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Introduction 
This employee handbook has been prepared for informational purposes only. None of the 
statements, policies, procedures, rules, or regulations contained in this handbook constitutes a 
guarantee of employment, a guarantee of any other rights or benefits, or a contract of 
employment, expressed or implied. Hales Corners Library (Library) employees are employed “at 
will” unless covered by other applicable State of Wisconsin statutes or Hales Corners Library 
Board of Trustees (Library Board) policies, and employment is not for any definite period. 
Termination of employment may occur at any time, with or without notice, and with or without 
cause, at the option of the Library or the employee.  
 
The Library may modify or eliminate the provisions set forth in this handbook at any time with or 
without notice. This handbook supersedes all previous handbooks, statements, policies, 
procedures, rules, or regulations given to employees, whether verbal or written. This handbook 
may only be modified by proposal of the Library Director and action by the Library Board.  
 
Under Wisconsin State Statute 43.58(4), the Library Board is the governing and policy-making 
body of the Hales Corners Library. If there is a conflict between the policies of the Library Board 
and the Village of Hales Corners (Village), the Library Board policies will have precedence. 
Village policies shall be in effect where no Library Board policies exist, subject to the decisions 
of the Library Board. The Library Director is charged with enforcing and interpreting these 
policies, as well as all applicable laws, ordinances, rules and regulations.  
 
The Library encourages all employees to communicate their views on matters concerning their 
jobs and interests to their immediate supervisor or Library Director. The Library values 
comments and suggestions of its employees concerning work methods and operations. 
Employees should feel free, and are encouraged, to offer suggestions and to seek advice on 
any matter which is of concern to them. The Library believes that the future goals of the Library 
and its employees will best be accomplished by our mutual efforts, and through direct and 
honest communications and relationships.  
 
  



Library Employee Handbook 
Library Board approved: 5/28/2020, 7/23/2020, 11/19/2020    Page 6 of 51 

 

                                        
Anti-Harassment Policy 
Harassment or intimidation are offensive and inappropriate in the workplace. The Library is 
committed to providing employees with a work environment free from harassment or intimidation 
of any kind. Employees are expected to refrain from any intimidation or harassment, including 
sexual harassment of other employees or library patrons. Any employee who violates this policy 
may be subject to disciplinary action, up to and including discharge. 
 
Library patrons and customers shall not interfere with library employees' performance of their 
duties.  
 
Harassment occurs when unwelcome conduct, comments, touching, teasing, joking, or 
intimidation is directed at an individual based on his/her membership in a protected class and 
interferes with work or creates an intimidating, hostile or offensive environment. Unwelcome 
sexual advances, requests for sexual favors, and other verbal, visual, or physical conduct of a 
sexual nature are also serious violations of this policy and are prohibited.  Examples of this type 
of conduct include, but are not limited to, unwelcome sexual flirtations, advances, or 
propositions, displays of sexually suggestive objects or pictures, or sexually explicit or offensive 
jokes. 
 
No manager, supervisor or other employee may threaten or imply, either explicitly or implicitly, 
that another employee’s or applicant’s refusal to submit to sexual advances or other harassing 
conduct will adversely affect any condition of that person’s employment or career development. 
 
Anyone who believes that they have been subjected to harassment by a coworker, vendor, 
library patron or member of the public or feels they have witnessed a co-worker being harassed 
must bring the matter to the immediate attention of their supervisor or Library Director.   
 
Alcohol and other drug free workplace 
The Village and the Library provide an alcohol and other-drug-free workplace. The use, 
distribution, possession or dispensing of any illegal drugs or controlled substances, except 
prescribed medication as provided in this policy, by any employee while at work, on Village and 
Library property, or while performing work for the Village and the Library while off Village/Library 
property is strictly prohibited. Employees are prohibited from reporting to work or working while 
under the influence of alcohol or other drugs, except as provided by this policy.   
 
Medications prescribed by a physician may be possessed and used on premises during working 
hours by the employee for whom they were prescribed, as long as they have been legally 
prescribed for the employee, are kept in the original container and are used in strict accordance 
with the prescription. In the event an employee is prescribed a medication that might adversely 
impact his or her behavior, attitude or performance, the employee must inform his or her 
supervisor prior to reporting for work or working with the medication in his or her system.  
 
The Library will require drug and/or alcohol testing under the following circumstances: 
 

1. After an on-the-job accident or injury resulting from the performance of the 
employee’s job duties; 

2. Reasonable suspicion that an employee is violating this policy; 
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Weapons Policy 
With this policy, the Village and the Library intends to promote a safe environment for 
employees, library patrons, community meeting room groups and other individuals who interact 
with Village and Library employees.   
 
A “weapon” is any device designed as a weapon and capable of producing death or harm to 
another person including, but not limited to, firearms, handguns and explosive devices. 
 
The possession or control of any weapon or threatening the use of a weapon in the course of 
employment by Village or Library employees in any Village facility (including the W. Ben Hunt 
Center and community meeting rooms), during the performance of their job duties whether on or 
off Village property is strictly prohibited except for the following: 
 

1. Use of a knife, such as a utility knife, with a blade no longer than three (3) inches 
in length for approved Village or Library work; or 

 
2. Law enforcement officers in the performance of their official duties. 

 
3. This policy does not prohibit Village or Library employees from storing a weapon 

in their personal vehicle while the vehicle is on Village property or while using 
their personal vehicle during the course of performance of the job duties for the 
Village or Library. Weapons stored in an employee’s personal vehicle while the 
vehicle is on Village property or while the vehicle is being used in the course of 
employment with the Village or Library must be secured in the vehicle. 

 
Workplace Violence 
The Library is committed to providing a safe and healthy work environment for all Library 
employees, library patrons, community meeting room groups and other individuals who interact 
with Library employees. The Library will not tolerate any threatening or abusive conduct or acts 
of violence against an employee, library patrons, including community meeting room groups or 
other individuals who interact with Library employees. 
 
All employees are responsible for reporting to management any threats or violence that they 
have been subjected to or witnessed in the workplace. Even without a specific threat, all 
employees should report any behavior they have witnessed that they regard as potentially 
threatening or violent or that could endanger the health and safety of an employee, library 
patrons, community meeting room groups or other individuals who interact with Library 
employees resulting from their work as a Library employee or while on Village property. To the 
extent possible, the Library will keep any such report confidential; however, the Library cannot 
guarantee absolute confidentiality.   
 
Any reported act or threat of violence will be taken seriously and investigated promptly. Any 
person reported to have made threats, exhibited threatening behavior or engaged in violent 
behavior will be removed from the premises as quickly as safety permits and shall remain off 
Village property pending the outcome of an investigation. Any violation of this policy by a library 
employee may result in disciplinary action, up to and including termination. The Library reserves 
the right to take any legal steps needed to protect its employees, library patrons, community 
meeting room groups or other individuals who interact with Library employees on Village and 
Library property including the involvement of law enforcement. 
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Code of Ethics, Conflicts of Interest 
Employees are expected to use good judgment, adhere to high ethical standards, and avoid 
situations that create an actual or perceived conflict between their personal interests and those 
of the organization. The Village needs to know that the transactions employees participate in 
are ethical and within the law, both in letter and in spirit. 
 
There is no way to develop a comprehensive, detailed set of rules to cover every business 
situation. It is the expectation of the Village Board/Library Board that every Village Board/Library 
Board member and Village/Library employee will act ethically in the performance of his/her duties so 
that the actions of the employee will reflect positively on the Village, the Library and the 
employee as an individual. Each employee should at all times conduct himself/herself in a 
manner that will not conflict with local, state or federal law. Whenever library employees are in 
doubt, they should consult with their supervisor or Library Director.   
 
Village policy and State law prohibit employees from engaging in the following conduct: 
 

1. Soliciting or receiving from any person or acting as a mediator for any fee, gift, or 
other thing of value in the course of their work, when such fee, gift, or other thing 
of value is given in the hope or expectation of receiving a favor or better 
treatment that accorded any other person. 

 

2. Threatening or attempting to use or using political influence, or giving or being in 
any way involved in giving any money or any other thing of value in return for 
appointment, promotion, transfer, leave of absence, or change in pay. 

 

3. Engaging in political activity by making use of one’s position to further the 
candidacy of any person or engaging in political work during regular working 
hours. Nothing in this section shall be construed to interfere with the right of any 
employee to become a member of a political club, to attend political meetings, to 
express his or her opinion on all political subjects, and to enjoy freedom from all 
interference in casting his or her vote. 

 

4. Village/Library employees should be aware that State law prohibits any local 
government official and public employees from accepting anything of value from any 
person or company, if it may be viewed as a reward for any official action or 
inaction taken by the local public official or public employee. State law also 
prohibits any local public official or public employee from accepting anything of value 
if it could reasonably be expected to influence his or her official actions or 
independent judgment. 

 
Library employees are encouraged to speak with their supervisor or Library Director regarding 
any questions they may have regarding possible concerns under this policy. The Library 
Director may also contact the Village Administrator with questions about any situation that may 
raise concerns under this policy. 
 
Code of Ethics of the American Library Association 
As members of the American Library Association, we recognize the importance of codifying and 
making known to the profession and to the general public the ethical principles that guide the 
work of librarians, other professionals providing information services, library trustees and library 
staffs.  
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Ethical dilemmas occur when values are in conflict. The American Library Association Code of 
Ethics states the values to which we are committed, and embodies the ethical responsibilities of 
the profession in this changing information environment. 
 
We significantly influence or control the selection, organization, preservation, and dissemination 
of information. In a political system grounded in an informed citizenry, we are members of a 
profession explicitly committed to intellectual freedom and the freedom of access to information. 
We have a special obligation to ensure the free flow of information and ideas to present and 
future generations. 
 
The principles of this Code are expressed in broad statements to guide ethical decision making. 
These statements provide a framework; they cannot and do not dictate conduct to cover 
particular situations. 
 

I. We provide the highest level of service to all library users through appropriate and 
usefully organized resources; equitable service policies; equitable access; and 
accurate, unbiased, and courteous responses to all requests. 

II. We uphold the principles of intellectual freedom and resist all efforts to censor library 
resources. 

III. We protect each library user's right to privacy and confidentiality with respect to 
information sought or received and resources consulted, borrowed, acquired or 
transmitted. 

IV. We respect intellectual property rights and advocate balance between the interests 
of information users and rights holders. 

V. We treat co-workers and other colleagues with respect, fairness, and good faith, and 
advocate conditions of employment that safeguard the rights and welfare of all 
employees of our institutions. 

VI. We do not advance private interests at the expense of library users, colleagues, or 
our employing institutions. 

VII. We distinguish between our personal convictions and professional duties and do not 
allow our personal beliefs to interfere with fair representation of the aims of our 
institutions or the provision of access to their information resources. 

VIII. We strive for excellence in the profession by maintaining and enhancing our own 
knowledge and skills, by encouraging the professional development of coworkers, 
and by fostering the aspirations of potential members of the profession. 

 
Adopted at the 1939 Midwinter Meeting by the ALA Council; amended June 30, 
1981; June 28, 1995; and January 22, 2008. (Current as of January 2019.) 
The previous version of this file has long held the incorrect amendment date of 
June 28, 1997; the Office for Intellectual Freedom regrets and apologizes for the error. 
 
Employment of Relatives 
The Library does not prohibit hiring relatives of Village employees. However, close family 
members (spouse, parent, child, sibling, in-laws) will not be hired into or allowed to transfer into 
positions where there is a direct or indirect supervisory relationship between the two employees.  
If two employees marry and are in the same chain of command, the employees will be given an 
opportunity to decide which of them will resign or request a transfer to a vacant position for 
which the employee is qualified. In such circumstances, the employee requesting a transfer is 
not guaranteed the open position, only an opportunity to be considered for such position. 
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Hours of Work / Attendance 
 
Hours of Work 
- Management establishes the workday, the workweek, and schedules for non-exempt Fair 

Labor Standards Act (FLSA) employees. 
- Hours of work for (FLSA) exempt employees are determined primarily by their current work 

load. 
- Non-exempt (FLSA) employees may be scheduled to work up to eight hours in one day. 
- Meal break: 

- Full-time employees receive a one-hour unpaid meal break. 
- Part-time employees who work five or more hours in one day receive a half-hour unpaid 

meal break. 
- Employees may leave the building for meal breaks.  

- Employees who work at least three hours in one day are entitled to a fifteen-minute paid rest 
break. This break must be taken in the building. 

- Management sets the times for meal and rest breaks. 
 
Overtime 
- Non-exempt (FLSA) employees required to work more than eight hours in a day shall be 

paid at the rate of time and one-half in wages or compensatory time off in lieu of wages at 
the employee’s option. 

- All overtime must be authorized and approved by the Library Director in advance. 
- Exempt (FLSA) employees are not eligible for overtime pay. 
 
Absence / Sick Leave Procedures 
In the event of illness or other absences employees are required to notify their supervisor.  
 
If an employee is absent from work due to illness or injury for three (3) consecutive work days, 
the employee may be required to submit a doctor’s excuse or other medical authorization prior to 
being allowed to return to work. If an employee is asked to submit a medical authorization and 
fails to do so, the employee may be subject to discipline up to and including termination. 
 
Absence from work without permission or proper notification may result in discipline up to and 
including termination. 
 
Calling in sick 
- An employee is responsible for calling in sick every day that he/she is unable to report to 

work due to illness. For full-time employees this means calling in each day. For part-time 
employees this means calling in on the days he/she is scheduled to work. 

