ABLE Module #4

Planning, Personnel, and Community Relations


Teaching Aid- Human Resources #3

Checklist of Personnel Policies

· Board approved guidelines for scheduling, time off, expected behavior, etc.

Topics to include:

· Statement about librarian responsibility for administering the library and Trustees for making library policy
· Job Descriptions for each position, including pay
· Hiring procedures (including a statement about compliance with the Americans with Disability Act), probationary periods
· Wage/Salary: paydays, overtime/compensatory time, salary ranges, and pay scales
· Safe working conditions
· Work schedule: Outline of a regular work week (specified number of hours), breaks/lunch periods, special circumstances (severe weather, jury duty)
· Benefits: worker’s compensation, disability, Social Security, retirement, annual leave, sick leave, holidays, leaves of absence, health insurance (and COBRA)
· Procedures for:
· Continuing educational opportunities – fees and time off

· Appeals processes

· Performance reviews

· Disciplinary actions

· Termination process
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