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Rose Memorial Library’s Commitment to our Community 
Rose Memorial’s Mission: 
We preserve the past, enrich the present, and enhance the future for all Stony Point residents. 
Rose Memorial’s Vision: 
Stony Point’s space for connection, innovation, and engagement. 
We are committed to: 
· Bridging Stony Point’s past, present and future. We recognize the immense history of Stony Point, while also embracing innovation and thoughtfully adapting the library to fit the community as it grows and changes. 
· Building and maintaining connections with community members, as well as local institutions, organizations, and small businesses. 
· Showing a consistently strong return on the investment Stony Point makes in Rose Memorial Library. 
· Providing a welcoming space for gathering, engaging in culture and entertainment, exploring curiosity, and pursuing lifelong learning. 
· Serving all members of the community with compassion, equity, kindness, and care. 
 
POLICY STATEMENT 
 
The Board of Trustees is the governing body of the Rose Memorial Library Association elected by the Members of the Association. The following shall constitute this Library’s statement of Personnel Policies and Procedures to be followed in all matters relating to personnel. 
 
The Board of Trustees employs the Library Director and the Library Director is empowered, upon consultation with the Board of Trustees, to employ the staff. The chief executive officer of the Library is the Director, who is responsible for carrying out Library policies and who has general charge of the Library and the persons employed therein. The Board of Trustees formulates Library policies and sees to it that these Library policies are administered by the Director. The Director and Trustees (or Committee) shall review this policy as needed and make recommendations for any necessary revisions to the Board of Trustees. 
 
The staff consists of salaried and hourly employees. References should be made to job descriptions for further details. Employee work hours are approved by the Director. Rates of pay and pay periods for all employees are approved by the Board of Trustees with recommendations from the Director. 
 
Library hours of operation may change from time to time and will be posted. 


EQUAL EMPLOYMENT OPPORTUNITY AND ANTI-DISCRIMINATION 
 
The Rose Memorial Library (the “Library”) is an equal opportunity employer. It is a primary focus of the Library to provide a safe, non-discriminatory workplace for all employees and foster a productive environment conducive to providing high quality service to our patrons. 
 
Any discrimination or harassment on account of race, color, religion, creed, sex, national origin, ancestry, age, qualified mental or physical disability, sexual orientation, genetic carrier status, any veteran status, any military service, any application for military service or membership in any other category or class protected under the law will not be tolerated. 
[Refer to Ramapo Catskill Library System Anti-Discrimination And Anti-Harassment Policy] 
 
A. Equal Opportunity Employer 
All employment decisions and personnel actions at the Library are administered without regard to race, color, religion, creed, national origin, ancestry, sex, age, qualified mental or physical disability, sexual orientation, genetic carrier status, any veteran status, any military service, any application for any military service, or any other category or class protected by federal, state, or local laws. All employment decisions and personnel actions, such as hiring, promotion, compensation, benefits, and termination, are and will continue to be administered in accordance with, and to further the principle of, equal employment opportunity.  
 
B. Procedure for Reporting Discrimination and/or Harassment 
If any employee believes that the actions or words of a manager/supervisor, fellow employee, patron, vendor or other individual in the workplace constitutes unlawful harassment or discrimination, the employee has a responsibility to promptly report that behavior to the Library. 
 
Any individual who believes he/she has been the victim of any form of discrimination, including harassment, shall promptly give notice of his/her claim. Employees may formally or informally complain, orally or in writing, and are not required to complain within their chain of command. Prompt reporting enables the Library to stop the discrimination, including harassment, before it becomes severe or pervasive. Furthermore, employees are encouraged to promptly report all alleged incidents of harassment even if someone else is a possible victim. 
 
All complaints of discrimination, including harassment, will be reviewed and investigated promptly and impartially by the Library management and/or its designee. Once management receives notice of any complaint of alleged discrimination, including harassment, it will swiftly determine whether or not a fact-finding investigation is necessary. 
If it is determined that a fact-finding investigation is necessary, it will be launched promptly. If necessary, intermediate measures may be taken before completing the investigation to ensure that further discrimination, including harassment, does not occur. Moreover, the Library will protect the confidentiality of the allegations to the extent possible. 
 
