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AMERICANS WITH DISABILITIES ACT (ADA) AND THE ADA AMENDMENTS ACT (ADAA)

The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act, known as the ADAAA, are federal laws that prohibit employers with 15 or more employees from discriminating against applicants and individuals with disabilities and that when needed provide reasonable accommodations to applicants and employees who are qualified for a job, with or without reasonable accommodations, so that they may perform the essential job duties of the position. 

It is the policy of the Library and Museum to comply with all federal and state laws concerning the employment of persons with disabilities and to act in accordance with regulations and guidance issued by the Equal Employment Opportunity Commission (EEOC). Furthermore, it is our organization policy not to discriminate against qualified individuals with disabilities in regard to application procedures, hiring, advancement, discharge, compensation, training or other terms, conditions and privileges of employment. 

The Library and Museum will reasonably accommodate qualified individuals with a disability so that they can perform the essential functions of a job unless doing so causes a direct threat to these individuals or others in the workplace and the threat cannot be eliminated by reasonable accommodation and/or if the accommodation creates an undue hardship to the Library and Museum. Contact the Director with any questions or requests for accommodation. 


WHISTLEBLOWER POLICY
The Library and Museum requires trustees, employees, and volunteers to observe high standards of business and personal ethics in the conduct of their duties and responsibilities. Employees and representatives of the Darwin R. Barker Library and Museum must practice honesty and integrity in fulfilling their responsibilities and comply with all applicable laws and regulations.
Reporting Responsibility
It is the responsibility of all trustees, employees, and volunteers to report ethics violations or suspected violations in accordance with this Whistleblower Policy.
Appropriate subjects to raise under this policy include financial improprieties, accounting or audit matters, ethical violations, or other similar illegal or improper practices or policies.
Reporting Procedures and Corrective Action for Employees
Employees should first discuss their concern, in confidence, with their immediate supervisor. If after speaking with his/her supervisor, the employee is convinced that his/her concern is unwarranted or that, in the opinion of the employee, the supervisor will take appropriate steps to resolve the employee’s concern, no further action is required by the employee.
However, further action is required if the employee (a) continues to have reasonable grounds to believe the concern is valid and that the response of his/her immediate supervisor is not adequate or (b) the immediate supervisor recommends that the issue should be referred to a higher level in the organization. In this situation, the employee should submit a complaint, preferably in writing, to the Library and Museum Director who will investigate the matter promptly.
If the employee’s supervisor is the subject of the employee’s concern or is possibly involved, the employee may choose to discuss their concern directly and in confidence with the Library and Museum’s Director and then submit a complaint, preferably in writing. It is the responsibility of the Director to investigate promptly the circumstances of the complaint.
In extraordinary circumstances and after due consideration, an employee who suspects or believes that the Director is involved in unethical or illegal behavior, may take his/ her concerns directly to the President of the Library and Museum ‘s Board of Trustees.
Reporting Procedures and Corrective Action for Individuals Not Employed By the Library and Museum
Individuals who are not employees of the Library and Museum should submit their concerns, preferable in writing, to the President of the Board of Trustees. If the President of the Board of Trustees is not available or is the subject of the concern, the complaint should be directed to the Vice-President of the Board of Trustees.
The President or Vice-President shall be responsible for designating an appropriate committee, as circumstances dictate, to investigate and make appropriate recommendations to the Board of Trustees with respect to all concerns received.  The designated committee has the authority to retain outside legal counsel, accountants, private investigators, or any other resource deemed necessary to conduct a full and complete investigation of the allegations.
The President or Vice-President shall inform the originator of the receipt of the complaint. All trustees of the Association shall be informed of the nature of the complaint with emphasis on maintaining the confidentiality appropriate for personnel issues.
The Board of Trustees and its designated committee shall resolve all complaints in a timely fashion and inform the individual submitting the complaint of the Board’s final action.
No Retaliation
No trustee, employee or volunteer who in good faith reports an ethics violation shall suffer harassment, retaliation, or adverse employment consequence. An employee who retaliates against someone who has reported a violation in good faith is subject to discipline up to and including termination of employment. This Whistleblower Policy is intended to encourage and enable employees and others to raise serious concerns, in good faith, within the Darwin R. Barker Library and Museum prior to seeking resolution outside the Library and Museum.
Acting In Good Faith
Anyone reporting a concern must act in good faith and have reasonable grounds for believing information disclosed indicates financial improprieties, accounting or audit matters, ethical violations, or other similar illegal or improper practices or policies.
The act of making allegations which prove to be unsubstantiated and to have been made maliciously, recklessly, or with the foreknowledge that the allegations are false, will be viewed as a serious disciplinary offense and may result in discipline, up to and including termination of employment or dismissal from the trustee or volunteer position. Such conduct may also give rise to other actions, including civil lawsuits.


