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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.
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Bourbonnais Public Library District
02-02
Accidents, First Aid, Unsafe Work 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.
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Policy 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.

Policy Approved

04/26/2000

Policy Reviewed

04/18/2022

Policy Revised

10/15/2018
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Bourbonnais Public Library District
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.
4
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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
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. In the event that the employee, for any reason,
separates from the Library at any time prior to one calendar year from the date of
his/her completion of the course, then he/she/they shall reimburse the Library 100%
for any and all tuition reimbursement sums paid by the Library.
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.
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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. Memorial Day
6. Juneteenth
7. Fourth of July
8. Labor Day
9. Veterans Day
10. Thanksgiving Day
11. Day after Thanksgiving
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:
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.
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C. All full-time staff members have the following vacation schedules:
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/she/they 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.

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.
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H. Unpaid time off will be authorized at the discretion of the Director only if adequate
staffing allows.
I. 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-inlaw, 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.
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/their 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.
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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 EMPLOYEE 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, 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.
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.
9
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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 & 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 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 & TARDINESS
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
10
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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.
BEREAVEMENT
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-inlaw, 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 & WAGE REVIEW
Salary and wage schedules for all staff members shall be reviewed annually. Any
increases authorized become effective July 1 of that calendar year. The Director is
responsible for reviewing all staff members and for making recommendations to the
Board of Trustees. The Chair of the Personnel Committee shall do likewise for the
Director.

EMPLOYEE PERFORMANCE EVALUTIONS
A. During the first year of employment, The Board may evaluate the Director after the
3rd and/or, 6th month of employment. In all events, the Director shall be evaluated by
the Board annually.
B. The Board may conduct a formal performance evaluation of the Director at any other
time circumstances warrant.
C. The Director and immediate supervisor may evaluate new staff members during the
first 30 and 90 days, and at the end of their first year of employment. Thereafter,
staff members shall be evaluated annually.
D. The Director may conduct a formal performance evaluation at any other time
circumstances warrant.
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RETIREMENT
A. Employees are eligible for the following retirement payment at age 65 or upon
completing twenty (20) years of 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
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/their suspension or dismissal. The Director will give the
staff member the opportunity to respond to the allegations before taking action to
suspend or dismiss.
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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.

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.
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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,
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 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.
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B. Years of service shall be based upon years of continuous employment.
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
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.
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
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4. Presidents Day
5. Memorial Day
6. Juneteenth
7. Fourth of July
8. Labor Day
9. Veterans Day
10. Thanksgiving Day
11. Day after Thanksgiving
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 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
A. All staff members must complete three months of continuous service with the Library
District before vacation time may be earned.
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 schedules:
Service Period

Hours of Vacation with Pay

Three months through Five Years

Hours in one week

Over Five Years

Hours in two weeks
17
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Vacation pay for part-time staff shall be computed 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/she/they 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.
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:
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.
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J. Upon termination of employment, employees will be paid for all accrued, unused
vacation time.
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.
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.
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
19

Bourbonnais Public Library District
02-05
Part-time Staff

Library. While the Library will make every effort to reinstate the employee to his/her/their
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 & 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 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. 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 & TARDINESS
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
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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.
BEREAVEMENT
In case of a 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, sisterin-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 & WAGE REVIEW
Salary and wage schedules for all staff members shall be reviewed annually. Any
increases authorized become effective July 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 EVALUTIONS
A. The Director and immediate supervisor may evaluate new staff members during the
first 30 and 90 days, 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.
RESIGNATIONS
A. 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.
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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
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/their 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.

