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WELCOME
Welcome to the Maxwell Memorial Library.  The Maxwell Memorial Library is an Association Library first chartered by the New York State Education Department in 1927.
The Maxwell Memorial Library’s mission is to expand minds, empower individuals, and enrich its community.

We are happy to have you as an employee and assure you that every effort will be made to provide pleasant working conditions and an environment that will foster individual growth.

The following pages will provide newcomers and those who have been with us for some time a better understanding of the privileges and responsibilities that are part of your employment.  No employee handbook can cover everything, so if you have questions, please ask.

We are proud to have you as part of our team.  We hope you will share with us in our sense of pride and grow through your experience with us.  

I. INTRODUCTORY POLICIES

Goals & Objectives
The Board of Trustees recognizes that the primary responsibility of our staff is service to our patrons.  Our public image plays an important role in developing and maintaining our support from the community.  It is the policy of the Maxwell Memorial Library that all staff perform their duties in a professional, courteous and dignified manner. Employees who violate the Library’s policies and procedures are subject to disciplinary action up to and including termination.
The following standards are expected of all library staff:

1. Be prompt and prepared to work at the scheduled time.  
2. Treat all patrons and staff with respect.
3. Observe all safety regulations.

4. Dress appropriately for a professional environment. 
The following conduct is forbidden and constitutes grounds for disciplinary action, up to and including termination:

1. Use of abusive, offensive, or obscene language.

2. Theft of Library property.

3. Removal of Library property without the prior approval of the Library Director.

4. Possession or use of illegal drugs or alcohol on Library premises or being under the influence of the same.

5. Smoking on Library property.
Nature of Employment

Our handbook is distributed to give our employees a general description of the benefits and personnel policies we live by.  Employees should not construe this handbook as an employment contract or an agreement for employment for any specified period of time.  There may be other Library practices not covered in this handbook with which all employees should be familiar.  The Library Director will communicate any such additional policies and procedures to you as necessary.  This handbook contains information which will ensure the smooth operation of the Library and contribute to your well-being as an employee.  As necessary, we may delete, amend or modify these policies.  Changes in policy will be communicated to employees by the Library Director and updated in the handbook. 
Equal Employment Opportunity
Our Library has on many occasions expressed its support and commitment to the principles of equal employment opportunity.  It is therefore Library policy, in accordance with applicable federal, state and local laws, not to discriminate against any job applicant or any employee or to tolerate harassment of our employees because of race, color, religion, age, gender, national origin or ancestry, marital status, veteran status or physical or mental handicap unrelated in nature and extent to an individual’s ability to perform a job, or any other protected class or status.  Job applicants and present employees are evaluated solely on ability, experience and job performance. 
Sexual Harassment Prohibition

It is illegal for any employee, male or female, to harass another employee by (a) making unwelcome sexual advances or requests for sexual favors, or engaging in verbal or physical conduct of a sexual nature; or (b) making submission to or rejection of such conduct a basis for employment decisions affecting the employee; or (c) creating an intimidating, hostile or offensive working environment by such conduct.  Any employee who believes that he or she has been subjected to sexual harassment should report the alleged act immediately to the Library Director, or, if the Director is a party to the complaint, to a Trustee.  A confidential investigation of any complaint will be undertaken immediately. Any person who is found, after appropriate investigation, to have engaged in sexual harassment of another employee will be subject to appropriate discipline up to and including immediate discharge.  See page 18 for Maxwell Memorial Library’s full Sexual Harassment Policy.
Disabled Individuals

It is the policy of our Library to offer equal employment opportunities to all qualified individuals with a disability, or those perceived to be disabled, in regard to job application procedures, hiring, advancement, compensation, training and other terms, conditions and privileges of employment.  Further, the Library will make all reasonable accommodations necessary to enable qualified individuals with a disability to apply for, gain, or retain employment with the Library, and to enjoy the benefits of employment enjoyed by nondisabled associates and job applicants.  

The Basics
Patron Relations
As noted above, it is the goal of the Library to render the highest quality of service to its patrons in the most courteous and efficient manner possible.  Toward that end, all employees are to greet and assist patrons with a smile and a friendly voice.  Employees must be friendly and willing to help at all times and shall treat patrons with the utmost respect and courtesy at all times.  

Appointments

The Board of Trustees appoints the Library Director. The Library Director is responsible for all other staff appointments, including promotions. All newly hired or newly promoted employees serve a probationary period of three (3) months, during which the employee’s job performance will be monitored and evaluated to determine continued suitability for the position.
Employee Classification 

All employees are designated as either nonexempt or exempt under state and federal wage and hour laws. The following is intended to help employees understand employment classifications and employees’ employment status and benefit eligibility. These classifications do not guarantee employment for any specified period. The right to terminate the employment-at-will relationship at any time is retained by both the employee and Library.

Nonexempt employees are employees who are subject to federal and state minimum wage and overtime provisions. In accordance with such regulations, a nonexempt employee is paid the current statutory minimum wage or higher and overtime compensation when more than 40 hours are worked during a workweek.

Exempt employees are employees who qualify for an exemption from federal and state minimum wage and overtime provisions. In accordance with these regulations, an exempt employee is not eligible for overtime compensation. 

Maxwell Library has established the following categories for both nonexempt and exempt employees:

· Full-time: Employees who are regularly scheduled to work 35 or more hours per week. 
· Regular Part-time: Employees who are regularly scheduled to work less than 35 hours per week but more than 10 hours per week as per the terms of their individual employment.