Employment

101 Nature of Employment

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

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 have a commitment to create a diverse and inclusive work environment where everyone is treated with respect and dignity. The Library and Museum abides by federal, state, and local laws governing EEO in employment.

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.

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 Employment Categories

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. 

PROBATIONARY 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.

104 Business Ethics and Conduct

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.

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

[bookmark: m_3908579309916769400__Toc100048893]105 Employee Rules of Conduct

Most employees never violate any Association rules or give the Administration any reason to impose discipline.  However, there is the probability that there will be some employees at the Library or Museum who will require discipline, up to and including dismissal, for actions that are detrimental to the Association or to other employees.
The following is a list of some, but not all, of the acts which would result in disciplinary action, up to and including dismissal. 
· Repeated absences or tardiness.
· Persistent negativity or numerous petty complaints that undermine the morale of co-workers, or interfere with the normal flow of work.
· Misuse of time: extended breaks or lunch hours; persistent or extended personal telephone or cell-phone calls.
· Interrupting working employees with personal or frivolous conversations.
· Disrespectful behavior toward management, patrons, or other Employees.
· Insubordination (Refusal to do work or carry out a reasonable request).
· Any act of dishonesty, deception or fraud.
· Abandonment of job or failure to report to work without notifying a Supervisor.
· Committing deliberate damage to Library property.
· Unauthorized use of Library facilities, tools or equipment.
· Disorderly conduct, such as striking another employee, use of abusive language, etc.
· Falsifying Library records.
· Allowing unauthorized person(s) access to Library facilities.
· Possessing, or being under the influence of, alcohol or illegal drugs while at work. 
· Harassment of any nature, including sexual harassment.
· Possession of firearms or other weapons on Association property. 
· Illegal use of e-mail or communication systems.
· Use of Library computers and property for personal work. 
· Removing, sending, or furnishing Library records and information to unauthorized persons.
· Abuse or violation of State or Federal laws adversely affecting employment.
· Any conduct contrary to common decency or morality, or liable to incite, or provoke against anyone because of race, color, sex, religion, national origin, veteran status, or disability.
The examples used above are not intended to be an inclusive list of inappropriate behavior subject to disciplinary action. These examples are given only as guidelines.  The Association Board reserves sole managerial discretion to determine what conduct or behavior is subject to discipline and to determine the severity and timeliness of such discipline.

106 Inter-Employee Relationships

The Association wants to ensure that practices do not create situations such as conflict of interest or favoritism. This extends to practices that involve employee hiring, promotion and transfer. Close relatives, partners, those in a dating relationship or members of the same household are not permitted to be in positions that have a reporting responsibility to each other. Close relatives are defined as husband, wife, domestic partner, father, mother, father-in-law, mother-in law, grandfather, grandmother, son, son-in-law, daughter, daughter-in law, uncle, aunt, nephew, niece, brother, sister, brother-in-law, sister-in-law, step relatives, cousins and domestic partner relatives. 

If employees begin a dating relationship or become relatives, partners, or members of the same household and if one party is in a supervisory position, that person is required to inform management of the relationship. 

The Association reserves the right to apply this policy to situations where there is a conflict or the potential for conflict because of the relationship between employees, even if there is no direct-reporting relationship or authority involved. 



107 Probationary Period

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

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

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

108 Work Schedules

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.

109 Sexual and Other Unlawful Harassment

See our separate Sexual Harassment Policy.

110 Progressive Discipline

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.