The complaining party will be given notice of the outcome of the investigation of any formal or informal complaint. An individual who believes he/she has been the victim of any form of discrimination, including harassment, also has the option of filing a complaint with the New York State Division of Human Rights (DHR) and/or the Equal Employment Opportunity Commission (EEOC). 
 
EMPLOYMENT PROCEDURES 
 
The Library is committed to employing only United States citizens and aliens who are authorized to work in the United States. The Library does not unlawfully discriminate on the basis of citizenship or national origin. 
 
A. Employment Practices 
· The Board of Trustees approves all positions and salaries. 
· The Board of Trustees selects and appoints the Director. For other positions, when a vacancy occurs, the Director reviews job applications, screens the applicants, interviews select candidates, and approves the final selection. 
· Staff members are selected based on personal and educational qualifications for the position involved. All professional Librarians must have or must apply for a New York State Public Librarian’s Professional Certificate within the first month of employment. 
 
B. Immigration Law Compliance 
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility. Former employees who are rehired must also complete the form if they have not completed an I-9 with the Library within the past three years, or if their previous I-9 is no longer retained or valid. I-9 Forms will be kept in a separate and confidential file. Employees with questions or seeking more information on immigration law issues are encouraged to contact the Library Director. 
 
C. Hiring of Relatives 
The employment of relatives in the same area of an organization may cause serious conflicts and problems with favoritism and employee morale. In addition to claims of partiality in treatment at work, personal conflicts from outside the work environment may be carried into day-to-day working relationships. 
 
Although the Library has no prohibition against hiring relatives of existing employees, we are committed to monitoring situations in which relatives work in the same area. In case of actual or potential problems, the Library will take prompt action. This can include reassignment or, if necessary, termination of employment for one or both of the individuals involved. 
 
For the purposes of this policy, relatives are defined to include spouse, parent, son, daughter, brother, sister, brother & sister-in-law, father & mother-in-law, stepparent, stepbrother, stepsister and stepchild. This policy also applies to an individual who is not legally related but who resides with the employee. 
 
D. Conflicts of Interest 
Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest. This policy establishes only the framework within which the Library wishes the business to operate. The purpose of these guidelines is to provide general direction so that employees can seek further clarification on issues related to the subject of acceptable standards of operation. [Refer to Ramapo Catskill Library System Conflict of Interest Policy] 
 
EMPLOYMENT CLASSIFICATIONS. 

Full-time employees are those who regularly work thirty-five (35) hours per week. Salaried full-time staff receive a set annual compensation in equal bi-weekly paychecks. According to the Fair Labor Standards Act (FLSA) full-time, salaried, professional and administrative staff (fulfilling certain guidelines) are considered “exempt” and generally do not receive overtime pay.  
Salaried full-time or part-time staff, who do not have professional and administrative responsibilities, and/or full-time or part-time staff who are paid hourly, are considered “nonexempt" under the provisions of FLSA and are paid for all hours worked including overtime. 
Part-time employees are those who regularly work less than thirty-five (35) hours per week. 
They are paid an hourly wage. 
Temporary employees are those who work only as required on an irregular basis for a limited period of time. They are paid an hourly wage.  
 
A. Training Period ~ Newly hired employees can expect a training period of three (3) months. All staff need to demonstrate proficiency in the basic duties of their roles, as well as basic circulation processes after this time. The Director and appointed supervisors will monitor the employee’s performance.  
 
B. Attendance Record ~ All employees will record their time of arrival and time of departure. Attendance records shall be retained for seven (7) years. The record needs to be calculated by the employee for each shift, totaled for each week and approved by the staff member at the end of the pay period to signify agreement with the calculated hours. Failure to formally approve hours will be considered tacit approval. 
 