- An employee must notify their supervisor at least sixty (60) minutes before the start of the 
employee’s scheduled workday (unless it is an emergency).  

- Employees have the option of calling their supervisor at home. If an employee calls in sick 
the night before or early in the morning (e.g. by 7:30 a.m.), this gives more time to make 
arrangements with other staff members to cover public service. 

- When calling the library, an employee should talk directly to their supervisor. If this person is 
unavailable (e.g. in a meeting, does not answer his/her telephone), the employee should talk 
to the librarian-in-charge, which is the person scheduled to work at the Information Desk. 

- It is unacceptable for an employee to leave a telephone message. 
 
Recording sick leave 
- A record of sick leave is kept for all employees.   
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- The employee is responsible for noting their sick leave absence on their timesheet.   
- The employee’s supervisor is responsible for noting the employee’s sick leave on the master 

schedule and on the IN / OUT board. 
 
Scheduling when an employee is sick 
The employee’s supervisor shall determine if it is necessary for another staff member to come in 
to work when an employee calls in sick. The Library Director shall determine if there is a need 
for the employee to make up the time that they were absent due to illness. 

Remote Work Policy (Library Board approved: 7/23/2020) 
 
Purpose 
This remote work policy outlines guidelines for employees to work from a remote location 
outside of the Hales Corners Library. Remote work is considered a viable, flexible work option 
when both the employee and the job responsibilities are well-suited for it. Remote work may be 
appropriate for some employees and positions but not for others. Remote work is not an 
entitlement and it is not a Library-wide benefit. It in no way changes the terms and conditions of 
employment with the Hales Corners Library. 
 
Eligibility 
An employee may be eligible to work remotely if their duties can be effectively performed offsite 
and they have been given permission by the Library Director. Duties involving face-to-face 
interaction with patrons are not suitable for remote work. Permission to work remotely is given 
on a case-by-case basis, and is limited to specific timeframes as approved by the Library 
Director. The Library Director has the right to revoke this permission at any time, for any reason 
or for no reason. 
 
Work Expectations 
Employees must accurately record all hours worked on their timesheets, be certain to meet 
deadlines, and uphold high-quality standards. The supervisor of an employee who is working 
remotely may require reports to be submitted on the work being performed. Employees working 
remotely are required to perform their work within the timeframe specified by the Library 
Director. 
 
Compliance with Library Policies 
While working remotely, employees must adhere to all the conditions in the Employee 
Handbook. All Library policies around conduct, confidentiality, sick leave, etc., continue to apply, 
regardless of location. Employees are responsible for keeping documents, sensitive Library 
data, and other work-related materials confidential and secure in their remote workspace. 
 
Equipment 
Employees are responsible for equipping and maintaining their remote workspace so that they 
can perform their duties. Library-owned equipment may be requested for the purposes of 
remote work by completing an equipment request form. Such requests are subject to the 
approval of the Library Director. 
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Mandatory Reassignment Policy (Library Board approved 7/23/2020) 
 
Purpose 
Wisconsin State Statutes stipulates the temporary interchange of municipal employees. 

(Wis. Stat. sec. 230.047: Temporary interchange of employees. Declaration of policy. 
Intergovernmental cooperation, including that specified in the intergovernmental 
personnel  
1970, P.L. 91-648, 84 Stat. 1909, is an essential factor in resolving problems affecting 
this state. The interchange of personnel on a temporary basis between and among 
governmental agencies at the same or different levels of government and with 
institutions of higher education is a significant factor in achieving such cooperation.) 

 
This mandatory reassignment policy outlines guidelines for library employees being reassigned 
to another Village department on a temporary basis. In the event of an emergency, some or all 
of the following guidelines may be waived. It in no way changes the terms and conditions of 
employment with the Hales Corners Library. 
 
Work Expectations 

 Need for reassigning personnel shall be identified by the manager of the other Village 

department. The library director shall be notified of the need for help at least 24 hours in 

advance. The Village manager may notify the library director by telephone; a follow-up email 

may be requested to ensure accuracy of details for the reassignment. 

 The library’s work schedules are posted 4 weeks in advance. This makes it possible to know 

if a library employee is not scheduled to work at the library and may be available for 

reassignment. 

 The library director shall notify the employee(s) being reassigned by telephone. The 

employee(s) supervisor shall be notified as well. 

 Reassigned shifts: 

o Library employees scheduled to work shall not be considered for reassignment. 

o Full-time library employees may be assigned for an 8-hour shift. 

o Part-time library employees may be assigned for a shift equivalent to what they 

would normally work at the library, such as a 2-hour shift (for a shelver), a 4-hour 

shift (for a desk clerk), and up to an 8-hour shift if mutually agreed upon. 

o Library employees with approved time off shall not be considered for a reassignment. 

o Library employees working as poll workers must be U.S. Citizens and reside in 

Milwaukee County. Library employees not meeting this criteria may be assigned 

work in some other capacity (e.g. greeter, crowd control). 

o Library employees must be 18 years of age or older to be reassigned. 

 Library employees shall record their reassignment work shifts on their regular library 

timesheet, using the “Other” column. (Sample timesheet is filed in SHARED FILES – 

TIMESHEETS.) 

 Library employees are paid their usual pay rate. The library is reimbursed by the other 

Village department.  

 

Compliance with Work Policies 
While working in another Village department, library employees shall:  

 Report to the onsite manager for that department. 

https://docs.legis.wisconsin.gov/statutes/statutes/230/I/047
https://docs.legis.wisconsin.gov/document/publiclaw/91-648
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 Adhere to that department’s work policies regarding meal and rest breaks, dress code, use 

of cell phones, etc. 

 

Severe Weather / Emergency Closings 
An emergency closing may be declared and the library closed if electrical power is lost, weather 
conditions warrant it or the building has been closed for safety reasons.  
 
Employees scheduled to work shall be paid straight time for emergency closings.  
 
If an employee is unable to report to work due to weather conditions, he / she must talk with 
their supervisor (e.g. Library Director, Assistant Library Director, or Circulation Supervisor) and if 
they have accrued paid time off, may use these benefits to cover the missed hours of work. If an 
employee does not have any accrued paid time off or compensatory time, the time off will be 
unpaid. 
 
Power outage 
- Call We Energies power outage hotline – 800-662-4797 to report an outage and for 

information on the outage. 
- If daylight is available, staff shall wait 30 minutes before starting procedures for closing the 

library. 
- If the power outage takes place at night and there is no daylight available, staff shall close 

the library immediately. 
 
Weather conditions 
Closing due to weather conditions may include severe cold, an accumulation of snow or ice 
which would make traveling difficult or hazardous, special plowing/salting operations, and/or 
closing of schools and businesses. 
 
Building safety issue 
Closing due to We Energies shutting off the gas because of a gas leak or gas smell requiring 
service to investigate and resolve the problem. 
 
The decision to close the library is made by the Library Director (or in his/her absence the 
librarian-in-charge) after talking with the Library Board President (or in his/her absence, another 
Library Trustee). (See current roster of library board of trustees on the SHARED FILES.) The 
decision to close the library prior to 10 a.m. opening will be made by 8:30 a.m. The decision to 
close the library after it is open will be made as conditions develop and as listed above. 
 
Procedure for closing the Library and Hunt Center is on the SHARED FILES. 
   
Outside Employment 
Employees may pursue part-time employment provided the part-time work does not interfere 
with the employee's performance of regular Hales Corners Library work and there is no conflict 
of interest or conflict in scheduling between the regular and part-time jobs. 
 
Supervisors, Librarian-in-Charge, Organizational Chart 
- Library Director: Assistant Library Director, Circulation Services Supervisor, Youth Services 

Librarian 
- Assistant Library Director: Library Interns 
- Circulation Services Supervisor: Library Assistant, Desk Clerks, Library Pages (shelvers) 
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- Librarian-in-Charge: limited responsibilities 
- Organizational chart (Attachment A) provides chain-of-command details. The Organizational 

Chart is updated regularly, with information on vacancy and turnover, new hires, changes on 
the Library Board and Library Committees. 

  
Wages 
Wages for library employees are contained in Attachment B 
 
Employee Classifications 
An employee is defined as a person who works for the Library for compensation in the form of 
wages. For the purpose of this handbook, the following definitions apply: 
 
1. Full-Time – an employee who is regularly scheduled to work not fewer than 2,080 hours per 

calendar year and accumulating at least 1,560 hours of paid time each calendar year. 
 
2. Part-Time (Class A – for employees hired before July 1, 2011) – an employee who is 

regularly scheduled to work 600 hours to 1,559 hours each calendar year and one who 
accumulates at least 75% of the specifically scheduled hours as paid time each calendar 
year. 

 
3. Part-Time (Class A – for employee hired after July 1, 2011) – an employee who is regularly 

scheduled 1,200 hours to 1,559 hours each calendar year and who accumulates at least 75% 
of the specifically scheduled hours as paid time each calendar year 

 
4. Part-Time (Class B – for employees hired after July 1, 2011) – an employee who is regularly 

scheduled to work at least 600 hours each calendar year and who accumulates 75% of the 
specifically scheduled hours as paid time each calendar year.   

 
5. Temporary – an employee who is employed only sporadically or seasonally, with no 

expectation of regular work throughout a calendar year. Temporary employees are only 
eligible for benefits required by law. 

 
6. Exempt – an employee whose position meets the overtime exemption tests established by 

the Fair Labor Standards Act (FLSA) and State law. These employees are paid on a salary 
basis and exempt from overtime pay requirements. 

 
7. Non-Exempt – an employee whose position does not meet the Fair Labor Standards Act 

(FLSA) and State law overtime exemption tests. Non-exempt employees are paid on an hourly 
basis and are eligible for overtime pay. 

 
8. Volunteers – individuals who are not considered Library employees and are not entitled to 

benefits. Volunteers are covered under the Village’s liability insurance policy and workers 
compensation (medical only as secondary payee). Volunteers may be eligible for 
reimbursement for expenses incurred on the Library’s behalf if approved prior to purchase. 
Hours of volunteer service by Library employees shall not be counted as hours worked for 
any purposes set forth in this handbook. 

 
Employment Eligibility Documents 
The Library Director uses “New Employee – Orientation Checklist” with the new employee on 
their start date to ensure that all employment documents are completed and filed with the 
Village’s payroll clerk. 
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New Employee Orientation Period 
The first six months of employment is considered the orientation/training period.  This period of 
time allows the Library an opportunity to review an employee’s skills, ability, and attitude and 
provides the employee with an opportunity to evaluate the Library as an employer.  A written 
performance evaluation and meeting with the employee is conducted by the employee’s 
supervisor and Library Director after six months of employment.  
 
On the first day of employment, the Library Director meets with the new employee and conducts 
orientation. The purpose of orientation is to complete the necessary paperwork for employment, review 
the Library Employee Handbook, review scheduling and complete initial time sheets. A complete list of 
orientation details is included in the New Employee – Orientation Checklist. 

 
Payroll Related Changes 
Payroll related changes, such as requests for employment/income verification, address 
changes, changes to W2 forms, direct deposit changes, shall be done in person by the 
employee, with a copy of the changes placed in the employee’s personnel file. 
 
Payroll Schedule, Timesheets, Paychecks 
- The library uses the same payroll schedule as the Village. The payroll schedule is two 

weeks (14 days) and runs from Saturday through Friday. There are 26 payrolls in a calendar 
year. 

- Staff members are responsible for completing their own timesheet and signing it. 
- Timesheets are due by 10 am every other Thursday morning. Timesheets should be placed 

in the IN-basket in the staff room. If a timesheet is not submitted on time, the employee will 
not receive a paycheck on time. Timesheets received late will be recorded on the next 
payroll report. 

- Payday is on alternate Thursdays.  
- Direct Deposit: Wages are paid by the Village’s direct deposit program at no cost to the 

employees. Employees complete the direct deposit form, designating their specific bank 
accounts for receipt of direct deposit wages.  

 
Personnel Records 
The Library works in partnership with the Village to keep accurate, up-to-date employment 
records for library employees. Accurate information ensures compliance with state and federal 
regulations, keeps benefits information up to date, and makes certain that important mailings 
reach all employees. All information contained in personnel files is the property of the 
Village/Library and is considered confidential as permitted by state law.  
 
Employees are responsible for informing the Library of any changes to: address, telephone 
numbers, emergency contact, marital status, number of dependents, or military status. 
Employees also should inform the Library Director of any outside training, professional 
certifications, education, or any other change in status. In addition to a general personnel file, 
the Library maintains a separate medical file, if needed, on library employees.  
 
Review of personnel files: Current library employees may review their personnel files at 
reasonable times with reasonable notice. An employee who wishes to review his/her personnel 
file should contact the Library Director. Employees may review his/her personnel file up to two 
(2) times per year. Employees should provide at least three (3) days advance notice of request 
to review file. An employee may not remove any materials from his/her personnel file. 
 



Library Employee Handbook 
Library Board approved: 5/28/2020, 7/23/2020, 11/19/2020    Page 16 of 51 

 

Performance Reviews 
After the 6-month performance evaluation meeting, the library generally conducts evaluations 
annually based on the employee’s date of hire or date of promotion.   
 
Benefits 
 
Benefit hours for employees hired before July 1, 2011 
Employees hired before July 1, 2011 shall receive benefits for holidays, vacations, sick leave or 
personal leave based upon the following chart. 
 
