WESTCHESTER LIBRARY SYSTEM
Trustee Meeting
September 24, 2019 — Approved October 29, 2019

The Regular Meeting of the Westchester Library System was called to order by Susan Morduch, Vice
President, at 6:08 p.m. at WLS Headquarters. The quorum requirement was met with the following
people in attendance:

Board Members present: Dave Donelson, Cathy Draper, Karen Kelley, Maureen LeBlanc, Jonathan
Marshall, Denise Matthews-Serra, Julie Mills-Worthey, Susan Morduch, Francis Okelo, Joseph
Puglia, Edris Scherer, Bernie Seiler, Karen Zevin

Board Members absent: Sean Ryan

Also present from WLS were: Terry Kirchner, Patricia Brigham, Francine Feuerman, Rob Caluori,
Wilson Arana, Elise Burke

Public Library Directors Association (PLDA) Representative: Andrew Farber, Director, Somers
Library; Carolyn Reznick, Director, Ruth Keeler Memorial Library (North Salem)

MINUTES

The proposed minutes for the meeting of June 25, 2019, were approved as submitted on a motion by
Ms. Scherer and seconded by Ms. Draper. The motion was approved unanimously. [Ms. Mills-
Worthey was not present for the vote. |

FINANCIAL REPORTS

The financial report through August 2019 was presented by Ms. Scherer and was accepted on a
motion by Mr. Donaldson and seconded by Ms. Scherer. The motion was approved unanimously.
A request was made to have the financial documents presented on the screen during the meeting.

INFORMATION ITEM

WLS Temporarily Restricted Net Assets: Per a suggestion from the audit of WLS’s 2017 financial
activities, the attached report of activities as of the end of August 2019 was distributed for restricted
contributions received and net assets released.

ACTION ITEM

State Aid for Public Library Construction 334 Million Program FY2019-2022: Ms. Burke reported
that a total of $34 Million for public library construction aide was included in the 2019-20 State
Budget; and the allocation for WLS, based on population, totaled $1,590,468. There were 13
applications submitted for 11 libraries.

The PLDA Grants Committee members included: Chair Carolyn Reznick, Director of Ruth Keeler
Memorial Library (North Salem); Angela Groth, Director of Ardsley Public Library; Greg Wirszyla,
Director of Bronxville Public Library; Cindy Rubino, Director of Lewisboro Library; Patricia Perito,
Town of Pelham Public Library; and Robin Lettieri, Director of Port Chester-Rye Brook Public
Library. Committee members do not submit an application for the cycle under review. The
Committee met on 8/29/2019 along with Ms. Burke from WLS to review the applications based on
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accepted guidelines and criteria required. All applications met the New York State criteria for
approval and the following award recommendations were made:

Total Cost of Application
Project Submitted Request Recommended
Applicant Name Title / Abstract of Project Cost Project Amount Award Amount
Eastchester Public Renovation & Re-purposing of $20,315 $20,315 $10,157 $10,157
Library Kitchen/Staff Room: Renovation and
re-purposing of library kitchen/staff
room which would create a dual
purpose room used by staff and
available for culinary programs.
Harrison Public Library Richard E. Halperin Building: Window $178,500 $178,500 $89,250 $89,250
-- Main Library Replacement: Old windows at the
Halperin Building will be replaced with
heavy-duty commercial frames with
R5, .22U Factor windows.
Montrose-Hendrick HVAC Upgrade: The upgrading of the $52,500 $52,500 $26,250 $26,250
Hudson Free Library outdated HVAC equipment and the
addition of these units to our building
management system for better control
and efficiency.
Mount Vernon Public Phase 4 Construction Improvements- $249,036 $249,036 $186,777 $186,777
Library* Windows, Cameras & Electrical: This
project will put in new windows,
improve & upgrade the electrical &
help secure this Carnegie building.
New Rochelle Public Second Floor (Phase 2) Renovation $377,582 $377,582 $283,186 $283,186
Library -- Main Library* Project: Continued renovation of 2nd
floor including reconfiguration,
repurpose & new space with work on
electrical, low voltage, added walls and
finishes.
New Rochelle Public Stairway Replacement Project: $12,500 $12,500 $9,375 $9,375
Library - Huguenot Replacement of the stairway from the
Children's Library 1st floor to the lower level including
Branch* new lighting and new sprinkler head.
North Castle Public Roof Replacement & Elevator: This $346,978 $346,978 $173,489 $173,489
Library (Armonk) -- project will (1) replace a 30+ year old
Main Library leaking roof and (2) install an elevator
to improve ADA compliance to
increase access for all patrons.
North Castle Public New Entry Door: Install an automatic $23,968 $23,968 $11,984 $11,984
Library (Armonk) -- door that will improve ADA compliance
North White Plains for patrons with limited mobility and for
Branch parents/caregivers with
stroliers/chiidren.
Ossining Public Library* | Boiler Installation & Heat Distribution: $611,305 $548,609 $411,456 $411,456
Installation of a gas-fired boiler and
associated heat distribution to
supplement our library's geothermal
HVAC system.
Pound Ridge Library Septic Tank, Windows & Doors: $20,400 $20,400 $10,200 $10,200
Replace current 500 gallon metal
septic tank with new 1,000 gallon
plastic septic tank and replace single
pane windows and doors.
Scarsdale Public Generator: This portion of the overall $15,000,000 $308,000 $154,000 $154,000
Library renovation and expansion project is
the installation of a generator to be
able to provide services during power
outages.
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Total Cost of Application
Project Submitted Request Recommended
Applicant Name Title / Abstract of Project Cost Project Amount Award Amount
Tuckahoe Public Community Room & New Computer $377,000 $187,000 $93,500 $93,500
Library Lab: Tuckahoe Library is going to
reconfigure and renovate an existing
area of the library space for programs
and computer lab.
John C. Hart Memorial Window Replacements & Interior $41,996 $41,996 $20,998 $20,998
Library Improvements to the Library
(Yorktown/Shrub Oak) Community Room: To prevent heat
loss, increase the efficiency of air
conditioning, and minimize future
maintenance by installing energy
efficient windows.
* Eligible for Economically Disadvantaged Community
TOTALS $17,312,081 $2,367,384 $1,480,623 $1,480,622