Every employee has the duty and the responsibility to be aware of and abide by existing rules and policies. Every employee also has the responsibility to perform his/her duties to the best of his/her ability and to the standards as set forth in his/her job description or as otherwise established. The Association supports the use of progressive discipline to address issues such as poor work performance or misconduct. Our progressive discipline policy is designed to provide a corrective action process to improve and prevent a recurrence of undesirable behavior and/or performance issues. Our progressive discipline policy has been designed consistent with our organizational values, best practices and employment laws.
Outlined below are the steps of our progressive discipline policy and procedure. The Association reserves the right to combine or skip steps in this process depending on the facts of each situation and the nature of the offense. The level of disciplinary intervention may also vary. Some of the factors that will be considered are whether the offense is repeated despite coaching, counseling and/or training; the employee's work record; and the impact the conduct and performance issues have on our organization.
The following outlines the Association’s progressive discipline process: 

· Verbal warning: A supervisor verbally counsels an employee about an issue of concern, and a written record of the discussion is placed in the employee's file for future reference. 

· Written warning: Written warnings are used for behavior or violations that a supervisor considers serious or in situations when a verbal warning has not helped change unacceptable behavior. Written warnings are placed in an employee’s personnel file. Employees should recognize the grave nature of the written warning. 

· Performance improvement plan: Whenever an employee has been involved in a disciplinary situation that has not been readily resolved or when he/she has demonstrated an inability to perform assigned work responsibilities efficiently, the employee may be given a final warning or placed on a performance improvement plan. This status will last for a predetermined amount of time. Within this time period, the employee must demonstrate a willingness and ability to meet and maintain the conduct and/or work requirements as specified by the supervisor and the organization. At the end of the performance improvement period, the performance improvement plan may be closed or, if established goals are not met, termination may occur. 

The Association reserves the right to determine the appropriate level of discipline for any inappropriate conduct, including oral and written warnings, suspension with or without pay, demotion and discharge. 

111 Separation of Employment

Separation of employment within an organization can occur for several different reasons. 

· Resignation: Although we hope your employment with us will be a mutually rewarding experience, we understand that varying circumstances cause employees to voluntarily resign employment. Resigning employees are encouraged to provide two weeks’ notice (exempt four weeks), preferably in writing, to facilitate a smooth transition out of the organization. If an employee provides less notice than requested, the employer may deem the individual to be ineligible for rehire depending on the circumstances regarding the notice given.

· Retirement: Professional Employees who wish to retire are required to notify the Director and their supervisor in writing at least one (1) month before the planned retirement date.  Resignation of non-professionals shall be given a minimum period of two weeks before their effective date but one month is preferred. 

· Job abandonment: Employees who fail to report to work or contact their supervisor for three (3) consecutive workdays shall be considered to have abandoned the job without notice, effective at the end of their normal shift on the third day. The Director shall initiate the paperwork to terminate the employee. Employees who are separated due to job abandonment are ineligible to receive accrued benefits and are ineligible for rehire.

· Termination: Employees of the Association are employed on an at-will basis, and the organization retains the right to terminate an employee at any time. 

Return of Organization Property 
The separating employee must return all organization property at the time of separation. 

Payment of Accrued Vacation
Accrued vacation leave will be paid in the last paycheck. 

Health Insurance/COBRA
Health insurance terminates the last day of the month of employment. Information for Consolidated Omnibus Budget Reconciliation (COBRA) continued health coverage will be provided. 

Rehire
Former employees who left the Association in good standing and were classified as eligible for rehire may be considered for reemployment. 

Supervisors must obtain approval from the Director prior to rehiring a former employee. Rehired employees begin benefits just as any other new employee. Previous tenure will not be considered in calculating longevity, leave accruals or any other benefits.

An applicant or employee who is terminated for violating policy or who resigned in lieu of termination from employment due to a policy violation will be ineligible for rehire.

112 Access to Personnel Files

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.



Workplace Safety

201 Drug-Free Workplace

The Association has a longstanding commitment to provide a safe and productive work environment. Alcohol and illegal drug abuse pose a threat to the health and safety of employees and to the security of our equipment and facilities. For these reasons, the Association is committed to the elimination of illegal drug and/or alcohol use and abuse in the workplace.