Regularly Scheduled    Number of Benefit Hours 
to Work             Holidays/Vacations     Funeral Leave     Sick/Personal Leave 
 

Up to 11 hours/week 0 0 0 

12 to 39 hours/week 4 4 0 

40 hours/week 8 8 8 

 
Benefit hours for employees hired after July 1, 2011 
Employees hired after July 1, 2011 shall receive benefits for holidays, vacations, sick leave or 
personal leave based upon the following chart. 
 
Regularly Scheduled    Number of Benefit Hours 
to Work             Holidays/Vacations     Funeral Leave     Sick/Personal Leave 
 

Up to 20 hours/week 0 0 0 

21 to 39 hours/week 4 4 0 

40 hours/week 8 8 8 

 
Holidays 
- All full-time and all part-time (Class A) employees shall receive the following holidays with 

straight time pay: 
• New Year's Day 
• The Friday prior to Easter Sunday 
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving Day 
• The day immediately following Thanksgiving Day 
• Christmas Eve Day 
• Christmas Day 
• New Year’s Eve Day 

- Nonexempt (FLSA) employees scheduled to work a holiday shall be paid double time, 
unless the paid holiday falls during an emergency closing. 

- All full-time and all part-time (Class A) employees hired shall receive one (1) floating holiday 
to be scheduled and approved by management in advance. 

 
Use of Vacation Time 
- All time off must be scheduled in advance and approved by the employee’s supervisor. 
- Vacation time may be taken as an individual week or consecutive weeks; however, vacation 

time must be taken in at least one-hour increments. 
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- If a holiday falls within a period of vacation, the eligible employee will not be charged with 
vacation hours for the holiday but will be paid for the holiday at the appropriate rate. 

- Employees are encouraged to use their vacation time as it is credited; however, an 
employee may carry over up to two hundred fifty (250) hours of vacation from one year to 
the next. 

 
Vacation Credits 
- Vacation credits are earned on a monthly basis according to years of service. For purposes 

of this document, "years of service" shall be determined from an employee's last day of hire 
as a full-time employee or adjusted starting date, if the employee worked part-time prior to 
becoming full-time (including probationary period following each date of hire) followed by 
continuous years of employment. 

- Employees shall begin earning vacation credits with the first full month of employment and 
may start using vacation credits after six months of employment. 

- Vacation credits for full-time employment or an equivalent number of service accrual hours 
increase according to the following schedule: 
 

Years of full-time employment  Vacation credits per month 
0 – 5      8 hours 
6 – 8      10 hours  
9 – 10      11 hours 
11 – 15     12 hours 
16 – 17     14 hours 
18       15 hours 
19 – 21     16 hours 
22+      18 hours 

 
- Part-time (Class A) employees are eligible for vacation credit increases based on years of 

service, beginning with the fifth anniversary of their employment. At that time the following 
schedule takes effect. 
 

Years of employment    Vacation credits per month 
 0 – 5      4 hours 
 6 – 8      5 hours 
 9 – 10     5½ hours 
 11 – 15     6 hours 
 16 – 17     7 hours 
 18     7½ hours 
 19 – 21     8 hours 
 22+     9 hours 

 
Payout of Unused Vacation 
- An employee who has completed at least one year of continuous service and who leaves 

the library employment due to voluntary separation or retirement shall be paid for all 
vacation hours credited but not used, provided a minimum two weeks’ advance notice of the 
effective date of the voluntary separation is given to the Library Director.  

- In case of the death of any employee of the Library, the unused vacation allowance of such 
employee shall be paid to the employee's designated beneficiary in the manner provided by 
Section 109.03(3), Wisconsin Statutes. 
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Vacation Requests 
All time off must be scheduled in advance and approved by the employee’s supervisor. The 
Library Director reserves the right to designate the number of and classification of employees, if 
any, which can be on vacation at any given time. 
 
Vacation requests will be granted on a first come, first serve basis. Vacation requests may be 
received by the employee’s supervisor up to one year in advance.  
 
Except for emergencies, approved vacation requests shall only be changed by mutual 
agreement.  
 
Cancelling an approved vacation request can be done by notifying your supervisor at least five 
(5) weeks prior to the requested time off.   
 
If two or more staff members request the same time off, the employees’ supervisor shall attempt 
to resolve conflict by meeting with the individuals. Factors to be considered may include: 

- previous use of time off (e.g. one person had Christmas off last year and another 
person wants Christmas off this year) 

- purchase of airline tickets or other such expenses that may be time dependent 
 
Prior to submitting a request for time off, it is recommended that staff members review the 
meetings and vacations calendar to check the number of staff members with approved time off 
or out of the building at meetings, etc. 
 
Personal Leave 
- All full-time employees shall be eligible for 24 hours of personal leave annually. Such 

personal days shall not accrue from year to year. Personal leave is not deducted from 
accrued sick leave. Employees shall notify the Library Director in writing as soon as 
practicable that a personal day is needed. 

- The purpose of personal leave is to cover last-minute or unplanned time off to handle a 
personal need (e.g. flat tire, replace garage door). Personal leave may not be taken as part 
of vacation leave. 

- Portions of personal days shall be taken in at least one-hour increments. 
 
Sick Leave – accrual, use, and payout: The Library reserves the right to investigate the use of 
all sick leave and potential abuse of sick leave policy is subject to discipline up to and including 
termination. 
- Full-time employees accrue eight hours of sick leave per month starting the first full month of 

employment and may be used after three months of employment. 
- For full-time employees hired prior to January 1, 2019, sick leave credits may be carried 

over to a maximum of 1,040 hours (130 days). 
- For full-time employees hired after January 1, 2019, sick leave credits may be carried over 

to a maximum of 720 hours (90 days). 
- Sick leave must be taken in at least one-hour increments.   
- Payout of unused sick leave is for eligible employees: 

- with seven or more years of continuous full-time service 
- who are retiring or leaving library employment for reasons other than dismissal for cause 

and provide at least two-week’s notice  
- Pay out of unused sick leave is paid at the current pay at separation. The employee shall 

receive an amount in cash equal to fifty percent or forty-five days (e.g. 360 hours) 
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whichever is less. In the event of the employee's death prior to retirement as stated, 
such amount shall be paid to the employee's designated beneficiary.  

 
Short-Term Disability Insurance 
- The Library shall provide short-term disability insurance for full-time employees 

commensurate with amounts established by the Village.  
- Under the Village’s short-term disability program, this is a mandatory participation payroll 

deduction benefit program for benefit-eligible employees. 
- During such time that an employee is eligible for payment under the disability provisions of 

this insurance program, all rules, policies and procedures established by the Village shall 
apply. 

 
Workers Compensation 
All Village/Library employees are covered by workers compensation insurance, which is paid for 
by the Village/Library. If an employee should become ill or injured as a result of his/her job, 
he/she may be eligible for workers compensation benefits. The employee should notify their 
supervisor or Librarian-in-charge immediately of any work-related accidents, injury or illness. 
 
During such time that a library employee is eligible for Worker’s Compensation, all rules, 
policies and procedures established by the Village shall apply. 
 
Differential payment will be made by the Village/Library and shall not be funded from or affect 
accumulated sick leave days or the continued accumulation of sick leave days up to the limit 
provided above in the Sick Leave-accrual section. Each claim for workers compensation 
payment shall be reviewed by the Library Board at their regular monthly meeting for 
determination of continuing eligibility. 
 
Transitional Duty Policy (For a work-related injury or illness) 
 
Purpose: To establish a uniform procedure for the administration of Village-wide 
restricted/modified duty assignment program for employees who are temporarily disabled from 
performing their duties of their regularly assigned positions due to a work-related injury or 
illness. This program is intended to provide temporary reassignment of an injured employee 
only until such time as any of the following occur: 

 The employee is medically released to perform the full range of duties of his or 
her position; 

 The restricted/modified duty assignment is discontinued at the request of the 
attending physician; 

 The employee is medically determined to be permanently disabled and 
consideration is given to modification, transfer, termination or retirement; or 

 The restricted/modified duty assignment is discontinued at the option of the 
Village/Library. 

 NOTE: This policy is not applicable to employees who are temporarily disabled 
as a result of a non-work related injury or illness. 
 

Summary: It is the policy of the Library to attempt to provide meaningful work activity for 
employees who temporarily become physically unable to perform all or portions of their regular 
work assignments due to a work-related injury or illness. By providing temporary restricted work 
activity, injured employees remain active and a vital part of the Library. Transitional duty may be 
in the form of either changed duties within the scope of the current positon or other available 
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duties for which they may be qualified within the Library, or through a reduced work-hours 
schedule. Transitional duty may not be available under all circumstances. 
 
Policy Statement: Transitional duty (restricted or modified work assignments) is a special 
short-term temporary work assignment provided for employees who have temporary medical 
restrictions arising from a work-related injury or illness that prevent them from performing some 
or all of their normal duties. In all cases, a transitional duty assignment is temporary, will have a 
defined beginning and end date, and a maximum duration of twenty-six (26) weeks. The 
program is administered by the Library Director.  
 
Any transitional duty assignment developed will be based on a qualified medical assessment of 
the employee. It is mandatory for the employee to provide all necessary medical information 
concerning the extent of his or her work restrictions and the probable duration of their 
restrictions. The employee is also required to submit updated work restrictions to the Library 
Director after every doctor visit related to the injury. 
 
There is no guaranteed eligibility for transitional duty assignments. All requests for transitional 
duty assignments shall be reviewed on a case by case basis. It is the discretion of the Library 
Director or designee to determine the transitional duty assignment. Such assignments shall 
depend in part on the medical limitations of the individual, the availability of suitable work, 
adequate funding, and the needs of the Library. At no time shall a position be created for an 
employee who has requested or accepted a transitional duty assignment. A transitional 
assignment may be altered to comply with any applicable State or Federal law. 
 
An employee’s return to work in a transitional duty assignment shall comply with all applicable 
State and Federal laws, including the Family and Medical Leave Act (FMLA), the Americans 
with Disabilities Act (ADA), and the State of Wisconsin’s Workers’ Compensation laws. All 
requests for, and assignments of, transitional duty shall be reviewed by the Library Director or 
designee to ensure all requirements are being met. 
 
If the employee is unable to perform the essential functions of his or her job because of a 
serious health condition, he or she may take FMLA leave rather than accept a transitional duty 
assignment if eligible under FMLA. If the employee elects to turn down transitional duty 
assignment or exercise his or her FMLA rights, he or she may no longer be eligible for Workers’ 
Compensation benefits. Such a determination will be made at the time the employee exercises 
his or her FMLA rights. If an employee accepts a transitional duty assignment, the time worked 
in the assignment will not be counted against the employee’s FMLA entitlement. 
 
Eligibility and Application: All active employees who become temporarily physically unable to 
perform their regular job due to a compensable work-related injury or illness may be eligible for 
temporary transitional duty within the provisions of this program. There is no right to transitional 
duty. 
 
If the Library, in its sole discretion, has work available which meets the physical limitations and 
restrictions set forth by the attending physician, the employee may be assigned transitional work 
for a period not to exceed twenty-six (26) weeks, with a review every thirty (30) calendar days.  
Transitional duty extended beyond sixty (60) days, however will be treated on a case-by-case 
basis making every effort to correspond to the employee’s healing period. Transitional duty is a 
temporary program and an employee’s eligibility in a temporary assignment will be based on 
medical documentation and continued recovery.   
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Note: An employee’s physical limitations/restrictions are in effect 24 hours per day. Any 
employee not following work restrictions may cause a delay in his or her healing or may further 
aggravate his or her condition. By not following medical and work restrictions, an employee may 
be subject to disciplinary action up to and including discharge. 

Transitional duty, when available, will be offered to all employees on a fair and equitable basis.  
The employee requesting transitional duty shall provide permission from his or her physician, in 
writing, stating transitional (light) duty can be performed. This written documentation should be 
sent to the Library Director. An employee on transitional duty will be considered part of the 
regular shift staffing, with the recognition of the employee’s limitations in the department.   
 
The Attending Physician’s Report must be used to document restrictions and limitations for all 
work-related injuries or illnesses. These forms are available from the Library Director. 
   
Restricted Work Schedule:  Transitional duty may not consist of the employee’s normal work 
schedule; however, the Library will make every effort to coordinate a request for a restricted 
work schedule within the employee’s normal work schedule. Depending on the employee’s 
physical limitations, it may be necessary to design a temporary schedule to properly 
accommodate the restrictions. 
 
Payment of Wages during Transitional Duty: An employee performing transitional duty full or 
partial time for the regular work week, shall be paid the full hourly rate and shall not be charged 
injury pay or sick leave during the actual time when such duties are performed. If an employee 
has a vacation or a holiday occurs while on transitional duty, he or she shall be entitled to his or 
her regular vacation selection or holiday pay as if he or she were not in a transitional duty 
situation. 
 
Medical appointments: All medical appointments must be coordinated in advance with the 
Library Director or Circulation Supervisor. Appointments should be scheduled to not interfere 
with working hours. Non-emergency medical appointments not scheduled in advance may be 
cause for denial of the time off and subsequent ineligibility for payment. 
 
The employee must provide complete, current, and updated information regarding workers’ 
compensation injuries and illnesses. The Library will not accept a general note which merely 
states the employee is available for light duty. Failure to submit the requested information may 
result in delayed, reduced, or lost compensation. 
 
It is the employee’s responsibility to timely inform the Library of any changes in work 
restrictions. 
 
The Library reserves the right to solicit a second opinion for any transitional duty restrictions or 
the employee’s ability to return to full duty. 
 