The Board approved the recommended award amounts as noted above on a motion by Ms. Scherer
and seconded by Ms. Zevin. The motion passed unanimously. The applicants will be informed of the
recommended amounts, and the applications will be submitted to Albany.

Information Technology (IT) Operations Audit: In consultation with the Public Library Directors
Association (PLDA), WLS agreed that an audit of Information Technology (IT) operations would be
an essential tool to drive enhancements for member library services. The focus of the audit is to assess
the feasibility of Virtual Desktop Infrastructure (VDI) technology as applied to the library
environment; preparedness of WLS to sustain a future malware incident; and the overall position of
the operation in terms of appropriate scale and depth of staffing, network security and optimal use of
the Integrated Library System (ILS). The final product will help identify a path for WLS to best serve
its membership in alignment with the WLS Board strategic goals.

A Request for Proposal (RFP) was released in August; and only one bid was received by the 9/13
deadline. The RFP response as written was not clear regarding specific aspects of services to be
provided, and WLS will meet with the vendor for further explanation. The RFP process, the lack of
responses, and strategies for moving forward if the questions for the current vendor go unanswered
were discussed. Vendors who did not submit a reply to the RFP will be surveyed to understand their
reasons for not replying.

The Board approved WLS staff to enter into contract negotiations for the audit of WLS IT operations
not to exceed $40,000 provided that the vendor satisfies all questions regarding the requirements
outlined in the RFP on a motion by Ms. Draper and seconded by Ms. Morduch. The vote passed with
12 votes in favor and 1 opposed (Ms. Matthews-Serra). Should the vendor not meet all of the
requirements, other alternatives will be explored.

WLS Employee Handbook Proposed Revisions: Ms. Draper, Chair of the Governance Committee,
noted as previously reported in June that the Committee met to review and discuss the current WLS
Employee Handbook and is recommending edits that include: clarification of the definition for
immediate family to coincide with that used by Westchester County; addition of information on the
new Westchester County Sick Leave and Safe Leave regulations and New York State Paid Family
Leave Act; and an update of the WLS Policies to be included with Appendix A. A revised copy of
the Handbook was distributed, and per regular procedure, this document was presented a month in
advance of official approval. A few additional typographical errors were discovered by Ms.
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Matthews-Serra; and those corrections will be included in the revision, since they do not have any
material effect on the overall content.

The Board approved the recommended revisions to the WLS Employee Handbook as submitted (see
attached) on a motion by Ms. Draper and seconded by Ms. Kelley. The motion passed unanimously.

VICE PRESIDENT'S REPORT

Ms. Morduch reported that a number of Information Technology (IT) issues are still outstanding, and
a few meetings have taken place with the member libraries, who still feel in crisis mode. The PLDA
July meeting focused on IT, and Dr. Kirchner recently attended a meeting with Katonah Village
Library and Bedford Free Library and answered their questions. While the IT audit will address a
number of issues, PLDA is getting frustrated and wants solutions. The following major concerns
were noted: outstanding Evergreen migration issues; Virtual Desktop Infrastructure (VDI)
performance; System security reliability; finances; and WLS overall customer service, including the
hiring of a Systems Technician. Some of the ongoing WLS activities to address these concerns were
discussed. However, the libraries and their Boards are not always aware of these efforts, and better
communication approaches are needed to inform all about the current priorities being worked on
along with a timetable for their completion.

COMMITTEE REPORTS

Nominating Committee: Ms. Morduch reported that the Committee is working on creating the slate
of WLS trustees whose terms are ending 12/31/2019: Mr. Donelson, who cannot serve another term,
Mr. Puglia and Ms. Matthews-Serra, who are both eligible to serve a second term. The Committee
members will be seeking candidates for these slots as well as for the vacancy of District X (Port
Chester, Rye Brook, Rye City, Rye Town).

Development: Ms. Brigham went over the third quarter snapshot for Development including the
60™ Anniversary sponsorships and Annual Meeting donors.

EXECUTIVE DIRECTOR'S REPORT

A copy of the Executive Director's Report was mailed in advance of the meeting.

Dr. Kirchner reported on the Westchester County Complete Count Committee (CCC). The County is
the lead agent working with the local CCC. There are currently 18 CCC out of 45 municipalities.
The local CCCs are expected to be the driving force on how to get the word out about the Census
2020. The County role will assist the local CCCs with general publicity on the bus lines and
provision of information to identify the hard to count (HTC) populations. The role that libraries will
play still needs to be clarified. The first mail communication to the public will begin on March 12"
and go through April. House-to-house counts will be conducted from May-July. Communications
are being tailored for the specific roles that libraries and volunteers can do versus what Census staff
members will do. Training will take place in January-February 2020. The status of receipt of NYS’s
$20 Million earmarked for Census 2020 in FY2019-20 is unclear. The County Executive will set
aside money for the County CCC.
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Dr. Kirchner attended the 9™ Judicial District’s Access to Justice Initiative stakeholder meeting. The
initiative’s goal is to develop a strategic plan to provide effective assistance for all low-income
individuals in the County who are confronted with significant civil legal matters. The key issues
discussed were landlord/tenant disputes, immigration rights and the legal role in prevention. Dr.
Kirchner has been appointed as Co-Chair of the Outreach & Communications through Technology
sub-committee.

