ABLE Module #4

Planning, Personnel, and Community Relations


Teaching Aid – Human Resources #8

Offers of Employment

· Accepted: Give them a timeline in which to expect a formal, written offer. As soon as they accept, notify the other candidates.

· Rejected: Be cautious about making promises. Accept the refusal gracefully if no agreement can be reached. Thank them for applying. 

· Contacting the other applicants: Do it promptly and personally. Avoid making comparisons among candidates. Let them know of the qualifications of the hired applicant if they are specific and exceptional (i.e., 20 years of experience). Don’t give names or any identifiable information about the new hire. Be brief and positive, ending with thanks for his or her interest in the position. 

Orientation for new hires

Go over: 

· library mission and goals, how the position folds into them.

· terms and conditions of employment; Probationary periods

· wage structure: hourly rate/salary; how and when raises occur

· how payment is made: weekly, biweekly; direct deposit

· benefits: what are they (annual leave, sick time, health insurance), what is deducted from pay check

· important rules and procedures: timesheets, breaks, how grievances and problems are addressed, disciplinary procedures 

· performance evaluations: their purpose, procedure, outcomes 

· job description and expectations

· schedule of initial training

· introductions to the staff

Disclaimer

These human resources strategies are guidelines and general practices. Please do not consider them legal advice. As with so many things, they do not always apply! Check with your library policies and legal council when questions arise.
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