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Bourbonnais Public Library District 
02-01 

  
 
 

EMPLOYEE HANDBOOK POLICY  

 
 

Each employee will receive a handbook and sign an acknowledgement 
form which will be kept in their personnel file.  See form P1. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Approved 5/15/00 
Reviewed: revised: 
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Bourbonnais Public Library District 
02-02 

 
 

ACCIDENTS/FIRST AID/UNSAFE WORKING CONDITIONS 
 
  

All accidents involving employees during working hours or while on library 
premises, and all other accidents in which the Library or its property are involved directly 
or indirectly, including those involving patrons of any age, are to be reported immediately 
to the Director or designee. 
 Any unsafe working conditions are to be reported as soon as possible to a 
supervisor, the Director, or designee. 
 First aid kits are available at the Library if necessary. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved 5/15/00 
reviewed: revised: 
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BOURBONNAIS PUBLIC LIBRARY DISTRICT 

 
02-03 

 

AT WILL EMPLOYMENT 
 

 
 It is the policy of the Bourbonnais Public Library that all employment is on an 
‘at will’ basis which allows the employment to be terminated at any time by either the 
employee or the Library ‘at will’ with or without cause. Nothing in this manual shall 
be held to convey to any employee a promise or offer of any type of right to 
continued employment. This is not an employment contract. Any other form of 
employment must be in writing and approved by the Board of Trustees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved 4/26/00 
 reviewed: revised: 
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Bourbonnais Public Library District  
Policy Manual 

02-04 
Full-time Staff 

 
Administration: 
 

 Legal responsibility is vested in the Board of Trustees which is the policy 
forming body of the Library District.  The responsibilities of the Board include 
selection and appointment of a Director who is the Administrative officer of 
the District.  The Director is responsible for the implementation of the policies 
and decisions of the Board.  The Director is in overall charge of the Library 
District personnel and is responsible for the hiring and termination of all staff 
members subject to policies established by the Board.  Other duties include:  
the assignment of duties, staff morale, establishing standards of service and 
staff development. 

 
Appointments: 
 

A. Selection of staff members is based solely on merit, with due attention given 
to educational qualifications, personality, and aptitude for the particular 
position.  There shall be no discrimination on the basis of race, creed, age, 
sex, marital status, religion or national origin. 

 
B. For all full-time positions, notice of appointment, serving in lieu of a formal 

contract, is made in writing and states the position to which the applicant is 
appointed, salary, sick leave and vacation allowance.  Acceptance of 
employment carries with it an obligation to abide by the terms specified in the 
letter, and the policies of the library.  All staff members must keep uppermost 
in their minds the concept that providing service to the people of the 
community is the very reason for their position.  Service takes priority over 
schedules, individual convenience, personal opinions, or personality 
differences. 

 
C. All staff members are subject to a probationary period.  For directors, the 

probationary period is six months.  For all other employees, the probationary 
period is 90 days.   Probation may be extended for a period of an additional 
60 days upon the recommendation and approval of the Director. 

 
Employee Categories: 
 
  Definitions: 

A. A full-time staff member is any staff member who is regularly 
scheduled to work 37 ½ hours per week.  The staff member may be 
either salaried or paid by the hour. 

 
B. Years of service shall be based upon years of continuous full time 

employment. 
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Promotions: 
 

 Vacancies will be filled by promotion if qualified candidates are available on 
the staff.  Promotions are based upon evidence of satisfactory performance, 
promise of future development, and educational and technical qualifications.  
There shall be no discrimination on the basis of race, creed, age, sex, marital 
status, religion or national origin. 

 
Staff Development: 
 
 A. Education Assistance:  effective July 1, 2010 
 Any full-time staff member who has completed one (1) year of continuous 

service with the Library District is eligible for educational assistance.  
Educational assistance shall be in the form of tuition reimbursement upon 
satisfactory completion of the course undertaken.  All courses undertaken 
should be related to library service and should increase the value of the staff 
member to the district.  Advance written approval of the Director must be 
obtained prior to registering for the course for which educational assistance is 
desired.  Only two courses per fiscal year (July 1 – June 30) per employee 
will be approved for tuition reimbursement.  Maximum total reimbursement 
will not exceed $1,000 per employee per fiscal year. Wages will not be paid 
for time spent in class. 

  
 B. Meetings and Workshops:   
 All staff members are encouraged to attend job related meetings and 

workshops.  Attendance shall have prior approval of the Director.  
Appropriately approved expenses shall include registration fees, meals that 
are a part of the program and mileage.  Staff members will be considered in a 
work status while attending and traveling to and from approved meetings and 
workshops. 

 
Work Week: 
  

The standard work week for full-time Library District employees shall be 37 ½ hours.  
Full-time employees shall be eligible for 100% holiday pay.  

 
Holidays: 
 

 A. The library will be closed on the following paid holidays:   

   1.  New Year’s Eve Day    
  2.  New Year’s Day  
  3.  Martin Luther King, Jr. Day 
  4. Presidents Day 
  5. Good Friday 
  6. Memorial Day (last Monday in May) 
  7. Fourth of July  
  8. Labor Day (first Monday in September) 
   9. Veterans Day  
  10. Thanksgiving Day 
  11. Day after Thanksgiving 
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Holidays: (continued) 
 
  12. Christmas Eve Day 
  13. Christmas Day 
 

B. When a holiday falls on a Sunday, the Monday following shall be the official 
library holiday.   

 
 

C. Days, other than official holidays, when the Library is closed shall be termed 
administration days.  Hourly staff members shall not be paid for 
administration days unless scheduled to work. 

 
 
D. All full-time staff members must work their scheduled hours before a holiday 

and the scheduled hours after a holiday to receive holiday pay.  This does not 
apply to previously scheduled vacation days. 

 
 
Vacations, Full-time Employees:   Beginning January 1, 2017:  
 

A. All staff members must complete three months of continuous service with the 
 Library District before vacation time may be earned.  Vacation time may not be 
 used until an employee has been with the Library District for six months. 
 
