Director in consultation with the Presidehthe Library Board of Trustees. This
decision will provide full or partial compensatitmemployees who are released from work
or who are instructed not to report to work or nraglude consideration of some or all of the
following criteria:

a) The length of time that employees are directedmo¢port to work;

b) The Library’s ability to reschedule work and/oraedte employees so that they may
make up missed work time within the appropriatekweeek or pay period;

c) Whether or not employee layoffs are likely as @cliresult 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,Divector will review the situation at least on a
weekly basis in consultation with the PresidenBoérd of Trustees to determine if staff forced
leave remains in effect and whether staff will domé to be compensated for closed days due to
the emergency event.

A. At the time an official emergency declaratiordexlared by state and local public officials or
by the Director, this action will require all wosites to close. Staff will be placed on forced
leave.

B. There will be no available work for any staffcept for those staff deemed necessary to
maintain critical functions.

C. There will be limited critical functions for $tao perform at the Library or, if available, from
their home. These critical staff functions are tifead as, but not limited to, responsibilities of
the following staff: Fiscal Officer (payroll, and@unts payable), Systems Administrator, and
Building Superintendent.
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Section 6.1 DEVELOPMENTAL TRAINING

A. The Barberton Public Library encourages the prodesé growth of all employees through
continuing education and training.
B. The Barberton Public Library will pay an employee fime spent at appropriate educational
conferences, professional meetings and trainingreemas approved by the Director.
C. Mandated professional development events will ended by appropriate staff as required.
Section 6.2 APPROVAL OF ATTENDANCE
A. Participation in employee development activitiessinhave the prior approval of the
Director. Requests are to be submitted to the Direxs early as possible.
B. DETERMINATION PROCEDURE
In reviewing requests to attend developmental diesy the following factors will be
considered:
1. Nature and purpose of the activity;
2. Benefits to be derived by the employee and thedrifr
3. Level of responsibility, performance and lengttsefvice of the employee;
4. Estimated cost and available funds;
5. Potential lost time from work; and,
6. Ability to adequately staff services during the éoype's absence.
C. SELECTION OF PARTICIPANTS

Whenever there are a limited number of openingsafo activity or if attendance will be
during an employee's regularly scheduled workdag, Director will determine which
employees may participate.
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Section 6.3 PERFORMANCE EVALUATION POLICY

A.

The performance evaluation process provides anroppty for supervisor and employees to
discuss job-related tasks, accomplishments, gekikés, and performance. It is also a time
to suggest areas for training and improvement. eMaduation may also provide information
for future decisions, such as, but not limited tonpotions or transfers.

Evaluations are conducted by the employee’s imnediapervisor. If an employee works in
more than one department, each supervisor willuewalthe employee individually. The
employee’s evaluations will be considered joindydetermine an overall performance rating.

Supervisors may seek input on evaluations from rotlepartment heads and/or, when a
significant portion of the employee’s work is perfied beyond the library facility, from
outside sources.

. The supervisor and the employee will review the gleted evaluation form together. The

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

The employee must also sign and return the evaluatithin five (5) days of the review,
whether or not the employee chooses to add commhis/her evaluation.

Copies of all evaluations will be maintained in thdividual personnel files.

. The Director and Fiscal Officer will be evaluatathaally by the Board of Trustees. Input

by applicable staff may be sought.
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Section 7.1 ETHICS

It is policy of the Library to carry out its mission accordance with the strictest ethical
guidelines and moral standards and to ensure thedrly employees conduct themselves in a
manner that fosters public confidence in the inte@f the Library, its processes, and its
accomplishments. All Library employees are expttbemaintain responsible ethical and moral
standards as determined by the Board of Trustéasation 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 timakide by protections to the public embodied in
Ohio’s ethics laws, as found in Chapters 102 an#g126f the Ohio Revised Code, and as
interpreted by the Ohio Ethics Commissiatpf//www.ethics.ohio.ggvand Ohio courts. (A copy of
these laws is provided to all employees, and ré@aknowledged, as required in ORC 102.09.)
Officials and employees must conduct themselvesallatimes, in a manner that avoids
favoritism, bias, and the appearance of impropriety

