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Wabash Carnegie Public Library  

Personnel Policy 

 

Receipt and Disclaimer 

 

 

I have received a copy of the Personnel Policy 2021 Revision.  

 

I recognize that it is my responsibility to read the rules, procedures, and principles it contains and 

agree to comply with them during my employment with the Wabash Carnegie Public Library. 

 

I understand the information in this policy does not represent a contractual commitment by the 

Library concerning terms of employment. The Library remains free to act according to the best 

judgment of its administrators and governing board to change the rules, procedures, and 

principles of the policy at any time without notice. 

 

I further understand I will be responsible for complying with future changes in the policy 

communicated from time to time. 

 

 

 

_________________________  _________________________ 

Dated      Employee 
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1. INTRODUCTION 

 

1.1 About the Library 

Our Library is Wabash’s gateway to information and ideas – our welcoming space for life-long 

exploration. As we connect, engage and inspire, Wabash shines brighter. 

 

Our vision is for Wabash Carnegie Public Library as a place of welcome and gateway to active 

learning that is community focused, connected, and respected – and that is an internally 

adaptable library of excellence for our size. 

 

The Wabash Carnegie Public Library has served the City of Wabash since 1903. The 1972 

addition enlarged the Library to 13,500 square feet. The Library has remained a city library, 

despite periodic discussions about enlarging our district.  

 

The Library is governed by a seven-member (7) Library Board of Trustees. Trustees are 

appointed for four-year terms. The Director is the administrative head of the Library and is 

responsible to the Board for its operation and management. 

 

The Library has a small staff organized by services and functions. As such, staff are often asked 

to perform duties outside their regular job description. A spirit of cooperation and support is 

essential for the Library to foster a healthy and productive working environment. 

 

1.2 Definitions 

In addition to definitions contained within, the following apply wherever found: 

o Anniversary date Refers to the date on which employment began 

o Anniversary year  A complete year from one anniversary date to the next 

o Calendar year  January 1 through December 31 

o Immediate family Members of the immediate family include: 

 A spouse 

 A parent, parent-in-law, or stepparent 

 A child or stepchild 

 A brother, sister, brother-in-law, stepbrother, sister-in-law, or stepsister 

 A niece or nephew 

 An aunt or uncle 

 A daughter-in-law or son-in-law 

 Grandparent or grandchild 

o Minor individual Age 14-17 and/or has not graduated from high school 

 

1.3 Policy Revision 

The Library Board may amend this policy at any regular meeting according to its bylaws.  

 

1.4 Administration and Management 

The Library Board is the governing body of the Library. As such it: 

• Hires and supervises the Executive Director 

• Approves creation of any staff position 



• Approves all personnel policies 

• Periodically reviews the organizational chart and job descriptions as created by the 

Executive Director   

 

The Executive Director is responsible for the day-to-day administration of the Library and 

direction of Library employees. This includes: 

• Preparation of an organizational chart, indicating supervisor/reporting relationships, and 

general areas of responsibility for each position. 

• Development of position descriptions indicating position classification, specific 

requirements for appointment, and areas of responsibility. 

 

1.5 AT-WILL EMPLOYMENT 

All employees are considered at-will as defined by Indiana law. 

 

 

 

2. HIRING PRACTICES 

 

2.1 CLASSIFICATION 

The Library classifies employees as:  

• Exempt or non-exempt: Exempt employees are those whose positions meet tests 

established by the Federal Labor Standards Act ("FLSA") and Indiana state law. In general, 

exempt employees are those engaged in executive, managerial, high-level administrative and 

professional jobs who are paid a fixed salary and perform certain duties. Exempt employees are 

not subject to the minimum wage and overtime laws. Non-exempt employees are those whose 

positions do not meet tests established by the FLSA and Indiana state law. All employees who 

are covered by the federal or state minimum wage and overtime laws are considered non-exempt. 

 

• Full-time or part-time: Full-time employees normally work 38 hours per week September 

– May, and 36 hours per week June – August. Part-time employees are paid on an hourly basis 

and work fewer than 30 hours per week. 

 

• Regular or temporary: A regular employee has been hired to fill an on-going position and 

successfully completed the probationary period. A temporary employee has been hired to a 

position which is expected to last a limited period of time. 

 

2.2 PROCESS 

It is the policy of the Library to fill all positions with the best qualified people.  The Library will 

promote from within whenever possible.  The position will be advertised with outside sources, 

such as public library listservs, local newspapers, employment websites, the library’s website, 

etc.  This is done to reach the most people and aid in ensuring that vacancies are filled by the 

most qualified persons as expediently as possible. 

 

All applicants for employment must complete the application supplied by the Library.  



The Library will conduct background checks on perspective employees and volunteers prior to 

hiring (via contract vendor). This applies to all applicants except for minors. The application 

process may include requests for a resume, cover letter, transcripts, and/or references. 

 

The Executive Director makes all hiring decisions and reports them to the Library Board. All 

selections made by a designee of the Executive Director are subject to approval. The Library 

allows verbal acceptance of offers. 

 

2.3 JOB DESCRIPTIONS 

Upon employment, new employees will be provided with a copy of their job description and 

performance standards for the position. Job descriptions and performance standards for each 

position are written and updated, as needed, by the Executive Director. 

 

2.4 PROBATIONARY PERIOD 

The probationary period for new employees is three (3) months. The employee’s immediate 

supervisor, or the Executive Director, will review or evaluate the employee’s work performance 

at the end of the probationary period. Employees whose performance is found to be satisfactory 

and who are satisfied with the position at that point will become regular employees. 

