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101. ADMINISTRATION

a) Legal responsibility is vested in the Board of Trustees, which is the policy-forming body of the District.  The responsibilities of the Board include selection and appointment of the Director who is the administrative officer of the District.  The Director is responsible for the implementation of the policies and decisions of the board as they affect employees.  The Director is in overall charge of the District employees and is responsible for the hiring and termination of all employees subject to the Board’s approval.  The assignment of duties, employee morale, establishing standards of service and staff development is the responsibility of the Director. Matters not specifically addressed by this policy shall be determined by the Director subject to Board review.  In the absence of the Director, the Assistant Director serves as the administrative officer.

102. APPOINTMENTS

a) The Board of Trustees shall appoint the Director.  The Director is responsible for the appointment of all other Library employees. The creation of new positions is subject to the approval of the Board of Trustees.

b) Selection of staff members will be made on merit, with due attention given to educational qualifications, personality, temperament and aptitude for the particular position.  There is no discrimination or favoritism because of race, creed, age, sex, marital status, beliefs, political alignment, sexual orientation, or physical disability.

c) Nepotism will not be tolerated or promoted by the District.

d) Criminal Background Check: The White Oak Library District holds a fundamental belief that its Board of Trustees and administrative staff have a duty to provide a safe and secure environment for patrons and staff.  In an effort to best insure this, every selected applicant for regular full-time or part-time employment positions with the District (other than the position of Page) will undergo a criminal background check.  
Employment offers to individuals who are not currently employed by the District will be conditional based upon successful completion of a criminal background check.  Pages currently employed by the district need to successfully complete a criminal background check prior to appointment to higher positions.

The criminal background check will be in accordance with state and federal laws.

Refusal to submit to and/or failing a criminal background check will remove the employment candidate from consideration for hire with the District.

Orientation Period:  The 30 days following the employee’s hire date are considered a probationary period during which time the employee will be expected to demonstrate certain basic competencies that are considered a minimum requirement for carrying out the duties of the position.  

Employees working in their orientation period are employed solely at the discretion of the library and may be dismissed with or without cause and/or notice by the District Director or the Director’s designee.

e) Health Insurance Benefits:  Employees will have the opportunity to enroll in the District’s health insurance plan if they so choose.  This insurance will be provided thirty (30) days after the first “first of the month” they are employed by the District, as defined in the Payroll Deductions section of this document, as prescribed by the District’s insurance provider, or as allowed during annual open enrollment periods.  Full time staff will qualify for District assistance with their own health insurance premiums. Part time staff and non-negotiated staff dependents must pay for the entire cost of the premiums themselves, if they choose to receive the insurance benefit.
103. EMPLOYEE CATEGORIES

a) A full-time employee is any employee who is regularly scheduled to work 40 hours per week.

b) A part-time employee is any employee who is regularly scheduled to work less than 40 hours per week.  Part-time employees shall be paid by the hour and are not eligible for paid leave time except as otherwise stated herein.

c) All staff members are designated as exempt or non-exempt as defined under the Fair Labor Standards Act.  Exempt refers to exemption from overtime pay and applies only to staff falling into the appropriate exemption categories as defined by the law.  Exempt staff members are salaried and will work until their job is done.  All part-time positions are non-exempt as well as all other full time positions not falling within the exempt employee guidelines.  
104. STAFF DEVELOPMENT

a) Educational Assistance:  Any employee who has completed one (1) year of satisfactory, continuous service with the District in a 25 hours per week or greater position is eligible for educational assistance.  Educational assistance shall be in the form of tuition reimbursement upon satisfactory completion of courses relative to an approved course of study.  

1. Prior approval of the course must be obtained from the Library Director.

2. The maximum reimbursement amount is $500 per fiscal year for courses in an undergraduate program, and $2,500 per fiscal year for courses in a graduate level library school program.

3. Payment will be made following successful completion of course(s) with the caveat that the employee must have a grade of B or higher to receive reimbursement.