B. All full-time staff members of the Library District receive an annual vacation with pay.  
 The vacation base year begins January 1 and ends December 31.  All vacation time 
 will be earned by the employee on a monthly basis.  
 
C. All full-time staff members have the following vacation schedules effective January 1, 
 2017: 
 
  Years of Service           Hours of Vacation with Pay 
  Three months through Five   6.25 Hours per month 
  Six through Twelve   9.375 Hours per month 
  Thirteen and Over   12.5 Hours per month 
 
 Note: this is the equivalent of ten, fifteen, and twenty days respectively 
 
D. An employee may use paid vacation time before it is earned within the calendar year 
 up to the total numbers of hours in the vacation schedule.  However, if an  employee 
 uses any such advanced vacation time and separates from the Library before it has 
 been earned, he or she will have the amount of vacation time owed deducted from 
 the final paycheck in accordance with applicable law.  
 
E. Holidays falling within a vacation period shall not be counted as part of the vacation 
 allowance. 
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Vacations, Full-time Employees:  (continued) 
 
F. Vacations for all staff members are subject to prior approval of the Director.  
 Requests should be submitted in writing as far in advance as possible.  In case of 
 two or more requests being received for the same period, priority will be given to  the  
 first request received.   
  
 Vacation requests during the weeks containing Thanksgiving, Christmas, or 
 New Year’s will be limited to one such request per year.  For example, an employee 
 requesting vacation days during Thanksgiving week could not also request vacation 
 days during Christmas week of the same year. 
 
G. Vacation days shall be taken in increments of not less than 3.75 hours  
 (or one-half day).  The Library District’s policy is a “use it or lose it” meaning that 
 employees must use all of their accrued vacation time during the calendar 
 year or the time will be lost following December 31st and the time will not be 
 paid out.  Exceptions to the rule may be made where:  
  
 1) an employee was asked to give up vacation time at the request of the Director or 
 2) an employee requests to carry over an amount of time not more than the 
 employee is entitled to accrue over a three-month period.  In the event the employee 
 requests to carry over any such time, the time must be used no later than June of the 
 following calendar year. 
 
H. Unpaid time off will be authorized at the discretion of the Director only if adequate 
 staffing allows.  
 
I.   Any vacation hours that remain in an employee’s bank as of January 1, 2017 (as a 
 result of the Library District’s previous policy), must be used by January 1, 2019,  or 
 the hours will be lost and the employee will not receive any compensation for the 
 hours.  Upon written request to the Library Director showing good cause, (within the 
 discretion of the Library Director) an employee may receive an extension of this 
 timeline of up to one year. 
 
J.   Upon termination of employment, employees will be paid for all accrued, unused 
 vacation time. 
 
Sick Leave: 
 
 Sick leave may be used for absences due to an illness, injury or medical 

appointment for the employee, employee's child, spouse, sibling, parent, mother-in-
law, father-in-law, grandchild, grandparent or stepparent, stepchild and/or domestic 
partner. Each full-time staff member is entitled to 75 hours of sick leave per year.  
Hours of sick leave will be credited to each employee on January 1 of each year.  
Sick leave may not be used during the first 90 days of employment.  After the first 90 
days of employment; sick leave will be prorated through the next January 1.  No 
payment will be made for unused sick leave except upon retirement.  Maximum 
amount of sick leave which can be carried over to the next year is 225 hours.   
Documentation from a doctor will be required after five (5) days of illness.   
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Extended Sick Leave: 
 
 
 A. Each full-time staff member with one (1) year of continuous service is entitled 

to extended sick leave. 
 
 B. After accumulated sick leave has been used, extended sick leave will begin. 
 
 C. Extended sick leave will be granted for a maximum of six (6) weeks.  The 

staff member will be paid at the rate of 50% of his/her weekly salary rate. 
          
 D. Employees must apply in writing for extended sick leave and submit the 

request to the Library Director.  The request should set forth the reason for 
the leave, the date on which the leave will begin, and the date on which the 
will return to active employment with the Library.  The request should be 
supported by appropriate documentation from the employee’s physician. The 
granting of a leave of absence, and the terms and conditions surrounding the 
leave of absence, are at the sole discretion of the Library Director.  While the 
Library will make every effort to reinstate the employee to his/her previous 
position, there are no guarantees. 

 
 F.         Failure to return from a leave of absence at the time agreed upon will 

normally result in immediate termination of employment. 
 
  G. Requests for an extension of the leave should be submitted in writing to the 

Library Director for re-evaluation in accordance with applicable law. 
 
Full-time Employees Insurance Benefits: 
 

Health, dental, vision, short term disability coverage, and life insurance in the amount 
of $25,000 coverage for full-time employees, is available.  The Library District will 
pay 90% of all premiums for the individual employee.  The employee will pay 10% of 
all premiums for individual coverage effective January 1, 2016, plus 100% of any 
additional premium for family/dependent coverage. The Library District will also pay 
$250 of any deductible paid above $500 for the individual employee only.  

 
Jury Duty: 

 
Any full-time staff member called for jury duty or required by subpoena to be a 
witness in a court proceeding shall be granted time off with full pay for the time 
served, except that the compensation other than for travel, received for such 
services shall be deducted by the Library District from pay due for the period of such 
service.  During periods of such service, the staff member is expected to report for 
work when not actually engaged in court proceedings. 

 
Military Duty: 
 

Full-time staff members who are members of the reserves of the U.S. Armed Forces 
and are ordered to temporary active duty or training shall be allowed leave with pay 
for the period of such active duty minus government/military pay.   
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Parental Leave: 
 
 If you need to take parental leave for the birth of your child or to care for a newly 

adopted or foster child, you should provide advance notice to your supervisor and 
the Library Director. When possible, you should give at least 30 days' notice of your 
request for leave. If 30 days' notice is not possible because of medical necessity or 
for other reasons, you should give as much advance notice to the Library as 
possible. Written notice is preferred, but not required. 