If necessary, to resolve a conflict between the original physician and the second opinion, the 
Library will require the opinion of a third physician. The Library and the employee will jointly 
select the physician and the Library will pay for the opinion. The third opinion will be considered 
final and binding. 
 
Refusal to participate in the Transitional Duty Program: If an employee chooses to not 
participate in the Library’s offer of a transitional duty program while on a work-related injury or 
illness, he or she will become ineligible for workers’ compensation. 
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Family and Medical Leave Act (FMLA): If an employee’s work-related illness or injury also 
meets the definition of a serious health condition under the federal Family and Medical Leave 
Act (FMLA), and the employee is otherwise eligible under the federal FMLA, the federal FMLA 
will apply under the following conditions: In the case of reduced work hours, Medical Leave 
pursuant to FMLA will be applied to the hours not worked. (Refer to FMLA policy for substitution 
of pay provisions.) 
 
In the case of an employee choosing not to participate in the transitional duty program, federal 
Family Medical Leave will be applied to time away from work due to the injury or illness.  
 
Unpaid Leave of Absence 
An unpaid leave of absence may be granted to any full-time employee who has 12 consecutive 
months or more of service with the Library. A leave of absence of up to two (2) weeks duration 
may be granted in the Library Director’s sole discretion. A leave of absence in excess of two (2) 
weeks may be granted by the Library Board upon the recommendation of the Library Director. 
No employee may have a guaranteed leave of absence. Unpaid leaves of absence will be 
approved on a case-by-case basis at the discretion of the Library Director or, when applicable, 
the Library Board. 
 
Taking a full-time or part-time position at another employer while on a leave of absence is 
prohibited and may result in discipline, up to and including termination.  
 
While on an unpaid leave of absence, an employee may continue his/her hospital and medical 
insurance coverage, both employee and dependent coverage, and his/her life insurance 
protection for up to eighteen (18) months, provided the employee pays the full cost of the 
aforementioned insurance. 
 
Family & Medical Leave (FML) 
Library employees eligible under Wisconsin’s Family and Medical Leave Act (WI §103.10 and 
the federal Family and Medical Leave Act of 1993 (PL 103-3 WI §40.21) shall be covered under 
the Village’s Family and Medical Leave Policy. (Village Resolution #93-38, approved by the 
Library Board 10/6/1993). 
 
Village of Hales Corners Family and Medical Leave Policy: It is the policy of the Village to 
comply with all applicable state and federal laws concerning family or medical leave. 
Compliance with the Family and Medical Leave Policy is managed by the Library Director and 
documentation is maintained as confidential medical records in the individual employee’s 
personnel file maintained by the library.   
 
Eligibility and Leave Entitlement: Accordingly, under Wisconsin’s Family and Medical Leave 
Act, and the Federal Family and Medical Leave Act of 1993, an employee who has been 
employed by the Village for at least twelve (12) months and who has worked for at least one 
thousand (1,000) hours during the preceding fifty-two (52) week period, is a “qualifying 
employee” for family and/or medical leave. Such a qualifying employee may take up to twelve 
(12) weeks unpaid family leave, within a twelve (12) month calendar period for any combination 
of the following: 

 Birth of a child or for the placement of a child with the employee for adoption or foster 
care. The employee’s entitlement to leave for the birth, placement or adoption of a child 
must be taken within twelve (12) months after the child’s birth, placement or adoption. 



Library Employee Handbook 
Library Board approved: 5/28/2020, 7/23/2020, 11/19/2020    Page 23 of 51 

 

 Care of a spouse, child or parent of the employee if he or she has a serious health 
condition.  

 Serious health condition of the employee that makes the employee unable to perform 
the functions of his or her position. 

 Due to any qualifying exigency arising as a result of the employee’s spouse, son, 
daughter or parent serving on active military duty in a foreign country. 

 
In addition, employees are allowed up to 26 work weeks of unpaid Family Medical Leave in a 
single 12-month period to care for their parent, spouse, child or next of kin who is a current 
member of the Armed Forces, including a member of the National Guard or reserves, or a 
veteran and who suffered an injury or illness incurred/aggravated in the line of duty on active 
duty for which the serviceperson or veteran is undergoing medical treatment, recuperation, or 
therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list. 
 
Intermittent Leave: Employees are permitted to take leave on an intermittent or reduced work 
schedule under the following circumstances: 

 When it is medically necessary to care for a family member with a serious health 
condition or because of the employee’s serious health condition 

 To care for a newborn, adopted or foster child (Wisconsin only and final increment of 
leave must be taken within 16 weeks of birth or placement) 

 When it is necessary to care for a family member or next of kin who suffered an injury or 
illness while on active duty 

 
An employee requesting intermittent leave under federal law that is foreseeable based on 
planned medical treatment for purposes of providing care to a child, spouse or parent with a 
serious health condition or for the employee’s own serious health condition may be required to 
transfer to an available alternate position for which the employee is qualified and which better 
accommodates recurring periods of leave than the regular employment position of the 
employee. 
 
Concurrent Leave: Leave qualifying for both federal and state leave will count against the 
employee’s entitlement under both laws and will run concurrently when the reason for the 
qualified leave is the same for both federal and state FML.   
 
Federal FML will run concurrent with worker’s compensation provided that the injury meets the 
criteria for a “serious health condition” as defined by law.  Substitution of accrued paid leave is 
not allowed for absences covered under Worker’s Compensation.  If an employee accepts a 
light duty assignment while on worker’s compensation, that time may not count against the 
employee’s family or medical leave entitlement.  If the employee declines the light duty position 
and elects to stay on federal FML, the employee may give up his/her worker’s compensation 
benefits.  
 
Notification of Leave: In the event of a foreseeable leave, a qualifying employee taking family 
and/or medical leave must notify the Library in writing at least 30 calendar days in advance of 
the date on which the leave is scheduled to begin, or as soon as practicable. In the event of 
unforeseeable leave, written notice must be provided to the Library as soon as practicable after 
the commencement of the leave.  If sufficient notice is not given, the leave may be delayed or 
denied.  Employees must make reasonable efforts to leave for planned medical treatment so 
that it does not unduly disrupt the Library’s operations.  
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Substitution of Leave: FML is unpaid leave.  A qualifying employee may substitute, or the 
Library may require that the employee substitute other forms of Village-provided leave during 
the employee’s FML. When accrued paid leave is substituted for unpaid FML, the paid leave will 
not be available to the employee later.  Leave may be taken in increments of no less than one 
hour.  
 
Certification: The Library may require certification from the employee’s health care provider if 
the employee is taking leave for his/her own serious health care condition.  If the employee is 
requesting leave to care for an employee’s family member, medical certification may will be 
required from the family member’s health care provider.  The Library may also require a second 
opinion, or if the first two options differ, a third opinion, at Library expense from a health care 
provider.  
 
An employee taking leave due to qualifying exigency arising as a result of the employee’s 
spouse, son, daughter or parent serving on active military duty in a foreign country may be 
required to provide documentation verifying the need for such a leave.   
 
The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other 
entities covered by GINA Title II from requesting or requiring genetic information of an individual 
or family member of an individual, except as specifically allowed by law.  Employees are not to 
provide any genetic information when responding to requests for medical information associated 
with FML. “Genetic information”, as defined by GINA, includes an individual’s family medical 
history, the results of an individual’s or family member’s genetic tests, the fact that an individual 
or an individual’s family member sought or received genetic services, and generic information of 
a fetus carried by an individual or individual’s family member or an embryo lawfully held by an 
individual or family member receiving assistive reproductive services. 
 
Continuation of Benefits: The employee’s group health and dental insurance will be 
maintained during the period of a leave required by the law, provided that the employee 
continues to make any premium contributions as required by the health insurance plan. The 
Village shall invoice the employee on a monthly basis for the employee contributions. This 
invoice shall be sent directly to the employee. Additional information regarding the 
requirements/provisions relating to group health insurance during the period of a leave may be 
obtained from the Village. In the event the employee fails to return to work at the conclusion of 
the employee’s FML, the employee may be required to reimburse the Village for benefit plan 
premiums paid on behalf of the employee. 
 
Accrual of pension benefits during unpaid leave will be based upon the regulations of the 
Wisconsin Retirement System. 
 
Benefits that accumulate based on hours worked shall not accumulate during the period of FML. 
 
Timesheets and payroll: Employee is responsible for completing and submitting their 
timesheet for all time taken, even if no paid time is recorded. 
 
Return to Work Requirement: Upon return to employment from family and/or medical leave, 
the employee will be returned to his or her employment position held immediately prior to the 
leave, if vacant, or placed in an equivalent position if the position is not vacant. 
 
An employee returning from FML for his/her own serious health condition must provide a 
completed Employee Return to Work form signed by the employee’s treating medical provider.  
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If there are restrictions related to the employee’s medical condition, the employee’s return to 
work date may be delayed so that the Library can evaluate any identified restrictions.  If the 
employee is unable to perform the essential functions of the position the employee held 
immediately prior to the start of the leave, the employee will not be returned to that position.  
The employee may be provided with limited/light duty work if such work is available as 
determined by the Library. 
 
Definitions 
 

1. Child: Biological, adopted or foster child, stepchild, legal ward or under federal FML, the 
child of a person having day-to-day care of the child, or a child of a person standing “in 
loco parentis” who is under 18 years of age or 18 years of age and older and incapable 
of self-care because of a serious health condition. 
 

2. Covered Veteran: A covered veteran is defined as an individual who was honorably 
discharged or released at any time during the five (5) year period prior to the first date 
the eligible employee takes FML to care for a covered veteran. 
 

3. Domestic Partner (Wisconsin FML): Same-sex couples who register in their county of 
residence and same-sex and opposite-sex couples who are not required to register.  
a. To qualify as registered domestic partners, two individuals must meet the 

following criteria: at least 18 years of age and capable of consenting to the 
relationship, not married to, or in a domestic partnership with another individual, 
not more closely related than second cousins (whether of the whole or half blood 
or by adoption), they must share a common residence, and be members of the 
same sex. 

b. To qualify as domestic partners without registration, two individuals must meet 
the following criteria: at least 18 years of age and capable of consenting to the 
relationship, not married to, or in a domestic partnership with another individual, 
they must share a common residence, they must not be related by blood in a way 
that would prohibit marriage under state law, they must consider themselves to 
be members of each other’s immediate family, and they must agree to be 
responsible for each other’s basic living expenses. 

 
4. Incapable of Self-Care: The individual requires active assistance or supervision to 

provide daily self-care in three or more activities of daily living (i.e. grooming, hygiene, 
bathing, dressing, eating) or instrumental activities of daily living (i.e. cooking, shopping, 
utilizing public transportation, paying bills, maintaining a residence, using telephones 
and directories, and using a post office). 

 
5. Parent: Biological parent, foster parent, adoptive parent, stepparent or legal guardian of 

an employee, or parent-in-law or domestic partners’ parents under Wisconsin FMLA. 
Under federal FMLA, includes an individual who provided day-to-day care to the 
employee when the employee was a child. 

 
6. Serious Health Condition: An illness, injury, impairment or physical or mental condition 

that involves: 
a. Inpatient care in a hospital, hospice or residential medical care facility; or 
b. Under Wisconsin FMLA, outpatient care that requires continuing treatment or 

supervision by a health care provider (generally defined as requiring two direct, 
continuous and first hand contacts by a health care provider); or 
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c. Under the Federal FMLA: 
(i) A period of incapacity of more than 3 consecutive, full calendar days, and 

any subsequent treatment or period of incapacity relating to the same 
condition, that also involves: 
(a) Treatment two or more times, within 30 days of the first day of 

incapacity, unless extenuating circumstances exist, by a health 
care provider, by a nurse under direct supervision of a health care 
provider, or by a provider of health care services (i.e. physical 
therapist) under orders of, or on referral by, a health care provider; 
or  

(b) Treatment by a health care provider on at least one occasion, that 
results in a regimen of continuing treatment under the supervision 
of a health care provider. 

 The first or only in person treatment visit must take place 
within seven days of the first day of incapacity. 

 Whether additional visits or a regimen of continuing 
treatment is necessary within the 30 day period shall be 
determined by the health care provider. 

(ii) Any period of incapacity due to pregnancy or for prenatal care; 
(iii) Chronic conditions requiring periodic treatment (defined as at least twice 

a year) by or under the supervision of a health care provider that continue 
over an extended period of time and may cause an episodic rather than a 
continuing period of incapacity (i.e. asthma, diabetes, epilepsy, etc.); 

(iv) Permanent/long term conditions requiring supervision for which treatment 
may not be effective (i.e. Alzheimer’s, a severe stroke, or the terminal 
stages of a disease); 

(v) Multiple treatments by or under the supervision of a health care provider 
either for restorative surgery after an accident or other injury or for a 
condition that would likely result in a period of incapacity of more than 
three calendar days in the absence of medical intervention or treatment, 
such as cancer (chemotherapy), severe arthritis (physical therapy), or 
kidney disease (dialysis). 

 
7. Qualifying Exigency: Include 

a. Short-notice deployment (7 days’ notice or less) 
b. Attend military events or ceremonies and related activities related to active duty 

or call to active duty 
c. Childcare and school activities 
d. Financial and legal arrangements 
e. Counseling 
f. Spend time with a military member who is on temporary rest and recuperation 

leave 
 
Military Leave 
Military leave will be granted to eligible employees in accordance with existing state and federal 
laws and regulations. Requests for military leave must be made in advance to the employee’s 
supervisor unless giving such notice is impossible, unreasonable, or precluded by military 
necessity.  
 