Penalties

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

B. AMERICAN LIBRARY ASSOCIATION CODE OF ETHICS

Since 1939, the American Library Association ha®gaized the importance of codifying and
making known to the public and the profession thiegples that guide librarians in action. In
general, the Library endorses the statements iAti#eCode 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, leefstist notify his/her immediate
supervisor, or another designated person at lagsnviifteen (15) minutes before the
start of his/her scheduled work hours on the @iest of absence and each day thereatfter,
unless emergency conditions make it impossibleior prrangements have been made
with the supervisor. If a staff member is unableeport to work on a Sunday, he/she
must notify the appropriate supervisor to assisinding a substitute.
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B. FREQUENCY OF ABSENCES

1.

2.

Regular attendance is expected of all employees.

An employee who develops a pattern of absenceghose frequent absences,
tardiness/early departure affects the Library'sitgltdo provide services will have his/her
absences reviewed for possible disciplinary action.

C. TARDINESS/EARLY DEPARTURE

1.

Employees are expected to arrive at work promptty @main at work until the end of
the scheduled workday. An employee who will be l&porting to work must call the
supervisor before he/she is scheduled to begin.work

Any deviation from an employee's work schedule nimesauthorized by his/her
supervisor in advance.

Time lost due to tardiness/early departure may bdenup only with the permission of
the supervisor and must be completed within theesaorkweek.

D. WEATHER RELATED AND EMERGENCY CLOSING

1.

When the Director declares an emergency, as defipede Emergency Response Plan,
employees will be compensated for the time theyeweheduled to work during the
emergency period.

An employee may be required to work even though.theary is closed due to an
emergency. The employee is entitled to straighetpay for regular hours worked,
unless he/she is on overtime status. There willdadditional compensation or time-off
as a result of the emergency.

An employee not scheduled to work because of puslyoscheduled vacation or
continuing sick leave will be charged for the leawgardless of the declared emergency.

An employee who is absent, tardy or leaves workyear a day when weather conditions
interfere with travel, but the Library is open, wibt be paid for the missed time. The
employee may, with approval of the Director, acadonthe time by charging it to
vacation, compensatory time, or to leave withowyt placlement weather is not a valid
use of sick leave.

Section 7.3 OUTSIDE EMPLOYMENT

A. Outside employment is acceptable when the follovarayisions are met:
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1. The interests of the second employer do not cdnflith those of the Library;
2. The second job does not have a negative impadtearployee's job performance; and,

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

B. When an employee's supervisor has reason to behevdemands of a second job are having
a negative impact upon the employee's performanagailability, the employee will be
counseled. If the situation is not resolved, appate disciplinary action may result.

Section 7.4 DEPARTMENT EQUIPMENT

A. Each employee is responsible for all keys and adksigned equipment, and must return
them upon termination of employment. An employesy/ e required to pay for lost
equipment.

B. Lost keys must be reported immediately to the Dineand Building Superintendent.

C. The use of Library equipment, machines and prodertpurposes other than Library
business is strictly prohibited, unless authorizgdhe Director. This includes, but is not
limited to, the use of typewriters, copying maclsineomputers and printers, facsimile
machines and telephones.

D. Equipment or supplies removed from Library officegpremises must be recorded by the
supervisor, noting when it is removed, when it Wil returned, and the individual
responsible for its return.

E. Each employee is responsible for reporting malfionotg, damaged or defective equipment
to his/her supervisor.

F. COMPUTER SOFTWARE AND DATA

1. ltis the responsibility of each employee to enghet software and hardware computer
resources owned, leased by or licensed to the yilan@ properly secured and controlled.

2. No employee may misuse his/her authority over aith £omputer resources. Misuse
may result in disciplinary action up to termination

3. All computer software, data and information relgtio the conduct and operation of the
Library are considered proprietary information Imgjmg to the Library and cannot be
appropriated, altered, sublicensed, copied or tmeather than Library business.