This policy outlines the practice and procedure designed to correct instances of identified alcohol and/or illegal drug use in the workplace. This policy applies to all employees and all applicants for employment of the Association. The Director is responsible for policy administration.

The following rules apply to all employees:

Whenever employees are working, are operating any company vehicle, are present on company premises, or are conducting related work off-site, they are prohibited from:

· Using, possessing, buying, selling, manufacturing or dispensing an illegal drug (to include possession of drug paraphernalia).
· Being under the influence of alcohol or an illegal drug as defined in this policy.

The presence of any detectable amount of any illegal drug or illegal controlled substance in an employee’s body; while performing company business or while in a company facility is prohibited. 

The Association will not allow any employee to perform their duties while taking prescribed drugs that are adversely affecting the employee’s ability to safely and effectively perform their job duties. Employees taking a prescribed medication must carry it in the container labeled by a licensed pharmacist or be prepared to produce it if asked.

Any illegal drugs or drug paraphernalia will be turned over to an appropriate law enforcement agency and may result in criminal prosecution.

Employee Assistance and Drug-Free Awareness 
Illegal drug use and alcohol misuse have a number of adverse health and safety consequences. Information about those consequences and sources of help for illegal drug/alcohol problems is available from the Director.

The Association will assist and support employees who voluntarily seek help, or are discovered to need help, for such problems before becoming subject to discipline and/or termination under this or other policies. Such employees may be allowed to use accrued paid time off, placed on leaves of absence, referred to treatment providers and otherwise accommodated as required by law. Such employees may be required to document that they are successfully following prescribed treatment, and to take and pass follow-up tests.   

Employees should report to work fit for duty and free of any adverse effects of illegal drugs or alcohol. This policy does not prohibit employees from the lawful use and possession of prescribed medications. Employees must consult with their doctors about the medications’ effect on their fitness for duty and ability to work safely and promptly disclose any work restrictions to their supervisor. Employees should not, however, disclose underlying medical conditions unless directed to do so.

Confidentiality 
Information and records relating to positive test results, drug and alcohol dependencies and legitimate medical explanations provided shall be kept confidential to the extent required by law and maintained in secure files separate from normal personnel files. 

Inspections 
The Association reserves the right to inspect all portions of its premises for drugs, alcohol or other contraband. All employees, contract employees and visitors may be asked to cooperate in inspections of their persons, work areas and property that might conceal a drug, alcohol or other contraband. Employees who possess such contraband or refuse to cooperate in such inspections are subject to appropriate discipline up to and including discharge. 

Crimes Involving Drugs 
The Association prohibits all employees from manufacturing, distributing, dispensing, possessing or using an illegal drug in or on company premises or while conducting company business. Employees are also prohibited from misusing legally prescribed or over-the-counter (OTC) drugs. Law enforcement personnel shall be notified, as appropriate, when criminal activity is suspected.

[bookmark: WorkplaceBullying]202 Workplace Bullying

The Association defines bullying as “repeated inappropriate behavior, either direct or indirect, whether verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work and/or in the course of employment.” 

The purpose of this policy is to communicate to all employees that the organization will not tolerate bullying behavior. Employees found in violation of this policy will be disciplined up to and including termination. 

Bullying may be intentional or unintentional. However, it must be noted that where an allegation of bullying is made, the intention of the alleged bully is irrelevant and will not be given consideration when meting out discipline. As in sexual harassment, it is the effect of the behavior upon the individual that is important. The Association considers the following types of behavior examples of bullying:

· Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent name calling that is hurtful, insulting or humiliating; using a person as the butt of jokes; abusive and offensive remarks. 

· Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of physical assault; damage to a person’s work area or property. 

· Gesture bullying: Nonverbal threatening gestures or glances that convey threatening messages. 