 
 If you are suffering from a pregnancy-related disability and require reasonable 
 accommodation (which may include leave) for this purpose, please speak with the 
 Library Director to discuss a reasonable accommodation. You may be required to 
 submit medical certification of your disability.  
 
  All employees are eligible for three months of parental leave. Leave is normally 
 without pay, although eligible employees may use accrued sick or other paid time off 
 during the leave. 
 
Meal Times and Rest Breaks: 
 
 A. Staff members scheduled to work more than five (5) consecutive hours a day 

shall take thirty (30) minutes for meal purposes.  This mealtime shall be 
without pay. 

 
 B. Staff members shall be allowed one (1) fifteen (15) minute rest break within 

each four (4) consecutive hours of work.  Rest breaks shall not be taken in 
conjunction with or instead of regular meal periods or at the beginning or end 
of a work shift. 

 
Salary: 
 

A. Salaries shall be paid by check or direct deposit to all staff members bi-weekly on  
 Friday. 
 
 B. Hourly employees shall have their time for any given pay period computed 

through the Saturday preceding payday. 
 
 C. Overtime must be approved in advance by the Director. 
  
 D. Advances in pay and payments other than on authorized payday shall not be 

permitted. 
 
 E. All staff members are required to maintain an accurate time record.  
 
 F. In the event of an emergency closing of the Library, all hourly staff members 

who are scheduled to work shall be paid for the hours scheduled to work.  
Continuing payment beyond the first day of emergency closing is at the 
discretion of the Board of Trustees.  Staff members who are on any approved 
leave are not affected by such closing. 

 
 
Absence/Lateness: 
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Any staff member, who, because of illness or any other reason, is unable to report 
for work at the scheduled time, shall notify the Director at the earliest possible time.  
Ordinarily, this should be within thirty (30) minutes of the time scheduled to report for 
work.  In reporting, the staff member shall state when return to work is expected.  All 
absences shall be charged against the staff member’s sick leave if ill.  If ill and sick 
leave has been exhausted, the absence can be charged against vacation due.  A 
staff member who has neither sick leave nor vacation available shall not be paid for 
the absence.  Chronic tardiness or absenteeism shall be considered grounds for 
dismissal. 

 
Death in the Family: 
 

Full-time employees may take up to three days leave with pay in the case of a death 
in the immediate family.  A member of the immediate family is defined as:  mother, 
father, husband, wife, children, brother, sister, grandparent, grandchild, father-in-law, 
mother-in-law, brother-in-law, sister-in-law, stepfather, stepmother, stepbrother, 
stepsister, stepchild or step-grandchild. 

 
Personal Days: 
 

Upon completion of six (6) months employment, each full-time staff member will be 
allowed 15 hours personal time with pay per year.  Personal time may be used in not 
less than 3.75 hour increments at the staff member’s discretion with the approval of 
the Director.  Personal time will be granted on January 1 of each year. 

 

Salary and Wage Review: 
 

Salary and wage schedules for all staff members shall be reviewed annually. Any 
increases authorized become effective October 1 of that calendar year.  The Director 
is responsible for reviewing all staff members and for making recommendations to 
the Board of Trustees.  The Chairman of the Personnel Committee shall do likewise 
for the Director. 

 
Employee Performance Evaluation: 

 
 A. The Board shall evaluate the Director during the 3rd month, 6th month and 12th 

month of employment.  Thereafter, the Director shall be evaluated by the 
Board annually during the employment anniversary month. 

 
 B. The Director shall evaluate all other staff members during the 3rd month of 

employment and at the end of their first year of employment.  Thereafter, staff 
members shall be evaluated annually. 

 
 C. The Director may conduct a formal performance evaluation at any other time 

circumstances warrant. 
 
 
 
 
 
 
Retirement: 
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 A. Employees are eligible for the following retirement payment at age 65 or upon 

completing twenty (20) years service. 
 

B. Staff members may continue to work until they elect to retire so long as they 
meet the same performance/conduct standards as other employees.  
 

 C. Earned but unused vacation shall be paid upon retirement. 
 
 D. One hundred percent (100%) of accumulated sick leave up to 225 hours will 

be paid upon retirement to those employees who meet the eligibility 
requirements for retirement before January 1, 2019 (as stated in Section A). 
Employees who meet the eligibility requirements for retirement as stated in 
Section A on or after January 1, 2019, will not receive any payment for 
unused sick time upon retirement. 

 
Resignations: 
 
 A. Resignation of the Director is to be submitted in writing and presented to the 

Board of Trustees at least one (1) month prior to the effective date.  All other 
staff shall submit resignations to the Director two (2) weeks prior to the 
effective date. 

 
 B. Earned but unused vacation will be paid to full-time staff upon resignation. 
 
 C. Any staff member who resigns and later returns to the employment of the 

Library District shall be considered as a newly hired staff member for all 
purposes, including granting of vacation. 

 
Discipline & Grievances Policy: 
 
Discipline: 
 A. The Director at any time may warn, suspend or dismiss any staff member. 

 
 B. Except in exigent circumstances where immediate action is required in the 

best interest of the library, the Director shall inform an employee of any 
reason or consideration for his/her suspension or dismissal.  The Director will 
give the staff member the opportunity to respond to the allegations before 
taking action to suspend or dismiss. 

 
Grievance: 
 
 A. Any staff member with a personal grievance or complaint is strongly 

encouraged to discuss the situation with the Director.  If the grievance or 
complaint is not resolved at this level, or if the employee feels the situation is 
such that meaningful communication with the Director is not feasible, the 
employee may present the problem in writing to the Board of Trustees via the 
Chairman of the Personnel Committee. 

 
 B. The decision of the Board of Trustees is final. 
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Termination:  
 
 A. The Director shall dismiss any staff member whose attitude, conduct or 

performance of duties warrants such action.  In cases of dismissal, the staff 
member has the right to appeal to the Board provided the initial 90 day 
probationary period has elapsed. 

