WEST POINT PUBLIC LIBRARY
Personnel Policy
The West Point Public Library is an equal opportunity employer. The purpose of this document is to set forth the policies by which personnel related decisions are to be guided and to express expectations for conduct in the workplace.  The library strives to provide a good working environment which promotes and supports diversity and inclusivity, professional development, open communication, and sensitivity to employee needs.

HIRING

A. Director
A committee formed of at least two or more library board members will be in charge of conducting the hiring of a new library director.  The position will be advertised. Applications will be reviewed by committee and those deemed most suitable for the position will be contacted for interviews.  Following the interviews, a decision will be made by the committee and brought before the board for a vote.  Evaluation of the director is made yearly by the library board at least one month before the end of the calendar year.  
B. Staff
The library director is responsible for hiring all library staff.  The position will be advertised. Applications will be reviewed by the director and those deemed most suitable will be contacted for interviews.  Following the interviews, a prospective candidate will be hired.  Evaluations of all library staff are made at least one month before the end of the calendar year.  

C. Probationary Period
Each new employee is considered on probation for the first 6 months of employment.  The library director, or board in case of the director, may terminate the employee during the probationary period without advance notice or right of appeal. ​
During the probationary period, a preliminary evaluation is made by the director or board at the end of the 3rd month.  Employees in the probationary period earn benefits at the same rate as permanent employees.

Job Descriptions

See attached appendices at the end of the policy.
Qualifications for employment

A. Age- Individual must be a minimum age of 18 years of age to apply for a full or part time library staff position.
B. Education – A minimum of a High School diploma or equivalent shall be the basic standard requirement for all permanent full time or part time staff members. All applicants should be computer literate, with experience using the Internet. Applicants offering additional educational and technical qualifications, customer service skills, special ability in a given area, prior experience, etc., will merit special consideration. 
Hourly Pay Schedules 
The Library Board will determine the wages for all employees on the basis of the prospective employee’s over-all qualifications. Factor’s shall include, but are not limited to:

· Education necessary to perform the job

· Experience necessary to be able to fully perform all the duties at an acceptable performance level

· Judgement and decision-making to perform the job

· Job responsibility

· Physical or mental effort necessary to perform the job

· Supervision of other employees or volunteers

· Years of experience

· The City’s financial conditions

· Wages paid in other communities to similar positions
Yearly written performances and salary reviews will be made by the Library Board every November for the Library Director.  The Library Director will review the performance of the other employees and make salary recommendations to the Board at each November meeting. Cost of living increases, determined each fiscal year by the city, will be given to both full and permanent part time library staff. 
Continued Education 
A. The Library staff is encouraged to participate in continuing education and all course fees, mileage, meals, lodging, and staff time will be paid for by the library to allow staff to attend library related meetings and staff training.  Receipts will be required for reimbursement of expenses.
B. The library director must be endorsed through the State Library Certification program within 2 years of being hired.  The Director must keep up certification of 45 CEUs every three years. 
C. Other library staff is not required, but encouraged, to apply for the staff endorsement through the State Library Certification Program, which requires 30 CEUs every three years to maintain. 

D. The library can be closed at the discretion of the director when it is necessary for the staff to attend training.

Pay schedule
Employees will be paid every two weeks on Friday after 10:00a.m. If the regular pay day falls on a holiday, pay day will be the last regular work day before the holiday. The pay period starts on Monday and includes all work performed thru Sunday, two weeks later. Certain payroll deductions will be made from paychecks in accordance with federal and state laws. These will include federal income tax, state income tax, and Iowa Public Employees Retirement System (IPERS) contributions.
FRINGE BENEFITS
A. Holidays
Full time employees are entitled to the following holidays with full pay:

New Year’s Day
        Labor Day

    Christmas Day

Good Friday

        Veteran’s Day                     Christmas Bonus Day      
Memorial Day 
        Thanksgiving Day               Floating Bonus Day

Independence Day
         Day after Thanksgiving






If a holiday falls on Sunday, the following day shall be considered as the holiday. The Christmas Bonus constitutes a Christmas gift to employees from the City. Employees as a group determine each year the date of the Christmas Bonus holiday. When a holiday falls on a Saturday, the holiday will be taken the previous Friday.  In this event, or the event of a holiday falling on a Friday, the director has the option to close the library on Saturday as an unpaid holiday for staff.
B. Vacation
Full-time employees are eligible for vacation leave with full pay as follows with the employment anniversary date to be used in determining vacations:
· One week (40 hours) earned after the first year of employment
· Two weeks (80 hours) earned after 2 years thru 5 years

· Three weeks (120 hours) earned after 6 years thru 15 years

· Four weeks (160 hours) earned after 16 years

C. Sick Leave
For reasons of personal illness or injury, family death or sickness, full-time employees are entitled to the following sick leave: one day of sick leave for every full month of employment, not to exceed 90 employment days. Sick leave may be accrued up to a maximum of 720 working hours and any hours accrued over and above 720 may be converted into vacation on employee’s date of hire on the basis of four hours of sick leave to one hour of vacation.
D. Bereavement Leave

Full-time employees are entitled to the following bereavement leave:
· Up to 5 days of leave in the event of the death of an employee’s spouse, child, parent, brother, sister and foster parents.
· Up to 3 days for mother-in-law, father-in-law, grandparent, or an in-law

· One paid leave to attend the funeral of a relative outside the employee’s immediate family. 

E. Jury Duty

An employee will be paid regular salary while serving jury duty, for a maximum of 30 working days and shall be excused from work accordingly as may be required.