C. Hours Of Service ~ In order for the Library to fulfill its mission of service to the public, hours may be adjusted to meet the needs of the community. When the Director deems that a permanent change in the hours of operation is needed, they will make the recommendation to the Board for approval. 
 
D. Unpaid Meal Breaks ~ The workweek, exclusive of unpaid thirty-minute (30) lunch and dinner periods, is thirty-five (35) hours per week. Monday through Friday the opening shift for all staff who are interacting with the public shall begin thirty (30) minutes before the opening time in order to prepare for the workday. The Saturday and Sunday shifts shall begin fifteen (15) minutes before the opening time. 
 
E. Breaks ~  
· There is a fifteen (15) minute paid break for full-time employees either in the morning or the afternoon.  
· Employees who work a minimum of four (4) consecutive hours but less than six (6) consecutive hours are entitled to a paid fifteen (15) minute break.  
· Employees who work six (6) or more consecutive hours are entitled to a fifteen (15) minute paid break plus a compulsory unpaid “meal” break of thirty (30) minutes. 
· An employee who works a full day on Saturday will be entitled to a thirty (30) minute (paid) break. Employees must remain on the premises during this paid break.  
· NOTE: It is not acceptable to decide not to take the unpaid break and leave early or arrive late. Any schedule changes must be approved in advance by the supervisor. 
 
F. Overtime ~ Non-exempt employees are employees who, because of the type of duties performed, the usual level of decision-making authority, and the method of compensation, are subject to all Fair Labor Standards Act (FLSA) provisions including the payment of overtime. Non-exempt employees are required to account for all hours and fractional hours worked. Employers must compensate non-exempt employees for all hours worked overtime at their standard rate beyond 35 hours and at the premium (time-and-one-half) rate of pay beyond 40 hours.  Any hours worked beyond an employee’s scheduled hours for the week must be approved in advance by the Director.  
 
G. Compensatory Time ~ It is generally expected that exempt administrative staff can complete their work in a normal (35-hour) workweek. However, it is implicit by the nature of their positions that time beyond the normal work schedule may be required.  Compensatory time shall be earned in thirty (30) minute increments and may be taken in thirty (30) minute increments subject to mutual agreement between the employee and his/her immediate supervisor. Compensatory time may not be carried over from year to year. 
 
H. Flex Time ~ Occasionally professional or administrative employees may have to work outside of their expected work schedule; for example, when required to be present at an evening community meeting or program. These employees are strongly encouraged to take advantage of flex time scheduling within a pay period to minimize excessively long hours. However, when flex scheduling is not possible, exempt employees may earn compensatory time and non-exempt employees may earn overtime for the time they are required to work beyond 35 hours. All flex scheduling, compensatory time and overtime must be pre-approved by the Director. 
 
COMPENSATION 
 
Salary is a fixed amount of money or compensation paid to an employee by an employer in return for work performed.  The exempt employee's salary is paid in 26 even paychecks over the course of the calendar year on a bi-weekly basis via direct deposit. An employee who is paid a salary is expected to complete a whole job in return for the salary. Exempt employees are expected, by most organizations, to work whatever hours are necessary to accomplish the goals and deliverables of their exempt position. 
 Non-exempt employees are compensated via an hourly wage. Due to the nature of their positions and changes in number of hours worked from week to week, the amount of their paychecks may fluctuate. Non-exempt employees will be paid on a bi-weekly basis via direct deposit. Occasionally a non-exempt staff member’s employer may ask them to work overtime and the employer must compensate the non-exempt employee for all hours worked overtime at their standard rate beyond 35 hours and at the premium (time-and-one-half) rate of pay beyond 40 hours. 
RESIGNATIONS 
 
Resignations must be submitted in writing to the Library Director who in turn presents the letter to the Board of Trustees at the next regular meeting. One month’s notice is required for full-time employees and two weeks’ notice for part-time positions. Employees who have given proper notice of resignation will receive a lump-sum payment of any unused Paid Time Off (PTO), up to a maximum of four work weeks. The payment will be calculated based on the employee’s average weekly hours worked and paid at their standard rate of pay.
 
