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101 Nature of Employment

Effective Date: 7/15/2009

Revision Date: 

Employment with the Library and Museum is voluntarily entered into, and the employee is free to resign at will at any time, with or without cause. Similarly, the Library and Museum may terminate the employment relationship at will at any time, with or without notice or cause, so long as there is no violation of applicable federal or state law.

Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to constitute contractual obligations of any kind or a contract of employment between the Library and Museum and any of its employees. The provisions of the handbook have been developed at the discretion of the Board of Directors and, except for its policy of employment-at-will, may be amended or cancelled at any time, at the Library and Museum Board of Director’s sole discretion.

These provisions supersede all existing policies and practices and may not be amended or added to without the express written approval of the Board of Directors of the Library and Museum. 

For purposes of these policies the Library Director and Museum Curator report to the Board of Directors and are the designated supervisors of their respective employees. 
102 Equal Employment Opportunity

Effective Date: 7/15/2009

Revision Date: 

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at the Library and Museum will be based on merit, qualifications, and abilities. The Library and Museum does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, national origin, age, disability, or any other characteristic protected by law. 

The Library and Museum will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship. This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.

In addition to a commitment to provide equal employment opportunities to all qualified individuals, the Library and Museum has established an affirmative action program to promote opportunities for individuals in certain protected classes throughout the organization.

Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of their immediate supervisor. Employees can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment.

103 Business Ethics and Conduct

Effective Date: 7/15/2009

Revision Date: 

The successful business operation and reputation of the Library and Museum is built upon the principles of fair dealing and ethical conduct of our employees. Our reputation for integrity and excellence requires careful observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and personal integrity.

The continued success of the Library and Museum is dependent upon our customers' trust and we are dedicated to preserving that trust. Employees owe a duty to the Library and Museum, its customers, and shareholders to act in a way that will merit the continued trust and confidence of the public.

The Library and Museum will comply with all applicable laws and regulations and expects its directors, officers, and employees to conduct business in accordance with the letter, spirit, and intent of all relevant laws and to refrain from any illegal, dishonest, or unethical conduct.

In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, the matter should be discussed openly with your immediate supervisor and, if necessary, with the Board President for advice and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every Library and Museum employee.

104 Sexual and Other Unlawful Harassment

Effective Date: 7/15/2009

Revision Date: 

The Library and Museum is committed to providing a work environment that is free from all forms of discrimination and conduct that can be considered harassing, coercive, or disruptive, including sexual harassment. Actions, words, jokes, or comments based on an individual's sex, race, color, national origin, age, religion, disability, sexual orientation, or any other legally protected characteristic will not be tolerated.

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a sexual nature. This definition includes many forms of offensive behavior and includes gender-based harassment of a person of the same sex as the harasser. The following is a partial list of sexual harassment examples:

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when: (1) submission to such conduct is made either explicitly or implicitly a term or condition of employment; (2) submission or rejection of the conduct is used as a basis for making employment decisions; or, (3) the conduct has the purpose or effect of interfering with work performance or creating an intimidating, hostile, or offensive work environment.

If you experience or witness sexual or other unlawful harassment in the workplace, report it immediately to your supervisor. If the supervisor is unavailable or you believe it would be inappropriate to contact that person, you should immediately contact the President of the Board of Directors. You can raise concerns and make reports without fear of reprisal or retaliation.

All allegations of sexual harassment will be quickly and discreetly investigated. To the extent possible, your confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure. When the investigation is completed, you will be informed of the outcome of the investigation.

Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment must immediately advise the Board President so it can be investigated in a timely and confidential manner. Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and including termination of employment.

105 Employment Categories

Effective Date: 7/15/2009

Revision Date: 

It is the intent of the Library and Museum to clarify the definitions of employment classifications so that employees understand their employment status and benefit eligibility. These classifications do not guarantee employment for any specified period of time. Accordingly, the right to terminate the employment relationship at will at any time is retained by both the employee and the Library and Museum.

Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage and hour laws. NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and state laws by the Board of Directors. EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws. An employee's EXEMPT or NONEXEMPT classification may be changed only upon written notification by the Library and Museum management.