4. No software, data or information may be removedftbe Library premises in the form
of tape, diskette, digital file, print or other nigdunless the removal is related to Library
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business.

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

6. Families of employees may not use the computelgmed for individual employees.
7. All employees must divulge all passwords to filesl aystems accessed or created by that

person to the Systems Administrator or Directoll a&counts used for purchasing or
ordering must be recorded and reported to the F3ifizer.

Section 7.5 WORKSTATION USE POLICY

A. BUSINESS INFORMATION SYSTEMS

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

2. This policy applies to all individuals using thebtary’s business information systems,
including without limitation, employees (whethemrpanent or temporary),
subcontractors, consultants, and any other indalglwho represent themselves as being
connected with the Library (collectively “Users”).

3. This policy addresses only employees’ use of thedry’s business information systems
afforded to them in the course and scope of thepleyment. This policy does not apply
to library employees’ non-work-related use of palbdérminals or other technologies
which the Library makes available to its custom@sen using such technologies
available to the general public, Library employass subject to the Library’s then-
existing Internet Access policies.

4. The business information systems include, withooitétion, all desktop, laptop and
other computer and computer networks, telephomeai€and facsimile systems and all
other similar technologies and systems devised arow the future that are offered to
Users.

5. The business information systems of the Librarytaree used for the benefit of the
Library. The business information systems are ntgtnded for personal use. The Library
recognizes that incidental and occasional useebtlsiness information systems for
personal purposes is inevitable, but such use dhmtlinterfere with the normal
business operations of the Library. Any personalafdusiness information systems is
subject to scrutiny by the Library. However, nothin this policy is intended to prohibit
communications concerning wages, hours, and workamglitions, or to prohibit any
communications otherwise protected by law. Theanpmill be the sole judge of
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whether any particular personal use of the busimésamation systems complies with
this policy.

Users shall not copy or distribute through eledr@ommunications any copyrightable
material of a third party (such as computer sofeyarticles, graphics files, and other
downloaded information) without first confirming advance from an appropriate source
that the Library has the right to copy or distrbthese materials.

Users shall not use the business information systerareate any files that are offensive,
disruptive, or inconsistent with the professiomahge of the Library. The business
information systems should not be used in any \way\tiolates any other Library policy,
including without limitation, its policies on hasasent.

Users shall not use the business information systersolicit outside business ventures
or address others regarding commercial, religioharitable or political causes or for any
other solicitations that are not work related withprior approval.

Users shall not use the business information systerknowingly upload, copy, post,
publish, transmit, transfer or distribute spammy files that contain viruses, corrupted
files, and malicious code. Users should not dowshi&@nsmit or reproduce any software
program, including, without limitation, screen sesygeer to peer file sharing networks,
multi-media players, and Instant Messenger, urpess approval is obtained.

10.Users are responsible for the protection of thedryds proprietary and/or confidential

information, including log-in/password informatiand patron and circulation
information protected under Revised Code Sectich432. Accordingly, Users shall not
disclose, post, or transmit any of the Library’sgmietary and/or confidential information
to third parties via the business information systeinless prior approval is obtained.

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

created or transmitted using or which are receorestored on the business information
systems are the property of the Library. Users khoot expect privacy for any files,
messages or materials created or transmitted osisipred on the Library’s business
information systems (even though security may bega on a document or file and
regardless of whether passwords are employeddr@nly access to the Internet made
through business information systems. This is tegardless of whether a file, e-mail
message, voice mail message, document or othedrecinternet access is related to
personal or to business use. By using the LibrdywySiness information systems to send
or receive messages, to author or store files ouments, or to access the Internet, Users
consent to the Library’s accessing, interceptiegiawing, listening to, copying,
deleting, and/or disclosing any such message,ddeument or Internet access, with or
without notice, when the Library deems it approteri@ do so in its sole judgment.

12.1f a User has encrypted or password protected ites/dr messages stored on or

transmitted via the Library’s business informatgystems, the User will be required, at
the request of the Library, to provide the enciyptkey or password to the Library.
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B.

13.Violations of this business information systemsgoinmay result in disciplinary action
up to and including termination.