4. If library budget funds are not available in the fiscal year in which the courses are taken, the funds will be budgeted for reimbursement in the next fiscal year in which funds are available.

b) Meetings, Workshops, Seminars and Conferences:  All employees, both full-time and part-time are encouraged to attend job-related meetings, workshops, seminars and conferences.  Attendance shall have prior approval of the Director.  The District will pay reasonable expenses for employees designated by the Director or the Board as official representative of the District. 

1. Employees shall be considered in a work status while attending approved activities.

2. Allowable expenses include mileage (according to IRS rate), tolls and parking.

3. Meal costs will be reimbursed when they are business-related and pre-approved.

4. The District will pay the basic annual dues for professional staff in either the American Library Association (ALA) or the Illinois Library Association (ILA).

5. The District will pay the basic annual dues for the Director to the American Library Association (ALA), the Illinois Library Association (ILA), and any other professional associations deemed relevant and appropriate by the Board.

105. EVALUATIONS AND PROMOTIONS

a) The Director has final authority to recommend all promotions within the District, and to implement said promotions with approval of the Board of Trustees.

b) All employees will receive appropriate and timely feedback and coaching on their performance.  Pay increases will be merit based and tied to employee performance.
106. WORK SCHEDULE

a) The standard workweek for full-time District employees shall be 40 hours.

b) Alternative work schedules are at the Director’s discretion.

107. CODE OF CONDUCT

All employees shall fulfill the responsibilities and duties detailed in their specific job descriptions as well as other reasonable duties as assigned.  All employees shall conduct themselves in a professional manner customary for other businesses and public service entities, maintain neat dress in keeping with the District’s Dress Code, be courteous to patrons and other staff members and be attentive to job responsibilities and service of patron needs.
Employees shall not report to work while under the influence of alcohol or drugs (other than doctor-prescribed medications and/or over the counter medications).  Violating this rule will lead to disciplinary steps being taken against the employee, up to and including termination of employment.

All employees will respect the confidentiality of library records.

All employees will abide by all rules, regulations and customary practices of library operations.  

All district employees are expected to conduct themselves in accordance with all applicable laws. 
Firearms are prohibited on library property per Illinois State Law.
108.  DRESS CODE

The White Oak Library District seeks to present a business-like appearance through its employees.  The public image of the White Oak Library District is directly dependent on our staff.  The personal appearance, quality of service, and positive attitude of all of our employees is essential to creating and maintaining a favorable public image.

A neat, business-like appearance and demeanor are essential to convey to the patrons  that our staff members are serious about providing efficient and professional service.

All employees must dress appropriately and maintain a high standard of personal hygiene.

The following guidelines provide examples of acceptable attire.  These guidelines apply to all employees.

Employees are expected to be clean and well groomed at all times and dress in a manner appropriate for their jobs.  Clothing must be clean and neat.  If you have any questions about whether an item of clothing is permissible under the dress code, please contact your supervisor prior to wearing the item at work.

All employees must wear their hair in an appropriate style.

Body piercings (other than earrings) should not be overly visible, distracting, or distasteful.
Library promotional T-shirts and shirts are acceptable.

Unacceptable work attire includes, but is not limited to:

1.  Jeans or any pants that are cut offs, cargo pants and camouflage gear

2.  Leg warmers

3.  Sweatpants

4.  Jogging/warm-up suits

5.  Sun dresses that are overly short or revealing
6.  Overalls

7.  T-shirts that depict any advertisements of alcohol, cigarettes, or any offensive

      language, or image.

8.  Tank tops/halter tops, or any item that exposes bare midriffs

9.  Tube tops, low necklines
10.  Tops with spaghetti straps, strapless tops

11.  Any type of clothing that has visible undergarments 

12.  Beach clothing/shorts

13.  Short skirts (more than three inches above the knee)

14.  Flip-flops and/or house shoes

15.  Hats or any type of head covering.

The Director may waive any of these requirements due to medical disabilities, special circumstances, or religious practices.

Any employee not in compliance with the dress code will be sent home to change.  Employees will not be paid for this time away from work.  Repeated violations will be subject to disciplinary action.