F. Leave of Absence
If a full-time employee is temporarily unable to fulfill his/her duties or wishes for good reason to have a leave of absence without pay, up to 30 days, a leave of absence will be granted by the Board of Trustees.
G. Health Insurance

Effective 01/01/04 the City of West Point will offer full-time employees health insurance coverage on the basis of single coverage at no charge, up to a $750 maximum. In the event that family coverage is desired, the additional premium will be for the staff personal account. All employees and additional insureds are subject to eligibility requirements of the health insurance provider and Plan Administrator.
H. Workers Compensation

If you are a full-time employee of the City of West Point and sustain a personal injury arising out of and in the course of your employment with the City, you are entitled to the benefits of workers compensation. For those days that you are paid workers compensation, you shall also be entitled to receive as wages: an amount (which added to the workers compensation) will equal your regular compensation. These additional benefits shall be paid during the period of disability, but not exceeding 12 calendar weeks for any one accidental injury.
I. Retirement Benefits
Upon reaching retirement, you are entitled to receive monetary benefits which will flow from IPERS and the federal social security program. Both the City and the employees make monthly contributions to IPERS and Social Security.

COMPENSATION & WORK SCHEDULE
A. Library staff is expected to attend work regularly and report to work on time. If they are unable to report to work on time for any reason, telephone the Director and make arrangements to have someone cover your shift.
B. The Library Director will do the scheduling of the Library staff and will work with them to give them the times that they need off work.  Schedules will vary from week to week. Schedules will be made at least two weeks ahead.  If you are unable to work a scheduled day, you are responsible for making arrangements to cover your shift.  
C. Saturday work is expected of all employees who are trained for work with the public and is considered part of a normal work week.
D. Supplemental employment is permitted as long as the employee is able to work around the library’s schedule and that there is no negative affect on the efficiency of the employee.
E. Unexcused absences will be unpaid.  Unexcused absences will be discussed with the Director and will be part of the employee’s evaluation. Three unexcused absences will be deemed a resignation and the employee will be dropped from the payroll.

F. Personal business should not be conducted on Library time. As with personal business, it is recommended that library staff keep to a minimum personal phone calls or texts during working hours.

G. Any change of address or phone numbers should be promptly given to the Library Director, the Board of Trustees and the City Clerk
H. Employees must submit a written notice of resignation to the director if they are planning to discontinue employment. A two-week notice should be given before departure from the staff of the West Point Library, a one month notice is recommended.
CONDUCT STANDARDS

A. Smoking is prohibited in the Library.
B. Use of drugs and alcohol is prohibited in the Library.
C. The West Point Library staff is expected to use honesty, good judgment and ethical standards when conducting Library business. All activities are to be conducted in full compliance with the letter and spirit of all applicable laws and regulations.
D. Employees are expected to wear neat and clean clothes.  It shall be the responsibility of the Library Director to determine whether anything not mentioned in this policy is appropriate, this includes but is not limited to attire, appearance, hair, or personal hygiene.
E. A person holding a library position shall not, while performing official duties, engage in any policial activity during the working hours.
PERSONNEL RECORDS

Each employee is responsible for upgrading personnel information with the City Clerk in writing when there is a change of address, telephone number, marital status, emergency contact, or number and names of dependents. Tax information must be kept current. 
The West Point Public Library maintains a personnel file for each employee.  The personnel file contains employee’s job application, resume, records of training, and evaluations.  Personnel files are the property of the City of West Point and access to the information they contain is restricted.

HARASSMENT/GRIEVANCES
The West Point Public Library strives to maintain an environment free from discrimination and harassment, where employees treat each other with respect, dignity, and courtesy.  Harassment of employees is prohibited.  Harassment includes, without limitation, verbal, physical, visual, and sexual harassment.

The word “grievance” is used to indicate a difference between the library and the employee. The grievance should be discussed informally between the staff member involved and the director within a week of the occurrence giving rise to the grievance.  An oral response by the director should be given within 5 business days of the discussion. ​
If a grievance is not settled informally, the aggrieved employee may appeal through a written statement to the director.  This statement should specify the problem and the desired outcome.  After investigation, the director will issue a written decision within 5 business days.​
If the grievance is not settled, an appeal may be made to the library board.  Written notice of appeal must be submitted to the board president.  The written notice should be signed by the employee and contain a specific statement of the situation, and outcome desired.  The library board will consider the grievance at the next regular meeting.  The aggrieved employee may attend. The decision of the board is considered final.

CONFIDENTIALITY

As an employee of the West Point Library and the City of West Point information about Library patrons is confidential and can not be shared with the pubic. 

Library employee information will only be shared with outside agencies upon written authorization of the employee or as provided by law.  The City of West Point/West Point Library protects employees’ confidentiality and expects the employees to protect the City of West Point/West Point Library’s confidences as well. Supervisors may not give out any information about an employee and must refer any phone calls seeking such information to the City Clerk.  Supervisor may not verify employment over the phone.
AMERICANS WITH DISABILITIES ACT

The West Point Library will not discriminate against any applicant or employee because of a disability. The Library will endeavor to provide reasonable accommodation to applicants or employees with a disability. A disability will affect a person’s employment only when and if it is determined that individual cannot perform the essential functions of the job, even with reasonable accommodation. The City and the Library will keep medical information confidential consistent with federal and state law.

POLICIES SUBJECT TO CHANGE
The West Point Public Library board continually reviews its personnel policies and employee benefits and reserves the right, in its sole discretion, to modify, supplement, amend or delete any of the provisions contained in this policy or any employee benefits at any time. This policy does not represent the entire policies of the West Point Public Library but is designed to give guidance to many essential West Point Public Library personnel policies.
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