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Welcome!
Welcome to the staff of the White Oak Library District.  Our mission is to provide access to information to help meet the educational, recreational, and professional needs of every member of the community.  The District is dedicated to selecting, acquiring, and maintaining quality materials in a variety of formats; providing the programs, services and technologies to support this purpose; and recognizing and responding to the diverse and ever-changing needs of the population we serve.

We are glad that you are now a part of the team that provides these services to the residents of our District.  We are proud of our commitment to customer service and our attention to our patrons’ needs.  You will play a vital role in providing assistance to our patrons and your behavior and attitude will greatly impact the public’s opinion of the library.  Please remember this as you go through each workday.

One of your first responsibilities is to become familiar with all of the library policies and procedures.  Learn the layout of our facilities and where things are.  Understand what the departments do and why they do it.  Get to know your co-workers and the history of our White Oak libraries.  Finally, ask questions.  We tell patrons, “There is no such thing as a stupid question” and that holds true for staff as well.

I have an “open door” policy and encourage you to use it whenever necessary.  Again, welcome to the White Oak Library District team, and we hope you will be part of us for a long time.

Sincerely,

Scott E. Pointon
Scott E. Pointon
Director
I.
INTRODUCTION
This handbook serves as a guide to all salaried and/or professional level District employees and shall serve as an extension or clarification to the existing District Personnel Policy as needed.
To achieve our mission, the District employs individuals whose function is to see that library users receive quality service given in a friendly and courteous manner.  It is expected that all management and professional staff will conduct themselves in accordance with the notion that the good of the District (and ultimately the patrons we serve) is our highest priority.
Each individual accepting employment on the management/professional staff of the District is required to read the Management and Professional Staff Handbook and accept the responsibility of abiding by the rules and guidelines stated therein.  It is neither possible nor intended that this handbook, or for that matter the Personnel Policy, shall anticipate every matter or problem concerning employment by the Library.  The Director and/or Assistant Director will interpret matters in question.  The Director, as the chief administrative officer, is responsible for the executive direction of the District.

II.
PERSONAL CONDUCT 
As management/professional staff, it is expected that in all cases personal conduct will be held to a higher standard than is expected of the clerical and para-professional staff.   Our organizational culture is such that management/professional staff members are always “on stage” and must conduct themselves accordingly and within the conventions of polite decorum.  Patrons and other staff should be able to expect nothing but the highest professional behavior, and should also expect to never encounter bad moods, unhelpfulness, procrastination, and any other thing that would make the interchange less than professional.       

III.
APPEARANCE

Management/professional staff members are also expected to adhere to a higher standard with regard to personal appearance (dress, hygiene, etc).  While formal attire is not required, it should always be possible to say that management/professional staff members are nicely dressed and neat in appearance.  Stained, torn, frayed, bleach spotted, buttons missing, or otherwise damaged clothing is unacceptable.  Clothing covered with pet hair or excessively wrinkled garments are considered equally unprofessional.  Basically, everything relating to dress in the Personnel Policy remains in effect with the addition of higher standards.  As examples, men should have collars on their shirts.  Both men and women should avoid low cut shirts/blouses and both should be mindful of the number of buttons left open at the neck of any shirt.  Women should not wear inappropriate skirts.  T-shirts will not be worn unless on a pre-approved special occasion (like a Summer Reading Program event day) or during the portion of the workday when contact with the public is unlikely and contact with dirt and grime is unavoidable.  Other than the time when the special clothing is required (such as a 2 hour special project or the unloading of a truck), management/professional staff are expected to wear regularly appropriate attire the rest of the day. Remember that as managers and/or professionals, the rest of the staff is looking to you to set the bar for appearance!
IV.
RECRUITMENT

Appointment to all vacant management/professional staff positions is determined by the Director and is based upon job descriptions and requirements established by the Library Board of Trustees.  Branch & Department Managers will be heavily involved in the recruitment process for employees within their areas of responsibility.  Whenever possible, all management staff vacancies will first be announced in-house.  Additional recruitment efforts will be local, regional, or national depending upon the scope, responsibilities, and situation of the position to be filled.

V.
HOURS OF WORK
A.
Schedules:  Managers and Supervisors will arrange the schedules for their respective areas of responsibility.  An individual employee's work day or work week may be so arranged as to provide for the proper functioning of departments and the District at such hours and times as may be deemed necessary.

B.
Work Shifts:  Work shifts are set within each department and reflect the staffing needs of that particular department.

A management/professional employee who is not going to report for work must notify their immediate supervisor as early as possible, but no later than an hour prior to the beginning of a scheduled work day. 
C.
Meals and Rest Periods:  For those working a full day, unpaid lunch periods will be coordinated by the relevant Manager or Supervisor.  