WLS has become an Association Partner of the Green Business Partnership (GBP). This program
helps organizations to incorporate environmentally sustainable practices into operations and can lead
to green business certification. As an Association Partner, WLS member libraries will receive a 25%
discount off of GBP member rates.

PLDA REPRESENTATIVE

Mr. Farber reported on the following highlights from the September PLDA Meeting;:

e A presentation about current Westchester Library Association activities was given;

e Review of the PLDA Grant Committee’s recommended award amounts for the NYS Public
Library Construction Aide;

e Jesse Bourdon, Chair of the ILS Committee, reviewed recommendations to move forward for the
ILS including vacation settings for no holds for future dates; auto print cancellation; disabling the
clear holds shelf feature; restrict use of old bar codes; maintaining search features; sorting of drop
down list for create code group tree, autorenewal, etc.

e Announcements included: retirements of Patricia Hallinan, Director of John C. Hart Memorial
Library (Yorktown) as of 9/27 and Ed Falcone, Director of Yonkers Public Library as of 12/31;
appointment of Jennifer O’Neill as the new Director for John C. Hart Memorial Library; Mount
Kisco Public Library Event on 9/29 and The Field Library’s closure from 10/7-11 for renovations.

OTHER

Mr. Farber noted that having an Open Source ILS versus a proprietary ILS is much more complex
than originally expected. Mr. Arana has given good explanations and is providing better
communication. Ms. Reznick noted that Allison Pryor from WLS provided a good training session at
the Ruth Keeler Memorial Library in North Salem because staff is often unable to travel for training.

ADJOURNMENT

Having completed its agenda, the Board adjourned its meeting at 7:25 p.m. on a motion by Ms.
Scherer and seconded by Mr. Seiler that passed unanimously. The next board meeting is scheduled for
October 29™ and the WLS 60™ Annual Meeting will be held on November 21* in the morning.

Respectfully submitted,

L | 3
Beromut/ M/
Bernie Seiler b
Secretary






YL6'09YS 1€6°'L0T$ |SS0'S6T$ [|oss'ELES STVLOL
BI6'EBTS 78S'%$ 00S'861$ sa01a19s 73 swreagoud STM snowAuouy| 19S50.
UOHBWIOJUI 7§ S32IN0SIL
000'0ES 000°0€$ 01 553208 Y3no.ay) L1nba [euoneonpyg sa01nosay eudiq| TT10L
0LEPTS 797'9% ££8'07$ Surureat jeadiq azidy| 0TT0L
£05'Z€S L6V$ 000°ce$ SanIANDOE SNSUAY SNsua) 0Z0Z| 60T0L
sIaAlgaledfuaapiys
0o00'es 000°¢$ JI0J S3NIANSE £5e1)1[ Al1eq suonnquIuo) Nealld/Loeian A11eq| go10L
B12'8% 008's$ 8T07T$ sweidod STM Jo ssauateme apim-£Auno)| ASrsyug/juswdo[easq PYoid 3 Sunaien | £010L
SIBAIZ21R) /USIP]IYD
ZLT'ZLS 878'C$ 000'ST$ 1oj santande £oeiayy Areg pAu0)/Aoe1a01] A[1ed | 90T0L
05665 0S$ 000's$ 000'S$ swielgodd Ade13)[[ J[NPE 10J S3IUOW eALI] suonnqluod ajealld - ISY.L| z0102
¥89°0%$ Z0€'%$ 986'v S Sallelq)] lequiaw 0 sjueld aannaduio) SIUBID-UIN| TOTOL
UYINOA 13159Yd3sap
11% 118 10) JUSWIBULING] BIALI} Paseq-}00g s)oog ay3 jo afed| 00102
sdoysy.lom paje|al-ysa) aplaoad
08.$ 0Z6'0T$ 0Z6'01$ 0848 01 A11q)T 9[[9Y20Y MBN YIIM JoB1IUOD d0.ld| 0g0zZt
SI19AIZa1ED 79 UAIP[IYD 03 SIDIALIS
9ESTT$ 90¥'IT$ 8I6'TT$ £ZOTTS Aoeaay aptaoad 01 Jyeas Aaeaqy Surures ], Koeranr Awey | zeoog
6L2'L$ £8€$ 199'L$ 0§ s1aules| 1jnpe1eddns 03 saoanosal/Suiurel ], Ae1a npy| 12008
S9MI[IDB) [EUOIIALI0D
Pr6'ses 10£'T$ £997% LLS'7E$ Auno) U ss1ewu) 0] SadIALAS A1eaqr suonpaLion funo)| 62008
SaNI[10.) |EUCIIIALI0D
9TV LES SLT'L$ 0LY'0T$ 12T'%E$ 33€1S Ul STIBWUL 07 $901A19S A1eIqI] suonoa.10) eS| 6S00€
suonendod
L68'F1$ 0S6°2¥$ SEV'ZS$ ZI¥'S$ DPIAI9SIaPUN/POAISISUN 0] SDIAIDG Yoeanng pajeulploo)| 6£00€
600'2$ T¥1°8$ 0ST'0TS 0s SI[NPY I01Uag 10J UOREULIOJU] YI[eaH SOSM/SdSM| 50002
960'7$ 960'28 weidold yroddns Aoe1agi $a1103g pue a1doad| 9000
ANSIBAIP
860°T$ EET'ES TETYS [eam[n2 Bunelqa|sd swetSo1d s,ua1piiy) saB1ap unig| 10002
¥60'S$ fon'cs dutuien 7 yuswdmbs 1aIndwo) $31eD| 50002
6102 '1£Isndny sasuadxy anuanay 8107 ‘1€ 1aquiadaqg uondridsaq wia)] | 2a1nog
$195SY 13N PaISay 6107 6102 $19SSY 19N PaIdINSay
Aqueiodway, Aprerodura],