· Part-time: Employees who are regularly scheduled to work less than 10 hours per week as per the terms of their individual employment.
Full-time Librarians are compensated on a salary basis, are considered “exempt employees” under the applicable laws and regulations, and work 35 hours per week. They are not eligible for overtime pay. 

Actual monthly work schedules shall be prepared by the Director and shall be posted at least two (2) weeks prior to the commencement of a new month.
Hours of Work & Overtime

The Library will be open according to the following schedule:



Monday through Thursday from 10:00 a.m. to 8:00 p.m.



Friday from 10:00 a.m. to 5:00 p.m.



Saturday from 10:00 a.m. to 3:00 p.m.
Part-time regular employees will generally be scheduled to work 10-25 hours per week and may be scheduled for additional hours to cover vacations or illness.  These employees are paid an hourly rate. At the Library Director’s request, such employees may, on occasion, be expected to work overtime (meaning more than 40 hours per week) and will be paid time-and-a-half for overtime. Part-time regular employees must attend monthly staff meetings and participate in staff training and development.
Hourly employees work an irregular schedule or less than 10 hours per week. They may be asked to substitute for others on occasion. They may, but are not required to, attend staff meetings and trainings. 

Volunteers are not paid and are scheduled on an as-needed basis by the Library   Director or designated staff person. They are not entitled to receive employee benefits from the Library. Volunteer experiences are confirmed by letters and volunteers do not in any way substitute for the work of paid employees. 
Emergency Closings 

In the rare event the Library does not open or closes early for snow or other emergency situations, the employees regularly scheduled to work on that day will be compensated for their regularly scheduled hours.  When the Library is open and the weather is inclement, employees who feel that they cannot make it to the Library to work their regularly scheduled hours should immediately contact the Director.  The hours may be taken as unpaid time off, or an employee may use personal time, if available.  The time is not allowed to be made up later by extending regularly scheduled hours. 

The Library will attempt to notify employees via text message, but staff members are advised to check their email and the library website for updates regarding the decision to close due to weather conditions.  Every effort will also be made to have the closing listed in local radio and television listings. 

Pay Day

Paychecks are issued to employees on Friday of every other week.  Withholdings are based upon the information that employees provide through their IRS W-4 forms.  If employees are absent on pay day, they must make arrangements in advance with the Library Director or designee to receive their paychecks that day. Direct deposit of funds is recommended. 
An employee’s paycheck is a personal matter which should not be made the subject of public comment within the Library.  Information concerning an employee’s wages is considered confidential.

Required withholdings are made from all paychecks for social security, Medicare and disability.  Further information about such withholdings is available from the Library Director.  
Meal Breaks
Employees scheduled to work 6 or more hours in a day are required by New York State law to take a 30-minute unpaid meal break.  Employees are not allowed to work through the meal time, and the meal break may not be taken at the beginning or end of an employee’s work day to arrive later than their scheduled starting time or leave before the normal quitting time. The break also cannot be broken up (i.e. taking two 15-minute breaks). The time for this break should be agreed upon with other staff covering the desk at that time.
Break Periods
Employees working 4 or more hours in a day are allowed one 15-minute break.  Employees who work 6 or more hours and are eligible for the meal break are also eligible for one 15-minute break (not to be combined with the meal break).  An employee who chooses not to take an allowed break period may not arrive at work later than their scheduled starting time or leave before the normal quitting time.  Unused break periods cannot be accumulated for use later. 

Employees are reminded that breaks are a privilege and not a right.  Staffing of the circulation desk is of utmost importance, and break periods may be modified if there is insufficient staff available to provide adequate public service. 

II. BENEFITS OF EMPLOYMENT



Health Insurance & Retirement Plan

The Library shall provide health insurance and retirement benefits to employees to the extent that such benefits are required by state and federal law. At the Board of Trustees’ sole discretion, the Library may provide other benefits of this type to employees from time to time. 
Workers’ Compensation & Disability Insurance

As part of its statutory requirements under New York State Law, the Library provides insurance for employees who are unable to work due to pregnancy, sickness or accidents not related to the performance of job duties, as well as job-related accidents.  The Library also provides New York Paid Family Leave insurance, in accordance with New York State law, for employees who need time off from work for bonding time with a new child, to care for a seriously ill relative, or to assist with situations arising due to military deployment. No employee will be discriminated against because of his/her legal right to utilize the various policies and insurance coverages related to these types of absences, or the need to testify in a proceeding related to these benefits.
Although the Library will always try to accommodate the needs of our employees, it is not possible for the Library to guarantee an employee absent by reason of disability or job-related injury the same or comparable employment when the employee is able to return to work.  

To provide the best chance of continuing employment, it is crucial that employees absent due to disability, paid family leave, or workers’ compensation keep the Library Director updated as to the status of the injury or illness or qualifying event and as to their future expectations of returning to work. 

The Library retains the right to request a doctor’s certificate attesting to the illness, or attesting to the employee’s ability to return to work, when, in the sole judgment of the Library Director, such information is required.
Retirement Plans 

The Library has established a 401(k) plan that includes several investment alternatives.  The Library will match up to 4% of an employee’s salary that is contributed to these plans.  If an employee contributes 3% of their pay, the library will match 3%. If an employee contributes 4%, the library will match 3.5%. Lastly, if the employee contributes 5%, the library will match 4%. Full-time and Regular Part-time employees may elect to make investments up to the maximum allowable by the Internal Revenue Code by authorizing deductions from wages based on a fixed percentage or amount monthly.  Information on the plans and authorization forms are available from the Library Director. 