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:
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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.
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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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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
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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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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. A violation of this moderate consumption rule will result in discipline up to
and including termination of employment.
“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 are responsible for consulting
with their doctors about a medication’s 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 do so.
Employees using cannabis, medical or otherwise, must be aware of any potential effect such
drugs may have on their judgment or ability to perform their duties and may not possess,
use, or be under the influence of cannabis while performing their duties, while on library
property.
“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. 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
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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 while working or on library premises. Reasonable suspicion” will be based on
objective factors such as the employee's appearance, speech, behavior, or other conduct or
facts that indicate the employee is under the influence of legal or illegal drugs, cannabis,
alcohol, or any or all of the above. 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.
The laboratory conducting the tests shall transmit positive drug tests results to a doctor
called a medical review officer ("MRO"), retained by the library, who shall offer persons with
positive results a reasonable opportunity to establish that their results are caused by lawful
prescribed medicines or other lawful substances. (A medical cannabis prescription or a claim
that cannabis was used “off duty” is not a defense to a reasonable suspicion test). Persons
with positive test results may also ask the MRO to have their split specimen sent to another
federally certified lab, to be tested at the employee's or applicant's own expense. Such
requests must be made within three (3) working days of notice of test results. If the second
lab fails to find any evidence of drug use in the split specimen, the employee or applicant will
be treated as passing the test.
Employees who refuse to cooperate in required tests, test positive for alcohol, cannabis, or
illegal drugs, are found to be under the influence of alcohol, cannabis, or illegal drugs; or
use, possess, buy, sell, manufacture or dispense alcohol, cannabis, 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
28

Bourbonnais Public Library District
02-08
Drug-Free Workplace

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.
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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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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.
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:
1. 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.
2. Non-verbal: suggestive or insulting sounds (whistling), leering, obscene gestures,
sexually suggestive bodily gestures, “catcalls”, “smacking” or “kissing” noises.
3. Visual: posters, signs, pin-ups or slogans of a sexual nature, viewing pornographic
material or websites.
4. Physical: touching, unwelcome hugging or kissing, pinching, brushing the body, any
coerced sexual act or actual assault.
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5. Textual/Electronic: “sexting” (electronically sending messages with sexual content,