6T0T ‘7€ Isn3ny 4o se

51955y 13N palouisay Ajuesodwa)







:... westchester
% LIBRARY SYSTEM

Empowermg libraries. Empowering communities.

WESTCHESTER LIBRARY SYSTEM

EMPLOYEE HANDBOOK



Weestchester Library System Employee Handbook June 2014
TABLE OF CONTENTS

I Welcome to Westchester Library System (WLS) 1
Introduction 1
About This Handbook 1
About Westchester Library System 1
Goals and Aspirations 2

1. General Employment Information 3
Work Schedules 3
Absence and Late Arrival Nofification 3
Dress Code/Appearance 4
Promotions and Transfers 4
Training and Development 4
Certification of Professional Librarians: 4
Employee Classifications 4
Reimbursement for Expenditures 6
Personnel Records 6

ill. Compensation %
Pay Policy ¥
Statutory Deductions v
Voluntary Deductions _ 8
Overtime Pay and Compensatory Time 8

IV.  Benefits %
Paid Holidays 9
Paid Vacation 10
Paid Personal Days 17
Paid Sick Leave 11
Paid Bereavement Leave 12
Health Insurance 13
Eyeglass Insurange 13
Dental Insurance” 7 13
Life Insurance 4 13
Retirement Pension 13
Tax-Deferred Annuity (403b) Plan 14
Credit Union 14
Professional Leave 14

V. Leaves of Absence 15
Jury Duty 15
Court Appearance 15
Military Duty 15



Vi

VIL

VI

Xl

Westchester Library System Employee Handbook June 2014
Personal Leave 15
Family and Medical Leave 16
Job Performance 19
Performance Evaluation 19
Progressive Discipline 19
Problem-Solving Procedures 20
Safety and Security 21
Emergency Closings 21
Security 21
Accident Reporting Procedures 2]
Workers” Compensation 22
Separation Process 23
Resignations 23
Retirement 23
Termination 23
Last Work Day 24
WLS Policies 25
Acknowledgement of Receipt of Employee Handbook 26
APPENDIX A 28

Xl



Westchester Library System Employee Handbook June 2014

SECTION I:  WELCOME TO WESTCHESTER LIBRARY SYSTEM

INTRODUCTION

Welcome fo Wesichester Library System (WLS). WLS enjoys a fine reputation within the
community and with its patrons. Each employee is an important member of this organization
which is dedicated to serving the entire Westchester community. It is therefore imperative that
WLS employs well-qualified and dedicated individuals committed to working as a team.

Employees are encouraged to ask any questions they moyhuve regarding any policies or

procedures outlined in this handbook. A staff member’s immediate supervisor can provide
clarification on the information outlined below. :

ABOUT THIS HANDBOOK

This handbook contains general information about employment af WLS. It is designed as a
working guide for employees and supervisors, to provide staff with informdtion on benefits,
policies and practices. This version of the WLS Employee Handbook supersedes all previous
versions of the handbook. ’

This handbook is not intended to be comprehensive or 46, address all the possible
applications of, or éxceptions to, the general policies, practices, or benefits described.
Nothing in this handbook confers any rights or privileges upon any WLS employee. There are
no promises or guarantees of any kind contained in this handbook, nor should it be regarded
or construed by WLS employees as a/contract between WLS and any of its employees. Please
note that this hiandbook is subject fo change, and policies may be modified or discontinued
by the WLS Board of Trustees at dny time.

ABOUT WESTCHESTER LIBRARY SYSTEM

WLS is an independent, non-profit educational corporation chartered in 1958 by the New
York State Board of Regents, under New York State Education Law. It is a cooperative public
library agency, having as ifs members the 38 public libraries in Westchester County and their
branches. Each WLS member is an independent library, financed locally and governed by a
Board of Trustees.

WLS is one of New York State's 23 public library systems. It is governed by a 15-member
Board of Trustees, elected by the member libraries and their trustees at the WLS Annual
Meeting. For purposes of board representation, the county is divided into 15 districts so that
the trustees are representative of all areas in the County.