Staff Development
The Library shall, within the constraints of time and fiscal resources, provide staff development and training opportunities, either within the Library or at outside training programs. All reasonable costs for attending an outside training program or seminar will be reimbursed upon submission of a voucher detailing such expenses. Requests for such outside training must be made to and approved by the Library Director. 
Time-Off Benefits

Vacations
1. All employees working a regular schedule of ten (10) or more hours weekly are eligible for vacation time. Vacation time accrues (banks) beginning on January 1st of the new year and is based on hours regularly worked in a two week pay period, plus a Saturday. For example, an employee is regularly scheduled to work 41.5 hours during a two week period (including Saturday). That employee would bank 41.5 hours of vacation time to use in the calendar year (accruing on January 1st). New employees are eligible to use vacation time after three (3) months of employment. For example, if an employee starts in March, vacation time could be used starting in June, and would be calculated based on months left in the calendar year, from their start month. This is calculated as follows:
Hours regularly scheduled to work in a 2 week period / 12 months in a year = vacation hours accumulated per month




41.5 / 12 = 3.46 vacation hours  
Months left in budget year (from start date) x vacation hours accumulated per month = vacation time for the rest of the calendar year 




9 x 3.46 = 31.14 vacation hours 
2. The Library Director must be notified, in writing, at least four (4) weeks in advance of the requested vacation time. Vacation requests are merely requests and are subject to approval.  If there is a conflict in requested vacation time, we will work together to resolve the differences.
3. Unused vacation time may not be exchanged for additional paychecks, nor does unused vacation time get carried over into the next calendar year. 
4. Full-time Librarians working 35 hours per week are eligible for 70 hours vacation time (2 weeks). After 5 consecutive years of employment, they are eligible for 105 hours of vacation time (3 weeks).
5. The Director will receive twenty (20) days (or 140 hours) of vacation per year, beginning from the start date of employment, and may commence using these after sixty (60) days of employment. The Director may not use more then ten (10) vacation days at one time, and any unused vacation days are not carried over into the next calendar year. The Director will notify the Board of Trustees when vacation time is taken.
Holidays
The Library is closed on the following holidays.  Full-time salaried employees will receive their regular pay for such days, and part-time regular and hourly employees will be paid for a holiday if it falls on a day they are regularly scheduled.

1. Holidays on which the Library will be closed:


*  New Year’s Day





*  Martin Luther King Day


*  Presidents’ Day




*  Memorial Day Weekend
(Saturday, Sunday, and Monday)

*  Independence Day (Fourth of July)

*  Labor Day Weekend (Saturday, Sunday, and Monday)

*  Veterans Day

*  Thanksgiving Eve at 3:00 p.m.


*  Thanksgiving Day

*  Day after Thanksgiving

*  Christmas Eve

*  Christmas Day


*  Day after Christmas


*  New Year’s Eve
2. The Library Director will submit any proposed changes in the holiday schedule to the Board of Trustees for its approval.
Employees of religious faiths that celebrate holidays other than those listed above may have those days as holiday without pay or as vacation time with the approval of the Library Director.
Sick Leave 
1. Per Section 196-B of NYS Labor Law, all regular employees (full-time and part-time) are eligible to begin accruing sick leave at the time of hire. Substitute and temporary employees are not eligible for paid sick leave. 
2. Hours are calculated at a rate of 1 hour per 30 hours worked (or .03 hours per hour worked). Employees do not accrue sick time while on an unpaid leave of absence. Sick leave must be used in one-hour increments. 
3. Sick leave is cumulative and accrued (but use cannot exceed 40 hours per year), unused time can be carried over into the next calendar year. Employees can use no more than 40 hours of paid sick time during one benefit year.  
4. An employee’s accrued, unused sick leave is forfeited at the time of separation from employment with the library.
Sick Leave Donations 
The sick leave donation program is intended for use in the event of serious illness or injury on the part of an employee. The sick leave donation program enables any eligible employee in need of sick leave due to the exhaustion of that employee’s own accrued leaves to request consideration to receive sick leave donated by other staff members.  Donation of sick leave by employees is strictly voluntary. All full-time and regular part-time employees are eligible to participate in the library’s sick leave donation program.

The following procedure for requesting use of sick leave and donation of sick leave days will be as follows:

1. Requests in writing for sick leave donations may be made by the employee in need or that employee’s designee. A physician’s statement verifying the need must accompany the request.

2. Staff members will be notified of the employee’s need.  Disclosures pertaining to the employee’s medical condition can be made only when that employee provides written permission which includes the specific language to be used in the disclosure. Without written permission, strict confidentiality will be maintained.

3. Sick leave donated by employees will be immediately available to the employee in need.

4. The maximum number of hours a sick leave donation program recipient may receive is 40 hours per calendar year.

5. The minimum amount of sick leave an employee may donate is one hour.  A donor employee may donate no more than one-half of the total amount of sick leave he or she will earn during the year in which the donation is made. The donor must have this amount of sick leave available in her or his sick leave account at the time of the donation.  This limitation applies whether the leave is donated all at one time or in increments at various times throughout the leave year.

6. The need for sick leave donations ends when the recipient is no longer affected by the medical condition that precipitated the request or upon the resignation or termination of that employee.
7. Any unused sick leave donation time will be returned to the donors, pro-rated according to the amount of time donated by each employee.  At no time will any sick leave donor receive more time than the amount of sick leave that employee donated.

Administrative Leave 
1. Full-time librarians are eligible for up to five (5) administrative leave days to attend conferences. 