For service of 1 to 30 days, the employee must report to work by the beginning of the first 
regularly scheduled work day that would fall eight (8) hours after the end of the calendar day 
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that they are released from uniformed service. For service of 31 to 180 days, the employee 
must submit an application for reemployment no later than fourteen (14) days after completion 
of the employee uniformed service. If it is impossible or unreasonable for the employee to apply 
within fourteen (14) days through no fault of his/her own, he/she must submit the application no 
later than the next full calendar day after it becomes possible to do so. For service of 181 days 
or more, the employee must submit an application for reemployment no later than 90 days after 
completion of the employee’s uniformed services service. Employees on military leave will be 
returned to work in accordance with state and federal law.  
 
Any eligible employee on military leave with more than one (1) year of service at the Library will 
be paid regular pay, less any remuneration received from other sources, for the workdays 
occurring within fifteen (15) consecutive calendar days a year during such training or service. 
Employees with less than one (1) year of service at the Library are not eligible for military 
differential pay. Employees who are eligible for military differential pay must submit a copy of 
his/her actual military pay voucher to the Library within thirty (30) days after returning to work.  
Without this information, the reconciliation of Library pay and military pay cannot occur and 
otherwise eligible employees will not receive this benefit. 
 
Timesheets and payroll: Employee is responsible for completing and submitting their 
timesheet for all time taken, even if no paid time is recorded. 
 
Bereavement/Funeral Leave 
- Funeral leave is for a member of the immediate family (spouse, children, grandchildren, and 

either spouse’s parents, grandparents, siblings or sibling spouses or children - see direct 
family chart for details – Attachment C). 

- Full-time Employees: Three workdays may be taken for funerals. Funeral leave is taken 
within a period commencing three days prior and ending three days following the funeral 
day.  The funeral day is a leave day when conducted on a workday. These days shall not be 
deducted from sick leave. 

- Part-time Employees: Regularly scheduled part-time (Class A) employees shall receive such 
leave pro-rata.  (See section titled Benefit Hours for…) 

- One (1) leave day per year may be granted for general pallbearer duty. 
 

Court Duties 
- Jury duty  

- Employees shall be granted time off with pay for reporting for jury duty or for jury service 
upon presentation of satisfactory evidence relating to this duty or service. 

- Employees shall be reimbursed for mileage and cost of parking. 
- Compensation received from the court for jury duty or for jury services (exclusive of pay 

for jury duty on off-duty days) and for transportation while on jury duty shall immediately 
be paid over to the Library. 

- During such time that an employee is required to report for jury duty or for jury service, 
all rules, policies and procedures established by the Library shall apply. 

- Witness (non-job related): An employee who is subpoenaed as a witness shall be granted 
unpaid personal leave, or may expend vacation time for time actually necessary to testify 
(and not to merely attend the proceedings as an observer). Before taking leave for this 
purpose, the employee shall be required to confirm with the court or authority to insure that 
the employee’s testimony will be needed that day. A copy of the subpoena must be 
presented to the Library Director when it is received by the employee. The employee may 
retain any compensation. 
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- Witness (job-related): An employee who is subpoenaed as a witness as a result of his or 
her employment with the Library shall be paid their normal rate of pay plus any mileage or 
parking expenses. Compensation received from the court for appearing as a witness shall 
immediately be paid over to the Library. 

 
Voting Leave 
The Library encourages its employees to participate in the election of government leaders. If an 
employee cannot vote at his/her assigned polling place either before or after the employee’s 
scheduled work hours for reasons outside of the employee’s control, the employee will be 
permitted up to three (3) consecutive hours of unpaid time off at the beginning or end of the 
workday to vote. Time absent from work may only be used to travel to and from the employee’s 
assigned polling place and to vote. Employees should make their requests for time off to vote no 
later than twenty-four (24) hours in advance of Election Day. Every effort should be made to 
vote either before or after the employee’s normal work day. The employee may use vacation or 
personal time off to be paid for the time away from work in lieu of unpaid leave.  
 
Health and Dental Insurance 
- The Library shall provide single or family health plan coverage at the same level of benefits 

provided to current Village employees through the Village health and dental insurance plans 
at the discretion of the employee.  

- Library employees shall be responsible for the same contributions including, but not limited 
to, monthly premium contributions, prescription co-pays and out-of-pocket maximums as 
employees of the Village. 

- All rules, policies and procedures established by the Village shall apply to library employees 
participating in the Village health insurance plans. 

 
Deferred Compensation Plan 
Library employees have the option of participating in the deferred compensation plan offered by 
the Village. The Village offers a deferred compensation plan to all employees to supplement 
their retirement income. Participation in the program is voluntary and 100% funded by the 
employee. The Village administers participation in the program at no cost to the employee. 
Employees interested in participating in this program should contact the payroll supervisor for 
additional information. This program is available to all full-time and part-time employees.  
 
Section 125 Plan – Flexible Spending Plan 
Employees can elect to participate in the Village’s Section 125 plan – Flexible Spending Plan. 
This plan allows employees to pay for qualified benefits, such as health insurance premiums, 
medical expenses not covered by the Village’s plan, and dependent care costs, with pre-tax 
dollars. Payments and the amounts that may be contributed to the employee’s account will be 
subject to the procedures, rules and regulations of the plan and the plan administrator.  
 
Life Insurance 
All regularly appointed full-time and part time library employees who are eligible to participate in 
the Wisconsin Retirement System (WRS) are also eligible to participate in the Village’s life 
insurance benefit offered through the Wisconsin Public Employers Group Life Insurance 
program. The Library pays the full premium for a basic term life insurance policy in the amount 
of one time the annual salary for each eligible full-time employee rounded to the nearest $1,000. 
The coverage amount for the Library Director shall be the equivalent of two times their prior-
year annual salary rounded to the next thousand. (Current library director, hired in 1988, is 
grandfathered in.) Employees may purchase additional units up to three (3) units and 
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spouse/dependent coverage may be purchased at the employee’s expense up to two (2) units 
at the employees own expense.  
 
Employees must enroll within six (6) months of the start date as a regularly appointed full-time 
or part-time employee in order to be eligible for the benefit. If an employee chose not to enroll at 
the time of initial eligibility, subsequent enrollment will be contingent upon an “evidence of 
insurability” process which may disqualify coverage eligibility based upon a pre-existing 
condition. 
 
Wisconsin Retirement System 
The Village participates in the Wisconsin Retirement System (“WRS”). Eligibility for employee 
participation in the WRS is established by the Department of Employee Trust Funds (“ETF”). 
Employee and employer contributions are established in accordance with state law or individual 
collective bargaining agreements. The rate for the employer and employee contribution to the 
WRS is determined by the ETF at least annually. 
 
Post-Employment Benefits – Health Insurance after Retirement  
All rules, policies and procedures established by the Village shall apply to library employees. 
  
Personnel and Career Development 
The Library Board recognizes the need and desirability for keeping abreast of new 
developments and technology which are in perspective with Library needs. The Library Board 
also recognizes that the growth and quality of the Library is directly related to the continuing 
growth and development of Library employees. The Library Board encourages and supports 
employee participation in educational programs which improve job proficiency and which are 
consistent with Library needs and within the fiscal capacity of the Library. 
 
Information about conferences, training workshops and educational opportunities is routed to 
individual staff members if it applies to a specific library service, program or staff skill and for 
workshops and educational opportunities of a more general nature is posted in the library day 
book.  
 
Individual staff members may request permission to attend a conference, training workshop, or 
educational opportunity by using the following procedures: 

 

 Conferences, Seminars and Training Programs (excluding continuing classes for college 

credit) 
- Any interested employee may initiate requests for participation. 
- All requests should be made to the Library Director. 
- The request shall include the following information: 

o Program description, location and timing. 
o Statement on relationship and value of the program to the Library and employee 
o Cost for program, training materials, etc. 

- The total cost must be within the library’s budget. 
- Library funds will be advanced for estimated direct costs upon approval of participation. 
- On completion of any program, the participant will immediately submit an expense report 

with supporting receipts for travel, lodging, meal(s), program fee, and miscellaneous 
expense items.  The Library Director will audit and approve before payment. 
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- Within one (1) week of program completion, the participant will submit a brief report on 
the program content and value. Participant may be asked to give a verbal report at a 
staff meeting. 

 

 College Courses (full-time employees only) 
- Any full-time employee may initiate requests for participation. 
- Tuition and books are eligible for reimbursement. 
- Requests for tuition/book reimbursement must be submitted for approval prior to the 

commencement of the course.  All requests should be made to the Library Director. 
- The request shall include the following information: 

o Course/program description, number of credits, location and timing. 
o Statement on relationship and value of the course/program to the Library and 

employee. 
o Cost for the course/program, textbooks, etc. 
o Effect of absence on Library schedule and potential overtime. 

- An employee may request up to $500 for tuition/book reimbursement in a calendar year. 
Reimbursement shall be paid on a first come, first serve basis, up to the amount of funds 
set aside in the annual operating budget by the Library Board.  If funds remain available 
after October 1, and no new employee requests are planned, additional amounts may be 
made available to employees previously granted reimbursement in the calendar year. 
The additional amount will depend on fund availability and shall not exceed $250 per 
employee. 

- Payment of tuition and book reimbursement to employees will be made when the Library 
Director receives proof of course completion (school record) showing a grade of “C” or 
better (2.0 or above on a 4.0 scale) and when the employee submits receipt 
documentation for tuition and book costs paid. No reimbursement shall be made for 
tuition and book costs that have been paid under any veteran’s benefit programs or 
other program of a similar nature. 

 
Meetings and Vacations Calendar 
- The meetings and vacation calendar is posted in the workroom and is used to record: 

o approved vacations, personal days, staff unavailable for scheduling or leave of absence 
o other events that will affect staffing levels and scheduling (e.g. MCFLS meetings, 

WAPL spring conference, Support Staff conference, WLA fall conference, 
workshops and training courses) 

- MCFLS meetings: Those staff members assigned to attend MCFLS meetings are 
responsible for noting when these meetings take place and the meeting location. 

- Requesting time off: Prior to submitting a request for time off, it is recommended that staff 
members review the meetings and vacations calendar to check the number of employees 
with approved time off or out of the building at meetings, etc. When time off is approved, the 
employee’s supervisor will record on the meetings and vacations calendar. 

 
Meetings (off-site) – Travel Time 
- Non-exempt (hourly-paid) employees: Travel time is paid for non-exempt (hourly-paid) 

employees attending an off-site meeting under the following conditions: 
o meeting is during the employee's regular hours of work, or 
o meeting is outside the employee's regular hours of work but on a scheduled work day 

- Exempt (salaried) employees: An exempt (salaried) employee does not receive additional 
compensation for travel time to off-site meetings; however, the employee has the option of 
changing his/her shift to accommodate the travel time. 
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Use of Personal Automobile for Library Business 
For those employees who use their personal automobile to attend an off-site library meeting or 
who are authorized to run errands on behalf of the library, the library will reimburse for mileage 
under the following conditions: 
- Authorization: Use of personal automobiles for library business must be pre-approved by the 

director. 
- Passengers: Individuals who are not library employees are not allowed to travel with an 

employee in the employee’s personal automobile while the employee is on library business. 
- License: Drivers must have a valid Wisconsin driver’s license. A copy of the employee’s 

Wisconsin driver’s license shall be placed in the Drivers’ Licenses and Vehicle Insurance File 
and reviewed and updated on a 6-month and annual basis. All Wisconsin motor vehicle laws 
must be followed. 

- Insurance: Employees who use their personal automobile while on library business must have 
automobile insurance in effect.  A copy of the employee’s auto insurance coverage summary 
shall be placed in the Drivers’ Licenses and Vehicle Insurance File and reviewed and updated 
on a 6-month and annual basis.  

- Seat belts: Staff members who drive or ride in personal vehicles for which mileage 
reimbursement is granted under this policy are required to wear seat belts at all times for all 
work related travel. 

- Inattentive driving: Staff members who drive in personal vehicles on the job for which mileage 
reimbursement is granted under this policy are required to not use any device or engage in 
any activity that leads to or contributes to inattentive driving 

- Designated vehicle: If there are several library staff authorized to attend an off-site meeting, 
there shall be a "designated" vehicle. Whenever possible or practical, staff is encouraged to 
use the designated vehicle. The staff member owning that vehicle will be compensated for 
mileage. A staff member using his/her own vehicle instead of traveling in the designated 
vehicle will also be compensated. 

- Mileage Compensation: 
o Library employees are paid for mileage at the standard mileage rate for business 

purposes announced by the Internal Revenue Service. This amount is intended to cover 
gas, oil, general wear, and maintenance of the vehicle, as well as personal insurance 
costs unless otherwise stated by specific agreement. It should be understood that 
Village insurance policies do not cover personal vehicle damage, injury, property 
damage, or liability incurred while operating a personal vehicle on Library or Village 
business. Parking fees are reimbursable as are the costs of using other modes of 
transportation when required (i.e. bus, train, cab, and airplane).  

o The library will compensate employees using one of the following systems for recording 
mileage: 
- Exact mileage: Employees will be paid for exact mileage from the Hales Corners 

Library.  
- Estimated mileage: Employees have the option of using an estimated mileage figure. 

The estimated mileage figure may be taken from either the library’s mileage roster or 
from a website that calculates distances between locations. The library’s estimated 
mileage roster reflects the starting and ending point of the trip to be the Hales 
Corners Library. The mileage roster is posted in the workroom. 