In addition to the above categories, each employee will belong to one other employment category:

REGULAR FULL-TIME employees are those who are not in a temporary or introductory status and who are regularly scheduled to work the Library and Museum's full-time schedule. Generally, they are eligible for the Library and Museum's benefit package, subject to the terms, conditions, and limitations of each benefit program.  Full time is defined as 35 or more hours a week.

REGULAR PART-TIME employees are those who are not assigned to a temporary or introductory status and who are regularly scheduled to work less than the full-time work schedule, but at least 15 hours per week. Regular part-time employees are eligible for some benefits sponsored by the Library and Museum, subject to the terms, conditions, and limitations of each benefit program. 

PART-TIME employees are those who are not assigned to a temporary or introductory status and who are regularly scheduled to work less than 15 hours per week. While they do receive all legally mandated benefits (such as Social Security, workers' compensation insurance, Medicare, etc.), they are ineligible for all of the Library and Museum's other benefit programs. 

INTRODUCTORY employees are those whose performance is being evaluated to determine whether further employment in a specific position or with the Library and Museum is appropriate. Employees who satisfactorily complete the introductory period will be notified of their new employment classification. 

TEMPORARY employees are those who are hired as interim replacements, to temporarily supplement the work force, or to assist in the completion of a specific project. Employment assignments in this category are of a limited duration. Employment beyond any initially stated period does not in any way imply a change in employment status. Temporary employees retain that status unless and until notified of a change. While temporary employees receive all legally mandated benefits (such as workers' compensation insurance and Social Security), they are ineligible for all of the Library and Museum's other benefit programs.

106 Introductory Period

Effective Date: 7/15/2009

Revision Date: 

The introductory period is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations. The Library and Museum uses this period to evaluate employee capabilities, work habits, and overall performance. Either the employee or the Library and Museum may end the employment relationship at will at any time during or after the introductory period, with or without cause or advance notice.

All new and rehired employees work on an introductory basis for the first eight weeks after their date of hire. Any significant absence will automatically extend an introductory period by the length of the absence. If the Library and Museum determines that the designated introductory period does not allow sufficient time to thoroughly evaluate the employee's performance, the introductory period may be extended to up to six months since hire in duration.

Upon satisfactory completion of the introductory period, employees enter the "regular" employment classification. 

During the introductory period, new employees are eligible for those benefits that are required by law, such as workers' compensation insurance and Social Security. 

201 Wages, Pay Periods and Increases

Effective Date: 7/15/2009

Revision Date: 

The Board of Directors will approve all wage scales for the library and museum positions including temporary employees.  Annual wage increases rates and/or caps will be established by the Board of Directors based on available funds and budget goals.  It is up to the discretion of the Library Director and Museum Curator to award wage increases (if funds are made available by the Board of Directors) to individual employees based on satisfactory performance.  When wage increases is not awarded based on unsatisfactory performance, it is the responsibility of the Library Director and Museum Curator to document the reasons why the increase was not awarded in writing to the employee and maintained in the each individual’s personnel file.   Pay periods are every two weeks.

202 Overtime

Effective Date: 7/15/2009

Revision Date: 

When operating requirements or other needs cannot be met during regular working hours, employees will be given the opportunity to volunteer for overtime work assignments. All overtime work must receive the supervisor's prior authorization. 

Overtime compensation is paid to all nonexempt employees in accordance with federal and state wage and hour restrictions. Overtime pay is based on actual hours worked. Time off on sick leave, vacation leave, or any leave of absence will not be considered hours worked for purposes of performing overtime calculations.
203 Performance Evaluation

Effective Date: 7/15/2009

Revision Date: 

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis. A formal written performance evaluation will be conducted at the end of an employee's initial period of hire, known as the introductory period by their supervisor. Additional formal performance evaluations are conducted to provide both supervisors and employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals. The performance of all employees is generally evaluated according to an ongoing 12 month cycle, beginning at the calendar-year end.  