Page |
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GOALS AND ASPIRATIONS

WLS strives to provide recognition, opportunity and job satisfaction for staff. To this end, the
organization:

B encourages respect for the individual dignity of each employee

* provides leadership in which employees may have faith and confidence

* promotes from within, where possible, based on demonstrated ability

* offers training opportunities for employees and encourages them to develop
their capacities to the maximum potential

5 provides and continually reviews a balanced program of employee benefits

* maintains open channels of communication and continually seeks ways of
maintaining high morale through fair and equitable treatment of gl employees

= ensures that WLS personnel policies are administered fairly and

consistently. /

Page 2



Waesichester Library Systern Employee Handbook June 2014

SECTION ii: GENERAL EMPLOYMENT INFORMATION

WORK SCHEDULES

Hours of Work

The standard workweek for WLS employees is a 5-day, 35-hour workweek. Hours
may vary depending upon assignments. Some employees may be requested to work
evenings and/or Saturdays, Sundays and holidays. Special schedule adjustments may
be made af the convenience of the Department, ds determined by the Department
Head in consultation with the Executive Director. /

Meal Breaks

Employees get a minimum of 30 min_:p?‘té:'_'.s";'dnd a maximum of ene hour for their meal
break at a time convenient to WLS. Staggered lunch breaks may be necessary to meet
WLS needs. %

Breaks

Full time employees are allowed 2 paid 15-minute scheduled breaks during each
7-hour workday, . One break “should be faken in"the morning and one in the
afternoon, or one in the of’remdqn and one in_ the evening depending on the
employee's work schedule. i 7

Part time and hourly gmployees are prci:\a:ii:d-e__d one paid 15-minute scheduled break for
every 3-1/2 hours worked during a given day.

Break time mo}:f'"n_o’r be used at the beginning or the end of a work day, may not be
accumulated or attached to meal breaks and may not be used to make up lateness.

ABSENCE AND LATE ARRIVAL NOTIFICATION

If an employee needs fo :"*r'a:i:{g.; an unscheduled absence, a call to the appropriate supervisor
must be placed by 9:00 am or within 15 minutes of the time scheduled to begin work.
Employees may leave a voicemail message if the supervisor is not available.

it an employee will be unavoidably late, the same call-in procedure as outlined above
should be followed. Lateness of more than one hour will be charged to vacation or personal
time. Lateness may be made up with the approval of the Department Head. Only non-
exempt employees may be approved to “make up” time for their lateness. (Please see page
4, “Employee Classifications,” for the definition of exempt and non-exempt employees.)

Page 3
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DRESS CODE/APPEARANCE

WLS maintains a professional work environment. Although there is not o strict dress code for
staff, employees are expected to observe acceptable personal hygiene habits and wear
appropriate clothing that projects a positive image for WLS.

PROMOTIONS AND TRANSFERS

WLS's policy is to promote from within, whenever possible, on the basis of demonstrated
ability. All decisions regarding promotions and transfers are made in compliance with WLS's
Equal Employment Opportunity policy.

TRAINING AND DEVELOPMENT

WLS is committed to employee training and development. Funds are budgeted to support
employee participation in conferences, workshops, and training. Emphasis is placed upon
the employee receiving training within deparfment. In addition, generdl staff meetings and/or
training sessions may be conducted. At the discretion of thé supervisor and with the approval
of the Executive Director, an employee may be requested fo attend, or encouraged to attend,
training outside his/her department. . :

Any employee wishing to apply for administrafive leave to attend library related meetings,
conferences and/or workshops other than those sponsored by WLS must submit a Conference
Attenclance Reguest form 1o his/her Department Head with a copy to the Executive Director.
The Executive Director will approve or deny afiendance at conferences and workshops and
will determine the extent to which expenses will be paid and/or administrative leave approved
when funds are not allocated. %

Reimbuméfr_ﬁéﬁ for expenses o,r'fléggve with pay _-:wil'i""no’r be authorized without a copy of the
request form approved and signed by the Executive Director. Request for reimbursement must
be submitted within 30 days following the conference, workshop or other approved program.

In_accordance with New York State law, all employees are required to attend approved
sexual harassment prevention training on an annual basis.

CERTIFICATION OF PROEESSIONAL LIBRARIANS

Before an appointment is granted as a librarian with WLS, a staff member must be certified by
the New York State Education Department. Information about filing for certification may be
obtained from the Operations Manager. Are we doing this?

EMPLOYEE CLASSIFICATIONS

WLS complies with the provisions of the Fair Labor Standards Act (FLSA) regarding the
classification of employees. An employee is classified as exempt if determined to be an
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executive, administrator or professional, as defined by FLSA. All other employees are
classified as non-exempt.

Based on the conditions of employment, appointments of WLS employees fall into the
following categories:

Full-time Regular Appointment

Part-time Regular Appointment

Hourly Appointment

Grant/Contract Appointment

Temporary Appointment

Volunteer Appointment

ELE I S

Full-time Regular Appointment

Individuals are employed by WLS to work a full workweek of 35 hours per week,
Employees in this classification are eligible to participate. in WLS's health benefits
orogram, life insurance, tax-deferred ‘@nnuity plan (403b),"and leave programs, and
are required fo participate in the New York State Employees Refirernent System or the
New York State Voluntary Defined Contribution Plan: ik

Part-time Regular Appointment

Individuals are employed by WLS fo work at least 20 hours in a normal workweek.
Employees in this classification ‘are eligible to participate in WLS’s health benefits
program, life insurance, tax-defefred annuities (403b), leave programs on a prorated
basis, with optiénal participation in the Ney York State Employees Refirement System.