  
 B. During the staff member’s probationary period, the Director may terminate 

employment at any time upon giving notice to the employee. 
 
 C. During periods of reduction in force, the Director shall recommend to the 

Personnel Committee, which staff members shall be terminated based on 
seniority and/or merit.  Consideration of merit is determined by these factors: 

 
  1. Individual’s annual review/evaluation. 
  2. Educational and technical qualifications. 
 
 
 D. Upon termination, it is recommended that the Director discuss with the 

terminated staff member the reason for termination. 
. 
 
 E. Inquiries from other employers and agencies shall be directed to the Director 

or the Personnel Committee chairman.  The only information to be released 
to third parties shall be the position held and the dates of employment. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
Approved 4/26/00 
reviewed: revised: 
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   10/17/16 8/21/17 
   4/16/18 10/15/18 
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Bourbonnais Public Library District  
Policy Manual 

02-05 
Part-time Staff 

 
Administration: 
 

 Legal responsibility is vested in the Board of Trustees which is the policy 
forming body of the Library District.  The responsibilities of the Board include 
selection and appointment of a Director who is the Administrative officer of 
the District.  The Director is responsible for the implementation of the policies 
and decisions of the Board.  The Director is in overall charge of the Library 
District personnel and is responsible for the hiring and termination of all staff 
members subject to policies established by the Board.  Other duties include:  
the assignment of duties, staff morale, establishing standards of service and 
staff development. 

 
Appointments: 
 

A. Selection of staff members is based solely on merit, with due attention given 
to educational qualifications, personality, and aptitude for the particular 
position.  There shall be no discrimination on the basis of race, creed, age, 
sex, marital status, religion or national origin. 

 
B. For all part-time positions, notice of appointment, serving in lieu of a formal 

contract, is made in writing and states the position to which the applicant is 
appointed, salary, and vacation allowance.  Acceptance of employment 
carries with it an obligation to abide by the terms specified in the letter, and 
the policies of the library.  All staff members must keep uppermost in their 
minds the concept that providing service to the people of the community is 
the very reason for their position.  Service comes before schedules, individual 
convenience, personal opinions, or personality differences. 

 
C. All staff members are subject to a probationary period.  The probationary 

period is 90 days. Probation may be extended for a period of an additional 60 
days upon recommendation of a supervisor and approval of the Director. 

 
Employee Categories: 
 
  Definitions: 

A. A part-time staff member is any staff member who is regularly 
scheduled to work less than 37 ½ hours per week.  Part-time staff 
members shall be paid hourly and are not eligible for vacation except 
as otherwise stated herein. 

 
B. Years of service shall be based upon years of continuous 

employment. 

 
 
 
 



Personnel Policy Section-Part-time Staff 
 

14 

 

 
Promotions: 
 

 Vacancies will be filled by promotion if qualified candidates are available on 
the staff.  Promotions are based upon evidence of satisfactory performance, 
promise of future development, and educational and technical qualifications.  
There shall be no discrimination on the basis of race, creed, age, sex, marital 
status, religion or national origin. 

 
Staff Development: 
 
 A. Education Assistance: - Effective July 1, 2010 
 Any part-time staff member who has completed one (1) year of continuous 

service with the Library District and who regularly works twenty (20) or more 
hours per week is eligible for educational assistance in the form of fifty 
percent (50%) tuition reimbursement upon satisfactory completion of the 
course undertaken.     

                        All courses undertaken should be related to library service and should 
increase the value of the staff member to the district.  Advance written 
approval of the Director must be obtained prior to registering for the course 
for which educational assistance is desired.  Only two courses per fiscal year 
(July 1 – June 30) per employee will be approved for tuition reimbursement.  
Maximum total reimbursement will not exceed $500 per part-time employee 
per fiscal year. Wages will not be paid for time spent in class. 

  
 B. Meetings and Workshops:   
 All staff members are encouraged to attend job related meetings and 

workshops.  Attendance shall have prior approval of the Director.  
Appropriately approved expenses shall include registration fees, meals that 
are a part of the program and mileage.  Staff members will be considered in a 
work status while attending and traveling to and from approved meetings and 
workshops. 

 
Holidays:  Part-time staff members working at least twenty (20) hours per week shall be 
eligible for four (4) hours of holiday pay per closed holiday.  Effective July 1, 2011. 
 

 A. The library will be closed on the following paid holidays:   

   1.  New Year’s Eve Day    
  2.  New Year’s Day  
  3.  Martin Luther King, Jr. Day 
  4. Presidents Day 
  5. Good Friday 
  6. Memorial Day (last Monday in May) 
  7. Fourth of July  
  8. Labor Day (first Monday in September) 
   9. Veterans Day  
  10. Thanksgiving Day 
  11. Day after Thanksgiving 
  12. Christmas Eve Day 
  13. Christmas Day 
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Holidays: (continued) 
 

B. When a holiday falls on a Sunday, the Monday following shall be the official 
library holiday.   

 
C. Days, other than official holidays, when the library is closed shall be termed 

administration days.  Hourly staff members shall not be paid for 
administration days unless scheduled to work. 

 
D. All part-time staff members must work their scheduled hours before a holiday 

and the scheduled hours after a holiday to receive holiday pay.  This does not 
apply to previously scheduled vacation days. 

 
Vacations, Part-time Employees:    Beginning January 1, 2017: 
 

A. All staff members must complete three months of continuous service with the 
Library District before vacation time may be earned.  Vacation time may not 
be used until an employee has been with the Library District for six months. 

 
 B. All part-time staff members of the Library District receive an annual vacation 
  with pay.  The vacation base year begins January 1 and ends December 31.  
  All vacation time will be earned by the employee on a monthly basis. 
 