109. PAYROLL SCHEDULE

a) Salaries shall be paid by check to all employees bi-weekly. There shall be 26 pay periods per year.

b) Advances in pay and payments other than on authorized paydays shall not be permitted.

c) All staff members are required to maintain a Time & Attendance System record, which will be submitted to the District Business Manager.  Falsifying, tampering with, or using other employees’ Time & Attendance System records will result in termination of employment.

110. LEGAL HOLIDAYS

a) The District will be closed and all full-time, scheduled staff will be paid for the following holidays:

1. New Year's Day

2. Easter

3. Memorial Day

4. Fourth of July (Independence Day)

5. Labor Day

6. Veterans Day

7. Thanksgiving Day
8. The District will close at 5:00 p.m. on New Year's Eve

*The definition of scheduled staff shall be those who regularly worked on that day of the week prior to and after the holiday weeks in question, or whose regular rotation falls on that day.  Thus if a full time staff member regularly only works Monday through Friday, when one of the above noted holidays fall on the weekend, the staff person will not be given any additional pay or time off work.  Similarly, if a full time staff member works every Saturday and has every Friday off, when one of the above noted holidays falls on a Friday they would not receive any additional pay or time off work. In the event that the case can be made that a full time employee does not have a fixed schedule, then within the holiday week in question that employee will have their 40 hours of work time scheduled on days other than the holiday.    

b)  The District will also be closed on Christmas Eve and Christmas Day, and through the 

      generosity of  the Board, paid time for these holidays will be handled as such:

      When Christmas Eve or Christmas Day falls on a regular weekday (i.e. Monday - Friday), full  

      time staff will be paid 8 hours of holiday pay for such a day, but not to exceed their 40 hour  

      work week. If either Christmas Eve or Christmas Day falls on a Saturday or Sunday, full time  

      staff will receive 8 hours of holiday time (for each holiday day falling on a weekend) to be 
      used at the convenience of the District within the two pay periods following the holiday(s) in 
      question.

      Part time staff will be paid for Christmas Eve and Christmas Day and no other observed  

      holidays.  For the Christmas Eve and Christmas Day holidays, part-time staff will be paid for  

      each day, either for their regularly scheduled hours or 4 hours of holiday pay (whichever is  

      greater) no matter what days of the week on which Christmas Eve and Christmas Day happen  

      to fall.

111. VACATIONS

a) Though vacation time starts accruing immediately upon hire, employees must complete six (6) months of continuous service with the District before vacation time can be used.  Paid vacation time is earned only by full-time staff and is based solely on full-time years of service.  Unpaid vacation time is allowed for part-time employees (and only part-time employees) at a rate based on total years of service.
b) Full-time Director shall be granted twenty (20) days of vacation with pay per year.
c) Full time Managers shall be granted fifteen (15) days of vacation with pay per year to start.  Beginning with the eleventh (11th) year of service, these Managers will earn an additional day per year until they reach twenty (20) days per year as described below in section “d”. 
d) All other full-time employees of the District shall receive an annual vacation with pay  based on the following vacation schedule:
           Year of Service                     Days of Vacation with Pay

            1st through 5th year                ten                  
(10)

            6th year                                  eleven             
(11)

            7th year                                  twelve             
(12)

            8th year                                  thirteen            
(13)

            9th year                                  fourteen           
(14)

            10th year                                fifteen              
(15)

            11th year                                sixteen             
(16)

            12th year                                seventeen         
(17)

            13th year                                eighteen           
(18)

            14th year                                nineteen           
(19)

            15th year and over                 twenty              
(20)     

e) Each year, on the date of an employee’s work anniversary, the employee may have no more than one year’s allotment of unused vacation time on the books.  If they have more than one year’s worth of unused vacation time, their vacation time balance will be reduced to the maximum allowed amount on that day.  If requested in writing and in advance, a carry-over of vacation time is possible, with the standard being a Board or Director determination that failure to delay such vacation would adversely affect the district or library operations.
f) All leave time is subject to prior approval of the employee’s Manager and/or the Director.  Leave requests should be submitted in writing as far in advance as possible.  In case of two or more requests being received for the same period, priority will be assigned by the relevant Manager based on what is most fair.  
g) Wherever possible, hours left open by a vacation or time-off request by an employee are to be filled by another employee as assigned by the relevant Manager or the Director.
112. SICK DAYS/LEAVE OF ABSENCE