Employees are normally permitted a fifteen (15) minute rest period for each 4 hours on duty. Time allowed for rest periods may not be accumulated for future use.  

D.
Overtime:  Full time non-exempt employees will receive compensatory time in lieu of “time and a half” pay for hours worked over 40 in a pay week.  In this case, for every hour worked beyond 40 in a pay week, 1.5 hours of comp time will be earned and then taken as leave time at a later date.  When the comp time is used, it will be paid at the  normal pay rate.  Full time exempt employees are “salaried” and thus exempt from receiving overtime pay.  However, these employees may earn compensatory time at a rate of 1:1.  In this case, for every hour worked beyond 80 in a pay period, 1 hour of comp time will be earned and then taken as leave time at a later date.       

E.
Flexible Schedule:  With the approval of the Director, an employee may work a flexible schedule.  A flexible schedule shall not interfere with normal library operations.  Employees working a flexible schedule should avoid working more than 12 hours in any one day.

F.
Time Sheets:  All employees are required to complete an electronic “time sheet” via our Time and Attendance system, indicating total daily hours worked.  It is best to complete this step at the close of each work day.  Time sheets are the responsibility of the individual employee.  Their Manager shall in turn verify the accuracy of each time sheet before it is submitted to the Business Office at the end of the pay period.

It is the responsibility of each Manager to see that time sheets are completed accurately and turned in to the Business Office by 10:00am on payroll Monday.  Failure to do so may result in a delayed paycheck(s).
G.     
Librarian In Charge:  Because the District facilities are open 60 hours per week and a public services manager is not always present as a resource to their respective staff members, the professional librarians working the Adult Services desk at each location will act as “Librarian-In-Charge” of the building and will be responsible for making on the spot decisions and judgment calls regarding patron service issues, problem patron behavior, weather emergencies, 911 calls etc.  In situations where the librarian at the Adult Services desk is a substitute, then advice should be sought from the Children’s Services librarian if one is on duty, the “Librarian-In-Charge” at our other branch location, senior para-professional staff on duty, etc.   

A good rule of thumb in emergency/crisis situations is that it is usually better to err on the side of action vs. inaction.  Thus the “Librarian-In-Charge” on any given day should not hesitate to take charge, call 911 immediately, etc if they feel the situation warrants it.  Naturally if the Director or relevant Branch Manager is present or easily contacted, the Librarian-In-Charge can defer to their judgment in less pressing situations.   
VI.
SALARIES AND EVALUATIONS
A.  
Pay Days:  Salaries for all employees are calculated on a biweekly basis.  Salaries are paid no later than the Friday following the end of the two-week period for which the pay has been earned.  Salaries are best paid through a direct deposit into an employee's account at an approved bank or credit institution.
B.  
Salary Schedule:  The District salary schedule is reviewed and revised as needed by the Director and Board of Library Trustees.  The current salary schedule can be found on the Staff Intranet.
C.  
Evaluations:  All District employees will periodically participate in performance coaching sessions with their immediate supervisor/manager.  
VII.
HOLIDAYS
The primary purpose of District holidays is to insure that staff members do not have to be at work on the designated holidays.  The intent of these holidays was never to give any staff members a “free” day of pay or an “extra” day off at a later time. 
A.
Holidays Observed:  The District observes the following days as holidays:  New Year's Day,  Easter, Memorial Day, Independence Day, Labor Day, Veteran’s Day, Thanksgiving Day, Christmas Eve, and Christmas Day. 
Each year by December the Library Board indicates on which days District facilities will be closed in the coming year.  
B. 
Holiday Pay:  When an observed holiday falls on a day when an employee is not scheduled to work (for example a weekend day), only those staff scheduled to work on that day by their supervisor will receive pay for that day (unless otherwise noted in the District Personnel Policy).

VIII.
VACATION AND PERSONAL LEAVE
Paid vacation leave is well defined in the District Personnel Policy but sometimes a further clarification for managerial staff can be helpful.  In general, management and professional staff should feel some pride and ownership in the District, and thus arrange their paid time off around the needs of the District.  
IX. 
PROFESSIONAL STANDARDS

A.
Resignations:  All full time managers, supervisors, and professional level staff members should give the District the courtesy of 4 weeks’ notice when resigning their position.  This is the industry standard and anything less can be seen as unprofessional.   
B.
Exit Interview:  The Director or relevant Branch Manager will conduct an exit interview for any/all willing management or professional employees leaving employment with the White Oak Library District.  

X.
OTHER
A.      
Outside Employment:  Full-time employees are not to engage in outside work that might interfere with their regular library duties or physically affect the performance of those duties.
B.
Employee Suggestions:  Employees are encouraged to submit suggestions on improvements in working conditions, terms of employment, library procedures, library regulations, library safety, and other areas of interest and/or concern to the Director.