 
Lodging and Meals 
Employees who are directed or authorized to travel beyond 50 miles from the Village will be 
reimbursed for necessary overnight lodging. Reimbursement for lodging is limited to the rate for 
a single room/single person at a licensed hotel or motel based upon the IRS lodging and federal 
Government Services Administration (GSA) rates for that zone. Sales tax is not reimbursable for 



Library Employee Handbook 
Library Board approved: 5/28/2020, 7/23/2020, 11/19/2020    Page 32 of 51 

 

conferences and lodging. A letter of exemption or tax exempt form should be requested in 
advance from the Library Director for presentation at the hotel or motel.  
 
The Library will reimburse employees up to Government Services Administration (GSA) rates 
for that zone for meal expenses while on directed or authorized travel. Tax and tip (15% present 
acceptable standard) are included in this limit. 
 
If two or more Library employees have lunch together, even to discuss Library business, it is not 
reimbursable, unless they are more than 50 miles from Hales Corners on approved Library 
business. No alcoholic beverages may be included in meal expenses. Only meal expenses for 
the employee authorized to travel on behalf of the Library will be allowed.   
 
Itemized receipts must accompany an expense reimbursement form and be authorized by the 
Library Director to receive reimbursement. All requests for reimbursement must be submitted 
within 30 days of completion of travel. Reimbursements will not be paid by special check, but 
will be processed through the normal payroll cycle.  
 
General Personnel Guidelines 
 
Borrowing Privileges for Library Staff 
Staff members are encouraged to use the library to the fullest. Staff use and staff practices, 
however, are not to impose barriers to the use of library materials for other patrons.  In addition, 
staff members need to precisely follow the County Catalog procedures to maintain the 
accountability of individual library items. The Hales Corners Library has adopted the following 
policies so that everyone is aware of the expectations for library staff. 
 
• Staff is expected to observe due dates. The due date for popular material (e.g. videos, 

music CDs, etc.) is particularly important so that this material is available for other patrons. 
Any item with a hold means there is a customer waiting for this item, and it needs to be 
returned quickly. Staff shall pay any and all overdue fees and replacement charges incurred 
on borrowed, lost, or damaged material. 

 
• For personal holds, staff members shall choose one of the notification options available to 

all library users (e.g. notification by email, text or telephone). Items ready for pickup are 
placed on the staff holds shelf located in the workroom. 

  
• For work-related holds (e.g. items used for programs, in displays, or needed by technical 

services), staff members are notified by email. Items ready for pickup are placed on the staff 
member’s desk. These items should be checked out on the staff/service card (e.g. Hales 
Corners Library Children’s Services card). 

 
• Materials on the hold shelf for staff members must be checked out at the time that they are 

removed from the hold shelf.  When the "Clear the Holds Shelf" function is run, these 
materials are automatically assigned to the next customer. Items that are not yet checked 
out by a staff member create a hardship for the next customer in line for this material. This 
also creates public relation problems for the library. 
 

• Items held on the hold shelves are not to be removed except for the customer who placed 
the hold request. Staff is not to remove any material that has "expired" for themselves or for 
other customers. Customers who have placed holds on this material may be waiting. Items 
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held on the hold shelves are to be removed only by staff responsible for and trained to 
complete the holds procedure to ensure proper handling of these materials. 

 
• Hales Corners-owned material available for circulation shows up on the County Catalog as 

“CHECK SHELVES”. Material removed from the shelf for personal use or for library use 
must be checked out as soon as possible, by the end of the day at the latest. Materials that 
cannot be found and items declared "missing" generate poor public relations and create 
additional work for staff. 

 
• It is possible for all library cardholders to review their own records. Each staff member is 

encouraged to look up his/her record. If the staff member is put on the library investigator's 
list, the library's policy is to notify the staff member and his/her supervisor. The problem will 
be handled as a personnel issue and can be a matter for discipline if unresolved. 
 

• When a library staff member is using the County Catalog as a customer, the staff password 
to override or change records is not to be used without the prior approval of the Library 
Director, the circulation supervisor or the librarian-in-charge. These designated staff 
members will then use their individual staff password and take responsibility for that 
approval. Examples of changes that would require a password and prior approval include 
the following: 
- removing a block on a staff member's library card 
- changing the limit of holds 
- changing the number of videos or music CDs that can be checked out at any time 
- changing exempt materials to a longer loan period 
 

• Holds do not have to be honored if a customer has overdue materials. When an override is 
needed before processing the hold request, many libraries choose not to send their most 
popular materials to a patron who is not a good risk, whether a staff member or not. The 
Hales Corners Library follows this policy, as well. The hold request is then canceled. This is 
an option that can be applied to library staff members with overdue materials as well. 
 

• Library staff members who reside outside of Milwaukee County have the option of obtaining 
a fee card so that they can use Hales Corners Library-owned material.  
- Annual fee shall be waived 
- Employees must sign a staff fee card use agreement prior to the card being issued or 

renewed 
- Fee card may be used only for the employee’s own personal use 
- Fee card may be used only at the Hales Corners Library 
- Only titles owned by the Hales Corners Library may be checked out 
- Fee card must be presented at time of check out 
- Materials must be returned to the Hales Corners Library 
- Card will be renewed annually during time of employment 
- When employment ends, card must be surrendered and all materials returned 
- All other borrowing privileges for library staff apply 
- The circulation supervisor or director shall be responsible for issuing and renewing the 

fee card 
  
• The director may check the patron record of any library staff member if there is reason to 

believe that person has overdue material or has violated any part of this policy. 
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Confidentiality of Library Records and Library Use 
According to state law, library circulation records must remain confidential*; for this reason, it is 
essential that all staff members maintain the confidentiality of patrons’ records.  Staff members 
are not to disclose the identity of any individual, or any information concerning that individual, 
which is maintained by the library system, except by court order or to persons acting within the 
scope of their duties in the administration of this library system. Unless there is a library-related 
reason to do so, staff members are never to access a patron’s record. If a staff member 
accesses a patron’s record in the course of library business, that staff member is never to 
discuss the information obtained, unless there is a library business related reason to do so. 
  
Any violation of this policy will be considered as a cause for disciplinary action up to and 
including discharge. 
  
*From State Statutes, Chapter 43.30:“Records of any library which is in whole or in part 
supported by public funds, including the records of a public library system, indicating the 
identity of any individual who borrows or used the library’s documents may not be disclosed 
except by court order or to persons acting within the scope of their duties in the 
administration of the library or library system to persons authorized by the individual to 
inspect such records or to libraries as authorized under subs. (2) and (3)...” 

 
Records of any library which is in whole or in part supported by public funds, including the 
records of a public library system, indicating the identity of any individual who borrows or uses 
the library's documents or other materials, resources, or services may not be disclosed except 
by court order or to persons acting within the scope of their duties in the administration of the 
library or library system, to persons authorized by the individual to inspect such records, to 
custodial parents or guardians of children under the age of 16 under sub. (4), to libraries under 
subs. (2) and (3), or to law enforcement officers under sub. (5). 

 
Records considered confidential and indicating the identity of library users include: 
- library user’s name 
- library card number 
- telephone number 
- street address 
- post-office box number or 9-digit extended zip code 

 
Dress Guidelines and Personal Appearance 
The Hales Corners Library strives to maintain a public image consistent with a professional 
business atmosphere.  It is expected that staff members’ dress and grooming will be appropriate 
to a businesslike environment.  The personal appearance of each employee is an important 
component in the provision of quality service to library users.  The following guidelines are to be 
observed. 
 

 General Guidelines 
- Employees are expected to use good judgment in choosing their attire, taking into 

consideration their position, contact with library customers, and health and safety 
standards. 

- Clothing should be neat, clean and in good repair at all times, and should not create a 
safety hazard in the work environment. 

- Clothing must cover the midriff area. 
- Secure shoes must be worn at all times. (No shower-type shoes.) 
- Personal cleanliness and good grooming habits must be observed. 

https://docs.legis.wisconsin.gov/document/statutes/43.30(5)
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- Hair, including facial hair, should be clean and neatly trimmed or arranged. 
- Hair styles should not be disruptive to public service. 
- Hats are not to be worn in the library without supervisory approval. 
- Clothing which may be appropriate for recreational, social, leisure time or “at home” 

activities is not suitable library attire. This includes, but may not be limited to revealing 
attire, very short skirts, tank tops or halter tops, shorts, frayed or cutoff clothing.  Items of 
clothing that contain a logo, slogan, wording or messages on them are not considered 
appropriate for a business environment. 

- Facial jewelry, with the exception of ear jewelry, is not permitted. 
 

 Job Specific Guidelines 
- Library pages (shelvers) may wear jeans, T-shirts, sweatshirts and/or athletic shoes. 
- Staff members working the public service desks may wear athletic shoes. 

 

 Special Dress Days 
- The library may promote activities such as the summer reading programs, a literary 

event, or community-wide activities (e.g. Packer Sundays) with special dress days.  
- Special dress days will be designated as such by the Library Director with advice by staff 

or from the public.  
- Fridays are casual dress days where staff members can wear jeans. 

 

 Administration 
- Questions about appropriate dress and grooming should be directed to the Library 

Director. 
- If an employee reports for work improperly dressed or groomed the employee’s 

supervisor shall counsel the employee regarding the matter. The Library Director 
reserves the right to send an employee home to dress appropriately when, in his/her 
opinion, the employee’s dress is inappropriate. 

 
Library Staff as Members of the Friends of the Hales Corners Library 
Library staff members may join the Friends of the Hales Corners Library if they voluntarily 
choose to do so. As a member of the Friends of the Hales Corners Library, an individual may 
choose to volunteer with the Friends of the Hales Corners Library to assist with events and 
activities sponsored by the Friends of Hales Corners Library. An individual’s voluntary 
membership and participation in Friends of the Hales Corners Library’s activities and events is 
separate from the individual’s work as an employee of the Hales Corners Library and is not 
considered hours of work for the Hales Corners Library for any purpose. In addition, time spent 
as a member/volunteer for the Friends of Hales Corners Library is not compensated by the 
Hales Corners Library.  (Use form for staff to acknowledge receipt and understanding of this 
policy.) 
 
Food & Beverages 
Covered beverage containers may be used by library staff in the public service areas. 
No food is allowed in the public service areas of the library. 
 
Kitchen Cleanup Duties 
- Staff members who receive a lunch period and/or rest breaks share responsibilities for 

kitchen cleanup.  Kitchen cleanup duties are for one week, Saturday through Friday.  
- A staff member who is on vacation during his/her assigned kitchen cleanup week is 

responsible for trading with another staff member to ensure the kitchen cleanup routine is 
maintained.    
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- Duties are posted on the refrigerator. 
- Staff members are encouraged to put their name on personal items stored in the 

refrigerator, freezer, and cupboards. Unlabeled items may be tossed out, at the discretion of 
the staff member on kitchen duty. 

 
Library Telephone List 
- The library provides each employee with a list of staff members that includes home 

telephone numbers, the library telephone number, and extension numbers. The library 
telephone list is given to each employee during orientation with instructions on how to call in 
sick. Revisions to the library telephone list are made on a regular basis and a copy of the 
revised list is distributed to every employee. 

- The library telephone list is provided as a resource for employees. This information is for 
library business purposes only. Personal telephone numbers are considered confidential 
and are not for public distribution. Requests for information about library staff should be 
directed to the director. 

- The library telephone list is used when calling staff for scheduling purposes, such as when a 
staff member has called in sick and the supervisor is looking for a substitute to work a shift. 
If the supervisor leaves a message, it is expected that the staff member will check their 
telephone messages and respond promptly. 
 

Personal Conduct 
Employees are expected to maintain the highest standard of ethics and conduct in the 
performance of their duties and in their relationships with both public and staff.  
 
Personal Conversations and Visitors 
Employees are discouraged from conducting personal conversations while on duty or receiving 
personal visitors while on duty. An employee may request a special break time to visit with 
unexpected visitors. 
 
Personal Mail 
Employees are not allowed to receive personal mail at the library or use the library’s out-going 
mail system to send personal mail. 
 
Personal Telephone Calls 
- Personal telephone calls are not allowed on library time. However, if a personal call needs 

to be made or taken, these procedures should be followed:    
- Outgoing personal phone calls should be made only when on break. Staff may use the 

telephone in the staff lunchroom or their cell phone.   
- Incoming personal calls should be taken in the nonpublic areas, such as the staff 

workroom or staff lunchroom. Incoming personal calls should be handled promptly, but 
should be discouraged from becoming lengthy or repetitive.   

- Personal long-distance phone calls, charged to the library, are strictly forbidden and subject 
to disciplinary action.   

- Personal telephone call privileges are subject to change or termination at any time. 
 
Sunshine Fund 

The library uses a Sunshine Fund to purchase gifts for staff members on particular 
occasions: 
- when a staff member is sick 
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- when a staff member dies or there is a death in a staff member’s immediate family 
(spouse, children, grandchildren, and either spouse’s parents, grandparents, siblings or 
sibling spouses or children – see direct family chart in Attachment A for details.) 

- when a staff member resigns  
All other occasions are not included.  A staff member may bring in a treat to share in the 
staff lunchroom if he or she wishes to celebrate their birthday, an anniversary or some other 
special occasion with other staff members. 

 
• Staff collections 

- A voluntary collection of $13 per staff member will be taken up twice a year, in April 
and August.  

- The administrative assistant shall make the collection and keep an accounting of the 
money collected. 