In general, performance is evaluated based on the requirements of the job and such factors as (but not limited to):

· Quality and quantity of work

· Job knowledge, understanding and initiative in carrying out job assignments and solving problems

· Adaptability to new assignments

· Dependability, punctuality, attendance and other good work habits

· Attitude and cooperation with fellow employees, supervisors and others connected to the Library and Museum 

· Satisfactory work with the public and library customers.

204 Progressive Discipline

Effective Date: 7/15/2009

Revision Date: 

The Library and Museum's own best interest lies in ensuring fair treatment of all employees and in making certain that disciplinary actions are prompt, uniform, and impartial. The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory service in the future. 

Although employment with the Library and Museum is based on mutual consent and both the employee and the Library and Museum have the right to terminate employment at will, with or without cause or advance notice, the Library and Museum may use progressive discipline at its discretion.

Disciplinary action may call for any of four steps -- verbal warning, written warning, suspension with or without pay, or termination of employment -- depending on the severity of the problem and the number of occurrences. There may be circumstances when one or more steps are bypassed.

Progressive discipline means that, with respect to most disciplinary problems, these steps will normally be followed: a first offense may call for a verbal warning; a next offense may be followed by a written warning; another offense may lead to a suspension; and, still another offense may then lead to termination of employment.

The Library and Museum recognizes that there are certain types of employee problems that are serious enough to justify either a suspension, or, in extreme situations, termination of employment, without going through the usual progressive discipline steps.

By using progressive discipline, we hope that most employee problems can be corrected at an early stage, benefiting both the employee and the Library and Museum.

205 Access to Personnel Files

Effective Date: 7/15/2009

Revision Date: 

The Library and Museum maintains a personnel file on each employee. The personnel file includes such information as the employee's job application, resume, records of training, documentation of performance appraisals and salary increases, and other employment records.

Personnel files are the property of the Library and Museum, and access to the information they contain is restricted. Generally, only supervisors and management personnel of the Library and Museum who have a legitimate reason to review information in a file are allowed to do so.

Employees who wish to review their own file should contact the Library Director or Museum Curator. With reasonable advance notice, employees may review their own personnel files in the Library and Museum's offices and in the presence of an individual appointed by the Library and Museum to maintain the files.

301 Employee Benefits

Effective Date: 7/15/2009

Revision Date: 

Eligible employees at the Library and Museum are provided a wide range of benefits. A number of the programs (such as Social Security, workers' compensation, state disability, and unemployment insurance) cover all employees in the manner prescribed by law. Benefits eligibility is dependent upon a variety of factors, including employee classification. Your supervisor can identify the programs for which you are eligible. The following benefit programs are available to eligible employees:

· Retirement 

· Holidays

· Vacation Benefits 

· Sick Time

· Business Travel Reimbursement 

· Jury Duty Leave

· Medical Leave 

· Leave of Absences

· Health Insurance

302 Retirement

Effective Date: 7/15/2009

Revision Date: 

All regular full time and part time employees are eligible for the annual payment toward retirement after successful completion of the introductory period.  Payment will be made directly by Board of Directors to the particular retirement plan the employee has designated from one offered by the Board of Directors.  Once the payment is made, the employee is to be solely responsible for further investment or other use of those funds.  The annual amount contributed as well as conditions of the contribution to the retirement plans will be determined by the Board of the Directors based on available funds and fund rules and regulations
303 Holidays

Effective Date: 7/15/2009

Revision Date: 

The Library and Museum will grant holiday time off to all employees on the holidays listed below:

1. New Year's Day (January 1) 

2. Martin Luther King, Jr. Day (third Monday in January) 

3. Presidents' Day (third Monday in February) 

4. Good Friday (Friday before Easter) 

5. Memorial Day (last Monday in May) 

6. Independence Day (July 4) 

7. Labor Day (first Monday in September) 

8. Columbus Day (second Monday in October) 

9. Veterans' Day (November 11) 

10. Thanksgiving (fourth Thursday in November) 

11. Christmas Eve (December 24) 

12. Christmas (December 25) 

13. New Year's Eve (December 31) 

The Library and Museum will grant paid holiday time off to all eligible employees immediately upon assignment to an eligible employment classification. Holiday pay will be calculated based on the employee's straight-time pay rate (as of the date of the holiday) times the number of hours the employee would otherwise have worked on that day. Eligible employee classification(s):

 * Regular full-time employees 

 * Regular part-time employees 

To be eligible for holiday pay, employees must work the last scheduled day immediately preceding and the first scheduled day immediately following the holiday. 