EMPLOYEE CONDUCT & WORK RULES 
 
In order to provide a friendly, comfortable, and professional atmosphere for our community, all employees need to adhere to general rules. 
 
A. Conduct 
· All staff must arrive on time and be ready to work when scheduled. 
· In the event of an illness or emergency that prevents an employee from working their shift, they should immediately contact their supervisor, the Office Manager, or the Director preferably six (6), no less than one (1) hour prior to the start of their shift. If live contact cannot be made, employees should call the Library and inform another employee about their status. 
· The public’s impression of the Library often is based on the actions of the staff. Employees shall: 
· be responsible for Library property, records, or other materials in their care and custody. 
· refrain from talking negatively or gossiping about patrons and co-workers. 
· deal with the public in a warm and patient manner at all times. 
· focus on their duties and responsibilities without interfering with those of other employees. 
· report to work free from the influence of drugs and/or alcohol. 
· Employees should use common sense, communicate clearly, and notify the Director of any notable concerns about the effective operation of the Library. 
 
B. Work Rules 
· To assure orderly operations and provide the best possible work environment, the Library expects employees to follow rules of conduct that will protect the interests and safety of all employees and the Library. 
· It is not possible to list all forms of behavior that are considered unacceptable in the workplace. The following are examples of infractions of rules of conduct that may result in disciplinary action, up to and including termination of employment: 
· Theft or inappropriate removal or possession of Library property. 
· Falsification of timekeeping or other Library records. 
· Smoking on Library property. 
· Working under the influence of alcohol or illegal drugs. 
· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace. 
· Fighting or threatening violence in the workplace. 
· Boisterous or disruptive activity in the workplace. 
· Negligence or improper conduct leading to damage of property. 
· Insubordination or other disrespectful conduct. 
· Exhibition of negative behavior or use language, including gossip, directed toward or about fellow staff members, library patrons, community members or protected classes while in the workplace or on social media accounts. 
· Endangering the safety or health of others. 
· Sexual, racial, or other harassment. o Excessive absenteeism or absence without notice. 
· Unauthorized absence from workstation during the workday.
· Unauthorized use of telephones, mail system, or other Library equipment. 
· Violation of personnel rules and regulations as outlined in the Employee Handbook and Library Policies Guide. 
· Unsatisfactory performance or conduct. 
[Refer to Ramapo Catskill Library System Code of Conduct Policy] 

PERSONAL APPEARANCE 
 
Employees are welcome to express their individual senses of style through their personal appearance and clothing as long as it does not reflect poorly on the Library or impact their ability to safely and effectively do their jobs. All staff members are representatives of the Library.
 
PHONE USAGE 
 
Personal phone calls and text messaging are to be confined to break time or meal time. 
Personal calls and texts should not be made, nor received, in public areas of the Library. However, it is recognized that there may be some occasions, normally due to unforeseen circumstances or an emergency, when it is necessary for staff to make or receive personal telephone calls or texts. These calls/texts should be kept to a minimum and be of short duration.  
 
INTERNET, EMAIL & TECHNOLOGY USE 
 
The Library’s technology is to be used as an official means of business communication with patrons and vendors.  
 
All employees are assigned a rcls.org email address. Staff members are expected to check their work email at the beginning of each shift in order to remain updated about library procedures and information that may have changed since their previous shift. This email address should be used exclusively for work purposes.   
 
All employees should be aware of and follow the conditions and access guidelines within the Ramapo Catskill Library System Email Account Usage Policy. 
 
Employees are provided access to computers and information resources of the internet for the purpose of increasing productivity for Library purposes, including communicating with patrons, vendors, colleagues and carrying out research. Misuse may potentially violate regulations, policies and laws, including copyright laws, which could result in personal liability. Technology and internet usage should not impact productivity or performance of duties of the job. 
 
Library printers, scanners, and fax machines may be used by staff within reasonable bounds.  
  