C. All part-time staff members working at least twenty (20) hours per week have 
the following vacation schedule effective January 1, 2017: 

 
        Years of Service  Hours of Vacation with Pay 
   
 Three months through Five Hours in One Week  
  Over Five Hours in Two Weeks 
 

  Vacation pay for part-time staff shall be computed based upon the average 
number of regularly scheduled hours worked per week by that employee. 

   
 D. An employee may use paid vacation time before it is earned within the 

calendar year up to the total numbers of hours in the vacation schedule.  
However, if an employee uses any such advanced vacation time and 
separates from the Library before it has been earned, he or she will have the 
amount of vacation time owed deducted from the final paycheck in 
accordance with applicable law.  

 
E. During the month of January part-time staff members shall be informed of 

their accrual rate for the calendar year.  
 
F. Holidays falling within a vacation period shall not be counted as part of the 

vacation allowance. 
 
G. Vacations for all staff members are subject to prior approval of the Director.  

Requests should be submitted in writing as far in advance as possible.  In 
case of two or more requests being received for the same period, priority will 
be given to the first request received.   
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Vacations, Part-time Employees: (continued) 
 
 Vacation requests during the weeks containing Thanksgiving, Christmas, or 

New Year’s will be limited to one such request per year. For example, an 
employee requesting vacation days during Thanksgiving week could not also 
request vacation days during Christmas week of the same year. 

 
H. Vacation days shall be taken in increments of not less than one-half of the 

number of hours worked in a regularly scheduled shift.  The Library District’s 
policy is a “use it or lose it” meaning that employees must use  all of their 
accrued vacation time during the calendar year or the time will be lost 
following December 31st and the time will not be paid out.  Exceptions to the 
rule may be made where:  

 
 1) an employee was asked to give up vacation time at the request of the 

Director or  
 
 2) an employee requests to carry over an amount of time not more than the 

employee is entitled to accrue over a three month period.  In the event the 
employee requests to carry over any such time, the time must be used no 
later than June of the following calendar year. 

 
I. Unpaid time off will be authorized at the discretion of the Director only if 

adequate staffing allows.  
 
J.    Any vacation hours that remain in an employee’s bank as of January 1, 2017 
 (as a result of the Library District’s previous policy), must be used by 
 January 1, 2019, or the hours will be lost and the employee will not 
 receive any compensation for the hours.  Upon written request to the 
 Library Director showing good cause, (within the discretion of the Library 
 Director) an employee may receive an extension of this timeline of up to one 
 year. 
 
K.   Upon termination of employment, employees will be paid for all accrued, 
 unused vacation time. 
 

 Jury Duty: 

 
Any part-time staff member called for jury duty or required by subpoena to be a 
witness in a court proceeding shall be granted time off with full pay for the time 
served, except that the compensation other than for travel, received for such 
services shall be deducted by the Library District from pay due for the period of such 
service.  During periods of such service, the staff member is expected to report for 
work when not actually engaged in court proceedings. 
 

Military Duty: 
 

Part-time staff members who are members of the reserves of the U.S. Armed Forces 
and are ordered to temporary active duty or training shall be allowed leave with pay 
for the period of such active duty minus government/military pay.   
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Parental Leave: 
  
If you need to take parental leave for the birth of your child or to care for a newly adopted or 
foster child, you should provide advance notice to your supervisor and the Library Director. 
When possible, you should give at least 30 days' notice of your request for leave. If 30 days' 
notice is not possible because of medical necessity or for other reasons, you should give as 
much advance notice to the Library as possible. Written notice is preferred, but not required. 
 
If you are suffering from a pregnancy-related disability and require reasonable 
accommodation (which may include leave) for this purpose, please speak with the Library 
Director to discuss a reasonable accommodation. You may be required to submit medical 
certification of your disability.  
 
 All employees are eligible for three months of parental leave. Leave is normally without pay, 
although eligible employees may use accrued paid time off during the leave. 
 
Employees must apply in writing for a leave of absence for up to six (6) months and submit 
the request to the Library Director.  The request should set forth the reason for the leave, 
the date on which the leave will begin and the date on which the will return to active 
employment with the Library.  The request should be supported by appropriate 
documentation from the employee’s physician. The granting of a leave of absence, and the 
terms and conditions surrounding the leave of absence, are at the sole discretion of the 
Library.  While the Library will make every effort to reinstate the employee to his/her 
previous position, there are no guarantees. 
 
Failure to return from a leave of absence at the time agreed upon will normally result in 
immediate termination of employment. 
 
Requests or an extension of the leave should be submitted in writing to the Library Director 
for re-evaluation in accordance with applicable law. 
 
 
Meal Times and Rest Breaks: 
 
 A. Staff members scheduled to work more than five (5) consecutive hours a day 

shall take thirty (30) minutes for meal purposes.  This mealtime shall be 
without pay. 

 
 B. Staff members shall be allowed one (1) fifteen (15) minute rest break within 

each four (4) consecutive hours of work.  Rest breaks shall not be taken in 
conjunction with or instead of regular meal periods or at the beginning or end 
of a work shift. 

 
Salary: 
 
 A. Salaries shall be paid by check or direct deposit to all staff members bi-

weekly on Friday.   

 
 B. Hourly employees shall have their time for any given pay period computed 

through the Saturday preceding payday. 
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 C. Advances in pay and payments other than on authorized payday shall not be 

permitted. 
   
 D. All staff members are required to maintain an accurate time record.  
 E. In the event of an emergency closing of the library, all hourly staff members 

who are scheduled to work shall be paid for the hours scheduled to work.  
Continuing payment beyond the first day of emergency closing is at the 
discretion of the Board of Trustees.  Staff members who are on any approved 
leave are not affected by such closing. 

 
Absence/Lateness: 
 

Any staff member, who, because of illness or any other reason, is unable to report 
for work at the scheduled time, shall notify the Director at the earliest possible time.  
Ordinarily, this should be within thirty (30) minutes of the time scheduled to report for 
work.  In reporting, the staff member shall state when return to work is expected.  
Absences for illness may be charged to available vacation time. A staff member who 
has no vacation available shall not be paid for the absence.  Chronic tardiness or 
absenteeism shall be considered grounds for dismissal. 