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

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

Section 7.6 USE OF TELEPHONES

A.

B.

Excessive personal use of the Library telephonesfax machine is discouraged. Use is
limited to emergency situations and those calls@p by the employee's supervisor.

Personal toll calls are to be reported to the FiSttcer

Section 7.7 PUBLIC RECORDS REQUESTS

A.

Ohio Revised Code Section 149.43 provides thaiwdilic records shall be promptly
prepared and made available for inspection to &nygm at all reasonable business hours
with exceptions only as provided for in the law.

. In accordance with the Ohio Revised Code and agigkcjudicial decisions, records are

defined as any item that:
1. Contains information stored on a fixed medigoch as paper, electronic — including
but not limited to email — and othermhats);
2. Is created or received by, or sent under thediction of a public office, and;
3. Documents the organization, functiondicpes, decisions, procedures, operations or
other activities of the office.

. All requests from the public to review the recoodishe Library must be forwarded to the

Director or Fiscal Officer.

Pursuant to Ohio Revised Code § 149.432, custoecerds are confidential and may only
be disclosed in certain situations as defined iy IRequests about customer records should
be referred to the Director or Fiscal Officer.

No employee other than the Director or Fiscal @iffis authorized to release any record.
Staff must make every attempt to contact eithesg@epnce such a request is received.

49



Section 7.8 CUSTOMER COMPLAINTS

A. When a customer complaint cannot be resolved,ub®mer should be referred to a
Department Manager or supervisor. Under no camttshould an employee argue with a
customer.

B. The Department Manager or supervisor will be respmea for providing an explanation to
the customer, correcting an error and/or apologinin behalf of the Library, as appropriate.

C. If the Department Manager or supervisor cannotlvesihe issue, the customer should be
referred to the Director.

D. Report forms will be available to customers in $keevice areas for use in reporting injuries,
complaints or suggestions. Injury reports mustdy@ed to the Fiscal Officer for OSHA
reporting compliance.

\Section 7.9 SEXUAL HARASSMENT

A) Sexual harassment is defined as any unwelcome lsedtvance, request for sexual favor or
other verbal or physical conduct of a sexual natwtesn:

B) Submission to the conduct is made a condition gfleyment,
C) Submission to or rejection of the conduct is usetha basis for an employment decision, or

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

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

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

G) The responsibility for administering and complyingh this policy has been delegated and
communicated to all levels of management. Superyiand other management employees
will ensure that all employees are aware of thécgagainst sexual harassment, and that
adequate procedures are in place to facilitate ptoeporting, investigation and remedial
action.

H) Any supervisor or management employee who obsemg®ehavior that could be
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interpreted as sexual harassment is responsibtakiorg prompt action to stop the behavior.

) SEXUAL HARASSMENT INVESTIGATION PROCEDURE

Whenever an employee believes he/she is a vidtisexaal harassment, the incident can be
reported in the following manner:

1.

2.

The employee should contact the Director who vahduct a thorough investigation.

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

When there is an allegation of sexual harassmémredn the basis of a written or verbal
report, a thorough investigation of the situatiatl lne made in the following manner:

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

b. If the investigator, after a discussion with thenptainant and such witnesses as the
investigator deems necessary, finds that the campsacredible and may constitute
sexual harassment, the alleged offender will baired to meet with the Director, be
advised of the complaint and be given an opponunirespond.

c. If, at the conclusion of that discussion, the Dioedas reason to believe the reported
acts did occur, the employee will be advised thahsconduct is improper and in
violation of federal and state law, and that the@layee is subject to disciplinary
action up to and including discharge.

d. If the Director determines that the incident did accur or does not constitute sexual
harassment, no document indicating that a complaastfiled or that an investigation
was undertaken will be placed in the personneldileither the complainant or the
accused employee.

J) Whenever an employee believes he/she is a victisexidial harassment by a member of the
public or a vendor, the incident may be reportethenfollowing manner:

1.

2.

The employee will notify any Department Head in W@@nity of the incident.