Hourly Appointment : %

Individuals are employed by WLS to work less than 20 hours in a normal workweek,
on a schedule that may vary fo meet the demands of WLS. Employees in this
classification aré eligible to participate’in tax-deferred annuities (403b), with optional
participation in the New York State Employees Refirement System. In addition,
employees in this classification @re eligible to earn sick leave as defined in Westchester
Courity law. <

Grant/Confrdct Appointment

Individuals are employed by WLS to work in positions funded through a grant or
contract to perform; a specific job. Employees in this classification may be eligible for
various benefits according to the terms of the individual grant or contract, including
eligibility to earn sick leave as defined in Westchester County law. Employees hired
for these positions may have their employment terminated if grant funding or contract
is not renewed.

Temporary Appointment

Individuals employed by WLS to work for the duration of a specific project or
assignment. Employees in this classification are only eligible to yearn sick leave as
defined in Westchester County law; no other benefits are available to employees in
this classification.
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Volunteer Appointment

Individuals are utilized by WLS in an unpaid capacity to help provide extended library
service and/or to assist in the performance of specific routines, services, and
programs. Employees in this classification are not eligible to receive any benefits from
WLS. Appointees to volunteer positions do not perform duties to maintain the regular
operations at WLS. This classification also includes interns who are students in an
accredited education program.

REIMBURSEMENT FOR EXPENDITURES

Expenses for Meetings, Workshops and Conferences ~

In general, reimbursable expenses include approved travel, tolls, lodging, meals (but
no alcohol), registration and other reasonable out-of-packet expenses in connection
with WLS functions and authorized professional meetings,” Requests for advance
payment for conference attendance must be submitted sufficiently in advance to allow
for approval by the Executive Director.

Personal Vehicle Use

When using a personal vehicle for work activity, the employee must have a valid
driver’s license, appropriate for the. type of yehicle being driven, at the time of travel.
Employees using a personal vehicle for WLS business should also verify that their
insurance policy covers work-related use of their vehicle.

The employee will be reimbursed for mileage driven in a personal vehicle at the
standdrd réite as determined by thezInternal Revenue Service. Mileage reimbursement
covers fuel, ‘maintenance/repairs, ‘and’ operating costs so these expenses are not
reimbursed separafely. In addition to the mileage allowance, tolls and necessary
parking charges may be reimbursed.

The employee is expected to operate the vehicle in a safe manner and must abide by
all traffic rules. and regulations. WLS does not assume liability for damage to personal
vehicles for any reason and does not assume liability for deductibles or any other
insured loss to the yehicle. Expenses for repairs to personal vehicles are not
reimbursable, nor are’parking fines or fees for traffic violations.

Employees are expected to complete Local Travel Reimbursement Request forms on o

quarterly basis to obtain reimbursement.  Reimbursement of expenses must be
submitted within 30 days following the end of the quarter.

PERSONNEL RECORDS
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All matters relating to individual employees are kept in the employee's personnel file. These
records are maintained in a confidential manner and only duly authorized persons have
access to them. Individual employees may have access to their personnel records upon
written request, consistent with applicable law.

Employees are responsible for notifying WLS of any change of address and/or telephone
number, as well as any change that may affect payroll or benefits.

SECTION Illl: COMPENSATION

PAY POLICY

Pay Frequency -

Salaries are paid bi-weekly for base salary due up fo the pay date and paid every
other Tuesday. Employees are paid rhrough direct deposit.” The pay period covers 2
weeks starting on Sunday and ending on the Saturday before is deposited in each staff
members checking account(s) f a holiday falls on @ Tuesday, employees have access
to funds on the preceding Monday. Employees are encouraged to review their advice
of deposit carefully each time to see that nd inappropriate deductions have been
taken. If an employee has any questions or believes that an inappropriate deduction
has been faken, the Operations'Manager should be informed immediately so that a
correction can be made in the following pay Period.

A ..:.... {.‘

Direct Deposit "-':

Staff are reqUIred fo have: ’rhear salary elec’rromcolly transmitted to their bank of choice.
To dctivate direct dépasit, an employee must provide to the Operations Manager a
voided check and/or a deposit slip ngting the amounts to be deposited {if there are
“multiple accountsf> Due fo”banking requirements, several weeks may elapse before
direct deposit is acfivated.

STATUTORY DEDUCTIONS

Federal, State, lev& FI:CA Taxes

Automatic  deductiéns are made for Federal, State, and FICA (Social
Security/Medicare) withholding taxes for all employees. City taxes will also be
deducted where applicable.

FICA for Life Insurance

In accordance with IRS regulations, Group Term Life Insurance above the IRS-defined
threshold is taxable for both the employee and the employer. FICA deductions for
term life insurance are taken from the first pay period in December of each year.

Garnishment of Wages
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When garnishment of an employee's salary is legally ordered, the Executive Director
will notify the employee of the garnishment order. Deductions are made in
accordance with the provisions of law and the rule or regulation of the issuing agency.

Retirement
Employee contributions to the New York State Employees Retirement System are
deducted as required by New York State law.

VOLUNTARY DEDUCTIONS

WLS offers health insurance to all full-time staff. Empfbyees who elect to be covered by WLS
health insurance will have their share of the premiums deducted from their bi-weekly pay, as
defined in the benefit schedule.

Employees may also request deductions for participation in an approved tax deferred annuity
plan, credit union and/or catastrophic’medical plan.

OVERTIME PAY AND COMPENSATORY TIME

Any employee whose pesition is classified as non-exempt arid whose normal work week is 35
hours is paid additional straight fime for hours worked over 35 and up to 40 hours per week,
and time and one-half for time worked in excess of 40 hours in a given week. Paid days such
as holidays, paid-vacations, paid sick dnd personal time, and paid bereavement or jury duty
shall be considered a@s hours worked in ¢alculating eligibility for overtime pay. When
possible, advance notification of overtime assignments will be provided. Part-time employees
are paid at their regular ratés of pay for hours worked up to 40 hours in a given week.