 
Death in the Family: 
 

In case of death in the immediate family of a part-time staff member, leave with pay 
for three (3) days shall be granted if scheduled to work.  A member of the immediate 
family is defined as:  mother, father, husband, wife, children, brother, sister, 
grandparent, grandchild, father-in-law, mother-in-law, brother-in-law, sister-in-law, 
stepfather, stepmother, stepbrother, stepsister, stepchild or step-grandchild. 

 
Personal Days:    

 
All part-time employees will receive 10 hours per year personal time.  Personal time 
will be granted on January 1 of each year.  

 
Salary and Wage Review: 
 

Salary and wage schedules for all staff members shall be reviewed annually. Any 
increases authorized become effective October 1 of that calendar year.  The Director 
is responsible for reviewing all staff members and for making recommendations to 
the Board of Trustees.   

 
 
Employee Performance Evaluation: 

 
 A. The Director shall evaluate all staff members during the 3rd month of 

employment and at the end of their first year of employment. Thereafter, staff 
members shall be evaluated annually. 

 
 B. The Director may conduct a formal performance evaluation at any other time 

circumstances warrant. 
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Resignations: 
 
 A. Resignations are to be submitted in writing and presented to the Board of 

Trustees one (1) month prior to the effective date for the Director.  All other 
staff shall submit resignations to the Director two (2) weeks prior to the 
effective date. 

 
 B. Earned but unused vacation will be paid to part-time staff upon resignation. 
 
 C. Any staff member who resigns and later returns to the employment of the 

Library District shall be considered as a newly hired staff member for all 
purposes, including granting of vacation. 

 
 D. Upon resignation, it is recommended that the Director discuss with the 

resigning staff member the reason for resigning. 
 
Discipline & Grievances Policy: 
 
Discipline: 
 
 A. The Director at any time may warn, suspend or dismiss any staff member. 

 
 B. Except in exigent circumstances where immediate action is required in the 

best interest of the library, the Director shall inform an employee of any 
reason or consideration for his/her suspension or dismissal.  The Director will 
give the staff member the opportunity to respond to the allegations before 
taking action to suspend or dismiss. 

Grievance: 
 
 A. Any staff member with a personal grievance or complaint is strongly 

encouraged to discuss the situation with the Director.  If the grievance or 
complaint is not resolved at this level, or if the employee feels the situation is 
such that meaningful communication with the Director is not feasible, the 
employee may present the problem in writing to the Board of Trustees via the 
Chairman of the Personnel Committee. 

 
 B. The decision of the Board of Library Trustees is final. 
 
Termination:  
 

A. The Director shall dismiss any staff member whose attitude, conduct or 
performance of duties warrants such action.  In cases of dismissal, the staff 
member has the right to appeal to the Board, provided the initial 90 day 
probationary period has elapsed. 

 
 B. During the staff member’s probationary period, the Director may terminate 

employment at any time upon giving notice to the employee. 
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Termination: (continued) 
 
 C. During periods of reduction in force, the Director shall recommend to the 

Personnel Committee, which staff members shall be terminated based on 
seniority and/or merit.  Consideration of merit is determined by these factors: 

   
  1. Individual’s annual review/evaluation. 
  2. Educational and technical qualifications. 
 
 D. Upon termination, it is recommended that the Director discuss with the 

terminated staff member the reason for termination. 
 
 E. Inquiries from other employers and agencies shall be directed to the Director.  

The only information to be released to third parties shall be the position held 
and the dates of employment. 
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02-06 

Personnel Records 
 

Personnel files of the Director and Staff Members are not subject to public viewing.  They 
can only be released when there is a court order duly processed and presented to the Board 
of Trustees.  At that time they can be released only to the person(s) named in the court 
order. 
  

Personnel records will be kept by the Library to document that the individual was employed 
at the Library and for how long.  The files contain application forms and documents 
pertaining to hiring, rate of pay, performance, and attendance.  An employee may request to 
inspect the file and, at their expense at the regular library rate, receive copies of the 
contents.  If an employee disagrees with something in this file, he/she can request a 
correction, and if no correction is made, he/she can add their written objections to the file by 
contacting the Director. 
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Blood Borne Pathogens 
 
A. While normal library operations are not likely to involve circumstances exposing employees 

or users to blood borne pathogens, the Bourbonnais Public Library District complies with 
Illinois Department of Labor regulations relating to occupational exposures to blood borne 
pathogens which have been incorporated by administrative actions. 

 
B. Exposure Determination:  No particular job classification of the Library has occupational 

exposure (meaning “reasonably anticipated…contact with blood or other potentially infectious 
materials that may result from the performance of an employee’s duties”), however, 
emergencies may occur with staff or patrons, particularly youth or elderly patrons, to which 
library employees in all classifications may be called upon to respond with assistance. 
Emergencies with “out of control” individuals (e.g. biting, spitting, etc.) could present an 
individual threat. 

 
C. Universal Precautions:  All potential circumstances of exposure must be taken into account 

by the Library and its employees to protect against exposures.  Hepatitis B (HBV), human 
immunodeficiency virus (HIV), and other blood borne pathogens found in human blood and 
other body fluids can cause life-threatening diseases.  In emergency or other such 
circumstances, when contact with blood or other potentially infectious materials may result, 
the library’s approach to infection control requires all human blood and body fluids to be 
treated as if known to be infectious for HIV, HBV, and other blood borne pathogens.  
Engineering and work practice controls shall be used to eliminate or minimize employee 
exposures, and if a possibility of exposure remains, personal protective equipment shall also 
be used. 