Paid sick time is provided to full time employees and is to be used for times when the employee is actually sick or for times when they have asked for and been granted permission to leave during work time to attend pre-scheduled medical appointments.  Wherever possible, medical appointments should be scheduled outside of work time.  


Each regular, full-time employee shall be entitled to the following sick leave benefits: 12 days of sick leave per year (96 hours), cumulative to 120 days (960 hours).  Eight hours of sick leave are accrued each month.  

Per the Illinois Sick Leave Act, employees who earn paid sick leave benefits may also use a portion of that leave for absences due to illness, injury, medical appointments, or other relevant health-related family care involving the employee’s child, spouse, sibling, parent, mother-in-law, father-in-law, grandchild, grandparent, or stepparent.  Usage of this sick time taken for family care purposes will be limited to 80 hours of paid sick leave per fiscal year.   

a) Any absence of three (3) days or longer, due to illness or injury requires the employee to provide the Director with a written physician’s excuse, and medical release for full duty, upon returning to work.

b) In situations where abuse is suspected, the Director may require a physician’s excuse for absences of less than three (3) days.

c) Extended leave of absence may be granted at the discretion of the Director, and will comply with the Family Medical Leave Act.  
d) In the event that a leave of absence is granted for health reasons, all eligible personal, sick and vacation days must be used first.  Once the paid leave time has been exhausted, leave may be granted without pay at the Director’s discretion and in compliance with the Family Medical Leave Act. 

e) Under the Family Medical Leave Act, eligible employees are entitled to twelve (12) weeks of leave for certain family and medical reasons during a twelve (12) month period.  Details of the Family Medical Leave Act, and all applicable benefits for eligible Library employees, can be viewed at U.S. Department of Labor website http://www.dol.gov/whd/fmla/.
113. PERSONAL DAYS

Paid personal time is provided to full time employees to take time off of work to attend to all of the various things in life that occur, such as closing on bank loans, attending to car repairs, attending family obligations, and various other appointments.

Each full-time employee shall be allowed four (4) personal days with pay per year.  Employees may begin using these paid personal days once they have reached the six month employment mark.  Personal days must be used within the work year they are earned and cannot be accumulated or carried forward.  A work year is defined by the anniversary date of employment. Use of personal days must be approved by the relevant Manager or the director.

SECTION 114:  COMPENSATORY TIME VS OVERTIME PAY
a) Per all relevant Federal and State laws, all employees will be fairly and legally compensated for hours worked.  Additionally, all employees will have the ability to earn compensatory (comp) time where relevant.  Comp time may be earned in the following manner:

Part time non-exempt employees who work more than 40 hours in a pay week will be compensated at a “time and a half” pay rate for those additional hours worked over 40 in that week.

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.       

b) Compensatory time may be used to take time off away from work, just like vacation or personal time. Requesting and receiving permission to use comp time will be handled in the same manner in which vacation time and personal time are granted.
c) Compensatory time will be tracked by Administration.  By law, employees will have an accrual limit of 240 hours.  Staff members are expected to use their comp time long before it can accrue to the 240 hour limit.     
d) Compensatory time may not be earned in any week where an equal or greater number of other paid leave time was used.  For example, if an employee takes 8 hours of vacation time and then ends up working 36 hours later that same week, the total hours would not equal 44, thus requiring 4 hours of compensatory time.  Rather the 8 hours of vacation time would be reduced to 4 hours of vacation time and the 36 hours of work time would be recorded normally.    