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

The employee will document the complaint and ineladactual description of the
incident.

The Department Head will document his/her actioth suomit it along with the
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employee's written complaint to the Director.

5. The Director will determine if additional actionnsquired.

Section 7.10 DRUG-FREE WORKPLACE

A.

The use, sale, distribution, possession or marufadf illegal drugs on the premises of the
Library or by an employee while on duty is prohelit

Employees are prohibited from being under the @rflze of alcohol, behavior altering legal
prescription drugs or illegal drugs during work r@Employees are also prohibited from
being under the influence of these substances wiegnare representing the Library at
meetings or in the community. Both employees aibdaly owned equipment and
containers under their control are subject to $eant surveillance at all times while on
Library premises or while conducting Library busisgif the occasion warrants such
measures.

. An employee who must use prescribed drugs thatddoypair his/her ability to perform the

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

. The Library will not knowingly hire an individual o is currently using illegal drugs.

. The following procedure will be followed when an @oyee is reasonably suspected to be

under the influence of drugs or alcohol while oydu

1. An employee who suspects that another employeedsruthe influence of drugs or
alcohol should notify the employee's supervisottiferindividual in charge at the time).

2. The supervisor will observe the employee and detesrtinrough observation and
guestioning if the employee is ill, fatigued, untlee influence of prescribed drugs,
reacting to environmental substances such as sordkenes, or possibly under the
influence of illegal drugs or alcohol. The supsoriwill record his/her observations and
any information gathered from the employee.

3. If the supervisor determines that there is reasdretieve the employee is under the
influence of alcohol or illegal drugs, he/she wiintact the Director.

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

F. If the Director has reasonable suspicion that apleyee is dependent upon controlled
substances, he/she may require that an approvekdadidrug rehabilitation program evaluate
the employee. The employee will be required taxstito the evaluation before his/her
return to work.

The employee will be placed on paid administraleas/e during the evaluation process, so
long as he/she reports for the evaluation at pip@iated time. If the employee refuses to
promptly submit to an evaluation, he/she will blegcpd on an unpaid leave of absence until
the evaluation is completed.

G. If an employee is found to be dependent upon cettsubstances, he/she may use accrued
sick leave or request an unpaid leave of absengegdhe treatment program and until
he/she is released by his/her physician to retumoark.

H. Failure to cooperate with an established treatrpkamt may result in discipline, up to and
including discharge.

l.  An employee experiencing problems resulting fronmgdor alcohol abuse or dependency
should seek counseling. Counseling will be kepifidential and will have no influence
upon the employees’ performance evaluation. Jolomeance alone will be the basis of all
performance evaluations.

J. An employee convicted of any criminal drug violatioccurring in the workplace must
report such conviction to the Director within fi¢®) days.

Section 7.11 WORKPLACE SAFETY

The Library regards workplace safety as a fundaatemtue of the Library and is committed to
the safety and health of its employees and theiiilderves. It is the Board’s intention,

through the Director, to actively inspect work pgeses and work sites in order to anticipate and
prevent harmful incidents. The Director has trepomsibility for implementing, administering,
monitoring and evaluating the safety program.

A. Employees of the Barberton Public Library must cymth all established work safety
rules, including applicable Ohio Public Employm&utk Reduction standards. Employees
will be provided with information about workplacafsty and health issues through regular
internal communication channels such as superé@sgloyee meetings, bulletin board
postings, and memos.

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

the Safety Program including potential safety aedlth hazards as well as safe work
practices and procedures.
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. Employees must immediately report all accidentd@ndnsafe conditions that occur on the
job or on Library property. Damaged or malfunctimpimachines or equipment must be
reported immediately. These reports should be ntadéhe Director and/or immediate
supervisor.

. An employee who violates safety standards, whoesabazardous or dangerous situations,
or who fails to report or, where appropriate, regnsdch situations, may be subject to
disciplinary action.