PERFORMANCE EVALUATION AND GOAL-SETTING 
 
The purpose of performance evaluations is to encourage the growth of individual employee’s performance and help ensure the staff as a whole are supporting the Library’s organizational goals. Timely feedback has been shown to be the strongest way to coach better performance, therefore evaluation, overseen by the Library Director, will be ongoing throughout the year. 
However, staff will set personal performance goals annually. 
· Every November, staff members will have a one-on-one meetings with the Library Director to set work-related goals for the following year. 
· Check-ins on goals or real-time feedback meetings can happen at any time, as needed, and may be recorded in staff files. Additional goals may also be set at any point to reflect ongoing evaluation. 
· Copies of feedback files will be added to personnel files at the end of every year. 
· Employees can request to see their feedback files at any point. 
· The Library Director will be evaluated by the Board of Trustees in the manner they see fit. 

GRIEVANCE PROCEDURES 
 
Complaints should be submitted in writing to the Director within ten (10) days of the incident and settled informally whenever possible. If a satisfactory solution cannot be reached, the Director may refer the matter to the Board of Trustees for resolution. In the event that the Board’s decision is not satisfactory to the staff member, he or she may submit a written request to meet with the Director and the Board. 
 [Refer to Ramapo Catskill Library System Whistleblower Policy] 
  LEAVE 
 
A. HOLIDAY CLOSINGS 
The Director, with the approval of the Board, will establish annually the dates of holiday closings for the year. 
 
There are consistently ten (10) full-day closings and one (1) half-day closing. The full-day closings are as follows: 
· New Year’s Day 
· Memorial Day 
· Independence Day 
· Labor Day 
· Thanksgiving, as well as the Wednesday preceding and the Friday succeeding the day. 
· Christmas Eve 
· Christmas Day 
· Easter Sunday  
· Rose Memorial Library will close at 2:00pm on New Year’s Eve 
All staff whose normal schedule would include the day of any of the holidays will receive pro-rated holiday pay. 
 
The Library will remain open on the following holidays in order to afford the public extra access to the resources and programs of the Library:  
· Martin Luther King Day 
· President’s Day  
· Juneteenth 
· Veteran’s Day 
· Columbus Day 
Hourly employees working a shift on these holidays may choose to either work at the premium rate of time-and-a-half OR take a floating holiday. Those whose normal schedule would include these days may take the day off as an unpaid holiday as long as they let their supervisor know at least 1 month in advance. 
NOTE: Staff are encouraged to use floating holidays and/or speak with Director regarding taking off for religious or cultural holidays not specifically covered by this policy.  
 



B. DELAYED OPENINGS/EMERGENCY CLOSINGS 
· Every reasonable effort will be made to keep the Library open to the public. However there may be times when the Director decides to delay the Library’s opening or to close it completely for the safety of our patrons and staff. Staff will be notified via text or email by 8:00 am on the day in question by administration if the Library closes or opening is delayed. Public notice of such action will be found posted on the homepage of the Library’s website or Facebook page. 
· If extreme conditions cause the Library to open later or to be closed, those employees scheduled to work will be paid for the time missed. 
 
C. JURY DUTY 
· In compliance with New York State Law, Library employees are entitled to time off to serve as jurors. Jury service time will not be charged to vacation or sick leave. The employee will not be required to make up time taken off for jury service. Employees will continue to receive the normal wage for the hours they were scheduled to work while serving jury duty. 
· The employee should provide a copy of the jury summons to the Library Director upon receipt. 
· If the employee is required to report for jury duty for the following workday, he or she should notify the Library Director the night before. Whenever possible, the employee should assist in finding coverage if scheduled to work at a public service desk. 
· The employee should keep the Director informed of his or her status if multiple days need to be served. 
· Upon completion of jury duty, the employee should request proof of service from the court system and provide the Library Director with a copy. 
 