 
D. Exposure Control Plan: At any time within the library environment that human blood, human 

body fluids, or other potentially infectious materials are presented, the area contaminated 
shall be immediately cordoned off and quarantined, even if the entire Library must be closed 
to accomplish this completely. Personal protection clothing, such as gloves, gowns, masks, 
etc., shall be provided and used in the cleanup and safe disposal of contaminated waste such 
as diapers, blood-tinged materials (e.g. Band-Aids, gauze, cotton, clothing, etc.), etc. If 
advisable, a professional hazardous/contaminated cleanup firm shall be contacted and 
retained for complete cleanup and decontamination. The quarantine shall be effective until 
complete cleanup and disposal is obtained. Hand-washing facilities are provided by the 
Library and must be used by the employees as soon as feasible, including following the 
removal of personal protective equipment. A complete record of all incidents, exposures, 
cleanup, and disposals shall be kept as required by the regulations. 

 
E. Training and Immunizations: The Library shall provide directly or through System, State, or 

associational programs, annual in-service training/educational programs for all affected 
employees. Any employee who has an occupational exposure shall be offered, at no charge, 
the hepatitis B vaccine series, in accordance with the regulations. Following the report of an 
exposure incident, the Library will make immediately available to the exposed employee or 
employees a confidential medical evaluation and follow-up as provided in the regulations. 
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02-08 
 

Drug-Free Workplace Policy 
 

The Library has a longstanding commitment to provide a safe and productive work 
environment. Alcohol and drug abuse pose a threat to the health and safety of employees 
and to the security of our equipment and facilities. For these reasons, the Library is 
committed to the elimination of drug and/or alcohol use and abuse in the workplace. 
 
Prohibited Activity 
 
The possession, consumption, purchase, sale, transfer, or distribution of alcohol on Library 
premises is prohibited, unless an exception is made by a manager or supervisor.  No 
employee shall be under the influence of alcohol while on library premises or while 
performing library business off library premises, except a moderate amount of alcohol may 
be consumed at approved library events provided such consumption does not adversely 
affect an employee’s behavior or judgment and, if the employee will drive a motor vehicle 
following the event, does not adversely affect the employee’s ability to safely and legally 
drive the vehicle.   
 
“Legal drugs” are: (1) drugs that are permitted under state and federal law, (2) obtained by 
an employee with a physician’s prescription or over-the-counter, and (3) used for the 
purposes for which they were prescribed or sold.  Employees using legal drugs must be 
aware of any potential effect such drugs may have on their judgment or ability to perform 
their duties.  Employees are responsible for consulting with their doctors about a 
medications' effect on their ability to work safely, and promptly disclose any restrictions to 
their supervisor. In the event an employee fails to report such restrictions and creates a 
safety threat, neither a physician’s prescription nor other medical reason will be an 
acceptable excuse for being in violation of this policy.  Employees should not, however, 
disclose underlying medical conditions unless specifically directed to so. 
 
“Illegal drugs” are drugs or controlled substances that are: (1) not legally obtainable under 
federal or state law, or (2) legally obtainable under federal and state law, but not obtained 
and/or used in a lawful manner.  Examples include marijuana (including medical marijuana), 
cocaine, mind-altering chemicals, depressants, stimulants, inhalants, and opioids (such as 
hydrocodone, hydromorphone, oxycodone and oxymorphone as well as heroin, morphine 
and codeine) and prescription drugs that were not lawfully obtained. The use, purchase, 
sale, transfer, possession, being under the influence, or the presence in one’s system of a 
detectable amount of an illegal drug by any employee is prohibited: (1) on library premises 
or (2) where the employee is performing library business off library premises. 
 
Testing for alcohol and illegal drugs 
 
Applicants will be subject to pre-employment drug testing once a contingent offer of 
employment has been made.  The offer will be contingent on an applicant passing the drug 
test.  Applicants who refuse to cooperate in or fail to pass the drug test will have their offer 
of employment withdrawn. 
 
The Library will require a drug and alcohol test of any employee where there is a reasonable 
basis to believe that he or she may be using drugs or may be under the influence of drugs or 
alcohol.  “Reasonable basis to believe” includes, but is not limited to: abnormal conduct, 
speech, or odor; detection of alcohol or illegal drugs in the area where an employee has 
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been working; an unexplained decline in work performance or attendance; and/or a reliable 
report of drug or alcohol use in violation of this policy.  Involvement in an injury or accident 
at work or while performing library business may also be grounds for testing if a member of 
management has a reasonable belief that drugs/alcohol may have contributed to the injury 
or accident.  Employees will be required to sign a consent and release form prior to drug or 
alcohol testing.  Test results will be kept confidential to the extent possible and consistent 
with applicable law. 
 
Employees who refuse to cooperate in required tests, test positive for alcohol or illegal 
drugs, or use, possess, buy, sell, manufacture or dispense alcohol or illegal drugs in 
violation of this policy (as discussed above) will be terminated. In addition, if an employee 
fails to report immediately to the testing location upon request, comply with any testing 
procedures (including attempting to substitute, dilute or otherwise change specimens to be 
tested) and/or fails to provide specimens unless medically incapable, he or she will be 
considered as refusing to test and subject to discipline, up to and including termination.   
 
 
Notification of drug conviction 
Employees must notify the Library of any criminal drug conviction no later than 5 days after 
such conviction.  For purpose of this notice requirement, a conviction includes a finding of 
guilt, a no contest plea, and/or an imposition of sentence by any judicial body for any 
violation of a criminal statute involving the unlawful manufacture, distribution, sale, 
dispensation, possession or use of any controlled substance or cannabis.  Failure to notify 
the Library Director may subject the employee to disciplinary action, up to and including 
dismissal. 
 
Employee assistance program 
 
The Library will assist and support employees who voluntarily seek help for alcohol or drug 
problems before they become subject to disciplinary action under this or other library 
policies. Employees who seek such assistance will be allowed to use accrued paid time off, 
placed on leaves of absence, where available, referred to treatment providers or otherwise 
accommodated as required by law.  Such employees may be required to document that they 
are successfully following prescribed treatment and required to take and pass follow-up 
tests. 
 