If a recognized holiday falls during an eligible employee's paid absence (e.g., vacation, sick leave), the employee will be ineligible for holiday pay. 

If eligible nonexempt employees work on a recognized holiday, they will receive holiday pay plus wages at their straight-time rate for the hours worked on the holiday. 

Paid time off for holidays will not be counted as hours worked for the purposes of determining overtime.

304 Vacation Benefits

Effective Date: 7/15/2009

Revision Date: 

Vacation time off with pay is available to eligible employees to provide opportunities for rest, relaxation, and personal pursuits. Employees in the following employment classification(s) are eligible to earn and use vacation time as described in this policy:

 * Regular full-time employees 

 * Regular part-time employees 

The amount of paid vacation time regular full time employees (35 hours a week) receive each year increases with the length of their employment as shown in the following schedule:

· Upon initial eligibility the employee is entitled to 10 days of vacation

· After 10 years of eligible service the employee is entitled to 15 days of vacation each year
· After 20 years of eligible service the employee is entitled to 20 days of vacation each year
· Note: The Library Director and Museum Curator will receive 15 days of vacation upon hire.

The amount of paid vacation time regular part time employees (over 15 hours a week and less than 35 hours a week) receive each year increases with the length of their employment as shown in the following schedule.  Average hours of work is calculated based on the average of the last six months of payroll or in the case of new hires it is based on the average number hours worked per calendar week during the introductory period of employment (see policy 106)

·  Upon initial eligibility the employee is entitled to two (2) times the average number of hours they work during a calendar week.  For example if an employee averages 18 hours a calendar week, they would be eligible for 36 hours of vacation per year.

· After 5 years of eligible service the employee is entitled to three (3) times the average number of hours of work during a calendar week.

Paid vacation time can be used in minimum increments of one day. To take vacation, employees should request advance approval from their supervisors. Requests will be reviewed based on a number of factors, including business needs and staffing requirements.

Vacation time off is paid at the employee's base pay rate at the time of vacation. It does not include overtime or any special forms of compensation such as incentives, commissions, bonuses, or shift differentials.

As stated above, employees are encouraged to use available paid vacation time for rest, relaxation, and personal pursuits. In the event that available vacation is not used by the end of the benefit year, employees will forfeit the unused time.

Upon termination of employment, employees will be paid for unused vacation time that has been earned through the last day of work.

305 Sick Time

Effective Date: 7/15/2009

Revision Date: 

Employees must notify their supervisors when they are too ill to report to work. The supervisor maintains the right to request documentation of illness.  Employees may use sick time to cover the illness or serious health conditions of themselves, dependent child or a spouse.  With the supervisor’s approval employees may use six time for doctor or dental appointments.  Employees should make every effort to schedule these appointments outside their normal work schedule. 

At the beginning of the payroll year, employees are granted the number of hours of sick time based on their average number of hours worked during a calendar week.  For example if an employee works 18 hours on average they are eligible for 18 hours of  sick time. Salary employees are eligible for 5 days of sick. Unused sick time can not be carried over to the next year and it is not paid out upon termination or resignation.  

306 Business Travel Expenses

Effective Date: 7/15/2009

Revision Date: 

The Library and Museum will reimburse employees for reasonable business travel expenses incurred while on assignments away from the normal work location. All business travel must be approved in advance by the Library Director or Curator. Employees whose travel plans have been approved are responsible for making their own travel arrangements.

When approved, the actual costs of travel, meals, lodging, and other expenses directly related to accomplishing business travel objectives will be reimbursed by the Library and Museum. Employees are expected to limit expenses to reasonable amounts.  Mileage will be reimbursed at IRS rates.