SECTION 115:  BREAKS

e) All employees scheduled to work seven and a half (7.5) or more consecutive hours a day will be required to take a minimum thirty (30) minute unpaid lunch break. Lunch breaks will be scheduled near the middle of the shift at the District’s convenience. 

f) Employees shall be allowed one (1) fifteen (15) minute rest break within each four (4) consecutive hours of work.  Rest breaks shall not be taken in conjunction with, or instead of, regular meal periods or at the beginning or end of a work shift.  

116. EMERGENCY CLOSINGS

If circumstances occur that would prevent the operation of one or more library facilities, the Director, Assistant Director, and/or relevant Branch Manager may choose to close the relevant facility.  All employees will be paid for hours normally scheduled to work on that day.  

If an employee was already scheduled to use paid leave time on the date of an emergency closing, such as vacation time or personal time, they will be required to use the paid leave time as it was scheduled.
117. JURY DUTY

Full-time employees, who are called for jury duty or subpoenaed to testify, will be given time away from work with pay to do so.  Such employees will consult with their Manager and the Library Director as soon as possible prior to the date for which they are to serve or testify.  

If an employee is serving on jury duty or has been summoned to testify in court, on any day in which they are released early by the court and at least half of their regularly scheduled workday remains, said employee shall return to work at the library.  
118. MILITARY

Full time employees will be allowed leave for military service upon submission of written orders.

a) Active Duty for Training - Up to fifteen (15) days per year will be granted for this category of military leave. The employee will be treated as if working full time for the district with medical and pension coverage.  If the employee’s military pay is lower than their library salary, the District will make up the difference between the employee’s military pay and his/her normal library salary.  Unused leave in this category is not cumulative.

b) Active Duty for Domestic Emergencies / Law Enforcement - Up to thirty (30) calendar days per year will be granted for this category of military leave.  The employee will be treated as if working full time for the district with medical and pension coverage.  If the employee’s military pay is lower than their library salary, the District will make up the difference between the employee’s military pay and his/her normal library salary.    Unused leave in this category is not cumulative.

c) Military or National Guard Personnel Called to Extended Active Duty - Full time employees called to active duty in this category will be carried on the payroll books as a full time employee for one pay period after the date of their orders.  After that point in time, the district will pay out any unused vacation time and personal time.  After the date of activation, the district will not carry the employee on medical plans beyond the current insurance billing period.    
After all time due is used the employee will be removed from the list of district employees.  Upon return from active duty the employee will be subject to all reemployment rights under current law.

119. DEATH IN FAMILY

When a death occurs in the immediate family of a full-time employee, leave with pay for ten (10) working days shall be granted.  A member of the immediate family is defined as a current spouse, domestic partner, child, or stepchild.

In the case of other family deaths, leave with pay for three (3) working days shall be granted.  This will apply when an employee loses a sibling, grandparent, grandchild, father/mother/brother/sister-in-law, step parent/sibling, aunt, uncle, nephew, niece, and any other person or relative living in the same household as the employee.

Per law, the aforementioned bereavement leave is to be used within a reasonable timeframe after the relevant death to attend funerals or funeral alternatives, make funeral arrangements, and to grieve following the death of a loved one.  Bereavement leave is not intended to be extra vacation time and cannot be banked and used as such at a later date.

120. ABSENCES

Employees are expected to be at their place of work at the times established by their Managers. Employees are considered tardy if they fail to report to their assigned work place at the scheduled time, including returns from breaks or lunch.  Excessive tardiness will be grounds for disciplinary action and may result in termination.

Any employee who, because of illness or any other reason, is unable to report for work at their scheduled time, must notify their supervisor at the earliest possible time.  This notification will be at least thirty (30) minutes prior to the time scheduled to report for work.