 

Student assistants are the exception to this process, with a one-month (1) probationary period and 

follow up review at the end of the second month. 

 

2.5 RESIGNATION 

Employees are expected to give appropriate notice of resignation to the Executive Director. 

Notice is “appropriate” when provided in writing as follows: 

• 45 days in the case of the Executive Director prior to the last working day, 

• Four (4) weeks in the case of department heads and the Business Manager, and 

• At least two (2) weeks for all others.  

 

 

 

3. DAYS AND HOURS OF WORK 

 

3.1 SCHEDULES 

 

3.1.1 Library Hours: With the exception of holidays, the Library is generally open Monday-

Thursday 9 am – 8 pm and Friday-Saturday 9 am – 5 pm. 

 

3.1.2 Work Hours: The Library’s workweek is Monday through Saturday. Work schedules are 

established between Monday-Thursday 8 am – 8 pm and Friday-Saturday 8 am – 5 pm. 

 

3.1.3 Evenings & Weekends: With the exception of the Executive Director and Business 

Manager, all other full-time employees are required to work a minimum of one (1) evening per 

week and every third Saturday.  

Part-time employees may be required to work evenings and/or Saturdays, depending upon their 

position and needs of the Library. (Temporary employees work as scheduled.) 



 

3.1.4 Monthly Schedule: Monthly schedules are prepared one month in advance to meet 

Library needs. A concerted effort is made to maintain employees on a regular schedule so they 

may plan for their personal lives. Copies of the schedules are distributed to each employee and 

posted in the Library. It is the responsibility of each employee to review the schedule. Only the 

Executive Director may authorize changes to the schedule once it is posted. 

 
3.1.5 Weekly Schedule: Schedules for the circulation and reference desks in the general collection area 

are prepared one week in advance by the Executive Director (or designee). The circulation and reference 

desks are staffed to efficiently and effectively meet the public service needs of the Library. Employees are 

expected to work as a team in these areas and to assist one another whenever possible so that no employee 

undergoes unnecessary stress. Because weekly schedules are prepared with other work responsibilities in 

mind, they may vary from week to week. 

 

3.1.6 Changes: See Section 4. Time Off for expectations regarding schedule changes. 

 

3.2 REST BREAKS 

Employees working three (3) or more consecutive hours are allowed to take a break, according to the 

schedule below. The length of the break is based on the number of consecutive hours employees are 

scheduled to work. 

 

Consecutive hours scheduled Total minutes for break 

• 3 hours 10 minutes 

• 4 hours  15 minutes 

• 5 hours  20 minutes 

• 6-7 hours 25 minutes 

• 8 hours 30 minutes (may be taken as two 15-minute breaks, one in the morning and one in the 

afternoon) 

 

Breaks are to be taken in the staff lounge, outside, or at a workstation. Even when on a break, employees 

are on Library time and shall be available when needed. 

 

Breaks may not interfere with the quality of service to the public. Breaks must respect the needs of co-

workers, avoiding disturbance or distraction. Breaks shall be planned and completed taking both into 

account. 

 

Student assistants will check with their supervisor or staff person in charge before leaving for a scheduled 

break. Student assistants shall take their breaks separately so a high quality of service can be maintained 

in the Library. 

 

The time of the break is calculated from the time employees leave a work area until they return. 

 

A member of the employee’s immediate family may visit with an employee during breaks taken in the 

staff lounge (kitchen).  

 

3.3 MEAL BREAKS 

One hour of an employee’s own time is allowed for meal breaks. If an employee needs to work through 

all or a portion of that period, they may request up to one (1) hour of compensatory time for that day or 

following regularly scheduled workday. 

 



3.4 COMPENSATORY TIME 

Compensatory time is available to full-time employees who are required to work more than 38 hours per 

week (36 during the summer) in the performance of their regular duties, or when they are involved in 

professional activities outside the Library.  

 

Part-time employees are not eligible for compensatory time. 

 

Compensatory time is granted after-the-fact. Employees must notify the Executive Director when the time 

accumulates to arrange for compensatory time. A maximum of 8 hours per day will be granted for 

professional activities, including travel time. 

 

3.5 OVERTIME 

Overtime pay is available for non-exempt employees only.  Overtime pay is available for non-exempt 

employees only. Exempt employees are ineligible for overtime pay. Should the Library find it necessary 

to employ a non-exempt employee in excess of the standard workweek (not exceeding 40 hours), 

overtime hours will be compensated at the rate of one and one-half times the regular rate of pay.  

Executive Director must authorize any overtime in advance. Only hours actually worked may be 

compensated with overtime pay. 

 

 

3.6 MINUS TIME 

Lost time, or minus time, includes short absences from the Library up to a maximum of four (4) ours 

(e.g., family emergencies, medical appointments, or other unavoidable personal business). Absences in 

excess of four (4) hours will be charged as time off (e.g., emergency leave, vacation leave, or a personal 

day). Short absences shall be approved by the Executive Director (or designee) 

 

Full-time employees whose hours appear on the monthly schedule are expected to appear for work 

promptly as scheduled. Full-time employees who lose time during the course of workday shall make up 

that time within the next seven consecutive working days. Tardiness in excess of 15 minutes is expected 

to be made up as minus time. 

 

Part-time employees are paid for the hours they are scheduled to work. If the hours worked are less than 

those scheduled, they will be paid in 15 minute or quarter hour increments. 