· Exclusion: Socially or physically excluding or disregarding a person in work-related activities. 
[bookmark: Violence]
203 Violence in the Workplace
All employees, patrons, member library staff, vendors and business associates must be treated with courtesy and respect at all times. Employees are expected to refrain from conduct that may be dangerous to others. 
Conduct that threatens, intimidates or coerces another employee, patron, member library staff, vendor or business associate will not be tolerated. The Association’s resources may not be used to threaten, stalk or harass anyone at the workplace or outside the workplace. The Association treats threats coming from an abusive personal relationship as it does other forms of violence.
Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or activities should be reported as soon as possible to a supervisor or the Director.  When reporting a threat or incident of violence, the employee should be as specific and detailed as possible. Employees should not place themselves in peril, nor should they attempt to intercede during an incident.
Employees should promptly inform the Director of any protective or restraining order that they have obtained that lists the workplace as a protected area. Employees are encouraged to report safety concerns with regard to intimate partner violence. The Association will not retaliate against employees making good-faith reports. The Association is committed to supporting victims of intimate partner violence by providing referrals to the Association’s community resources and providing time off for reasons related to intimate partner violence. 
The Association will promptly and thoroughly investigate all reports of threats of violence or incidents of actual violence and of suspicious individuals or activities. The identity of the individual making a report will be protected as much as possible. The Association will not retaliate against employees making good-faith reports of violence, threats or suspicious individuals or activities. In order to maintain workplace safety and the integrity of its investigation, the Association may suspend employees suspected of workplace violence or threats of violence, either with or without pay, pending investigation.
Anyone found to be responsible for threats of or actual violence or other conduct that is in violation of these guidelines will be subject to prompt disciplinary action up to and including termination of employment.
The Association encourages employees to bring their disputes to the attention of their supervisors or the Director before the situation escalates. The Association will not discipline employees for raising such concerns.

[bookmark: Safety]204 Safety

It is the responsibility of each employee to conduct all tasks in a safe and efficient manner complying with all local, state and federal safety and health regulations and program standards.

Although most safety regulations are consistent throughout each department, each employee has the responsibility to identify and familiarize his/herself with the emergency plan for his/her working area. It is the responsibility of the employee to immediately report each safety and health incident that occurs by an employee or that the employee witnesses. It is important to deal with any injuries as soon as possible.  Failure to report such an infraction may result in employee disciplinary action, including termination. 

Furthermore, management requires that every person in the organization assumes the responsibility of individual and organizational safety. Failure to follow organization safety and health guidelines or engaging in conduct that places the employee, client or organization property at risk can lead to employee disciplinary action and/or termination. 



Workplace Expectations and Conduct

301 Confidentiality

Our patrons and other parties with whom we do business entrust the organization with important information. It is our policy that all information considered confidential will not be disclosed to external parties or to employees without a “need to know.” If an employee questions whether certain information is considered confidential, they should first check with they immediate supervisor.
 
This policy is intended to alert employees to the need for discretion at all times and is not intended to inhibit normal business communications.

All inquiries from the media must be referred to the Director.

302 Conflicts of Interest

Employees must avoid any relationship or activity that might impair, or even appear to impair, their ability to make objective and fair decisions when performing their jobs. At times, an employee may be faced with situations in which business actions taken on behalf of the Association may conflict with the employee’s own personal interests. Organization property, information or business opportunities may not be used for personal gain.

Employees with a conflict-of-interest question should seek advice from their supervisor.

303 Outside Employment

An employee may engage in other employment as long as the practice does not interfere with Association employment or policy.   

304 Attendance and Punctuality

Vacations must be scheduled with one’s supervisor in advance. Sick leave may be used in the case of emergency or sudden illness without prior scheduling. Patterns of absenteeism or tardiness may result in discipline even if the employee has not yet exhausted available paid time off. 

Employees must call in prior to the start of their shift if they are unable to report to work that day.

Not reporting to work and not calling to report the absence is a no-call/no-show and is a serious matter. The first instance of a no-call/no-show will result in a final written warning. The second separate offense may result in termination of employment with no additional disciplinary steps. A no call/no show lasting three days will be considered job abandonment and may be deemed an employee’s voluntary resignation of employment. 

305 Attire and Grooming

It is important for all employees to project a professional image while at work by being appropriately attired. Association employees are expected to be neat, clean and well-groomed while on the job. Clothing must be consistent with the standards for a casual business environment and must be appropriate to the type of work being performed. 