Compensatory time for non-exempt employees may be offered in lieu of straight time pay for
hours worked in excess of 35 hours but less than 40 hours in a work week. Employees will
receive equivalent time off for these hours and must use these hours within 30 days. Accrued
compensatory time will Guigmatically expire in 30 days, on a revolving basis, if not used.
Exiting employees will not be paid for unused compensatory time at time of separation.
Compensatory fime may not be used fo compensate employees for hours worked beyond the
40 hour threshold, and as such, hours worked in excess of 40 hours will be paid af the rate
of time and one-half within the same pay period. All pre-approved work in excess of 35
hours per week must be directed in advance by the employee's supervisor and authorized in
advance by the WLS Executive Director. Extra hours must be recorded in the online
attendance program (currently NOVAtime).

Individuals who are classified as exempt employees are not eligible for compensatory time or
overtime, but cre responsible for completing the duties of their position regardless of the
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number of hours worked above the standard workweek.
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SECTION IV: BENEFITS

WLS reserves the right to amend, modify or terminate, in whole or part, any or all of the
provisions of the benefit plans described herein. The complete terms of all WLS employee
benefit plans are contained in official plan documents and brochures, which are frequently
updated and maintained by the Operations Manager. The official plan documents and
brochures will govern in case of any conflict with the terms of this handbook. The
descriptions in this handbook are for general information only and describe benefits currently
being offered by WLS. Detailed information regarding the terms of all benefits is available
from the Operations Manager.

Employees are responsible for notifying WLS of any change in their status, such as address or
telephone number changes, number of dependents, marital status, etc. which may affect their
benefits.

PAID HOLIDAYS

WLS observes the following holidays:

(1) New Year's Day

(2)  Martin Luther King's Birthday

(3)  Lincoln's Birthday—FLOATING HOLIDAY
(4)  Presidents” Day

) Memorial Day

) Independence Day

)

]
2
3
4
5
6
7 Labor Day

(

(

(
) Columbus Day

)~ Election Day (November)—FLOATING HOLIDAY

0) Veterans Day '

1) Thanksgiving Day =

2

8
2
1
1
12)  Christmas Day

(
(
(
(
(

WLS is closed on gll of the holidays listed above, except for the Floating Holidays. All full time
employees are granted time off with pay for holidays. Hourly or part fime employees whose
normal work day falls on a holiday, are paid for the number of hours normally scheduled for
that day. For holidays #hat fall on Saturday, the Friday immediately preceding will be
considered as the holiday.” For holidays that fall on Sunday, the subsequent Monday will be
considered as the holiday.

Lincoln’s Birthday and Election Day (November) are designated as Floating Holidays. The
WLS Headquarters will be open these days; however, employees may substitute another day
for each at any point in time during the course of the fiscal year with prior approval of their
Department Head. If time for these 2 floating holidays is not taken within the fiscal year, no
time will be compensated. Coverage for each department is the responsibility of the
Department Head.  WLS closes early on the work day immediately preceding the holiday
observance of Christmas Day unless Christmas Day falls on a Sunday or Monday.
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Time required for observance of religious holidays which are not legal holidays must be
requested as personal leave or vacation.

if a holiday occurs during an employee's vacation, the holiday is not charged to vacation
time.

If a holiday occurs while an employee is attending a convention which s/he has requested to
attend, no compensatory time will be granted.

If a holiday occurs while an employee is attending o convention at the request of the
Executive Director, compensatory time will be granted. %

PAID VACATION

Vacation leave with pay is granted to full time and part time (scheduled to work at least 20
hours per week) regular employees. Hourly employees (scheduled to Work less than 20 hours
per week) are not granted vacation with pay. -

New employees beginning work after January 1 will earn Jacation leave oh 8 ‘pro-rated basis
in the first year of employment. :

A new employee is permitted fo take vacation after 90 days ‘of employment. Vacation time
may not be taken before it is earned. ~Exceptions may be made only with the advance
approval of the Execufive Director. ' 7 :

22 days of vacation Gllowcnce is grcm’red on a calendar year basis. Part time regular
employees (scheduled to work at |ec15’r 20 hours per week) are granted vacation on a
pro- ro’red bams :

Eamed vd_go’fion leave may be taken at any time in the year, subject fo the staffing needs of
the department and after fulfillment of the waiting period for new employees. Earned
vacation leave may be taken all at one time, or divided info several parts. No more than one
year's earned vacation leave may be taken at one time, except by special permission of the
Executive Director.

Request for Vacation

Employees who wish to schedule vacation time must submit a written request (hard copy or
electronic) to the Department Head for approval. The Department Head will approve or deny
the request in writing. f approved, the Depariment Head will forward it to the Operations
Manager.

No more than 10 days of vacation time may be carried over from one year to the next.
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An employee who resigns or is terminated will be paid for up to 10 days of unused vacation
time accumulated in the prior year, as well as for any pro-rated current year unused vacation
time.

PAID PERSONAL DAYS

Full time employees are granted 5 personal leave days (35 hours) each calendar year. Part
time regular employees (scheduled to work at least 20 hours per week) are granted personal
leave on a pro-rated basis. Hourly employees (scheduled to work less than 20 hours per
week) are not granted personal leave.