 

3.7 TIMECARDS 

All regularly scheduled employees are issued timecards to be completed daily.  

o Full-time employees record hours worked, leave, and vacation days.  

o Part-time employees record hours worked. 

 

Part-time employees will be paid only for those hours that appear on the approved monthly schedule 

AND have been entered on their timecard. If the hours worked are less than those scheduled, they will be 

paid in 15 minute or quarter hour increments. 

 

3.8 EMERGENCIES & CLOSURES 

 

3.8.1 Weather & Other Short-Term Events: In the event the Library has to close due to weather 

conditions or other emergencies, employees will be paid for those hours they had been scheduled to work 

for that day. 

 

Employees will not be paid if they report that they cannot come to work, but the Library remains open. 

However, consideration may be made for special circumstances that affect the safety of the employee. 



 

3.8.2 Continuity of Operations for Longer Durations: This protocol ensures that the Library can 

maintain its core activities with limited staff and reduced hours in the event of a public health emergency 

(e.g., infectious disease epidemic, pandemic). This plan differs from a general emergency preparedness 

policy or procedure. With an emergency preparedness policy, there is an assumption that staff will return 

to the building or begin recovery work almost immediately after the event or crisis (such as after a fire or 

storm). If there is a serious infectious disease outbreak, recovery may be slow and limited staff, services, 

and hours may be necessary for several weeks or more. The Library should plan for staff being unable to 

report to work in the event of a serious infectious disease outbreak. Also, during any public health 

emergency organizations may be required to take measures to help slow the spread of an illness such as 

closing by order of county, state, or federal health or government officials.  

 

3.8.3 Library Closure: During emergencies, as declared by the Executive Director with input from the 

Library Board President, the Library building may close to the public as follows:  

• Public Health Emergency: The Library building may close to the public  During a public health 

emergency as declared locally, county-wide, state-wide, or nationally (before/after any relevant stay-at-

home order). 

• Stay-at-Home Orders: The Library building will close to the public during stay-at-home orders as 

declared locally, county-wide, state-wide, or nationally. 

• Staff Shortages: The Library may temporarily close, reduce its operating hours, or limit services 

if there is insufficient staff to maintain basic service levels or to reduce the possible spread of the 

contagion. In the event of a closure, overdue fines will be suspended. The exterior book drop may be 

closed or kept open and cleared periodically. 

 

3.8.4 Types of Library Closures: 

• Complete Closure: No staff in the building at any time. 

• Essential Services Only: Exempt and other essential library employees may be required to work 

from home or onsite during closures to perform necessary duties, such as payroll, bill paying, building 

maintenance, emptying book drops, etc. 

• Reduced Services: Staff may be: 

o Allowed to work inside the building, despite closure to the public 

o Assigned to provide services to patrons in newly determined ways 

 

3.8.5 Responsibility for Library Operations: If the Executive Director cannot perform his or her normal 

duties, due to severe illness or a particular situation, those duties will be delegated with help of the Board 

of Trustees to the Youth Services Librarian.  In the event the Youth Services Librarian cannot perform 

those duties, the Business Manager will assume them.   In such a case, additional compensation for that 

staff person could be considered by the Library Board of Trustee.  

 

3.8.6 Communication: Closure, cancellation of services, programs, or meeting room usage will be 

announced by signs, news releases, on the website and social media. The Executive Director will: 

• Notify staff, trustees, and public via email, social media and the website. 

• Call or email scheduled program presenters, community room reservations, outreach sites, 

program attendees (if we have contact information). 

• Provide information regarding the epidemic/pandemic on the Library’s website’s homepage – 

Create signage for updating patrons inside the library. 

• Notify local media and other government entities as deemed necessary. 

 

3.8.7 Social Distancing/Facemasks: If recommended by local, state, or federal health officials, Library 

staff will follow suggestions and directions to implement social distancing, use of facemasks, and other 

necessary steps within the library building. 



 

3.8.8 Additional Cleaning Measures: During the epidemic/pandemic, increased cleaning will occur as 

needed. 

 

3.8.9 Employee Absences: This policy shall continue to be followed in the event of an 

epidemic/pandemic or public health emergency while the library remains operational. Pre-approved time 

off will be honored unless voluntarily canceled. 

 

3.8.10 Compensation: During the closure, a part-time or full-time employee will be paid for the time 

they were scheduled to work for as long as the Library Board deems it is fiscally sound as decided at a 

Library Board meeting, whether the meeting is regular, special, online, and/or emergency and noted in the 

Board Meeting Minutes.  If after the Board deems they can no longer pay, the employee may use sick 

leave, vacation, or other time accumulated to receive a paycheck.  Only in a long-term emergency, will 

the Library Board consider furloughing or laying off any employees. 

 

3.8.11 Impact on Staff with Child Care Concerns: The Library will work with staff affected by school 

district and/or daycare closures, in regard to work schedule. 

 

3.8.12 Library Equipment: Library equipment needed for an employee’s work or job responsibilities will 

be kept in the library unless approved to take to a location such as a home outside the library by the 

Executive Director.  In case of a public health emergency such as a pandemic, circumstances might 

require library equipment to be off-site per approval of the Executive Director so work responsibilities by 

employees can be completed. 

 

3.8.13 Legal: The Library will follow all state and national laws throughout the entire public health 

emergency. The Library Board and Executive Director will consider all local, county, state, and national 

recommendations throughout the entire public health emergency. 