2. Librarians will receive their normal pay for days worked when they attend. 

3. The Library, at the Trustees’ and Directors’ discretion, may pay for the cost of attendance. 

4. Administrative leave does not carry over into the next budget year and is not paid if not taken.
Personal Leave

1. All employees working a regular schedule of ten (10) or more hours weekly are eligible for personal leave. Personal leave accrues (banks) beginning on January 1st of the new year. Regular part time employees, who work less than fifty (50) hours during a regularly scheduled two (2) week pay period (including a Saturday), are eligible for sixteen (16) hours of personal leave. Regular part time employees who work fifty (50) hours or more during a regularly scheduled two (2) week pay period (including a Saturday), are eligible for eighteen (18) hours of personal time. Full time employees are eligible for twenty-seven (27) hours of personal time. New employees are eligible to use personal leave after three (3) months of employment. For example, if an employee starts in March, personal leave could be used starting in June, and would be calculated based on months left in the calendar year, from their start month. This is calculated as follows:

Personal leave allotted (in hours) / 12 months in a year = personal leave accumulated per month (in hours)




16 / 12 = 1.34 personal hours accumulated per month
Months left in budget year (from start date) x personal hours accumulated per month = personal time for the rest of the calendar year 

9 x 1.34 = 12.06 hours of personal leave  

2. Employees must notify the Library Director of their intent to use personal leave at least one (1) day in advance, and the Director must approve it.
3. Personal leave does not carry over into the next calendar year and is not paid if not taken. 
Jury Duty
1. All employees will be granted time off to serve jury duty.

2. A full-time or regular part-time employee who is required to be absent for jury duty during their regularly scheduled hours will receive their regular pay for up to five (5) days for such absence if: the Director is notified in advance of the jury service, and the employee obtains from the Clerk of the Court a certification of the time spent on jury duty and gives such certification to the Director. 
3. After the five (5) days of jury duty, the employee may use vacation days, personal or sick leave or take a leave without pay.

Court Attendance
1. Any employee subpoenaed to attend a court or administrative hearing shall not be penalized for attending such proceeding, but will, if possible, have his/her hours rescheduled to make up for the time lost.

2. If the proceeding involves a case in which the employee is a party, the employee must use vacation time or personal hours in order to be paid.

3. If the employee has no vacation or personal hours, the time off will be without pay.
Military Leave
1. Employees who serve in the military reserve unit may have their work schedule adjusted to accommodate such service.

2. Employees who are called to active duty may request an extended unpaid leave for the duration of such service.

Bereavement Leave
1. All employees are eligible for up to three (3) work days of paid bereavement leave for a death in the immediate family. The Library Director may require documentation before granting such leave.

2. Immediate family is defined as spouse, parents, parents of spouse, children, grandchildren, siblings and grandparents.  
3. This benefit is based on the number of hours an employee would normally work on the days used.
Leave Without Pay
1. Any employee may submit to the Library Director a written request for leave without pay.

2. The Library Director must approve all requests for leave without pay and must notify the Board of Trustees of any requests for more than one week of unpaid leave.

3. The Library Director may grant a request for unpaid leave of up to six (6) months.

4. The Library Director may extend an unpaid leave of absence that totals no more than six months.
5. No vacation, sick or personal time will accrue during a leave without pay.

Childbirth, Adoption & Pregnancy
1. This section applies to either parent, and complies fully with guidelines set forth by the NY Paid Family Leave Act. Please visit https://paidfamilyleave.ny.gov/ for full information.
2. Employees must provide notice of anticipated departure date and duration of leave to the Library Director at least four (4) weeks in advance.
3. Employees may use sick, personal, and vacation days to cover part of the absence. Employees may use accrued time with PFL benefits in order to receive full pay.
Emergency Closings
1. The Library Director may close the Library if necessary to protect the health and safety of patrons and staff.

2. In the absence of the Library Director, the designated Person in Charge may make the decision to close after consulting with the President of the Board of Trustees or, if the President is not available, after consultation with another Board officer.
3. The Library Director or designee shall make every effort to notify all employees scheduled to work during that time.  Additionally, the Library Director or designee will advise local radio and television stations of the unscheduled closing.
4. Employees will be paid for the hours normally scheduled during an emergency closing. 
Inclement Weather 
1. If the West Genesee Central School district delays opening, the library will open on time. 
2. If the West Genesee Central School district closes due to inclement weather, the library will also close. 

3. If staff feels the need to close early, the Director must be contacted to approve the decision. If the Director is unavailable, the designated Person in Charge may make the decision to close, after consulting with the President of the Board of Trustees. 
4. For all delays, closings, and early closings, we will update our website and social media as soon as possible, and will put the information on local TV stations 3, 5, 9, and 10. 
5. Employees will be paid for the hours normally scheduled during an emergency closing. 
III. IMPORTANT POLICIES, PROCEDURES & RESPONSIBILITIES OF EMPLOYMENT

Performance Standards
Every employee contributes to the success or failure of the Maxwell Memorial Library.  If one employee allows his or her performance to slide, it affects everyone.  All of us have a responsibility to effectively perform in our jobs in an efficient and courteous manner at the highest level possible. 

It is the well-established policy of the Library that any conduct which, in its view, interferes with or adversely affects the standards of operation is sufficient grounds for disciplinary action ranging from warning to immediate discharge.  It is our hope that it will seldom be necessary to discipline or discharge an employee.  The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory service in the future.  Therefore, it is our goal in this regard to offer constructive criticism with courtesy and discretion. 

Depending on how the Director views the severity of the conduct, disciplinary steps may be enforced by any or all the following methods: 1) verbal warning, 2) written warning, 3) suspension or termination of employment.  However, the Director reserves the right to bypass or eliminate actions or to create new and/or additional disciplinary steps. 