. In the case of an accident that results in injteggardless of the apparent insignificance of
the injury, employees must immediately notify thieebtor or the appropriate supervisor.
(SeeSection 7.120N THE JOB INJURY)

. Employees have the right to request an OSHA ingpebly filing a written notification with
the Chief of the Division of Occupational Safetyathealth for any violation of a work
safety standard that they believe threatens sepbysical harm or creates imminent danger
of death. The identity of an employee requestimghapection will be confidential.

. An employee may refuse to work, on grounds of atgafoncern, only if all of the following
conditions are met:

1. The employee acts in good faith and believes thd wonditions present an imminent
danger of death or serious harm and is not a nopmeadonable component of the
employee's job.

2. The employee has filed a report requesting coweaif the conditions, or, if there was
insufficient time to eliminate the danger throubk teporting process, the employee
perceives him/herself or others to be in immineariger of death or serious harm.

3. Disciplinary action will be imposed on any employeleo refuses to perform assigned
tasks without meeting the conditions set forthrégusal.

4. An employee who refuses to work must immediatelynsitia written signed statement of
the conditions presenting imminent danger of deatserious harm to the Chief of the
Division of Occupational Safety and Health.

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

6. No employee will be discriminated against in any gtecision as a result of filing a good

faith complaint of a violation of workplace safetytestifying 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 outrd & the course of employment must
notify his/her supervisor immediately and must ctetgan accident report (SAppendix
B FORMS) recording all pertinent and factual inforroatabout the accident. This report
must be completed, whether or not the employeanmegimedical attention. The report is to
be forwarded to the Director atige Fiscal Officer within one (1) workday of thecadent.
In the event of serious injury, the injured emplegesupervisor is to notify the Director
immediately so that an investigation may be ingiiat A Workers' Compensation claim for
an unreported injury will not be certified unlebs injury required immediate medical
attention and was documented by the supervisae{8ction 5.1(C)HEALTH
INSURANCE : Workers’ Compensation).

B. If an injury requires medical attention, the supsowwill provide the injured employee with
a Worker's Compensation form, which is to be comepléy the attending licensed
practitioner. This completed report must be foxrear to the Fiscal Officer for OSHA
reporting and to the Director or his/her desigrnethe earliest possible date.

C. The employee is responsible for notifying the Dioe®f his/her expected date of return as
soon as it is known, and keeping the Director aggariof his/her condition.

D. An employee who is injured at work and must leagfote completing the workday will be
paid at his/her regular rate for the balance oétlatt in the scheduled workday. An injured
employee is required to comply with all treatmelaing prescribed by the attending licensed
practitioner and return to work as soon as possible

E. An injured employee may elect to use accrued siakd and/or vacation leave prior to
receiving payments from Workers' Compensation. [Byges are prohibited, however, from
receiving payment for paid leave while simultanépusceiving payment from Workers'
Compensation.

Section 7.13 DRESS STANDARDS

A. Employees are expected to dress in an acceptabfespional manner befitting the
standards of their position. Clothing must be c)e®at, in good repair and appropriate for
the assigned duties. Jeans are generally notiattegxcept in the case of paging or
maintenance duties.

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

C. Employees who do not meet the standards of thisypwiill be required to take corrective
action, which may include leaving the premises. rk\Mone missed will not be compensated.
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Section 7.14 MEDIA RELATIONS

A.

The Director is the official Library spokespersdviedia inquiries regarding policies or the
Library’s position on issues should be forwardeth Director. This includes inquiries that
are initially fielded by the staff.

Media inquiries regarding programs, events, orisesvare to be directed to the Department
Manager who is responsible for the program, evangervice.

When a photographer or reporter comes to coveeaifspprogram or event, the staff person
in charge of that event may give necessary infaonats it pertains to the program. As a
courtesy, that staff member should follow-up while Director.

If at any time a member of the staff is not certainvhom a particular query should be
directed, they should contact the Director.

To avoid activities that might be disruptive orsmme way impede the functioning of the
Library, members of the media who wish to condwswsgathering in the Library, (e.qg.,
interview, photograph, videotape, or tape recostauers or staff, for any purpose other
that that described in paragraph C. above), mukerttemselves known to either the
Director or to the staff member in charge of théddaog in the Director’s absence. Staff
members witnessing members of the media in thigsdn must inform them of the policy
and ask that they request and gain permission fhenDirector before conducting business
in the Library.