 

4. TIME OFF 

 

Time off is a general term encompassing vacation, holidays, personal days, sick leave, compassionate 

leave, voting time, court appearance, leave without pay, and military leave. 

 

4.1 REQUESTING TIME OFF 

Requests for schedule changes, including vacation, extended emergency and other leave, attendance at 

conferences and meetings, and short absences from the building must be made in writing to the Executive 

Director or immediate supervisor. (A form for this purpose is made available to all employees.) 

 

Employees who are scheduled for evening and Saturday hours shall make every effort to find appropriate 

employees to change schedules with before submitting a request for schedule change. Substitutes shall 

sign the change of schedule form. Once a substitute agrees to work for an employee, the commitment is 

final. If no substitute agrees to work with an employee, approval may or may not be granted. 

 

Schedules may not be changed without prior approval.  

 

4.2 HOLIDAYS 

The Library closes for the following holidays: 

• New Year’s Day (January 1) 

• Memorial Day (varies in May) 

• Independence Day (July 4) 

• Labor Day (varies in September) 



• Thanksgiving Day (varies in November) 

• Christmas Eve (December 24) 

• Christmas Day (December 25) 

• New Year’s Eve (December 31) 

 

Full time employees receive these holidays off, with pay. Part-time employees receive holidays off, but 

without pay. When a holiday occurs on a Sunday or on an employee’s day off, the schedule will be 

adjusted as appropriate. 

 

4.3 PAID TIME OFF 

 

4.3.1 General: The Library allows for paid time off by category: vacation, personal days, sick leave, 

compassionate leave, voting time, and court appearance. Paid time off is only available to full-time 

employees.  

 

4.3.2 Vacation: Vacation accrues as follows: 

• Librarians with an M.L.S.  20 days after 1 year of service 

• All other full-time employees 10 days after 1 year of service 

15 days after 7 years of service; and  

20 days after 15 years of service. 

 

A maximum of five (5) vacation days may be carried from one year to the next. 

 

Calculating Tenure: Eligible employees earn their vacation in one calendar year to be taken in the next 

calendar year. Vacation pay and vacation time off do not accrue throughout the calendar year and are 

earned only after the completion of a calendar year of employment.  

 

Part-time employees who move to full-time positions are immediately eligible for a paid vacation, 

provided they have already worked at least 1952 hours (the equivalent of one full-time year) while 

employed part-time. 

 

Scheduling: Vacations should be approved and scheduled at least one month in advance. The Library will 

make every effort to accommodate the vacation requests. However, the Library’s overall needs are the 

determining factor in scheduling vacations. 

 

Upon Separation: An employee who has resigned is entitled to be paid for vacation days that have been 

earned, but not taken.  

 

4.3.3 Personal Days: Eligible employees are entitled to 4.5 paid personal days per calendar year 

provided notice is given, cleared with Executive Director or immediate supervisor, and there is no conflict 

with the work schedule of the Library. Personal days may not carry forward or otherwise accumulate 

from one year to the next.  

  

When an employee is hired during the calendar year, the employee is eligible up to 4.5 Personal Days as 

follows: 

 

Hire date within first quarter (January to March)  4.5 Personal Days 

Hire date within second quarter (March to June) 3 Personal Days 

Hire date within third quarter (July to September)  2 Personal Days 

Hire date within fourth quarter (October to December)  1 Personal Day 

 



The employee for the following years will be entitled to 4.5 per calendar year. 

 

4.3.4 Sick Leave: Eligible employees receive a paid benefit of 10 sick leave days per calendar year. It 

is granted following the three-month probation, and thereafter on the anniversary of employment date for 

eligible employees. 

 

Unused sick leave may carry forward from one year to the next. However, employees may accumulate no 

more than 80 days of such leave. Further, no compensation will be made for unused sick leave at the time 

of registration, retirement, or dismissal. 

 

Paid sick leave is granted for employee illness, family medical emergencies and illnesses, and doctor’s 

appointments. Paid sick leave may be taken at a minimum of 4-hour increments, or 1/2 day.  

 

4.3.5 Compassionate Leave: Eligible employees may be granted up to five (5) days paid leave in the 

event of a death of a member of the employee’s immediate family. Eligible employees may also be 

granted time to attend the services of close friends or government officials. Each case will be reviewed by 

the Executive Director.  

 

4.3.6 Voting Time: Employee both full-time and part-time may vote on Library time. Arrangements to 

be absent from the building for this purpose are be made by the Executive Director or immediate 

supervisor. 

 

4.4 COURT APPEARANCES 

 

4.4.1 Time Off: Library employees who are called for jury duty during regular work hours will be 

granted time off provided proper verification of the days of service is furnished by the Clerk of the 

Courts. Employees called for jury duty will be granted leave with pay proportional to the hours normally 

worked. When a part-time or full-time employee is called for jury duty, she or he will be granted a leave 

of absence.  The employee is expected to report to work when doing so does not conflict with jury duty.   

4.4.2 Communication: It is the employee’s responsibility to keep the Executive Director informed 

about the amount of time required for jury duty and to provide documentation regarding the amount of 

jury duty pay received in order to receive the Library-provided compensation supplement.   

 

4.4.3 Compensation: An employee will be paid at the base rate of pay for each scheduled workday, 

which she or he is required to spend in court according to the following process:  

 

1. The employee shall pay the Library all jury earnings, less parking fees, mileage, and meals, 

within 90 days of the completion of service.  

a. Employees who have served on jury duty will submit their check from the courts to the Executive 

Director upon receipt.   

b. Employees will endorse the check so it is payable to the order of the Wabash Carnegie Public 

Library.   

c. The Library will receipt the check into its operation fund.   