Employees who are involved in an accident while traveling on business must promptly report the incident to their immediate supervisor. Vehicles owned, leased, or rented by the Library and Museum may not be used for personal use without prior approval.

When travel is completed, employees should submit completed travel expense reports within 30 days. Reports should be accompanied by receipts for all individual expenses.

Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs not incurred by the employee, can be grounds for disciplinary action, up to and including termination of employment.

307 Jury Duty

Effective Date: 7/15/2009

Revision Date: 

The Library and Museum encourages employees to fulfill their civic responsibilities by serving jury duty when required. Employees in an eligible classification may request up to 2 weeks of paid jury duty leave over any 1 year period.  Employees will be compensated for those two weeks based on the average number of days per calendar week the employee has worked during the previous six months.

Jury duty pay will be calculated on the employee's base pay rate times the number of hours the employee would otherwise have worked on the day of absence. Employee classifications that qualify for paid jury duty leave are:


* Regular full-time employees



* Regular part-time employees

If employees are required to serve jury duty beyond the period of paid jury duty leave, they may use any available paid time off (for example, vacation benefits) or may request an unpaid jury duty leave of absence.

Employees must show the jury duty summons to their supervisor as soon as possible so that the supervisor may make arrangements to accommodate their absence. Employees are expected to report for work whenever the court schedule permits.

Either the Library and Museum or the employee may request an excuse from jury duty if, in the Library and Museum's judgment, the employee's absence would create serious operational difficulties. Vacation, sick leave, and holiday benefits will continue to accrue during unpaid jury duty leave.

308 Medical Leave

Effective Date: 7/15/2009

Revision Date: 

The Library and Museum provides medical leaves of absence without pay to eligible employees who are temporarily unable to work due to a serious health condition or disability. For purposes of this policy, serious health conditions or disabilities include inpatient care in a hospital, hospice, or residential medical care facility; continuing treatment by a health care provider; and temporary disabilities associated with pregnancy, childbirth, and related medical conditions.

Employees in the following employment classifications are eligible to request medical leave as described in this policy:

 * Regular full-time employees 

 * Regular part-time employees 

Eligible employees may request medical leave only after having completed 8 weeks of service. Exceptions to the service requirement will be considered to accommodate disabilities. Eligible employees should make requests for medical leave to their supervisors at least 30 days in advance of foreseeable events and as soon as possible for unforeseeable events.

A health care provider's statement must be submitted verifying the need for medical leave and its beginning and expected ending dates. Any changes in this information should be promptly reported to the Library and Museum. Employees returning from medical leave must submit a health care provider's verification of their fitness to return to work.

Eligible employees are normally granted leave for the period of the disability. If the initial period of approved absence proves insufficient, consideration will be given to a request for an extension. Employees will be required to first use any accrued paid leave time before taking unpaid medical leave.

Employees who sustain work-related injuries are eligible for a medical leave of absence for the period of disability in accordance with all applicable laws covering occupational disabilities.

So that an employee's return to work can be properly scheduled, an employee on medical leave is requested to provide the Library and Museum with at least two weeks advance notice of the date the employee intends to return to work. When a medical leave ends, the employee will be reinstated to the same position, if it is available, or to an equivalent position for which the employee is qualified.

If an employee fails to return to work on the agreed upon return date, the Library and Museum will assume that the employee has resigned.

309 Other Leave of Absence

Effective Date: 7/15/2009

Revision Date: 

Leaves of absences without pay may be granted when it is possible to do so without interference with normal Library and Museum services.  Request for such leaves of absences should be made at least one month before such leave begins and is subject to the Board of Director’s approval.  The request should include the reason for the leave, the starting date of the leave and the intention to return at a specified date.  The leave period should be no more than six months.
310 Health Insurance

Effective Date: 03/15/2023

Revision Date: 

PURPOSE: 

To implement a process for the provision of health insurance benefits for the employees of the D.R. Barker Library & Museum Association.

According to New York State law, businesses with 50 or more employees must offer health insurance under the Affordable Care Act.  Although the DRBLMA has less than 50 employees and therefore would make us exempt from this requirement, the Association does recognize the importance of offering this benefit to eligible employees.