Rules of Conduct

Most employees do not violate Library rules or give the Library any reason to impose discipline; however, there is always the possibility that there will be employees whose conduct warrants disciplinary action.  Listed below are illustrations of the types of conduct which will result in disciplinary action, up to and including discharge: 

· Acts of dishonesty, including theft of Library or employee property 

· Committing or attempting to commit deliberate damage to either Library property or the unauthorized use of Library facilities, equipment, or materials 

· Repeated absences, tardiness, or asking to leave early 
· Tampering with patron records or furnishing Library records or patron information to unauthorized persons 

· Fighting or threatening violence in the workplace 

· Working under the influence of alcohol or illegal drugs 

· Possession of dangerous or unauthorized materials, such as explosives or firearms, on Library property 

· Falsification of time records, including failure to accurately report hours worked 

· Insubordination or other disrespectful conduct 

· Sexual or other unlawful or unwelcome harassment 

Immigration Law Compliance

In compliance with the Federal Immigration Reform and Control Act, within the first three (3) days of employment and as a condition of employment, each new employee must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility.  Former employees who are rehired must also complete the form if they have not completed an I-9 with the Library within the past three years or if their previous I-9 is no longer retained or valid. 
Accident, Injury or Incident Reporting
If an accident or injury occurs on Library property, it should be reported in writing.  This includes patrons, staff, and anyone else who may have an accident or is injured on the property.  As much information as possible regarding the exact circumstances should be gathered, as well as the names, addresses and phone numbers of all involved.  It is important that this be done, no matter how insignificant the injury may seem, to comply with worker’s compensation laws. 
If any form of incident occurs on Library property, it should also be reported in writing and the information gathered should be the same as for an accident report. 
Media Contact Policy

The Library Director is the official Library spokesperson.  Media inquiries regarding policies, practices, procedures, or issues should be referred to the Library Director.  This includes inquiries that are initially fielded by the staff. 
Only staff members designated by the Library Director or the Board of Trustees are authorized to prepare press releases or other materials for the media.  Staff members listed as contacts on press releases are responsible for answering inquiries received from the media regarding a release.  Staff members who oversee Library programs or events are authorized to answer questions from the media related to those programs or events.
Performance Reviews

The Library Director will receive annual performance reviews by the Board President and other trustees designated by the President. Other full-time salaried employees and part-time regular employees will receive annual performance reviews by the Library Director.  At this time the employee and reviewer will meet in person to discuss and evaluate job performance.  Employees will also have an opportunity to express in writing any thoughts or concerns they may have regarding employment. 
All performance evaluations should include a written component as well as a face-to-face meeting.

Performance reviews will be given annually at the end of the year.  Salaries and wages are primarily based upon the nature of the job performed, the individual performance of the employee, and the financial constraints of the Library.
Personnel Records
The Library will maintain a personnel file for each employee. This file will include all necessary personnel information, such as:  personal and salary information, requests for all kinds of leave, performance and salary reviews, etc.  The Library Director will keep all such files, and employees may review their personnel files upon request at a mutually agreeable time during regular business hours.  
Proper Dress and Appearance
The Library has developed dress and appearance standards for employees to promote a professional image to patrons and the public.  Each employee is expected to dress appropriately according to the work situation and to practice good grooming and hygiene. 
Employees should not wear the following clothing because it does not present a businesslike appearance:  shorts (unless outdoor programing requires them), jeans that are overly faded, worn out or ripped; suggestive, form-fitting or low-cut clothing; strapless or halter tops; spaghetti-strapped shirts; tank tops or revealing shirts; athletic clothing; beachwear; ripped, faded, or stained clothing; clothing with holes or shirts with inappropriate wording or pictures. This list is not all-inclusive and modifications are at the discretion of the Library Director.
Employees are expected to maintain a fragrance-free work area and refrain from wearing strong cologne or perfume as well as lotions, hairsprays, aftershaves, etc., which are not fragrance-free. 
Social Media
No employee or volunteer shall post on the Library website or social media sites or represent the Library on such sites without express permission of the Library Director.

No employee or volunteer shall create a web or social media site in the name of Maxwell Memorial Library without express permission of the Library Director. 
Attendance & Tardiness
Smooth and efficient operation of the Library is necessary to serve its patrons and the community at large.  Prolonged or recurring absences and tardiness disrupt the operations of the Library and unnecessarily burden other employees.

All employees who will be absent from work should arrange for their work assignments to be covered as necessary by another employee and communicate arrangements to the Library Director. 

If an employee knows that he/she will be absent from work due to illness, accident or unforeseen occurrence, the employee must notify the Library Director or designee of the situation as soon as possible and no later than one hour before the start of the work day.  If the employee is unable to contact the Library Director or designee, the employee shall notify other Library employees working the same shift; in addition, if a substitute is needed, the absent employee should arrange for the substitute. Employees must report their absence each day until they return to work.

If for any reason an employee will be late for work, the employee must notify the Library Director or, if the Director is not available, other staff working the same shift as soon as possible and indicate what time he/she expects to arrive.
Personal Business
It is understood that, infrequently, employees will need to make and receive personal phone calls while at the Library.  Employees are allowed to make necessary local phone calls during their breaks.  However, employees shall keep all personal calls to a minimum. Employees who are dealing with non-work-related emergency situations may carry cell phones. Employees shall always set their cell phones to vibrate so as not to disturb public work and patrons.
Employees are permitted to have visitors only during their breaks.  Employees and visitors shall refrain from loud talking or other behavior that might disturb Library patrons or reflect poorly on the Library.  Similarly, employees should refrain from discussing personal problems during work hours or gossiping at any time.  