2. The Library will issue the employee a regular paycheck in the preset pay schedule. The Library 

will pay the difference between the jury duty pay and the employee’s regular pay so that there will be no 

penalty for public service. 

 

If an employee is subpoenaed as a witness in a court case on behalf of the Library, he or she shall be 

appropriately compensated as paid time, compensatory time, or overtime. 

 

4.5 UNPAID LEAVE  



 

4.5.1 General: Leave of absence without pay may be granted for travel, education, and/or work 

experiences which would benefit the Library. Part-time employees who do not receive a paid leave, may 

submit a written request for unpaid leave in line with the categories of paid time off. 

 

4.5.2 Approval: All leave without pay is considered individually, shall be approved by the Executive 

Director, and may be referred to the Library Board for a decision. Requests for such leave must be 

submitted in writing at least one month before the leave is to begin. 

 

4.5.3 Medical Leave: Library provides medical leaves of absence without pay to 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 

facility; continuing treatment by a health care provider, and temporary disabilities associated with 

pregnancy, childbirth, and related medical conditions and also those conditions specified by the American 

Family and Medical Leave Act. 

 

Requests for medical leave for employees shall be made to the Library Board at least thirty (30) days 

before foreseeable events, and as soon as possible for unforeseeable events. 

 

A health care provider’s statement should be submitted verifying the need for medical leave and should 

include expected beginning and ending dates. Any changes in this information should be promptly 

reported to the Library Board by the Executive Director or to the Executive Director by the employee. 

When the employee returns to work, a health care provider’s verification of fitness to return to work shall 

be submitted to the Library Board before the employee resuming their duties.  

 

Leave time is normally granted for the period of the disability. Employees are first required to use any 

accrued paid leave time before taking unpaid medical leave time. Once unpaid leave and vacation leave is 

used, Library Board will evaluate future employment. 

 

Employees who sustain work-related injuries are eligible for a medical leave of absence for the period of 

the disability following all applicable laws covering occupational disabilities. 

 

4.5.4 Impact on Other Benefits: Full-time employees on leave without pay for eight (8) weeks, or less, 

will continue to receive health and life insurance benefits paid by the Library. For leave beyond eight (8) 

weeks, arrangements, may be made to continue health and life insurance benefits for the employee at the 

employee’s expense pursuant to the Library’s health insurance plan.  

 

4.5.5 Limitations: Leave of absence without pay may not exceed one (1) year. 

 

4.5.6 Military & Reserve Service: Any employee who is a member of a government military reserve 

unit may take leave of absence without pay for unit service. Requests for leave must be submitted in 

writing to the Executive Director. 

 

 

 

5. COMPENSATION AND BENEFITS 

 

5.1 COMPENSATION 

Full-time employees are paid on a salary basis. Part-time employees are paid for the hours they are 

scheduled to work. 

 



The Executive Director recommends salaries (full schedule, initial, and increases) to the Library Board as 

part of the budget process. The Library Board reviews the salary schedule and sets all salaries on, or 

before, the budget takes effect in January. 

 

5.2 PAY PERIODS 

Pay periods end on the 15th and the last day of each month. Library employees are paid twice monthly, 

within seven days following the pay periods. The dates for each payment are posted in the staff work area. 

Payments reflect a one-week delay from the end of the pay period and shall not be issued prior to pay-

day.  

 

5.3 TRAVEL EXPENSES 

The library contributes toward the payment of expenses of attendees for travel, meals, and lodging related 

to official Library business. 

• Carpooling or public transportation is encouraged whenever possible. 

• Only employees traveling/operating in their own vehicles may be reimbursed for mileage at the 

State of Indiana approved rate. 

• Other approved travel expenses may be reimbursed at the actual cost.   

• The library does not reimburse the cost of alcoholic beverages.  

 

Claims for mileage must be submitted on the appropriate form. Other expenses must be accompanied by 

appropriate receipts. Expenses are payable upon approval at the next regular meeting of the Board.   

 

5.4 INSURANCE 

 

5.4.1 Worker’s Compensation: The Library carries Worker’s Compensation Insurance. All injuries 

should be reported immediately on the appropriate form, signed, dated, and submitted to the employee’s 

supervisor, or the Executive Director, as soon as possible. In cases where employees are unable to fill out 

the form, a supervisor or other Library employee may fill it out on their behalf.  

 

 

WORKER'S COMPENSATION NOTICE 

Your employer is required to provide for payment of benefits under the Worker's Compensation Act of 

the State of Indiana. Any employee who is injured while at work should report the injury immediately to 

their supervisor, employer, or designated representative.  

 

For more information about rights or procedures under the Indiana Worker's Compensation system, call 

or write: Worker's Compensation Board of Indiana, Ombudsman Division, 402 W. Washington St., Rm 

W196, Indianapolis, IN 46204; (317) 232-3808 or 1-800-824-2667 / http://www.in.gov/wcb/index.htm 

 

 

5.4.2 Group Health and Life Insurance: An employee who works 30 or more hours per week is eligible 

for the Library’s group health and life insurance plans. Participation in the group: 

• Health insurance plan is voluntary and at some cost to the employee.  

• Life insurance plan is mandatory BUT at no cost to the employee.  