Full-time employee’s absences due to illness shall be charged against employee’s sick leave.  When this has been exhausted, the absence shall be charged against any accrued personal or vacation time.  If no paid leave time remains, the employee shall go unpaid for the remainder of their time away from work as prescribed by the Family Medical Leave Act.  Once FMLA benefits have been exhausted, or in situations where there are no FMLA protections, employees who continue to miss work due to illness shall be considered absent from work and subject to the relevant disciplinary steps.
An employee is responsible for notifying their supervisor of his/her absence each day of the absence, and advising when he/she will report back to work.  Unexcused absences and excessive excused absences are cause for disciplinary action and may result in termination.  The District also reserves the right to terminate any employee who is absent for three (3) consecutive working days and has not communicated a valid reason for said absences.
121. DISCIPLINARY STEPS


Disciplinary action, whether for absenteeism/tardiness or any other violation of this policy, will be handled in the following manner (unless otherwise noted):

1st offense: 
Verbal warning of offense, noted and filed.

2nd offense:
Written notice of offense, noted and filed.

3rd offense: 
One week off without pay, noted and filed.

4th offense: 
Dismissal.

This does not alter the employment-at-will relationship between the employee and the District.

122. HEALTH INSURANCE

a) All full-time employees are entitled to health insurance coverage with a percentage of the premium paid by the District.  The percentage of each premium paid by the District shall be determined annually.  Family coverage is available at cost to the employee.

b) Part-time District employees who work twenty (20) hours minimum per week are entitled to health insurance coverage under the District plan but must pay the entire cost of such coverage. 
c) The District will abide by the Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA).

123. PAYROLL DEDUCTIONS

a) All District employees are covered by Social Security and contribute as mandated by law.

b) All employees working more than six hundred (600) hours per year, as of December 31, 1982, are members of the Illinois Municipal Retirement Fund (IMRF) and contribute at the rate prescribed by law.  Coverage under IMRF is in addition to Social Security coverage.

c) All employees hired after January 1, 1983, working more than one thousand (1000) hours per year will be members of IMRF and contribute at the rate prescribed by law.

124. GRIEVANCE PROCEDURES
Grievance rights are limited to employees with at least six (6) months employment experience with the District.  Any staff member with a personal grievance or complaint (referred to as the grievant) is strongly encouraged to discuss the situation with their Manager within seven (7) days.  If the grievance is not resolved at this level, or if the grievant feels that meaningful communication with their Manager is not feasible, the grievant may request a hearing of the grievance by the Director.  If the grievance is not resolved by the Director, the grievant may present the grievance in writing to the Board of Trustees, through the Director.  The Director shall place the grievance on the agenda for Executive Session at the next regular Board meeting.  The Board may resolve the grievance immediately or ask the Director to do so in a prescribed manner.  The employee may be present if/when the Board takes action as a result of the grievance.  
125. RESIGNATIONS

a) Resignations are to be submitted in writing. The Director must give one (1) month notice to the Board of Trustees prior to the effective date of the resignation.  Professional employees are encouraged to adhere to a professional-level standard and give one (1) month notice to the Director prior to the effective date of the resignation.  This includes the Assistant Director, Department/Branch Managers, Supervisors, and all MLS librarians.  All other employees must give their Managers two (2) weeks’ notice prior to the effective date of their resignation.

b) Earned but unused vacations and personal days will be paid upon resignation.

c) Cumulated sick leave and compensation time will not be paid upon resignation.

d) Any employee who resigns and later returns to the employment of the District shall be considered a newly hired employee for all purposes, including granting of vacation.

126. RETIREMENT

a) The District participates in the Illinois Municipal Retirement Fund.  Eligible employees will contribute a set percentage of their salary to the fund and the District will match that with a percentage prescribed by IMRF each year. 


b) Earned but unused vacation, compensatory, and personal time shall be paid upon retirement.

127. TERMINATION

a) All employees are employees-at-will and the District reserves the right to terminate, lay-off, change work schedules, hours, duration of work, job description, or assignment of any employee, with or without cause, with or without notice, at any time.

b) An employee may be terminated as result of any criminal or any unprofessional behavior or the failure to account for library property under the employee’s control.  Unprofessional behavior includes, but is not limited to reporting for work under the influence of alcohol or drugs (except those legally prescribed by a doctor and/or over the counter medications), bullying, sexual harassment, excessive use of profanity, creating a hostile work environment, etc.
c) The Board has given the Director the authority to dismiss from the staff any employee whose attitude, conduct, or performance of duties warrants such action.  In cases of dismissal the employee has the right to appeal to the Board, if desired, using the Grievance Procedures outlined in this policy.

d) During periods of reduction-in-staff, the Director has the final authority to determine which employees shall be dismissed without prejudice. 