Open Communications
Should conflicts arise among staff members, they should discuss any such conflict as soon as practicable with the Library Director.  The Library maintains an “open door” policy in an effort to resolve situations before they become more serious problems.  Nevertheless, all employees are expected to treat each other with respect and courtesy during working hours for the benefit of, patrons, co-workers and the overall professional operation of the Library.
Resignation & Dismissal

Whenever possible, employees who choose to resign should provide the Library Director with at least two (2) weeks’ written notice.
IV. SEXUAL HARASSMENT POLICY 
Maxwell Memorial Library is committed to maintaining a workplace free from sexual harassment. Sexual harassment is a form of workplace discrimination. All employees are required to work in a manner that prevents sexual harassment in the workplace. This Policy is one component of Maxwell Memorial Library’s commitment to a discrimination-free work environment. Sexual harassment is against the law and all employees have a legal right to a workplace free from sexual harassment and employees are urged to report sexual harassment by filing a complaint internally with the Maxwell Memorial Library. Employees can also file a complaint with a government agency or in court under federal, state or local antidiscrimination laws.

Policy:

1.
Maxwell Memorial Library’s policy applies to all employees, applicants for employment, interns, whether paid or unpaid, contractors and persons conducting business, regardless of immigration status, with Maxwell Memorial Library. In the remainder of this document, the term “employees” refers to this collective group.

2.
Sexual harassment will not be tolerated. Any employee or individual covered by this policy who engages in sexual harassment or retaliation will be subject to remedial and/or disciplinary action (e.g., counseling, suspension, termination).

3.
Retaliation Prohibition: No person covered by this Policy shall be subject to adverse action because the employee reports an incident of sexual harassment, provides information, or otherwise assists in any investigation of a sexual harassment complaint. Maxwell Memorial Library will not tolerate such retaliation against anyone who, in good faith, reports or provides information about suspected sexual harassment. Any employee of Maxwell Memorial Library who retaliates against anyone involved in a sexual harassment investigation will be subjected to disciplinary action, up to and including termination. All employees, paid or unpaid interns, or non-employees  working in the workplace who believe they have been subject to such retaliation should inform a supervisor, manager, the Library Director or the President of the Board of Trustees. All employees, paid or unpaid interns or non-employees who believe they have been a target of such retaliation may also seek relief in other available forums, as explained below in the section on Legal Protections.

4.
Sexual harassment is offensive, is a violation of our policies, is unlawful, and may subject Maxwell Memorial Library to liability for harm to targets of sexual harassment. Harassers may also be individually subject to liability. Employees of every level who engage in sexual harassment, including managers and supervisors who engage in sexual harassment or who allow such behavior to continue, will be penalized for such misconduct.

5.
Maxwell Memorial Library will conduct a prompt and thorough investigation that ensures due process for all parties, whenever management receives a complaint about sexual harassment, or otherwise knows of possible sexual harassment occurring. Maxwell Memorial Library will keep the investigation confidential to the extent possible. Effective corrective action will be taken whenever sexual harassment is found to have occurred. All employees, including managers and supervisors, are required to cooperate with any internal investigation of sexual harassment.

6.
All employees are encouraged to report any harassment or behaviors that violate this policy. Maxwell Memorial Library will provide all employees a complaint form for employees to report harassment and file complaints.

7.
Managers and supervisors are required to report any complaint that they receive, or any harassment that they observe or become aware of, to the Library Director or the President of the Board of Trustees.

8.
This policy applies to all employees, paid or unpaid interns, and non-employees, such as contractors, subcontractors, vendors, consultants or anyone providing services in the workplace, and all must follow and uphold this policy. This policy must be provided to all employees and should be posted prominently in all work locations to the extent practicable (for example, in a main office, not an offsite work location) and be provided to employees upon hiring.

What Is “Sexual Harassment”?

Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and (where applicable) local law. Sexual harassment includes harassment on the basis of sex, sexual orientation, self-identified or perceived sex, gender expression, gender identity and the status of being transgender.

Sexual harassment is unlawful when it subjects an individual to inferior terms, conditions, or privileges of employment. Harassment need not be severe or pervasive to be unlawful, and can be any harassing conduct that consists of more than petty slights or trivial inconveniences. Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is directed at an individual because of that individual’s sex when:


• Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive work environment, even if the reporting individual is not the intended target of the sexual harassment;


• Such conduct is made either explicitly or implicitly a term or condition of employment; or


• Submission to or rejection of such conduct is used as the basis for employment decisions affecting an individual’s employment.

A sexually harassing hostile work environment includes, but is not limited to, words, signs, jokes, pranks, intimidation or physical violence which are of a sexual nature, or which are directed at an individual because of that individual’s sex. Sexual harassment also consists of any unwanted verbal or physical advances, sexually explicit derogatory statements or sexually discriminatory remarks made by someone which are offensive or objectionable to the recipient, which cause the recipient discomfort or humiliation, which interfere with the recipient’s job performance.

Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual favors. This can include hiring, promotion, continued employment or any other terms, conditions or privileges of employment. This is also called “quid pro quo” harassment.

Any employee who feels harassed should report so that any violation of this policy can be corrected promptly. Any harassing conduct, even a single incident, can be addressed under this policy.

Examples of sexual harassment

The following describes some of the types of acts that may be unlawful sexual harassment and that are strictly prohibited:


• Physical acts of a sexual nature, such as:

· Touching, pinching, patting, kissing, hugging, grabbing, brushing against another employee’s body or poking another employee’s body;

· Rape, sexual battery, molestation or attempts to commit these assaults.