Should a query from the news media be received afteinistrative business hours or when
the Director is out of the building, the staff pmisn charge of the building may answer
gueries of a general nature, but should reservegheto forward the query in the following
manner:

“The person who can best answer your question is éhDirector. Please give me your
name and telephone number and | will try to reach lm/her to follow-up on your
guestion.”

. Whenever a staff member is contacted directly tonterviewed by the media on a subject

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

. Staff generated press releases must be approvite [3irector prior to distribution.

Any actions or incidents which may result in negatiesponses 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 Venwessues or concerns directly related to
the employment relationship must first be broughtht immediate supervisor and then the
Director (if not satisfied).

57



8.1

CHAPTER 8

FAIR TREATMENT POLICY

Fair Treatment Policy
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Section 8.1 Fair Treatment Policy

A. Every employee has the right to discuss and/ogdégawith management about the
employment relationship. A formal complaint exigtsen an informal resolution to a
dispute cannot be achieved and the employee mékéingomplaint has submitted a written
complaint to his/her immediate supervisor. Inthee of a complaint regarding the Director,
employees may submit the written disagreementddtiesident of the Board of Trustees.

B. Settlement of complaints must be at the earliessippte step of the procedure with the
employee proceeding through each step within teeqguibed time limits. Where a complaint
cites issues of law that the Director or supervisaring the complaint cannot address, the
complaint will be sent to the Prosecutor’s office &n opinion before proceeding. All time
limits stated in this procedure will be held in géece until a response from the Prosecutor is
received. A complaint regarding alleged violatiofgivil rights (discrimination on the basis
of race, color, age, religion, creed, sex, natiamgjin or ancestry, political affiliation or
gualifying disability) should be brought to theeattion of the Director.

C. The following procedure will be used in processingomplaint:
a) Informal Resolution Within five (5) workdays of the event promptirfgetcomplaint, the

employee must meet with his/her supervisor or gm@piate management level
employee to try to resolve the issue.

b) Level One If the issue is not successfully resolved throtighinformal resolution
step, the employee may, within five (5) workdayshaf informal resolution meeting, file
a written complaint with his/her supervisor. Theti@n complaint must state the reason
for the complaint and the requested resolutione Jupervisor will reply in writing to the
written complaint within five (5) workdays of iteceipt.

c) Level Twa If the Level One response is not acceptableethployee may, within five
(5) workdays of its receipt, appeal in writing heetDirector. The Director will respond
in writing within five (5) workdays of receipt ofi¢ appeal. The Director’s decision will
be final.

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

with the Director on the day of its execution aceipt. Complaints will not be made a part
of an employee’s personnel file.
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Section 9.1

Section 9.2

Section 9.3

Section 9.4

CHAPTER 9

SEPARATION FROM EMPLOYMENT

Voluntary Separation
Resignation
Retirement

Involuntary Termination
At-will Discharge
Disciplinary Discharge Procedure
Layoff

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

Exit Procedures
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Section 9.1 VOLUNTARY SEPARATION

A. RESIGNATION

1. Resignation in good standing requires a minimurfoof (4) weeks notice for
Department Managers and MLS librarians, and twav@yks notice for all other staff.
Resignation of the Director or Fiscal Officer shibbke addressed to the Board of Trustees
at the earliest possible time in order to allowdppropriate succession planning. An
employee who does not give the minimum notice tsatigible for future employment
with the Library and forfeits unspent vacation.

2. Resignation must be in writing and submitted toBloard of Trustees for
acknowledgement.

B. RETIREMENT

1. An employee should inform the Director of his/hetention of retiring as soon as
possible so that paperwork can be processed toeeassmooth transition. In no case
should notice be less than that required for regign.

