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PERSONNEL POLICIES
     This is to be a guide for the employees of the Halifax County - South Boston Regional Library to be implemented by the Director.  It has been prepared with good administrative practices and reasonable employee benefits and is intended to serve as a model of the best policies being utilized by other government agencies and the Commonwealth of Virginia.  If holidays fall on Monday, the Saturday before the holiday will be given, with the exception of Memorial Day, Labor Day, President’s Day and Martin Luther King Day. Holidays:  New Year's Day, President's Day, Easter Saturday and Monday, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Friday and Saturday after Thanksgiving, Christmas Eve, Christmas, the day after Christmas, Martin Luther King Day.

1.   If a person must work on a holiday, he will be given another day off.  Holidays falling within a period of vacation or sick leave will not be charged against vacation or sick leave taken.  If a holiday falls on a Saturday or Sunday, the library will take the state or county observance of that holiday.

2.   Vacations:  The following table reflects the amount of vacation with pay the employee earns each month based on his length of service to the library.  Personal days will not count against sick or vacation leave.

YEARS OF SERVICE         VACATION PER MONTH          MAXIMUM ACCUMULATION

              1 - 4                                            1                                                      25

               5                                                 1 1/4                                               25

               6 - 10                                          1 1/2                                              30

               10 - 20                                        2                                                    36

               20/MORE                                   2                                                    42

3.   Sick Leave:  One day of sick leave with pay will be accumulated for each month worked and may be accumulated up to 260 days.  This may be used when a person is unable to work because of illness or has a doctor or dentist appointment.  A limited amount of sick leave, not to exceed 3 days may be used when a spouse, child or close relative living in the household becomes ill.  Proof of such illness may be required before sick leave is approved.  There is no reimbursement for sick leave upon termination of employment.  If an individual requires more sick leave than days accumulated, vacation days may be used.  At the point that vacation days are exhausted, pay will be forfeited.  An employee must call the Director by 8:00 A. M. if they are ill.

4.  Death in the Immediate Family:  If a death occurs in an employee's immediate family (parent, spouse, child, brother, sister or any member of the immediate household) an employee may be allowed a limited amount of time off not to exceed 3 consecutive days without loss of pay.  If more time is needed vacation days will be used.

5.  Jury Duty:  If an employee is called to serve on a jury, he will be given permission to do so.  The employee may choose to use vacation time and receive his regular pay or he may receive only the difference between his pay and jury duty pay from the employer without losing vacation days.

6.  Leave of Absence:  At the discretion of the Director, an employee may be granted leave of absence without pay because of personal emergency or job related study no longer than 60 days.

7.  Military Leave:  If an employee is a member of the reserve unit or National Guard, he may, at the Director's discretion, be given 15 calendar days of military leave with pay equal to the difference between military pay and the regular pay to participate in the annual training program.

8.  Health Insurance:  The library will assume the cost of an individual hospital plan under the best coverage available from the city or the county for each regular full time salaried employee of the library.

9.  Pay Checks:  Checks are issued each month on the last working day of each month.  When pay dates occur on a Saturday, Sunday or holiday, employees will be paid on the preceding workday.

10.  Pay Increases:  Pay increases are based on length of service, merit and cost of living plus evaluations.  Increases will be considered by the Library Board on an annual basis to be effective July 1 of each year.  Increases will be given only if evaluations are satisfactory.  Wages are according to the pay scale as adopted by the Board of Trustees in January 1999.

11.  Performance Evaluations:  The Library Supervisor of each employee will evaluate their employees at least once a year.  A written evaluation signed by both the employee and supervisor will be placed in the employee's file.  Each employee has the right to counter an evaluation they do not agree with by filing a written statement covering these points.  Such statements will be placed in the employee's file and discussed with their immediate supervisor.  Performance evaluations will be reviewed and weighed when an employee is being considered for one of the following: promotion, salary raise, reassignment, reprimand, demotion, lay off or the granting of permanent status.

12.  Workman's Compensation:  Workman's compensation is required by State Law and is paid entirely by the Library.  This covers the employee in the event of occupational sickness or injury.  Any accident on the job, no matter how small, must be reported immediately to the Director.

13.  Expenses:  Reimbursement for job caused expenses (i.e. meals, lodging, tools, conferences, travel etc.) will be made at the discretion of the Director.  Travel by the employee's owned and/or operated vehicles currently will be reimbursed at the rate authorized by the State of Virginia.  Expenses' vouchers with attached receipts will be submitted at the end of the month for approval and payment.

14.  Meetings:  The Director may represent the library at any meeting the Board of Trustees deems appropriate, or he may entreat a member of the staff to do the same.  Any expenses incurred in the performance of such duties will be reimbursed according to the regulations in the above item, under expense.

15.  Training Program:  The Board of Trustees upon the recommendation of the Director may authorize payments for courses, seminars and on the job training as they may deem advisable to prepare the individual employee for advancement or raise staff competence levels in specific work areas providing funds are available in the budget.

16.  Working Hours:  A maximum of 40 hours per week may be required.  These 40 hours do not include lunch or dinner hours.

          Halifax Work Schedule                                    South Boston Work Schedule
          Monday      11:30 -  8:00  P.M.                        Thurs.                    11:30 - 8:00 P.M.

          Tues.-Fri.      9:30 -  6:00 P.M.                        Mon.-Wed. & Fri.  9:30 -  6:00 P.M.