• Unwanted sexual advances or propositions, such as:

· Requests for sexual favors accompanied by implied or overt threats concerning the target’s job performance evaluation, a promotion or other job benefits or detriments;

· Subtle or obvious pressure for unwelcome sexual activities.

• Sexually oriented gestures, noises, remarks or jokes, or comments about a person’s sexuality or sexual experience, which create a hostile work environment.

• Sex stereotyping occurs when conduct or personality traits are considered inappropriate simply because they may not conform to other people's ideas or perceptions about how individuals of a particular sex should act or look.

• Sexual or discriminatory displays or publications anywhere in the workplace, such as:

· Displaying pictures, posters, calendars, graffiti, objects, promotional material, reading materials or other materials that are sexually demeaning or pornographic. This includes such sexual displays on workplace computers or cell phones and sharing such displays while in the workplace.

• Hostile actions taken against an individual because of that individual’s sex, sexual orientation, gender identity and the status of being transgender, such as:

· Interfering with, destroying or damaging a person’s workstation, tools or equipment, or otherwise interfering with the individual’s ability to perform the job;

· Sabotaging an individual’s work;

· Bullying, yelling, name-calling.

Who can be a target of sexual harassment?

Sexual harassment can occur between any individuals, regardless of their sex or gender. New York Law protects employees, paid or unpaid interns, and non-employees, including independent contractors, and those employed by companies contracting to provide services in the workplace. Harassers can be a superior, a subordinate, a coworker or anyone in the workplace including an independent contractor, contract worker, vendor, client, customer or visitor.

Where can sexual harassment occur?

Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while employees are traveling for business or at employer sponsored events or parties. Calls, texts, emails, and social media usage by employees can constitute unlawful workplace harassment, even if they occur away from the workplace premises, on personal devices or during non-work hours.

Retaliation

Unlawful retaliation can be any action that could discourage a worker from coming forward to make or support a sexual harassment claim. Adverse action need not be job-related or occur in the workplace to constitute unlawful retaliation (e.g., threats of physical violence outside of work hours). 

Such retaliation is unlawful under federal, state, and (where applicable) local law. The New York State Human Rights Law protects any individual who has engaged in “protected activity.” Protected activity occurs when a person has:

• made a complaint of sexual harassment, either internally or with any anti-discrimination agency; 

• testified or assisted in a proceeding involving sexual harassment under the Human Rights Law or other anti-discrimination law; 

• opposed sexual harassment by making a verbal or informal complaint to management, or by simply informing a supervisor or manager of harassment; 

• reported that another employee has been sexually harassed; or 

• encouraged a fellow employee to report harassment.

Even if the alleged harassment does not turn out to rise to the level of a violation of law, the individual is protected from retaliation if the person had a good faith belief that the practices were unlawful. However, the retaliation provision is not intended to protect persons making intentionally false charges of harassment.

Reporting Sexual Harassment
Preventing sexual harassment is everyone’s responsibility. Maxwell Memorial Library cannot prevent or remedy sexual harassment unless it knows about it. Any employee, paid or unpaid intern or non-employee who has been subjected to behavior that may constitute sexual harassment is encouraged to report such behavior to a supervisor, manager, the Library Director or the President of the Board of Trustees. Anyone who witnesses or becomes aware of potential instances of sexual harassment should report such behavior to a supervisor, manager, the Library Director or the President of the Board of Trustees.  
Reports of sexual harassment may be made verbally or in writing. A form for submission of a written complaint is attached to this Policy, and all employees are encouraged to use this complaint form. Employees who are reporting sexual harassment on behalf of other employees should use the complaint form and note that it is on another employee’s behalf.

Employees, paid or unpaid interns or non-employees who believe they have been a target of sexual harassment may also seek assistance in other available forums, as explained below in the section on Legal Protections.
Supervisory Responsibilities

All supervisors and managers who receive a complaint or information about suspected sexual harassment, observe what may be sexually harassing behavior or for any reason suspect that sexual harassment is occurring, are required to report such suspected sexual harassment to the Library Director or the President of the Board of Trustees. 

In addition to being subject to discipline if they engaged in sexually harassing conduct themselves, supervisors and managers will be subject to discipline for failing to report suspected sexual harassment or otherwise knowingly allowing sexual harassment to continue. 

Supervisors and managers will also be subject to discipline for engaging in any retaliation.

Complaint and Investigation of Sexual Harassment

All complaints or information about sexual harassment will be investigated, whether that information was reported in verbal or written form. Investigations will be conducted in a timely manner, and will be confidential to the extent possible.

An investigation of any complaint, information or knowledge of suspected sexual harassment will be prompt and thorough, commenced immediately and completed as soon as possible. The investigation will be kept confidential to the extent possible. All persons involved, including complainants, witnesses and alleged harassers will be accorded due process, as outlined below, to protect their rights to a fair and impartial investigation. 

Any employee may be required to cooperate as needed in an investigation of suspected sexual harassment. Maxwell Memorial Library will not tolerate retaliation against employees who file complaints, support another’s complaint or participate in an investigation regarding a violation of this policy.

While the process may vary from case to case, investigations should be done in accordance with the following steps:

• Upon receipt of complaint, the Library Director or the President of the Board of Trustees will conduct an immediate review of the allegations, and take any interim actions (e.g., instructing the respondent to refrain from communications with the complainant), as appropriate. If complaint is verbal, encourage the individual to complete the “Complaint Form” in writing. If he or she refuses, prepare a Complaint Form based on the verbal reporting.

• If documents, emails or phone records are relevant to the investigation, take steps to obtain and preserve them. 

• Request and review all relevant documents, including all electronic communications.