 

The employee contribution for the health insurance is set by the Library Board and deducted from the 

employee’s paycheck each pay period. Employees may purchase additional health coverage for 

dependents as provided in the policy.  

 

Enrollment in the group plan is effective on the premium due date following the first 30 days of active 

employment.  



 

5.4.3 Disability: Full-time employees are covered by a separate term life and short-term disability 

insurance policy. Coverage is set and reviewed by the Library Board. 

 

5.5 RETIREMENT BENEFITS 

 

5.5.1 Hoosier S.T.A.R.T.: The Library participates in the Indiana Public Employee Deferred 

Compensation Plan.  Information on the plan can be accessed online at 

https://www.in.gov/auditor/hoosierstart/. All employees are eligible to participate and contribute 

according to the rules of the plan.  Contributions to an employee’s plan are through payroll deductions 

from the employer’s gross earnings. The money remains locked in the employee’s account until 

separation from employment with the Library. If withdrawn from the account, it becomes taxable income. 

 

5.5.2 Public Employee’s Retirement Fund (PERF): Enrollment in PERF is available to full-time 

employees. Eligibility for PERF benefits is determined by age and the number of years of creditable 

service. The date of hire is the beginning date of creditable service under PERF. The employee may 

consult the PERF handbook at https://www.in.gov/inprs/publicemployees.htm. (More information, is 

available at https://www.in.gov/inprs/) 

 

 

 

6. AMENITIES 

 

6.1 STAFF LOUNGE/KITCHEN 

A staff lounge and kitchen (stove, refrigerator, and microwave) are provided for employee breaks, meals, 

informal conversation, personal phone calls, and meetings. Employees are responsible for keeping the 

area clean and inviting for themselves and others to enjoy. Special care is to be taken to turn off all small 

appliances when leaving the building for the day. 

 

6.2 BORROWING LIBRARY MATERIALS 

Employees must check out Library materials when they borrow them for personal use. Employees who 

live outside the Library’s taxing unit may be issued an individual non-resident card at no cost. When the 

non-resident employee separates from employment with the Library, the card will be stopped. A new card 

may be purchased by the former employee according to the non-resident fee schedule. 

 

6.3 FINES AND FEES 

Library employees are not charged overdue fines. However, they are expected to pay for lost or damaged 

materials 

 

6.4 PHOTOCOPIES 

Employees may make photocopies free of charge at the discretion of the Executive Director 

(recommended limit of 10 copies per day). 

 

6.5 STAFF PURCHASING 

Staff may purchase books and materials at the Library discount, when appropriate. 

 

6.6 PARKING LOT 

Employees are expected to park in the staff parking lot, unless no space is available, or snow and ice do 

not permit. Occasional parking in the loading dock is allowed due to inclement weather, physical 

impairment, or temporary purposes (loading, unloading). 

 



 

 

7. PROFESSIONAL DEVELOPMENT 

The Board of Trustees also encourages library employees to attend professional meetings, conferences, 

and continuing education opportunities and to join professional, educational, and civic organizations for 

the benefit of the library. The Library will work with employees to accommodate attendance at 

professional conferences where certification credits can be earned. The Library will pay registrations 

when possible and contribute toward expenses (Section 5.3 Travel Expenses). 

 

7.1 CERTIFICATION & CONTINUING EDUCATION 

Staff in positions requiring certification may access webinars and other continuing education resources 

online as long as it doesn’t interfere with other duties during ones’ work schedule.  The library will within 

its financial means accommodate of allowing staff to attend professional conferences where certification 

credits can be earned. 

 

 

The State Library of Indiana provides guidelines in terms of the certification guidelines on its website: 

• Manual for Public Library Professionals: 

https://www.in.gov/library/files/NDM2020_Chapter_05-Certification-Manual-July-2020.pdf 

• Indiana State Library’s Continuing Education: https://continuinged.isl.in.gov/certification/ 

• Other Resources: https://continuinged.isl.in.gov/find-training/isl-trainings/ 

 

Employees must be certified by the Indiana State Library if they spend at least 50% of their time on 

professional library work. Professional library work includes cataloging, copy cataloging, reference, 

collection development, reader’s advisory, and children’s or teen services per IC 36-12-11-5.   

 

 

The Library will reimburse full-time employees for tuition and fee expenses incurred in the successful 

completion of accredited university or college library science course that is required for job certification.  

Part-time staff and Student Assistants are not eligible.  The amount allowed per credit hour is subject to 

periodic review. 

 

An application outlining the course requirements and their relevance to Library work should be submitted 

to the director (or in the case of a director, to the Board) and pre-approved before the start of the academic 

term.  

 

The Executive Director considers the needs of the library before submitting requests to the Board of staff 

attendance. In the event that the number of applicants should exceed the amount set aside for tuition or 

reimbursement in the current budget, reimbursements will be made on a first come, first served basis. 

 

Reimbursement will be made upon presentation of proof that such courses have been satisfactorily 

completed. Employees are required to submit copies of grade reports to the director as proof of successful 

completion of course and evidence of payment of tuition and fees within 30 days after completing the 

class. Employees are considered to have successfully completed the class only if they earn a grade of B or 

better. In the case of a pass/fail class, the employee must pass the class.  

 

If the employee leaves the Library’s employment within one (1) year after receiving reimbursement for a 

class for reasons other than poor health or retirement, the employee will reimburse the Library all of the 

original reimbursement for that class.    