including pictures and video), the use of sexually explicit language, harassment, cyber
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.”
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:
1. 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.
2. 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.
3. 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.
4. Resolution Outside District: The purpose of this policy is to establish prompt,
thorough and effective procedures for responding to every report and incident so
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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.
All allegations, including anonymous reports, will be accepted and investigated regardless of
how the matter comes to the attention of the Library. However, because of the serious
implications of sexual harassment charges and the difficulties associated with their
investigation and the questions of credibility involved, the claimant’s willing cooperation is a
vital component of an effective inquiry and an appropriate outcome.
PROHIBITION ON RETALIATION FOR REPORTING SEXUAL HARASSMENT ALLEGATIONS
No library official, library director, or library employee shall take any retaliatory action
against any library employee due to an employee’s:
1. Disclosure or threatened disclosure of any violation of this policy,
2. The provision of information related to or testimony before any public body
conducting an investigation, hearing or inquiry into any violation of this policy, or
3. Assistance or participation in a proceeding to enforce the provisions of this policy.
For the purposes of this policy, retaliatory action means the reprimand, discharge,
suspension, demotion, denial of promotion or transfer, or change in the terms or conditions
of employment of any library employee that is taken in retaliation for a District employee’s
involvement in protected activity pursuant to this policy.
No individual making a report will be retaliated against even if a report made in good faith is
not substantiated. In addition, any witness will be protected from retaliation.
Similar to the prohibition against retaliation contained herein, the State Officials and
Employees Ethics Act (5 ILCS 430/15-10) provides whistleblower protection from retaliatory
action such as reprimand, discharge, suspension, demotion, or denial of promotion or
transfer that occurs in retaliation for an employee who does any of the following:
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1. Discloses or threatens to disclose to a supervisor or to a public body an activity,
policy, or practice of any officer, member, state agency, or other state employee that
the state employee reasonably believes is in violation of a law, rule, or regulation,
2. Provides information to or testifies before any public body conducting an
investigation, hearing, or inquiry into any violation of a law, rule, or regulation by any
officer, member, state agency or other state employee, or
3. Assists or participates in a proceeding to enforce the provisions of the State Officials
and Employees Ethics Act.
Pursuant to the Whistleblower Act (740 ILCS 174/15(a)), an employer may not retaliate
against an employee who discloses information in a court, an administrative hearing, or
before a legislative commission or committee, or in any other proceeding, where the
employee has reasonable cause to believe that the information discloses a violation of a
State or federal law, rule, or regulation. In addition, an employer may not retaliate against
an employee for disclosing information to a government or law enforcement agency, where
the employee has reasonable cause to believe that the information discloses a violation of a
State or federal law, rule, or regulation. (740 ILCS 174/15(b)).
According to the Illinois Human Rights Act (775 ILCS 5/6-101), it is a civil rights violation for a
person, or for two or more people to conspire, to retaliate against a person because he/she
has opposed that which he/she reasonably and in good faith believes to be sexual
harassment in employment, because he/she has made a charge, filed a complaint, testified,
assisted, or participated in an investigation, proceeding, or hearing under the Illinois Human
Rights Act.
An employee who is suddenly transferred to a lower paying job or passed over for a
promotion after filing a complaint with IDHR or EEOC, may file a retaliation charge – due
within 180 days (IDHR) or 300 days (EEOC) of the alleged retaliation.
CONSEQUENCES OF A VIOLATION OF THE PROHIBITION ON SEXUAL HARASSMENT
In addition to any and all other discipline that may be applicable pursuant to library policies,
employment agreements, procedures, employee handbooks and/or collective bargaining
agreement, any person who violates this policy or the Prohibition on Sexual Harassment
contained in 5 ILCS 430/5-65, may be subject to a fine of up to $5,000 per offense, applicable
discipline or discharge by the municipality and any applicable fines and penalties established
pursuant to local ordinance, state law or federal law. Each violation may constitute a
separate offense. Any discipline imposed by the Library shall be separate and distinct from
any penalty imposed by an ethics commission and any fines or penalties imposed by a court
of law or a state or federal agency.
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CONSEQUENCES FOR KNOWINGLY MAKING A FALSE REPORT
A false report is a report of sexual harassment made by an accuser using the sexual
harassment report to accomplish some end other than stopping sexual harassment or
retaliation for reporting sexual harassment. A false report is not a report made in good faith
which cannot be proven. Given the seriousness of the consequences for the accused, a false
or frivolous report is a severe offense that can itself result in disciplinary action. Any person
who intentionally makes a false report alleging a violation of any provision of this policy shall
be subject to discipline or discharge pursuant to applicable library policies, employment