• Interview all parties involved, including any relevant witnesses; 

• Create a written documentation of the investigation (such as a letter, memo or email), which contains the following:

· A list of all documents reviewed, along with a detailed summary of relevant documents;

· A list of names of those interviewed, along with a detailed summary of their statements;

· A timeline of events;

· A summary of prior relevant incidents, reported or unreported; and

· The basis for the decision and final resolution of the complaint, together with any corrective action(s).

• Keep the written documentation and associated documents in a secure and confidential location.

• Promptly notify the individual who reported and the individual(s) about whom the complaint was made of the final determination and implement any corrective actions identified in the written document.

• Inform the individual who reported of the right to file a complaint or charge externally as outlined in the next section.

Legal Protections and External Remedies

Sexual harassment is not only prohibited by Maxwell Memorial Library but is also prohibited by state, federal, and, where applicable, local law.

Aside from the internal process at Maxwell Memorial Library, employees may also choose to pursue legal remedies with the following governmental entities. While a private attorney is not required to file a complaint with a governmental agency, you may seek the legal advice of an attorney.

In addition to those outlined below, employees in certain industries may have additional legal protections. 

State Human Rights Law (HRL)

The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, § 290 et seq., applies to all employers in New York State with regard to sexual harassment, and protects employees, paid or unpaid interns and non-employees, regardless of immigration status. A complaint alleging violation of the Human Rights Law may be filed either with the Division of Human Rights (DHR) or in New York State Supreme Court.

Complaints with DHR may be filed any time within one year (three years beginning Aug. 12, 2020) of the harassment. If an individual did not file at DHR, they can sue directly in state court under the HRL, within three years of the alleged sexual harassment. An individual may not file with DHR if they have already filed a HRL complaint in state court.

Complaining internally to Maxwell Memorial Library does not extend your time to file with DHR or in court. The one year or three years is counted from date of the most recent incident of harassment.

You do not need an attorney to file a complaint with DHR, and there is no cost to file with DHR.

DHR will investigate your complaint and determine whether there is probable cause to believe that sexual harassment has occurred. Probable cause cases are forwarded to a public hearing before an administrative law judge. If sexual harassment is found after a hearing, DHR has the power to award relief, which varies but may include requiring your employer to take action to stop the harassment, or redress the damage caused, including paying of monetary damages, attorney’s fees and civil fines.

DHR’s main office contact information is: NYS Division of Human Rights, One Fordham Plaza, Fourth Floor, Bronx, New York 10458. You may call (718) 741-8400 or visit: www.dhr.ny.gov.

Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more information about filing a complaint. The website has a complaint form that can be downloaded, filled out, notarized and mailed to DHR. The website also contains contact information for DHR’s regional offices across New York State. 

Civil Rights Act of 1964

The United States Equal Employment Opportunity Commission (EEOC) enforces federal anti-discrimination laws, including Title VII of the 1964 federal Civil Rights Act (codified as 42 U.S.C. § 2000e et seq.). An individual can file a complaint with the EEOC anytime within 300 days from the harassment. There is no cost to file a complaint with the EEOC. The EEOC will investigate the complaint, and determine whether there is reasonable cause to believe that discrimination has occurred, at which point the EEOC will issue a Right to Sue letter permitting the individual to file a complaint in federal court. 

The EEOC does not hold hearings or award relief, but may take other action including pursuing cases in federal court on behalf of complaining parties. Federal courts may award remedies if discrimination is found to have occurred. In general, private employers must have at least 15 employees to come within the jurisdiction of the EEOC.

An employee alleging discrimination at work can file a “Charge of Discrimination.” The EEOC has district, area, and field offices where complaints can be filed. Contact the EEOC by calling 1-800-669-4000 (TTY: 1-800-669-6820), visiting their website at www.eeoc.gov or via email at info@eeoc.gov.

If an individual filed an administrative complaint with DHR, DHR will file the complaint with the EEOC to preserve the right to proceed in federal court.

Local Protections

Many localities enforce laws protecting individuals from sexual harassment and discrimination. An individual should contact the county, city or town in which they live to find out if such a law exists. For example, employees who work in New York City may file complaints of sexual harassment with the New York City Commission on Human Rights. Contact their main office at Law Enforcement Bureau of the NYC Commission on Human Rights, 22 Reade Street, 1st Floor, New York, New York; call 311 or (212) 306-7450; or visit www.nyc.gov/html/cchr/html/home/home.shtml.

Contact the Local Police Department

If the harassment involves unwanted physical touching, coerced physical confinement or coerced sex acts, the conduct may constitute a crime. Contact the local police department.
No employee handbook can answer every question regarding your employment.  If you have any questions regarding our benefits or policies, or about your responsibilities as an employee, please ask.

ACKNOWLEDGEMENT & AGREEMENT

I acknowledge having received a copy of Maxwell Memorial Library’s Employee Handbook. I understand that it is my responsibility to read and abide by the policies, procedures and standards that are described in the Handbook. I understand that my employment with the Library is at-will. I further understand that violations of the policies contained in the Employee Handbook could result in disciplinary action, up to and including termination of employment.


In order to foster the best possible working environment, the Library strives to maintain a climate of professionalism, fairness and cooperation. The policies and procedures in the Employee Handbook are vital to the success of the Library and its employees and patrons.


I understand that the Library reserves the right to change, modify, or terminate any of the policies, procedures, and standards within the Employee Handbook at any time. I further understand that the Employee Handbook does not constitute a written employment contract – rather it is a summary of the Library’s policies as may be amended from time to time.


I acknowledge that I have received and read the Employee Handbook.

Name (printed):
________________________________

Signature:

________________________________

Date:


________________________________