 

7.2 OTHER PROFESSIONAL ACTIVITIES 



The Library Board encourages employees to attend professional meetings, conferences, and continuing 

education opportunities for the benefit of the Library. Part-time employees will be paid a maximum of 8 

hours per day when attending professional activities including travel time. 

 

 

 

8. STANDARDS OF CONDUCT 

 

8.1 PATRON SERVICE 

Library employees provide professional information services to the public. They represent the Library 

when they make public contact, whether shelving materials, answering the telephone, checking out the 

materials, or greeting a patron coming in the door. When providing service, Library employees shall: 

• Be alert, approachable, and courteous to all persons using the Library. 

• Exercise discretion in public discussion of Library matters.  

• Be considerate of one another and work together in the spirit of teamwork to achieve a common 

goal of excellent public service.  

 

Criticism of Library policies, service, and personnel shall be directed at the Executive Director for the 

purpose of improving the Library. 

 

8.2 SUBSTANCE-FREE WORKPLACE 

The Library is a smoke- and substance-free campus. The Library employs a workforce free from the use 

and effects of illegal drugs and alcohol during working hours.  Any employee found violating this policy 

is subject to disciplinary action up to and including termination. 

 

8.3 APPROPRIATE APPEARANCE 

The Library expects the personal appearance of employees to reflect the professional image of the 

Library. No matter what the work assignment, it is important employees give careful attention to the way 

they look and dress.  

 

Employees should avoid extremes of any sort and use good judgment as their guide.  

• Personal cleanliness is assumed.  

• Offensive body odor and poor personal hygiene are not acceptable.  

• Facial hair should be neat, clean, and well-groomed. 

• There should be no visible piercings, except for earrings, and no visible tattoos. 

 

Examples of acceptable/unacceptable attire include but are not limited to: 

ACCEPTABLE  

• Sweaters 

• Blouses, knit, or dress shirts 

• Slacks, skirts (denim) or dresses 

• Shirt and tie, dress jacket, or suit 

• Seasonal (Christmas, Halloween) 

 

UNACCEPTABLE 

• Disrepair (e.g., slacks with holes) 

• Hems that fall below the back of the heel  

• Sweatshirts, unless seasonal  

• Graphic tees (ad, slogans), unless approved 

• Off-the-shoulder, open-back, or tank tops 

• Shorts or midriff-baring attire 



• Blue jeans 

 

Either the Executive Director or other supervisor present may ask any employee who reports to work 

dressed inappropriately may to change clothing.  The time away from work will be time without pay.  

 

8.4 COMMUNICATION 

8.4.1 Written: The Executive Director is to be made aware of any public communication by Library 

employees, written in the capacity of their employment, and that impacts Library rules. 

 

8.4.2 Personal Life and Beliefs: Library employees have the right to their personal lives and beliefs 

outside their roles in the Library. Employees should not be penalized, not be in any jeopardy of dismissal, 

for any political, civic, or social activity pursued outside the Library, insofar as this activity does not 

impair performance on the job. Similarly, employees should not use the Library as a vehicle for 

proselytizing or disseminating personal, non-Library connected beliefs. Just as the Library Board is 

expected to respect the privacy of Library employees, employees are expected to keep their institutional 

roles separate from their personal ones. 

 

8.5 ACTIVITY IN PUBLIC AREAS 

8.5.1 Eating: Eating, drinking, and chewing gum are not allowed in public areas. 

 

8.5.2 Conversation: Employees are to keep conversations amongst themselves to a minimum. Loud 

talking is not permitted. At no time shall a patron be left waiting while a conversation is being held 

between employees. 

 

8.5.3 Reference Desk: Employees on duty at the reference desk are encouraged to use the staff 

reference computer to develop their computer skills in the use of applications or reference questions. 

 

8.5.4 Reading and Computers: Promotion of reading is integral to the Library’s mission. Employees 

may engage in personal reading while staffing public service desks ONLY IF they: 

• Have completed or are prevented from performing their regular work,  

• Have completed their professional reading, and/or 

• Have checked with others to know if there are other tasks the employee could be doing. 

 

8.6 HARASSMENT 

Library policy prohibits harassment of any employee or patron by anyone. An atmosphere of tension 

created by ethnic or religious remarks or animosity, unwelcome advances or other conduct of a sexual 

nature, shall not be permitted in our workplace. While it is impossible to list all types of harassment, some 

include:  

• Unwelcome or requests for sexual advances  

• Offensive sexual remarks or physical contact  

• Offensive sexual flirtations  

• Display of sexually suggestive objects or pictures  

• Sexually suggestive or offensive dress  

• Any actions, words, jokes, or comments based on a person’s sex, race, ethnicity, age, religion, or 

any other legally protected characteristic  

• Any actions, words, jokes, or comments meant to demean another individual  

• Any other actions, words, jokes, or comments, which interfere with a person’s ability to perform 

his/her job; or adversely affects the workplace environment  

 

An employee or patron, who believes themselves to the object of harassment, or who observes any type of 

harassment, should report the matter immediately to the Executive Director. In the event the offended 



person is for any reason, uncomfortable in approaching the Executive Director, the offended should 

contact a Library Board member. The Library will take appropriate corrective action. 

 

 

 

9. PERFORMANCE & DISCIPLINE 

9.1 PERFORMANCE EVALUATION 

The Library believes that regular performance evaluations are important to our success and the 

professional growth of staff.  To that end, the Library will generally complete evaluations for all staff at 

least once per calendar year, but may conduct them more or less frequently depending upon the business 

needs of the Library. Ethnicity, age, race, religion, or sexual consideration shall not be used as the basis of 

employment decisions affecting an employee. 

