The Library is constantly updating personnel policies and procedures. Most staff members are covered
by a Collective Bargaining Agreement with Civil Services Employees Association which dictates terms of
employment, benefits, time off etc.

At a minimum, information provided to all employees includes the following:

General Employment Information
e Commitment to Diversity
o Equal Employment Opportunity
o ADA Accommodation
o Religious Accommodations
e Civil Service
e Union membership
e Probationary Terms
e Personnel Files
e Personnel Data Changes
e |dentification Badge
e Building Keys
e Timekeeping
e Working remotely
Employment Status
e Types of Employees
e Hours of Service & Scheduling
e Emergency Closings
e Breaks and Meal Periods
e Timekeeping
Compensation/Payroll
e Paycycle
e Direct deposit
e Payroll deductions
e Union membership
e Garnishments
e Union-Negotiated Increases
Employee Conduct and Responsibilities
e Code of Conduct
e Customer Service Expectations
e Progressive Discipline
e Dress Code
e Contact with the Media
e Qutside Employment
e Privacy of Patron Information
Workplace Safety and Security
e Accident/Injury Reporting




o Work-related injuries
Security/Safety Incident Reporting
Workplace Bullying and Violence
Weapons
Unlawful Harassment

o Sexual Harassment
Prohibition Against Retaliation
Reporting Complaints

Time Off and Leaves of Absence

Library-provided time off
Other Available Leave Options

Employee Benefits

Leaving the Library