Searches 
 
The Library may at any time search lockers, desks, rooms, and other library property or 
library provided receptacles for alcohol, illegal drugs, and related paraphernalia.  If the 
Library has a reasonable basis to believe that any employee may be in violation of this 
policy, it may search that employee’s vehicle or other personal effects that are on library 
property.  The Library will seek the employee’s consent prior to any search of an employee’s 
vehicle or personal effects. 
 
Cooperation with searches and testing 
 
All employees must cooperate with drug and alcohol testing and with searches for alcohol or 
illegal drugs on library premises.  Consent to drug and alcohol testing and searches is 
required as a condition of employment.  No employee may obstruct drug and alcohol testing 
or searches or tamper with or adulterate testing samples.  Any employee who obstructs or 
refuses to consent to testing or searches for drugs or alcohol is subject to discipline, up to 
and including termination. 
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02-09 
 

Immigration Compliance Policy 
 

The Bourbonnais Public Library District complies with the requirements of federal 
immigration law and, for all employees hired after 1988, the Library shall have a 
properly completed Form I-9 which shall be kept as a part of permanent personnel 
records. 

Copies of Form I-9 (Employment Eligibility Verification) can be obtained through the 
U. S. Department of Justice Immigration and Naturalization Service or through the 
personnel office of your library system. 
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02-10 
 

Policy Prohibiting Sexual Harassment 
 

 

I. PROHIBITION ON SEXUAL HARASSMENT 

It is unlawful to harass a person because of that person’s sex. The courts have determined that 

sexual harassment is a form of discrimination under Title VII of the U.S. Civil Rights Act of 1964, 

as amended in 1991. All persons have a right to work in an environment free from sexual 

harassment. Sexual harassment is unacceptable misconduct which affects individuals of all 

genders and sexual orientations. It is a policy of the Bourbonnais Public Library District to 

prohibit harassment of any person by any library official, library agent, or library employee on 

the basis of sex or gender. All library officials, library agents, and library employees are 

prohibited from sexually harassing any person, regardless of any employment relationship or 

lack thereof.  

II. DEFINITION OF SEXUAL HARASSMENT 

This policy adopts the definition of sexual harassment as stated in the Illinois Human Rights Act, 

which currently defines sexual harassment as: 

Any unwelcome sexual advances or requests for sexual favors or any conduct of a sexual 

nature when:  

(1) Submission to such conduct is made either explicitly or implicitly a term or condition of 

an individual’s employment, 

(2) Submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting such individual, or 

(3) Such conduct has the purpose or effect of substantially interfering with an individual’s 

work performance or creating an intimidating, hostile or offensive working environment. 

Conduct which may constitute sexual harassment includes: 

 Verbal:  sexual innuendos, suggestive comments, insults, humor, and jokes about sex, 

anatomy or gender-specific traits, sexual propositions, threats, repeated requests for 

dates, or statements about other employees, even outside of their presence, of a sexual 

nature. 

 Non-verbal:  suggestive or insulting sounds (whistling), leering, obscene gestures, 

sexually suggestive bodily gestures, “catcalls”, “smacking” or “kissing” noises. 

 Visual: posters, signs, pin-ups or slogans of a sexual nature, viewing pornographic 

material or websites. 

 Physical: touching, unwelcome hugging or kissing, pinching, brushing the body, any 

coerced sexual act or actual assault. 

 Textual/Electronic: “sexting” (electronically sending messages with sexual content, 

including pictures and video), the use of sexually explicit language, harassment, cyber 
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stalking and threats via all forms of electronic communication (e-mail, text/picture/video 

messages, intranet/on-line postings, blogs, instant messages and social network 

websites like Facebook and Twitter). 

The most severe and overt forms of sexual harassment are easier to determine. On the other 

end of the spectrum, some sexual harassment is more subtle and depends, to some extent, on 

individual perception and interpretation. The courts will assess sexual harassment by a standard 

of what would offend a “reasonable person.” 

III. PROCEDURE FOR REPORTING AN ALLEGATION OF SEXUAL HARASSMENT 

An employee who either observes sexual harassment or believes herself/himself to be the 

object of sexual harassment should deal with the incident(s) as directly and firmly as possible by 

clearly communicating her/his position to the offending employee, and her/his immediate 

supervisor. It is not necessary for sexual harassment to be directed at the person making the 

report. 

Any employee may report conduct which is believed to be sexual harassment, including the 

following: 

Electronic/Direct Communication. If there is sexual harassing behavior in the workplace, 

the harassed employee should directly and clearly express her/his objection that the 

conduct is unwelcome and request that the offending behavior stop. The initial message 

may be verbal. If subsequent messages are needed, they should be put in writing in a 

note or a memo. 

 

Contact with Supervisory Personnel. At the same time direct communication is 

undertaken, or in the event the employee feels threatened or intimidated by the situation, 

the problem must be promptly reported to the immediate supervisor of the person 

making the report, a Library Supervisor, the Library Director, or the Personnel 

Committee Chairman of the Board of Trustees. 

 

The employee experiencing what he or she believes to be sexual harassment must not 

assume that the employer is aware of the conduct. If there are no witnesses and the 

victim fails to notify a supervisor, the Director, or other responsible officer, the Library will 

not be presumed to have knowledge of the harassment. 

 

Resolution Outside District. The purpose of this policy is to establish prompt, thorough 

and effective procedures for responding to every report and incident so that problems 

can be identified and remedied by the Library. However, all Library employees have the 

right to contact the Illinois Department of Human Rights (IDHR) or the Equal 

Employment Opportunity Commission (EEOC) for information regarding filing a formal 

complaint with those entities. An IDHR complaint must be filed within 180 days of the 

alleged incident(s) unless it is a continuing offense. A complaint with the EEOC must be 

filed within 300 days.  

Documentation of any incident may be submitted with any report (what was said or done, the 

date, the time and the place), including, but not limited to, written records such as letters, notes, 

memos and telephone messages.  