agreements, procedures, employee handbooks and/or collective bargaining agreements.
In addition, any person who intentionally makes a false report alleging a violation of any
provision of the State Officials and Employees Ethics Act to an ethics commission, an
inspector general, the State Police, a State’s Attorney, the Attorney General, or any other
law enforcement official is guilty of a Class A misdemeanor. An ethics commission may levy
an administrative fine of up to $5,000 against any person who intentionally makes a false,
frivolous or bad faith allegation.
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Social Media is defined as: blogs, other types of self-published online journals, and
collaborative web-based discussion forums including, but not limited to, LinkedIn, Facebook,
Instagram, Snapchat, Twitter, and TikTok.
GENERAL RULES AND GUIDELINES
The following rules and guidelines apply to the use of social media, whether such use is for
the Bourbonnais Public Library District on company time, for personal use during non-work
time, outside the workplace or during working time while using library-owned equipment.
These rules and guidelines apply to all employees.
1. Employees are prohibited from discussing confidential, library matters through the
use of social media. Confidential information includes the Bourbonnais Public
Library’s records of library patron transactions, and the identity of registered library
patrons. Employees may not post any information that is directly or indirectly
related to the safety performance of the Library, and any components of that are
subject to attorney-client privilege.
2. Employees cannot use social media to harass, threaten, libel or slander, bully, make
statements that are maliciously false or discriminate against co-workers, customers,
clients, vendors or suppliers, any organizations associated or doing business with the
Bourbonnais Public Library District, or any members of the public, including Web site
visitors who post comments. The Bourbonnais Public Library’s anti-harassment
policy applies to use of social media in the workplace.
3. This policy is not intended, nor shall it be applied, to restrict employees from
discussing their wages, hours and working conditions with co-workers.
EMPLOYER-SPONSORED SOCIAL MEDIA
Bourbonnais Public Library District sponsored social media is used to: convey information
about library promotions and services; exchange ideas or trade insights about library trends;
reach out to potential new patrons; issue or respond to breaking news, or respond to
negative publicity; brainstorm with employees and patrons; and discuss specific activities
and events.
All such Bourbonnais Public Library District-related social media is subject to the following
rules and guidelines, in addition to rules and guidelines set forth above:
1. Only employees designated and authorized by the Bourbonnais Public Library District
can prepare content for or delete, edit, or otherwise modify content on library36
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sponsored social media. Library-sponsored social media accounts are owned by the
Bourbonnais Public Library District. Any employees who create such accounts or are
provided access to such accounts do not obtain ownership rights to such accounts or
any content contained in them. Employees who create or are provided access to
Bourbonnais Public Library District sponsored social media accounts must provide the
Bourbonnais Public Library District with all passwords and/or log-in information to
such accounts immediately upon the library’s request, and must transfer “manager”
or “owner” status (as defined by the particular social media site) upon the library’s
request.
2. Respect copyright, trademark and similar laws and use such protected information in
compliance with applicable legal standards.
3. Designated employees are responsible for ensuring that the employer-sponsored
social media conform to all applicable company rules and guidelines. These
employees are authorized to remove immediately and without advance warning any
content, including offensive content such as pornography, obscenities, profanity,
and/or material that violates employer’s EEO and/or anti-harassment policies.
4. Employees who want to post comments in response to content must identify
themselves as employees.
PERSONAL USE OF SOCIAL MEDIA
The following rules and guidelines, in addition to the rules and guidelines set forth in Section
I above, apply to employee use of social media on the employee’s personal time.
1. Employees should abide by the Bourbonnais Public Library’s Public Internet
Computer Use Policy concerning personal use of the library’s computer and related
equipment.
2. Employees who utilize social media and choose to identify themselves as employees
of the Bourbonnais Public Library District may not represent themselves as a
spokesperson for the Library. Accordingly, employees must state explicitly, clearly,
and in a prominent place on the site that their views are their own and not those of
the Bourbonnais Public Library District or of any person or organization affiliated or
doing business with the Bourbonnais Public Library District should they identify
themselves as an employee of the Library in a post. Employees may not refer to the
Bourbonnais Public Library District by name when publishing any promotional
content and/or providing examples of any promotional content. This section does
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NOT prohibit employees from including the library’s name, address and/or other
information on their social media profiles.
3. Employees should respect all copyright and other intellectual property laws. For the
library’s protection, as well as your own, it is critical that you show proper respect for
all the laws governing copyright, fair use of copyrighted material owned by others,
trademarks and other intellectual property, including the library’s own copyrights,
trademarks, and brands.