The Association is confident that employees will use their best judgment regarding attire and appearance. Management reserves the right to determine appropriateness.


Compensation

401 Performance Evaluation

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.

402 Wages, Pay Periods and Increases

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. Merit increases are not guaranteed.  Pay periods are every two weeks.

403 Time Reporting

A work hour is any hour of the day that is worked and should be recorded to the nearest quarter of an hour. The workday is defined as the 24-hour period starting at 12:00 a.m. and ending at 11:59 p.m. The workweek covers seven consecutive days beginning on Sunday and ending on Saturday. The usual fulltime work week period is 35 hours. 

Overtime is defined as hours worked by an hourly or nonexempt employee in excess of 40 hours in a workweek and should be recorded to the nearest quarter of an hour. Overtime must be approved in advance by the supervisor to whom the employee reports.

Employees will submit their time sheet weekly as directed by their supervisor. Each employee is to maintain an accurate daily record of his or her hours worked. All absences from work schedules should be appropriately recorded. 

404 Rest and Meal Periods 

Each workday, full-time nonexempt employees are provided with 2 rest periods of 15 minutes in length. 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 are entitled to their hourly rate of pay for 30 minutes of their approved lunch period. 

Impermissible Use of Meal Period and/or Rest Breaks
Neither the lunch period nor the rest break(s) may be used to account for an employee's late arrival or early departure or to cover time off for other purposes. 

405 Overtime

Nonexempt employees who exceed 40 hours of work time in a work week will be paid time and one half. 

Employees who anticipate the need for overtime to complete the week’s work must notify the supervisor in advance and obtain approval before working hours that extend beyond their normal schedule. 

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.

406 Business Travel Expenses

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 lowest 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.



Time Off/Leaves of Absence

501 Holidays

The Library and Museum will observe the holidays listed below, and the Library and Museum will be closed:

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. Juneteenth (June 19) 
7. Independence Day (July 4) 
8. Labor Day (first Monday in September) 
9. Columbus/Indigenous People’s Day (second Monday in October) 
10. Veterans' Day (November 11) 
11. Thanksgiving (fourth Thursday in November) 
12. Christmas Eve (December 24) 
13. Christmas (December 25) 
14. 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. Eligible employee classification(s):

 * Regular full-time employees 
 * Regular part-time employees 

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

502 Vacation Benefits

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) receives 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 5 years of eligible service the employee is entitled to 15 days of vacation each year
· After 10 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 are 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 fifteen minutes. 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, the vacation time will accrue to a maximum of 240 hours.

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

503 Sick and Safe Leave

All employees accrue sick and safe leave (SSL) from the date of hire. Employees are not paid for unused SSL upon termination of employment. Unused SSL credits may be used at time of retirement to provide extra months of service credit for NYS Retirement (if eligible). Employees must qualify for NYS Retirement prior to the inclusion of unused SSL credits.  

Full-time employees shall earn SSL credits at the rate of one day per calendar month for a total of 12 days per year. Employees who are hired on or after the 15th of the month will accrue ½ day (3.75 hours) in their first partial month of employment. Unused SSL credits will be carried over to the next calendar year to a maximum of 240 hours.

Part-time employees accrue one hour of paid SSL for every thirty hours worked up to a maximum of 40 hours of paid SSL per year. Part-time employees may use up to 40 hours of paid SSL per year. Unused SSL credits will be carried over to the next calendar year.

SSL may not be used before accrual. If SSL is exhausted, any available vacation hours will be used in its place. An employee who has a sick leave absence in excess of three consecutive working days must present medical documentation for the absence to their supervisor; the use safe leave of in excess of three consecutive working days must be reported to their supervisor. SSL may not be taken in units of less than fifteen minutes. 

Employees may use accrued SSL following a verbal or written request to their supervisor prior to use for the following reasons impacting the employee or a family member for whom they are providing care or assistance with care: 

Sick Leave: 
· For mental or physical illness, injury, or health condition, regardless of whether it has been diagnosed or requires medical care at the time of the request for leave; or 
· For the diagnosis, care, or treatment of a mental or physical illness, injury or health condition; or need for medical diagnosis or preventive care. 