128. DRUG FREE WORKPLACE

The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance, as defined by federal or state laws, is prohibited in the library District’s workplace.  Any employee violating such prohibition shall be subject to appropriate disciplinary action, including termination of employment, and relevant penalties prescribed by law.  Employees must notify the Director within five (5) days of any criminal drug conviction or for a violation occurring in the workplace.  

129. SEXUAL HARRASSMENT

Sexual harassment of any employee will not be tolerated by the library District.  Any employee found to be in violation of this will be subject to disciplinary action and penalties prescribed by law.  

130. SMOKE FREE ENVIRONMENT

a) Our library facilities are deemed smoke free areas in accordance with the Illinois Clean Indoor Air Act.  Smoking is only permitted outside, in designated areas.

b) All district owned vehicles are deemed smoke free and staff will refrain from smoking while operating a district vehicle.

131. VICTIMS’ ECONOMIC SECURITY AND SAFETY ACT

The District recognizes that employees victimized by domestic or sexual abuse may need to take time during business hours to obtain orders of protection or civil no-contact orders; seek medical or legal assistance, counseling, or other services; or look for housing in order to escape from domestic or sexual violence as defined by the Illinois Domestic Violence Act of 1986.

Therefore, an employee who is a victim of domestic or sexual violence or has a family or household member who is a victim of domestic or sexual violence whose interests are not adverse to the employee as it relates to the domestic or sexual violence may take unpaid leave from work to address domestic or sexual violence in order to:

a) Seek medical attention for, or recover from, physical or psychological injuries caused by domestic or sexual violence to the employee or the employee's family or household member;

b) Obtain services from a victim services organization for the employee or the employee's family or household member;

c) Obtain psychological or other counseling for the employee or the employee's family or household member;

d) Participate in safety planning, temporarily or permanently relocate, or take other actions to increase the safety of the employee or the employee's family or household member from future domestic or sexual violence or ensure economic security; 

e) Seeking legal assistance or remedies to ensure the health and safety of the employee or the employee's family or household member, including preparing for or participating in any civil or criminal legal proceeding related to or derived from domestic or sexual violence.

Any White Oak Library District employee shall be entitled to a total of 12 work weeks of unpaid VESSA leave during any rolling twelve month period, and this leave may be taken as a lump, intermittently, or within a reduced work schedule.  However, neither the VESSA Act nor this policy creates a right for the employee to take unpaid leave time that exceeds the unpaid leave time provided for by the Family Medical Leave Act (FMLA). 

Employees wishing to use this benefit shall provide their supervisor at least 48 hours advance notice of their intention to take the leave, unless providing such notice is not practicable. 

When this type of leave is used, the District shall not take any action against the employee if the employee, upon request and within a reasonable period after the absence, provides certification that the employee or the employee's family or household member is a victim of domestic or sexual violence and that the leave is for one of the aforementioned purposes.

Employees wishing to utilize leave time provided by VESSA can certify their need for said leave by providing one of the following to their supervisor within a reasonable period of time.  
Appropriate documentation may come from any of the following:


· An employee, agent, or volunteer of a victim services organization, or

· An attorney, a member of the clergy, or a medical or other professional from whom the employee or the employee's family or household member has sought assistance in addressing domestic or sexual violence and the effects of the violence; or
· A police or court record; or
· Other corroborating evidence
132. AMENDMENTS

The District reserves the right to amend its personnel policy at any time and change, limit, restrict, remove, revoke or eliminate any right or benefit given to any District employee hereunder.

NOTE:  All staff will sign a receipt to acknowledge that they have received a printed copy of this policy and furthermore have free and easy access to this policy via the staff Intranet and Workplace by Facebook. 
Revised by the Board of Trustees on December 20, 2016
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