          Saturday        9:30 -  1:00 P.M.                      Saturday                   9:30 -  1:00 P.M.

 One hour may be used for lunch or supper.  Only one employee will work on Saturday at each library.  All Saturday work will be divided equally among regular employees.  Changes may be made in the schedule whenever the need arises.  For the purposes of compensatory leave, the library’s work week begins at 9:30 A.M. Saturday and ends at 6:00 Friday.  In addition to an unpaid lunch hour, staff members are entitled to two 15 minute breaks during the work day.  Personal phone calls and email should be restricted to break times and lunch hours.

17.  Compensatory Leave:  Whenever a work week of more than 40 hours is required of an employee, the excess time may be taken as compensatory leave only within the following week.  Compensation time cannot be accumulated.

18.  Hiring:  The Director has the authority to select library employees within the budget and personnel limitations as established by the Board of Trustees.  All selections are subject to confirmation by the Board.  The Director and Assistant Director have the authority to select library employees within the budget and personnel limitations as established by the Board of Trustees.  All selections are subject to confirmation by the Board.  All staff openings are advertised in both local papers.  Each applicant is asked the same set of questions, and the interviewer’s notes will be kept on file for two years.  The library’s application form will be used for all applicants, who will also be asked for a resume.  

19.  Discharge:   An employee may be discharged at the discretion of the Director.  Following such action, a detailed report must be submitted to the Board of Trustees.

20.  Disciplinary Action:  Disciplinary action may be taken for an inappropriate action including but not limited to the following; neglect of duty, incompetence or failure to render satisfactory service, conviction of a felonious crime, absence without leave or failure to give proper notice of absence, loss of too much time from work or too frequent tardiness, use of intoxicating beverages or drugs not prescribed during working hours, disgraceful conduct which reflects on the Library as an employer, willful violation of any rule, regulations, policies, or procedure or the Library (e.g. not following chain of command or giving the name of a person who has an item checked out).

21.  Grievance Resolution:  Any employee with a grievance must discuss it fully with the immediate supervisor.  Should no accord be reached, the employee must then submit it to the supervisor in writing.  The supervisor will respond in 10 days.  The grievant has 10 days to appeal to the Director in writing.  The grievant has 10 days to appeal to a quorum of the Board of Trustees.  The quorum of the Board has 10 days to hold a hearing and 10 days to issue a written ruling.  This decision is final.  The grievances can only be filed on working conditions or supervisory actions.

22.  Political Activity:  No employee under the supervision of the Director may do any electioneering on the property of the city or county during working hours.  No employee may continue in his job after he becomes a candidate for nomination or election to any public office.

23.  Maternity Leave:   This may be granted for a period of three months without pay.  Length of service previously established for the purposes of earning pay, sick leave and annual leave will not be lost.

24.  Retirement:  All full time employees are required to become members of the Virginia Retirement System upon employment.  The employee's share will be deducted monthly from the pay check and matched by the required employer's share.  If the employee terminates his employment before retirement, he has the option to withdraw his contribution from the system.

25.  General:  The Director shall have authority and responsibility for administrative policy actions not  explicitly reserved for the Board of Trustees, but shall report such actions to the Board when he determines them to be of general significance.

26.  Alcoholic Beverages:  library employees will not bring Alcohol on library property.  Drinking alcoholic beverages on the job or reporting for work under the influence of alcoholic beverages or drugs (unless prescribed by a licensed medical doctor) will be cause for dismissal.

27.  Policy on Pay Plan:  It shall be the policy of the Board of Trustees to require equal pay for equal work based on merit, education and experience.

28.  Partial Monthly Payment of Salary:  When an employee works only a portion of a full month, the employee's standard monthly pay rate will be divided by the number of working days in the month to establish daily pay rates.  The daily rate will be multiplied by the actual days worked to determine pay for the month.

29.  Public Relations:  Public relations involves every person connected with the Library.  Therefore, it is expected that every Board and staff member have a clear understanding of the Library's objectives and policies.  Board and staff members must remember that they represent the Library in every contact and should take an active interest in community affairs.

It is the responsibility of the Library staff to create in the library an atmosphere that is welcoming, helpful and pleasant.  No staff member should ever be so engrossed in work that a patron is given only superficial attention or vice versa.

Personal telephone calls, either incoming or outgoing, must be brief and infrequent.  Each staff member is expected to present a business like appearance both in dress and manner during scheduled hours.  Neatness and cleanliness are essential and all extremes should be avoided.

The Library staff will promote materials, book lists, exhibits, etc. to stimulate interest in and use of Library materials for the enlightenment and enrichment of all people of the city and county.

30.  Expenses and Dues for Board Members and Staff:  the Library may pay Membership for Board members and staff in the Virginia Library Association.  The Library may pay actual expenses incurred for attendance at state level meetings.  There is a minimum-maximum established pay scale as adopted by the Library Board of Trustees in January, 1999.

31.  Personnel:  There shall be one (1) certified professional librarian, employed by the Halifax County-South Boston Regional Library.  There shall be a minimum of 8 other full time employees, four assigned to Halifax and four assigned to South Boston. In addition to the professional librarians, efforts will be made to have all other employees with adequate training for the position to which they will be assigned.  All employees are expected to type reasonably well and drive well enough to handle the bookmobile when necessary.

There is a minimum-maximum established pay scale.  Local 10-month school pay adjusted to 12 months for Library employees is often used as a guide.