Safe Leave: 
· For an absence from work when the employee or employee’s family member has been the victim of domestic violence as defined by the State Human Rights Law, a family offense, sexual offense, stalking, or human trafficking due to any of the following as it relates to the domestic violence, family offense, sexual offense, stalking, or human trafficking: 
· to obtain services from a domestic violence shelter, rape crisis center, or other services program; 
· to participate in safety planning, temporarily or permanently relocate, or take other actions to increase the safety of the employee or employee’s family members; 
· to meet with an attorney or other social services provider to obtain information and advice on, and prepare for or participate in any criminal or civil proceeding; 
· to file a complaint or domestic incident report with law enforcement; 
· to meet with a district attorney’s office; 
· to enroll children in a new school; or 
· to take any other actions necessary to ensure the health or safety of the employee or the employee’s family member or to protect those who associate or work with the employee. 

“Family member” is defined as an employee’s child, spouse, domestic partner, parent, sibling, grandchild, or grandparent; and the child or parent of an employee’s spouse or domestic partner. “Parent” is defined as a biological, foster, step, or adoptive parent, or a legal guardian of an employee, or a person who stood in loco parentis when the employee was a minor child. “Child” is defined as a biological, adopted or foster child, a legal ward, or a child of an employee standing in loco parentis.

Employees may request a summary of SSL accrual and use in the current and previous calendar years at any time. The Association will provide the information within three business days. 

The Association may take disciplinary action, up to and including termination, against an employee who uses leave for purposes other than those provided for under the law, or who lies to their employer in connection with taking such leave.

504 Bereavement

An employee who wishes to take time off due to the death of an immediate family member should notify his or her supervisor immediately.

Paid bereavement leave is granted according to the following schedule:

· Employees are allowed three days of paid leave in the event of the death of the employee’s spouse, child, father, domestic partner, father-in-law, mother, mother-in-law, brother, sister, stepfather, stepmother, stepbrother, stepsister, stepson or stepdaughter.

· Employees are allowed one day of paid leave in the event of death of the employee’s brother-in-law, sister-in-law, son-in-law, daughter-in-law, aunt, uncle, grandparent, grandchild or spouse's grandparent.

505 Jury Duty

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.

506 Medical Leave

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.

507 Other Leave of Absence

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.

Employees who require time off in addition to vacation may request a personal leave of absence without pay for up to a maximum of 30 days. An extension may be approved in limited circumstances. 

All regular employees employed for a minimum of three months are eligible to apply for an unpaid personal leave of absence. Job performance, absenteeism and departmental requirements will all be taken into consideration before a request is approved. 

No salary will be granted for holidays falling within the approved period.  During an unpaid leave of absence, the associate must pay the full cost of their health, dental and life insurance.

Please contact the Director for more information on request procedures.

The employee must return to work on the scheduled return date or be considered to have voluntarily resigned from his or her employment. 
[bookmark: LactationBreastfeeding]
508 Lactation/Breastfeeding

For up to one year after a child’s birth, any employee who is breastfeeding her child will be provided reasonable break times as needed to express breast milk for her baby. The Association will provide private use of the break room for this purpose. The break room refrigerator may be used for the storage of breast milk. Breaks of more than 20 minutes in length will be unpaid, and the employee should indicate this break period on her time record.

509 Inclement Weather

The Association will continue to operate as uninterrupted as safely possible in the event of difficult weather.  The decision to close the Association will follow the closing of the Fredonia Central School District, or will be made at the discretion of the Director if the Fredonia CSD is not in session.  

Employees will not be penalized for tardiness due to extreme storms as such conditions occur without warning or notice and are beyond the control of employees.  It is the policy of the Association that associates who do not report for work during such storms when the office is open may use vacation or may take the day without pay.


Benefits

601 Medical and Dental Insurance

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 (More than 30 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. [bookmark: _Hlk151107224]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.
602 Retirement

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


603 Workers’ Compensation Benefits

The organization is covered under statutory state workers' compensation laws. Employees who sustain work-related injuries must immediately notify their department supervisor. 



















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: __________________________________





 Page 14 of 15