- Funds shall be kept in a bank bag in the safe. A record of funds added and used will 
be kept in the bank bag. 

 
• Sunshine duties: A staff member is selected at the end of December to be responsible 

for Sunshine duties. This person serves for one calendar year, from January through 
December. More than one staff member may share Sunshine duties. The administrative 
assistant shall notify the Sunshine person when there is a need for Sunshine to a staff 
member. The Sunshine person is responsible for: 
- Purchasing cards, signing the card on behalf of the staff or circulating the card for 

staff to sign 
- Purchasing a gift 
- Purchasing stamps for mailing cards 
- Watching the balance in the fund 
- The giving of the card/gift may be done by the director or a designated staff member. 

 
• Guidelines for gifts: The Sunshine Fund is used on the following occasions: 

 
a) When a staff member is sick:   

- A get-well card, signed by the Sunshine person on behalf of the staff, and up to 
$25 for flowers or gift is sent to the staff member hospitalized or having a 
significant illness or having surgery. 

- A second card is sent if the staff member is out of work for 3 weeks. 
 

b) When a staff member dies or there is a death in a staff member’s immediate family 
(spouse, children, grandchildren, and either spouse’s parents, grandparents, siblings 
or sibling spouses or children – see direct family chart in Attachment C for details).  
- A sympathy card, signed by the Sunshine person on behalf of the staff, is sent to 

the staff member along with a note that a book will be donated to the library in 
memory of their family member. The staff member and his/her family may choose 
the item to be purchased. 

- The cost of the card and the book comes from the Sunshine Fund. 
- A card is sent to the staff member who has lost a more distant relative. 

 
c) When a staff member resigns or retires: 

- A farewell card, signed by as many of the staff members as possible, is given to 
a staff member who is leaving before his/her 1st anniversary. 

- A farewell card, signed by as many of the staff members as possible, and up to 
$25 for a gift is given to a staff member leaving after 1st anniversary.  
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- The cost of the card and the $25 comes from the Sunshine Fund. 
- For staff members retiring after a long period of time, the staff will decide on a gift 

to the individual.  
 
Identification Badges for Library Employees 
Library employees are required to wear identification badges. 

- Identification badges are to be worn at all times during working hours and should be 
clearly visible.  During non-work hours, badges are to be kept in a secure place. 

- All badges include the name of the employee on the front of the badge and their job title.  
- If a badge is in need of repair, the employee should notify the administrative assistant to 

order a replacement. 
- Lost badges are to be reported immediately to the director who will then direct the 

administrative assistant to reorder a replacement.   
- Employees will be assessed a fee, equivalent to the cost of replacement, for any lost 

badges, or for any badge damaged due to employee negligence which cannot be 
repaired. Employees will not be assessed a fee for badges broken due to long-time use. 

- Upon separation from service and at the discretion of the library director, employees may 
have the option of keeping their identification badge. 
 

Employment – Policy 
The employment policy provides an efficient and orderly method of recruiting, screening, 
selecting, hiring, and processing qualified individuals to fill authorized open positions in the 
library. 
 
The Hales Corners Library recognizes that employees are valued resources and that hiring 
qualified and dedicated employees is essential to the success of the organization. It is the policy 
of the Hales Corners Library to be an equal opportunity employer and to hire individuals solely 
upon the basis of their qualification and ability to perform all the essential functions of the job. 
The hiring process guidelines must be followed to promote the fair and consistent selection of 
well-qualified applicants. 
 
Authorization to fill positions: 
1. The Library Director delineates all positions within the library's staff. The Library Board 

approves the addition of a new position or any substantial changes in job responsibilities of 
a previously approved position. 

2. The Library Director shall inform the Library Board of vacancies in authorized positions. 
3. Recruitment: The library shall conduct internal and external recruiting simultaneously. 

(Internal and external recruitment are defined below.) Any individual currently employed by 
the library that submits an application for an open position shall be interviewed. 

 
Job Posting:  
1. Open positions are posted in the staff day book located at the circulation desk, on the public 

bulletin board in the library's lobby, and on the public bulletin board at the Village Hall.   
2. Job notices may be posted in other locations using the external recruiting guidelines listed 

below.   
3. Job notices will be posted until the deadline for applications or until the position is filled. 
4. Internal Recruiting: 

• Internal recruiting means transfers and/or promotions from within Hales Corners Library 
employment. 
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• Transfers from Within: A transfer shall mean the relocation of any library employee from 
one position to another within the same job title or to another job title in the identical pay 
range. 

5. Promotions from Within: A promotion shall mean the change of any library employee from 
one job title to that of another in a higher pay range.  

6. Transfer requests will only be accepted if and when there is a position available. A request 
for transfer must be submitted for each open position an employee is interested in filling. 
Should more than one person apply, merit and fitness being equal, all transfers and 
promotions will be awarded on the basis of seniority. 

 
External Recruiting: 
1. The Library Director will recruit sufficient applicants to meet authorized staffing needs on a 

timely basis. 
2. Applicants are attracted to employment opportunities at the Hales Corners Library through 

several channels. The Library Director is responsible for authorizing and controlling the use 
of applicant sources. Sources used, but not limited to, will be: 
• Retained Applicant Files: Whenever an applicant is not hired for the position they 

originally applied for, their application can be actively considered for up to six (6) 
months. It is the responsibility of the applicant to notify the Library Director of his/her 
interest in a posted job, referring to their application form on file, in order to be 
considered for the position. After six months, an applicant will be required to re-apply if 
another position becomes available. 

• Employee Referrals: Employees are encouraged to refer individuals to the Hales 
Corners Library for employment purposes. Employee-referred individuals must complete 
and submit an application form. The library will retain application forms on file for six (6) 
months. If during this time period, the individual is interested in applying for an open 
position, the person is required to notify the Library Director of his/her interest in a 
posted job, referring to their application form on file, in order to be considered for the 
position. 

• Walk-Ins: Individuals who present themselves at the Hales Corners Library without 
appointment to inquire about any open positions may complete an application form. The 
library will retain application forms on file for six (6) months. If during this time period, the 
individual is interested in applying for an open position, the person is required to notify 
the Library Director of his/her interest in a posted job, referring to their application form 
on file, in order to be considered for the position. 

• Advertising: Employment opportunities will be advertised in newspapers, on job 
placement listservs, and other media outlets. The Library Director is responsible for 
authorizing and placing all advertisements. 

• Educational Institutions: Colleges, universities, technical schools, local schools, and 
other institutions of general and specialized education and training are used as applicant 
sources. 

• Government Agencies: State personnel services and the Veterans' Administration are 
used as applicant sources. 

• Non-Government Agencies: Organizations such as Professional Associations, civic and 
community groups are used as applicant sources. 

• Temporary Employment Agencies and Services: The Library Director will attempt to fill 
temporary needs without the use of temporary employment agencies. When suitable and 
available candidates cannot be found, the Library Director will discuss a plan to use a 
temporary employment agency and the financial issues with the Library Treasurer and 
Finance & Personnel Committee. The Library Board must approve a plan to use a 
temporary employment agency. 
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Interviewing and Screening: 
1. Except where noted above, applications and resumes will be accepted only when there is an 

open position available. Applications and resumes are date-stamped.   
2. An application form must be completed if the individual is called in for an interview. 
3. The Library Director will review the qualifications of all applicants within two weeks. The 

Library Director will determine if the applicants' qualifications meet the requirements for the 
position as established by the job description. The Library Director may establish an 
advisory committee to assist with interviews. Composition of the committee is solely at the 
discretion of the Library Director.  Members of the committee may include professionals on 
staff, professionals from other libraries or from other organizations (e.g. Milwaukee Co. 
Federated Library System, Wisconsin Library Association, and Village of Hales Corners).  
The committee shall be strictly advisory.  

4. The Library Director will interview qualified candidates and furnish the applicants with 
general information concerning the job, including the essential functions of the job, hours, 
working conditions, training and orientation, salary and benefits and other pertinent 
information. 

5. The Library Director will uniformly administer standard testing when appropriate to comply 
with minimum requirements of the job. 

6. After the Library Director determines that the applicant appears able to perform all the 
essential functions of the job, an interview will be arranged between the applicant and the 
Library Director. If the Library Director has established an advisory interview committee, final 
selection is the responsibility of the Library Director. 

7. After the final candidate is selected, the Library Director will retain all applications and 
resumes, with any accompanying paperwork. 

 
Following the final selection to hire the applicant the Library Director will complete a reference 
and background check on the applicant. Job offers may be made contingent upon satisfactory 
references. 
 
Reference and Background Checks for Applicants: 
1. Only the Library Director shall conduct reference and background checks on all potential 

new employees. 
2. Reference and background checks will generally be done by mail and/or fax. Telephone 

reference checks may be conducted for the sake of expediency. 
3. Job offers will not be made unless satisfactory references are available to the Library 

Director. 
 
Reference Checks on Library Employees: Only the Library Director shall provide references for 
former employees or current employees seeking employment elsewhere. 
 
Information provided for a reference may include: 

- Dates: 
o Start date 
o Date of promotion (if applicable) 
o End date 

- Rate of pay for position(s) held 
- Job duties as defined in their job description(s) 
- Attendance record: 

o Satisfactory 
o Unsatisfactory 
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- Resignation: 
o Confirmation that resignation was voluntary or non-voluntary 
o Amount of notice for resignation 

- Eligibility for re-hire: 
o Employee is/was in good standing when they resigned – answer this question 

with yes or no  
 
Employment Requirements: 
1. All new employees must sign an Employment Eligibility Verification form (I-9 form) and 

produce the required documentation (e.g. a legitimate Social Security card). A copy of the I-
9 form will be kept on file by the Library Director and by the Village Administrator. 

2. All new employees must complete a Form W-4 for income tax purposes. A copy of the W-4 
form will be kept on file by the Library Director and by the Village Administrator. 

3. All new employees must complete a direct deposit form. A copy of the direct deposit form 
will be kept on file by the Library Director and by the Village Administrator. 

4. All minors under the age of 16 years must acquire a child labor permit. A copy of the child 
labor permit will be kept on file by the Library Director and by the Village Administrator. 

5. All technical and professional personnel required to be licensed or certified shall present a 
current license or certificate to the Library Director. The Library Director will keep copies of 
such licenses or certificates on file. 

 
Hiring Decisions: 
1. The Library Director will not make any offers of employment until all applications received by 

the deadline for first consideration have been reviewed. 
2. The Library Director will make the final hiring decision and the final offer of employment. 
 
Salary: The Library Director shall use the current pay plan/pay scale to establish a starting 
wage. 
 
Pre-employment Processing: The Library Director will 

• Monitor and post available positions. 
• Monitor transfer requests. 
• Recruit internal and external candidates as appropriate. 
• Pre-screen all applicants/candidates. 
• Interview all qualified applicants/candidates in a timely manner. 
• Administer appropriate testing to candidates. 
• Conduct employment reference checks and a background investigation on final 

candidates.  
• Make final offer of employment contingent on results of the employment reference 

checks and background investigation. 
• Verify appropriate identification is received prior to or on start date. 
• Obtain copies of appropriate licenses or certificates required to perform job. 
• Coordinate starting date with library staff. 
• Schedule the new employee orientation and training. 
• Assist the new employee with filling out appropriate forms. 
• Create an official employee Personnel File. 

 
Layoff 
On occasion, the Library may need to reduce its staff for business and economic reasons. In 
selecting the employees who will remain with the Library, job-related criteria will be used and 
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may include some or all of the following: employee’s current performance, competencies, skills, 
responsibilities, experience, leadership, education and training, and personal commitment.   
 
Resignations and Terminations 
Resignation: 

• An employee resigning from their position is asked to provide two (2) weeks written 
notice. Two weeks is 14 days from date of resignation until last available date for 
working. Providing more than two weeks notice makes it easier to cover the work 
schedule and job responsibilities. 

• An employee who is absent from work for three (3) consecutive workdays without notice 
may be considered by the Library as a voluntary resignation. 

• An employee who resigns from their position without providing two weeks written notice 
automatically waives his/her right to payout of accrued but unused vacation. 

• Only the Library Director shall have the authority to accept a resignation for any 
employee. 

 
Termination: An “at will” employee may be terminated for any reason, which may include, but is 
not limited to, misconduct, violation of safety or work rules, failure to follow instructions, and any 
other reason that is not prohibited by applicable law. The Library Director shall have the 
authority to terminate any employee for cause. 
 
End of Employment: Regardless of whether an employee voluntarily resigns or is terminated, 
he/she must return all Library keys, equipment, and other Library property in his/her possession 
on or before the last day of work. 
 
Hazard Communication Program 
The Village provides a safe work and hazardous free work environment for employees. The 
Village complies with the requirements of the Wisconsin Employees’ Right to Know law (Wis. 
Stats. §§ 101.58 – 101.599) and the requirements of OSHA’s hazardous communications 
standards (29 C.F.R. 1910.1200).  The Village’s Hazard Communications policies can be found 
by contacting the Director of Public Works, at Village Hall. 
 
Use of Library Equipment and Information Technology 

• The use of any Library equipment, hardware and software is governed by the Library’s 
“Internet and Email Policy for Users of the Village’s Computer Network.” (MCFLS staff 
has reviewed the library’s policy.) All equipment, hardware and software are the 
exclusive property of the Library. The computer network refers to all computer 
equipment owned by the Library and by the Milwaukee County Federated Library 
System, including but not limited to network distribution equipment such as switches and 
routers, computers, printers, laptop computers and all associated peripherals. All 
information and data generated or gathered by a user in the course of his/her 
employment becomes the property of the Library. All Library communication systems 
and both incoming and outgoing information are subject to monitoring. Employees are 
expected to read and follow the Library’s “Internet and Email Policy for Users of the 
Library’s Computer Network.” 