D. PAID TIME OFF 
· Paid time off (PTO) is an employer-provided benefit that grants employees compensation for personal time off, vacation days, federal holidays, sick leave, and maternity and paternity leave. Paid time off is calculated based on number of hours worked per pay period for hourly staff and salaried hours per pay period for salaried staff. PTO is accrued into a central bank, not separated out by type of compensated time off.  
· PTO may be taken for any purpose as long as an employee has the necessary number of hours accrued.  
· Employees may request PTO in hourly increments 
· All staff will accrue PTO based on the number of hours worked per pay period (hourly) or salaried hours (salaried) multiplied by set percentages dependent on tenure. 
· Years 0-3 of employment at Rose Memorial Library – hours worked/salaried hours per pay period x 11.5% (.115) = PTO hours earned 
· Years 4-10 of employment at Rose Memorial Library – hours worked/salaried hours per pay period x 13.4% (.134) = PTO hours earned 
· Years 11+ of employment at Rose Memorial Library - hours worked/salaried hours per pay period x 15.3% (.153) = PTO hours earned 
 	 
PTO Accrual Percentages and Caps 
	Years of RML 
Employment 
	PTO % 
	Total PTO Cap  

	0-3 
	11.5% 
	210 hours 

	4-10 
	13.4% 
	210 hours 

	11+
	15.3% 
	210 hours 


 
· Employees who have given proper notice of resignation or retirement as specified in the Employee Manual will be granted a lump sum payment of up to four (4) work weeks (using the average numbers of hours they worked on a weekly basis) of any unused PTO at their standard rate of pay. 
· No PTO will accrue during any month in which an employee is on leave without pay for more than one half of his/her scheduled work time per month. 
· A holiday closure falling within a vacation or other leave of absence with pay shall not be considered part of such leave.  
· If an employee has a pre-arranged PTO day on the day of an emergency closing, they will still be on PTO and the hours requested will be considered “spent”. 
· PTO requests should be made 30 days or more before date requested whenever possible.  
· In the case where two or more employees in the same department request the same time for non-emergency PTO, the Library Director will make the final decision, based on seniority (keeping in mind the efficient operation of the Library). 
· Employees may be asked to provide a doctor’s note in the event of PTO extending beyond three (3) days that has not been pre-approved. 

E. LEAVE WITHOUT PAY 
Leave without pay may be granted at the discretion of the Director for a period not to exceed one (1) year. An employee desiring leave without pay must submit a written request to the Director at least three (3) weeks prior to the desired leave. The length of the leave must be specified in the written request.  
 
F. MATERNITY/PATERNITY/ADOPTION LEAVE & PAID FAMILY LEAVE  
· Maternity/Paternity/Adoption leave is an extended leave of absence and is available to all full-time employees after 90 days based on current Federal and State Equal Employment Opportunities Acts and affirmative action and other civil rights laws. 
Policies will be adopted to stay in compliance with these laws. 
· Rose Memorial Library will comply with the terms and conditions of the Family Leave Act of 1993 and the Paid Family Leave coverage of January 1, 2018. 
 
G. MILITARY SERVICE LEAVE 
Members of the National Guard or Military Reserve shall be provided with the protections enacted in the Uniformed Services Employment and Reemployment Rights Act. 
 
H. BEREAVEMENT POLICY 
Employees may take a maximum of five (5) working days of paid bereavement leave for the death of an immediate family member, including: 
· A spouse or domestic partner 
· A child (including a foster child, step-child, child of whom they are a legal guardian) 
· A sibling (including a step-sibling or in-law) 
· A parent (including a step-parent, in-law, or legal guardian) 
 
Employees may take a maximum of two (2) working days of paid bereavement leave for the death of an extended family member, including: Grandparent; Aunt or Uncle; First cousin; Niece or nephew.
I. BIRTHDAY LEAVE POLICY 
Each employee is entitled to one shift’s worth of leave for their birthday. 
· It is recommended the employee may take such leave on any day within seven (7) days before or after the actual birthday 
· The amount of leave will be consistent with the average number of hours the staff member works during a shift. 
· The employee needs to follow all standard PTO procedures when requesting the time off. 
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