 

9.2 DISCIPLINARY ACTION 

When disciplinary actions are needed, supervisors should adopt a progressive approach to correcting the 

performance or behavioral issue. The level of disciplinary intervention may also vary. Some of the factors 

that will be considered depending upon 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 

the Library and customers. 

 

The Library’s progressive discipline policy includes the following steps:  

• Coaching: Supervisors should provide consistent and timely coaching to employees outlining 

straightforward areas for improvement. Coaching will identify the specific issue for the employee with 

clear expectations the employee must take to improve or resolve the issue. 

• Verbal Warning with Notation: If the performance of the employee is not corrected within a 

length of time as agreed upon by the employee and the supervisor through coaching, the supervisor will 

give the employee a verbal warning with notation signed and dated by the supervisor and the employee 

that will be placed in the employee’s personnel file. 

• Written Warning: In situations where coaching and verbal warnings have not resulted in the 

expected improvement, the supervisor will give the employee a written warning detailing the problem and 

actions needed to correct the work behavior and the time frame in which these actions must be taken. 

• Suspension: The Executive Director may, upon recommendation of the supervisor, to suspend the 

employee without pay for up to three (3) days, following a pre-suspension hearing held with the 

Executive Director, and (or) supervisor and employee. 

• Termination: If the performance is not corrected after the steps above, the employee will be 

terminated. 

 

The Library reserves the right to combine or skip steps depending upon the facts of each situation and the 

nature of the offense.  

 

9.3 GRIEVANCE 

Prompt resolution of personnel difficulties is important for good personnel relations in the operation of an 

efficient organization.  The Library Board is committed to fair and just relations with its employees. 

 

Any employee may discuss problems and concerns in relation to employment in the Library with the 

Executive Director.  However, the formal process for justifiable grievances is as follows: 

1. Those believing that they have a justifiable grievance in the Library shall first present in writing 

to the Executive Director.  

2. If, after discussion, the problem remains unresolved to the employee’s satisfaction, the employee 

shall submit a written request to the Executive Director to be placed on the agenda for the upcoming 

Library Board meeting.  



3. The employee shall present the problem to the full Library Board. 

4. The Library Board will consider the appeal and act upon it 

 

9.4 DISMISSAL 

An employee whose performance, attitude, or personal philosophy of library service does not meet the 

standards, requirements, and philosophy of the Library Board will be warned of the inadequacies of his or 

her performance verbally and/or in written form by his/her supervisor, or in case of Library director by 

the Board of Trustees. The Progressive Disciplinary policy will be followed whenever possible. 

 

Grounds for immediate dismissal include but are not limited to the following on Library time or property: 

proven and witnessed acts of fighting, public intoxication, substance abuse, employee theft, harassment, 

or vandalism. 

 

Additional problems related to job performance subject to dismissal may include:  

• Incompetence, 

• Willful neglect of responsibilities,  

• Habitual tardiness or excessive absenteeism,  

• Objectionable treatment of a patron or fellow employee, 

• Infractions of Library policy, and  

• Insubordination.  

 

Insubordination is any action or inaction in direct violation of the policy manual, or a supervisor’s orders.  

Employees may question any instruction, but upon being directed to take a certain action after the 

question has been addressed, they are to do so; except for any action or inaction which: 

• Might cause harm to befall the staff member or another person; 

• Violates the staff member’s religion or moral convictions; 

• Is immoral or illegal. 

 

Insubordination also includes being disrespectful to a supervisor, in word or deed; or challenging the 

supervisor’s authority (including the Library Board in supervision of the Executive Director). 

 

Dismissals are made by the immediate supervisor, with the advice and approval of the Executive Director. 

 

 

 

 

 

 

 

 

 

 

 

 



10. APPENDIX 

10.1 Organization Chart 

 

*See also Shared Drive for this also.  

ORGANIZATIONAL CHART FOR WABASH CARNEGIE PUBLIC LIBRARY TEAM (2021) 

 

Board of Trustees 

 

Executive Director 

            

_____________________________________________________________________________________

_______________________________________________________ 

                                                 
        

Business Mgr.    Youth Services Librarian    Info. Services Mgr.     Tech. Services Mgr.        Circ. Mgr.          
                                

                                                                                                                                                                               
                                     

                             Youth Services Asst. (2)                          Asst. Tech. Services Mgr.      Asst. CIrc. Mgr.  

(Vacant)             Community Outreach Coor.                       

                                                                                                      
                                                                                          

                                       Student Asst. (3)                                           Tech. Services Asst.                     

Student Asst. (2)                                                                 Library Asst. (2)       

 

 

*1 person for each position except Youth Services Assistant (2), Student Assistant (5) and Library 

Assistant 

*All positions full-time except for Board of Trustees (appointed), Student Assistants, Technical Services 

Assistant, and Library Assistants 

*Mgr. – abbreviaton used for Manager 

*Info. – abbreviation used for Information 

*Circ. – abbreviation used for Circulation  

*Tech - abbreviation used for Technical 

*Coor - abbreviation used for Coordinator 



 

 

10.2 Salary Schedule  

* Available on the library’s shared drive or can check with Executive Director. 

 

10.3 Pay Schedule 

* Schedule printed out at beginning of year and passed out to library team.  Please check with the 

Executive Director or Business Manager. 

 

10.4 Resources 

N/A 

 