POLICY:

A. Eligibility requirements for participation in the DRBLMA health insurance program include:

· Applicant must be a full time employee (30 or more hours per week).

· Applicant must meet the requirement of applying under the condition of a “Qualifying Event”. Which would include Upon Hire; Marriage; Divorce; Birth; Death; Loss of coverage.

B. DRBLMA has selected a medical health insurance plan that is offered through the designated service provider. The designated service provider is INTEGRATED BENEFIT SOLUTIONS.

C. DRBLMA will provide medical health insurance to the employee ONLY and will cover the monthly cost of the plan at 50%. The employee will be responsible for payment of the other 50% of the plan cost. The employee portion of the cost will be set up as a payroll deduction from the normal bi-weekly payroll schedule.

D. There is a 30-day waiting period from the beginning of full-time employment for the commencement of applying for health insurance.

E. If the employee elects to add other family members onto their health insurance plan, they are responsible for 100% of the additional cost for other than single coverage. This cost will also be deducted through the normal payroll process.

F. Dental and eye care coverage are also available for enrollment with the understanding that the entire cost is 100% the responsibility of the employee and will be deducted through the normal payroll process.

G. All health insurance coverage is terminated upon the employee leaving of the organization, unless they elect to pay 102% of the monthly premium and notify the service provider of the change in the payment process.

.

401 Work Schedules

Effective Date: 7/15/2009

Revision Date: 

Work schedules for employees vary throughout our organization. Supervisors will advise employees of their individual work schedules. Staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week.

402 Rest and Meal Periods 

Effective Date: 7/15/2009

Revision Date: 11/17/2010
Each workday, full-time nonexempt employees are provided with 2 rest periods of 15 minutes in length. To the extent possible, rest periods will be provided in the middle of work periods. Since this time is counted and paid as time worked, employees must not be absent from their workstations beyond the allotted rest period time. No rest time is provided to employees who work less than four hours.

Employees who work more than six hours in a work day are provided with one meal period of 30 – 60 minutes in length.   The length is determined with approval by the supervisor.  Supervisors will schedule meal periods to accommodate operating requirements and employees will be relieved of all active responsibilities and restrictions during meal periods.  Employees who work more than six hours on Monday through Friday are entitled to their hourly rate of pay for 30 minutes of their approved lunch period.  Employees who work six or more hours on Saturday are entitled to a 60 minute meal period, and will be paid for the full 60 minutes
403 Use of Telephones 

Effective Date: 7/15/2009

Revision Date: 

Personal use of the telephone by employees is restricted to personal business that is necessary to be accomplished only during the hours worked, as the line must be kept open for library business. Employees are asked to make such calls as brief as possible 
404 Resignation

Effective Date: 7/15/2009

Revision Date: 

Resignation is a voluntary act initiated by the employee to terminate employment with the Library and Museum. Although advance notice is not required, the Library and Museum requests at least 2 weeks' written resignation notice from all employees.

EMPLOYEE ACKNOWLEDGEMENT FORM

The employee handbook describes important information about the Library and Museum, and I understand that I should consult the Board President regarding any questions not answered in the handbook. 

I have entered into my employment relationship with the Library and Museum voluntarily and acknowledge that there is no specified length of employment. Accordingly, either I or the Library and Museum can terminate the relationship at will, with or without cause, at any time, so long as there is no violation of applicable federal or state law.

Since the information, policies, and benefits described here are necessarily subject to change, I acknowledge that revisions to the handbook may occur, except to the Library and Museum's policy of employment-at-will. All such changes will be communicated through official notices, and I understand that revised information may supersede, modify, or eliminate existing policies. Only the Board of Directors of the Association the ability to adopt any revisions to the policies in this handbook.

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document. I have received the handbook, and I understand that it is my responsibility to read and comply with the policies contained in this handbook and any revisions made to it.

EMPLOYEE'S NAME (printed): _______________________________________________

EMPLOYEE'S SIGNATURE: _________________________________________________

DATE: __________________________________
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