2. In the event that an employee retires, his/hertiposwill become open and advertised in
the normal course of hire. Should the retiring Exyge apply for the open position, and
be selected for the position, that person shalcdmesidered a new employee for the
purposes of library personnel policies and prastice

3. Ohio Public Employees' Retirement System (OPERS)
After meeting certain eligibility requirements, eloyees may be eligible to retire
through OPERS. Employees considering retiremeneacouraged to contact OPERS as
soon as possible to determine their eligibility @PERS benefits.

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

4. Ohio Deferred Compensation Program
Deferred Compensation participants consideringeet@ént are encouraged to contact the
program administrators as soon as possible tordetertheir 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 1&ywaservice with the Library will
be paid 25% of their accumulated, but unused siakd. 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 anleyse with or without cause and with or
without notice. The Director will recommend diacges to the Board of Trustees for action.

B. DISCIPLINARY DISCHARGE PROCEDURE

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

1. Library employees are at-will employees and magibeiplined and discharged without
cause. In order to ensure that all sides of aplisary issue are reviewed before
discipline is administered; the following procedwi# be followed unless circumstances
make the process unnecessary. This proceduré istanded to limit the at-will status
of Library employees.

2. When an employee allegedly commits an offensedbald result in a suspension or
discharge, the following procedure will be followed

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

b. The employee will be given an opportunity to give/tmer version of events leading
to the inquiry. The employee may be accompaniedngy(1) other employee, or a
non-employee representative during the meeting.

c. Should the Director decide that a disciplinary sungon or discharge is warranted,
the employee will be provided a written stateméfitraing the charges and imposing
discipline.

d. When an employee's behavior requires immediate vahficom the premises, the
employee may be suspended with pay for the remaofdbe workday. The
employee must report to work the next workday,t@ ame established by the
Director, and the established procedure will béofekd.

C. LAYOFF

1. A layoff of employees may become necessary duectaage in finances or workload,
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elimination of a position, or a reorganization @ jresponsibilities.
2. An employee will be notified at least two (2) weddefore the effective date of a layoff.

3. The order of layoff will be determined on the basiperformance and Library needs.

Section 9.3 TERMINATION BENEFITS

A. HEALTH CARE BENEFITS CONTINUATION (COBRA)

In certain instances, employees and their famiileage the right to temporarily extend their
health care benefits at group rates.

1. An employee covered by the Library's health caam plas a right to choose this
continuation coverage if he/she would lose growecage because of:

a. A reduction in hours of work below the minimum reed for eligibility under the
plan, or

b. Termination of employment for any reasons othen tr@ss misconduct.

2. An employee's spouse and dependent children cobgrdte Library's health care plan
have the right to continuation coverage if groupltiecare coverage under the Library's
plan would be lost due to a "qualifying event" sash

a. Death of the employee,

b. Termination of the employee's employment for amsom other than gross
misconduct,

c. Reduction in the employee's hours of work belowrtiieimum 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 chiidéuthe terms of the Library's
health care plan.

3. Fiscal Officer will provide employee with full COBRinformation.
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B. OHIO PUBLIC EMPLOYEES RETIREMENT SYSTEM - DISABILN AND SURVIVOR
BENEFITS

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

2. If an employee has five (5) years of credit, angdaenanently and totally disabled,
he/she may receive disability benefits.

C. ACCRUED LEAVE

At the time of a “good standing” separation, arptayee will be paid at his/her current
hourly rate of pay for all earned vacation and pensatory time credit. If separation is due
to disciplinary action, the employee will be p&od all compensatory time credit and pro-
rated vacation.

| Section 9.4 EXIT PROCEDURES

A) Upon separation from employment, an employee mest mvith his/her supervisor, the
Director or with the Fiscal Officer to process papark and return Library property.

B) The Fiscal Officer will inform the employee of &éirmination benefits, verify forwarding
addresses for the employee and file any necessagrnpork.

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

D) If the separation is voluntary, the employee waldsked to complete an exit interview
guestionnaire and discuss his/her answers dursgxh interview. (Se@ppendix B
FORMS). Information gathered in exit interviewsl Wwe used to evaluate Library practices
and identify areas requiring action to make thaduip a more attractive employer. Exit
interview questions will not be placed in the enygle'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
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