EMPLOYER MONITORING
The Bourbonnais Public Library District reserves the right to monitor employees’ public use
of social media including but not limited to statements/comments posted on the Internet, in
blogs and other types of openly accessible forums, diaries, and personal and business
discussion forums.
Employees should have no expectation of privacy while using library equipment and facilities
for any purpose, including the use of social media. The Bourbonnais Public Library District
reserves the right to monitor, review, and block content that violates the library's rules and
guidelines.
VIOLATIONS
The Bourbonnais Public Library District will investigate and respond to all reports of
violations of the Bourbonnais Public Library District’s rules and guidelines or related
company policies or rules. Employees are urged to report any violations of this policy to the
Director. A violation of this policy may result in discipline up to and including termination of
employment.

Policy Approved

12/18/2017

Policy Reviewed

04/18/2022

Policy Revised

04/18/2022

38

Bourbonnais Public Library District
02-12
Equal Employment Opportunity

The Bourbonnais Public Library will provide equal opportunity to all employees and
applicants for employment regardless of race, color, religion, age, sex, pregnancy, national
origin, ancestry, disability (mental or physical), genetic information, military status, marital
status, order of protection status, transgendered status, sexual orientation all in accordance
with applicable law. Such action shall include, but is not limited to: initial consideration for
employment; job placement and assignment of responsibilities; performance evaluation;
promotion and advancement; compensation and fringe benefits; training and professional
development opportunities; formulation and application of human resource policies and
rules; facility and service accessibility; and discipline and termination.
The Library is an equal employment opportunity employer and will not discriminate against
any employee or applicant for employment in a manner that violates applicable state and
local laws governing nondiscrimination in employment in every location in which the
organization has employees.
Any employee who believes this policy has been violated should report the situation to the
Director or the Personnel Committee. All such matters will be held in confidence, thoroughly
investigated and rectified if a policy violation is identified. Please refer to the policy
governing sexual and other types of harassment for more detailed information concerning
the Bourbonnais Public Library’s investigative procedures.
The Library strongly encourages use of this policy if necessary and assures its employees that
they need fear no reprisals for bringing forth a good faith claim, regardless of the results of
any investigation.
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Bourbonnais Public Library District
02-13
Reasonable Accommodations

The Bourbonnais Public Library supports the Americans with Disabilities Act of 1990 as
amended, the Illinois Human Rights Act and Title VII of the Civil Rights Act and will attempt to
provide reasonable accommodations for people with disabilities, women affected by
pregnancy, childbirth or related conditions in the workplace and sincerely held religious
beliefs unless such accommodations would present an undue hardship for the Library.
Reasonable accommodations apply to all employees and include hiring practices, job
placement, training, pay practices, promotion and demotion policies and layoff and
termination procedures.
A qualified person with a disability is any individual with a disability who, with or without
reasonable accommodation, can perform the essential functions of the job the individual has
or wants, and does not pose a direct threat to the health or safety of himself /herself or
other individuals in the workplace. A qualified person eligible for an accommodation may
also include a woman who is affected by pregnancy, childbirth or related conditions i and/or
an employee who requires a workplace accommodation in order to practice his/her religion.
Should you require a reasonable accommodation in the workplace, please contact the
Library Director as soon as possible.
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Bourbonnais Public Library District
02-14
Dress Code

Bourbonnais Public Library District recognizes the growing popularity of casual dress and the
positive effects of this shift to boost employee morale, encourage open communication, and
increase productivity by creating a more comfortable work environment. Therefore, clean
and casual attire that does not affect an employee’s professional abilities can be worn
throughout the work week. Employees should adhere to good standards of personal
hygiene, and clothing should not restrict or limit an employee’s ability to work.
PROFESSIONAL CASUAL ATTIRE INCLUDES WITHOUT LIMITATION





Slacks/pants/jeans (not tattered or with holes)/leggings (under long tunic-style shirts
or dresses), khakis, capris, dresses and skirts (no shorter than 2 inches above the
knee)
Blazers, jackets and sport coats
Sweaters and blouses (may be sleeveless, but not spaghetti-strapped, or an open
back style), T-shirts (plain, literary-themed, or BPL/Bookbonnais branded) and polos
Casual shoes, including dress and sandals, and tennis shoes in good repair

INAPPROPRIATE WORK ATTIRE INCLUDES WITHOUT LIMITATION









Torn or patched clothing
Halter, tube or tank tops, muscle shirt
Strapless or open back dresses
Flip-flops, slides or other “beach-type” footwear
Shorts and “cut offs”
Sweatshirts, sweat suits, yoga and sweatpants
Sunglasses, with the exception of glasses worn for medical purposes
Hats, visors, headscarves or other headwear, with the exception of that which is
worn for medical or religious reasons

The Library Director or person in charge will discuss inappropriate dress with individual staff
members and may have additional suggestions on what is deemed appropriate or
inappropriate attire. Employees who have questions about the dress code should speak to
the Library Director.
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