• Employees are not to use their own personal computers, laptops, or devices to conduct 
Library business unless authorized.   

 
The Library reserves the right to monitor, access, and/or read any and all information sent, 
received, or viewed using Library equipment. Viewing or transmitting inappropriate or illegal 
materials will be grounds for discipline, up to and including termination.   
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Attendance & Tardiness 
Employees are expected to be at their work areas prepared for work at their established starting 
times and to remain until quitting time. Regular and punctual attendance is required of all 
employees and essential in order to provide adequate public service and maintain library 
operations. The clock in the staff workroom is used to determine time for employment purposes 
(e.g. tardiness). 
 
Work Schedule 

• The work schedule is posted on Mondays and covers one week (7 days), from Monday 
through Sunday. Each staff member receives a copy. 

• Master copy: The master copy is posted on the staff workroom bulletin board. After the 
work schedule is distributed, any changes are recorded on the master copy. Staff 
members are responsible for checking the master copy each time they report for work to 
be aware of any changes made to the work schedule. 

• The work schedule is created for four weeks in advance. 
 
Work Schedule – Making changes 
Any employee may request a change in his/her work schedule. All changes in the work 
schedule are subject to the approval of the employee’s supervisor. 

• Prior to the 4-week schedule being posted 
An employee must notify their supervisor in writing when he/she wants to request a 
change in his/her work schedule or is unavailable to be scheduled. 

• After the 4-week schedule is posted 
- The employee is responsible for working their assigned shift.  
- The employee has the option of arranging for a trade in hours by finding a substitute 

to work their shift. 
- The employee is not responsible for covering their assigned shift if he or she needs 

to call in sick, or there is a death in the immediate family, or there is a personal 
emergency. Changes of this nature can be made verbally (in person or by phone) as 
soon as possible, but no later than sixty (60) minutes prior to the beginning of the 
employee’s starts time.  

• Trading hours 
After a schedule is posted and distributed, a staff member may trade hours with another 
staff member using the following work rules: 
- The staff member must trade with a staff member who has the same job title (e.g. 

desk clerk trades with a desk clerk, page trades with a page). 
- The trade must take place within the same pay period. 

Procedure: The staff member initiating the trade is responsible for: 
1.  completing the change-in-schedule form 
2.  noting the change on the master work schedule 
3.  having the staff member he/she is trading with sign the form 
4.  submitting cover sheet from the change-in-schedule form to their supervisor 

A signature by their supervisor is not required on the change-in-schedule form; however, 
all changes to the work schedule are subject to approval by their supervisor. 

• Giving away hours 
After the 4-week schedule is posted, a staff member may have the option of giving away 
their scheduled hours. This needs to be preapproved by the director. 

 
Staff Meetings 
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• Staff meetings are scheduled as needed and will be noted on the weekly work 
schedules. 

• Staff members are required to attend meetings. 
• Staff meetings are paid time. Time is recorded on an individual’s timesheet under regular 

hours. Staff members who are unable to attend a staff meeting, or will arrive late, or may 
need to leave early need to make arrangements with the director prior to the meeting. 

• Minutes: A staff member may be assigned the responsibility of taking minutes. The 
administrative assistant takes their notes and prepares the minutes for distribution. Staff 
meeting minutes will be posted in the Staff Notes binder, distributed to library trustees, 
and filed in the administrative office. 

 
Conflict Resolution 
If or when an employee(s) has questions or concerns, they need to speak to their supervisor. 
The supervisor has the responsibility to explore options for resolution, to keep the Library 
Director informed, to then ensure all people involved know about and understand the questions, 
concerns, the resolution and the plan of action.  
 
Code of Conduct and Discipline 
The Library has the right to discipline employees at any time without cause. The following 
conduct, which is not an exhaustive list, may subject an employee to discipline up to and 
including discharge: 

• Refusal or failure to comply with Hales Corners Library work rules, policies, or 
procedures; 

• Violation of any lawful or reasonable official regulation or order or failure to obey lawful 
and reasonable directions made by a supervisor; 

• Insubordination or refusing to follow the direct order of a supervisor or management; 
• Incompetence or inefficiency in work performance, or failure or refusal to perform the 

duties of the position; 
• Absence without excuse or authorization, excessive absences or tardiness; 
• Conviction of a job-related criminal offense or being unavailable for work because of 

incarceration; 
• Theft, damage, or destruction of Hales Corners Library property, or property on loan from 

another library, or property of other employees, or property of any member of the public 
during scheduled working hours; 

• Intoxication while on duty or unauthorized possession of intoxicating beverages or illegal 
drugs on Hales Corners Library premises; 

• Offensive conduct or language toward the public or other employees; 
• Intentional and illegal discrimination against anyone in employment or delivery of services 

because of such individual's age, race, color, handicap, sex, creed, national original or 
sexual preference; 

• Carelessness or negligence or unauthorized use or allowing unauthorized use of Hales 
Corners Library property; 

• Use or threat of use, or attempted use of personal or political influence to secure 
promotion, leave of absence, transfer, change of pay, or character of work; 

• Acceptance of any fee, gift, or other valuable thing in the course of work or in connection 
with it in exchange for favors; 

• Falsification or unauthorized modification or alteration of any Hales Corners Library record 
or report; 

• Unauthorized possession of any weapon on Hales Corners Library premises; 
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• Distribution of political material during schedule work period. (Political material may 
approve or favor a political candidate or solicit money for the purpose of aiding the 
election of a candidate.)  

• Inducing or attempting to induce any person, firm, or corporation doing business with 
Hales Corners Library to give employment to the employee and/or any of the employee's 
relatives; 

• Inducing or attempting to induce any person, firm, or corporation to show any material 
favor or consideration of any kind to the employee and/or any of the employee's relatives 
when the employee has direct contact with the person, firm or corporation; 

• Horseplay, menacing assault, fighting or gambling; 
• Encouraging coercing, inviting, bribing or otherwise inducing any other Hales Corners 

Library employee or person to engage in any Hales Corners Library code of conduct 
violation will not be tolerated. 

 
Grievance Procedure 
Employees shall use the following procedure for resolving disputes regarding employee 
termination, employee discipline or workplace safety issues. For other types of issues, see the 
section on conflict resolution in the Employee Handbook. 
 
Definitions: 
• “Days” as used in this policy is defined as any week day, Monday through Friday, on which 

the Library is open. 
• “Employee Termination” as used in this policy section, shall not include the following: 

1. Layoffs; 
2. Workforce reduction activities; 
3. Voluntary termination including, without limitation, quitting or resignation; 
4. Job abandonment; 
5. End of employment due to disability, lack of qualification or licensure or other inability to 

perform job duties; 
6. Retirement; or 
7. Any other cessation of employment not involving involuntary termination. 

 
• "Employee discipline” as used in this policy shall include any employment action that results 

in disciplinary action, which typically involves any of four (4) steps:  verbal reprimand, written 
reprimand, suspension with or without pay, and termination of employment. 

"Employee discipline,” as used in this policy, shall not include the following: 
1. Plans of correction or performance improvement; 
2. Performance evaluations or reviews; 
3. Documentation of employee acts and/or omissions in an employment file; 
4. Administrative suspension with pay pending investigation of alleged misconduct or 

nonperformance;  
5. Non-disciplinary wage, benefit or salary adjustments;  
6. Other non-material employment actions; 
7. Counseling meetings or discussions or other pre-disciplinary action; or 
8. Demotion for reasons other than discipline, transfer or change in assignment. 

• The term "workplace safety" as used in this section means any alleged violation of any 
standard established under state law or rule or federal law or regulation relating to 
workplace safety. 

 
Time Limits: 
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Unless mutually agreed to in writing by the employee and the library director in advance of the 
expiration of the timeline, the timelines provided in this policy must be strictly adhered to. Failure 
of the employee to comply with the timelines will be deemed a waiver of the processing of the 
grievance and the grievance will be denied. The employee may advance a grievance to the next 
step of the process if a response is not provided within the designated timeframes. The library 
director may advance a grievance to the next step at the request of either the employee or the 
employee’s supervisor.   
 
Procedure: 
• Informal Grievance Resolution: The employee must discuss any grievance related to 

discipline or workplace safety with the employee’s immediate supervisor prior to filing a 
formal written grievance in order to informally resolve the issue. The supervisor and 
employee shall make every reasonable effort to resolve the issue at this stage of the 
process.  This discussion must occur within five (5) days of when the employee knew or 
should have known of the events leading to the grievance. Grievances related to termination 
may proceed straight to the formal grievance procedure.   

 
• Formal Grievance Submission: The employee must file a written grievance with the library 

director within ten (10) days of the termination, discipline or actual or reasonable knowledge 
of the alleged workplace safety issue. The written grievance must contain: 
1. Name of grievant; 
2. A statement of the pertinent facts surrounding the nature of the grievance; 
3. The date the alleged incident occurred; 
4. The work rule or policy allegedly violated including any safety rule alleged to have been 

violated, if applicable; 
5. The steps taken to informally resolve the grievance, the individuals involved in the 

attempted resolution, and the results of such discussion; and 
6. The specific requested remedy. 

 
• Administrative Response: The library director (or designee) will meet with the grievant within 

ten (10) days of receipt of the written grievance. The library director will provide a written 
response within ten (10) days of the meeting. The library director’s written response to the 
grievance must contain: 
1. The date the meeting between the library director and grievant was held; 
2. A decision as to whether the grievance is sustained or denied; and 
3. In the event the grievance is denied, a statement outlining the timeline to appeal the 

denial. 
 
• Impartial Hearing: The grievant may file an appeal to the Impartial Hearing Officer (IHO) by 

giving written notice to the library director within five (5) days of the issuance of the 
administrative response. Depending on the issues involved, the IHO will determine whether 
a hearing is necessary unless a hearing is required under the procedures established by the 
Library Board in a different applicable policy. The library director will work with the IHO and 
grievant to schedule a mutually agreeable hearing date should one be needed. If it is 
determined that no hearing is necessary, the matter will be decided based on the 
submission of written documents. 

 
o The library director shall select the Impartial Hearing Officer (IHO). The IHO shall not 

be a library employee. The IHO may be an employee of another library, a lawyer, a 
professional mediator/arbitrator, or other qualified individual. The cost of the IHO will 
be the responsibility of the library. 
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• Standard of Review: The IHO will adhere to specific guidelines set forth by the Library Board 

regarding hearing procedures. The rules of evidence will not be strictly followed, but no 
factual findings may be based solely on hearsay evidence. The standard of review for the 
IHO is whether the decision of the library director was arbitrary or capricious. A decision will 
not have been arbitrary or capricious if it was made in the best interest of the library. If the 
decision was not arbitrary or capricious then the IHO is required to find on behalf of the 
library director.   
 

• Impartial Hearing Officer Response: The IHO shall file a written response within thirty (30) 
days of the hearing date or the date of submission of written documents. 
 

The IHO’s written response to the grievance must contain: 
1. A statement of the pertinent facts surrounding the nature of the grievance. 
2. A decision as to whether the grievance is sustained or denied, with the rationale for 

the decision.  
3. A statement outlining the timeline to appeal the decision to the Library Board. 
4. The IHO must sustain or deny the decision of the administration. The IHO has no 

authority to modify the library director’s decision and may not grant in part the 
specific request of the grievant. 

 
• Review by the Library Board of Trustees: The non-prevailing party may file a written request 

for review of the IHO’s decision by the Library Board within ten (10) days of receipt of the 
IHO response.   

 
The Library Board may not take additional testimony or evidence; it may only decide 
whether the IHO reached an arbitrary or capricious decision based on the information 
presented to the IHO. The Library Board will review the record and make a decision. A 
written decision will be made within thirty (30) days of the filing of the appeal.   

 
The Library Board’s written decision regarding the grievance must contain: A decision as to 
whether the grievance is sustained or denied or modified. 

 
The Library Board shall decide the matter by a majority vote and the decision of the Board is 
final and binding and is not subject to further review.   

 
• General Requirements:  

1. Grievance meetings/hearings held during the employee’s off-duty hours will not be 
compensated. 

2. Granting the requested or agreed upon remedy at any step in the process resolves the 
grievance. 
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Hales Corners Library 
Employee Handbook 

Acknowledgement Form 
 
 
 
I, ______________________________________, acknowledge I have received and read the 
Hales Corners Library Employee Handbook and understand the provisions contained therein. I 
understand the terms described in the Library Employee Handbook may be altered, modified, 
changed or eliminated by the Library Board at any time, with or without prior notice.  
 
I understand this Library Employee Handbook supersedes any previous handbook or policies I 
may have received, making them void.  
 
I further understand this Library Employee Handbook and any other provisions contained 
therein do not constitute a guarantee of employment or an employment contract, express or 
implied. I understand my employment is “at-will” unless covered by Civil Service provisions or 
other applicable State of Wisconsin statute or Hales Corners Library Board policies, and, if at-
will, my employment may be terminated at any time for any reason, with or without cause, and 
with or without notice.    
 
 
___________________________________ _________________________________________ 
Employee        Date 
 
 
 
___________________________________ _________________________________________ 
Library Director       Date 
 
 
 
cc: Employee  
     Employee's personnel file 
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