Personal leave should be taken in half-day (3.5 hours] or full-day (7 hours) increments.
Personal leave may not be carried over from one calendar year to the next.

Personal leave may be used for a variety of purposes such as religious observances or for
transacting personal business which must be carried on during normal work hours. Personal
leave may be used to cover absenteeism or lateness due to extreme weather conditions.

Personal leave may be taken the working day before or after a WLS ho]id__gy only at the
discretion of the Department Head. The Department Head is responsible for seeing that the
department is adequately staffed before perriission can be granted.

Personal leave must be approved by the immediate supervisor at least 24 hours in advance
except in emergencies.

No payment is made for unused personal days at any time during the employee's employment
or at termination/resignation. '

PAID SICK LEAVE

Full time ‘employees are granted 12 days (84 hours) of sick leave per calendar year. Sick
leave is earned at the rate of 7 hours per month after the month has been worked. Part-time
salaried employees (scheduled to work at least 20 hours per week) are granted paid sick
leave on a pro-rated;basis. All other employees (hourly, grant/contract and temporary) are
eligible to eamn sick leaye at the rate included in Westchester County’s Paid Sick Leave law,
currently one hour for every 30 hours worked, up fo a maximum of 40 earned hours per
calendar year. Sick leave is paid at the employee’s normal rate of pay.

New employees, beginning work after January 1, will earn sick leave on a pro-rated basis in
the first year of employment, and must have worked an entire month in order to earn sick
leave for the first month of employment.

Sick leave may not be used until it has been earned. In emergency situations only, sick leave
may be advanced with the approval of the Department Head and the Executive Director.

Page 12



Wesitchester Library System Emplayee Handbook June 2014

Sick leave is to be used for personal illness, for doctor's or dentfist's appointments, and up to
10 days may also be used to provide care for a family member with a serious health
condition. Employees using sick leave to provide care for a family member must notify the
Operations Manager of such use in writing and, where possible, in advance. (The terms
“Family Member” and “Serious Health Condition” refer to the definitions described under the
Westchester County Paid Sick Leave ordinance.

A physician's certificate may be required for sick leave of 3 or more days or for sick leave that
has been over-extended. In the case of a long illness, a doctor's certificate may be required
periodically. ”
Employees returning to work after a long illness or an over-extended sick leave are required
to furnish a doctor's certificate indicating their obili’ry o return to work with no restrictions.

Full-time employees are permitted to accumulcn‘e up ’ro 165 days (1155 hours) of sick leave;
part-time_salaried _employees working 20 or ‘more _hours per week are permitted _to
accumulate the prorated equivalent of a maximum of 165 days.” Hourly and salaried
employees may carry over their unused sick days into the following year or can be paid one
day of regular pay for every 3 full days of unused sick leave earned during the period of the
prior year December 1 to the curren’r year November 30 Only one option may be chosen

each vear.

Upon refirement, a number of days of unused sick leave are considered by the New York
State Employees Refirement System (NYSERS) in computing retirement benefits. (Please note
that credit for unused sick leave is in addition fo the time required for retirement and cannot
be used to meet the requirements es’robllshed by NYSERS )

Exiting employees will not be paid for unused snck ‘rrme at time of separation.

PAID BEREAVEMENT LEAVE
Full fime employees are granted 5 consecutive working days for a death in the immedicte
family. "lmmediate family" is identified in accordance with Westchester County’s definition as
mother, father, stepmother, stepfather, spouse, domestic partner, children, mother/father-in-
law, grandparents, ‘grandchildren, brothers, sisters, and spouse’s or domestic partner’s
immediate family. Part-fime and hourly employees are granted the hours they were
scheduled to work on thesé days.

One day is granted for a death of a "Near Relative." "Near Relative" is defined as aunts or
uncles or a member of the employee's household not mentioned above. Part-time and hourly
employees are granted the hours they were scheduled to work on that day.

Personal leave may be used if additional time is desired, or for absences due to the death of
a non-relative.

Special circumstances may be brought to the aftention of the Executive Director.
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A maximum of 4 working hours is granted to aftend the wake or funeral of a co-worker or
co-worker’s immediate family, when it falls within the normal working day.

The following insurance benefits are available to all salaried employees working 20 or more
hours per week:

HEALTH INSURANCE

WLS offers health insurance after satisfactory completion of the first 3 months of employment.
Grant-funded employees may participate in the plan provided that health insurance coverage
is included in the terms of the grant/contract.

There is an employee confribution required for individual and family health coverage;
however, WLS pays the remaining portion of the premium. = The portion of the health
insurance coverage paid by the employee is, with written authorization by the employee,
deducted from the employee's bi-weekly pay.

EYEGLASS INSURANCE

WLS offers eyeglass insurance coverage for the individual employee only. Dependents are
not covered by the Eyeglass Insurance Plan. -

DENTAL INSURANCE

WLS offers dental insurance covefg__ge for the individual employee only. Dependents are not
covered by the Dental Insyrance Plan.,

LIFE INSURANCE

For emb'iby_'ees covered uﬁ'cfe__"_,',n____’rhis plan, the amount of life insurance will be equal to double
their gross salary in the previous calendar year. Included in this policy is a provision for
accidental death and dismemberment.

Employees who cohﬁ-r’we to work after age 65 are subject to reduced coverage.

Term Life Insurance covérdge terminates upon an employee's retirement, resignation or

termination.

RETIREMENT PENSION

All tull-time salaried employees are required to join the New York State Employees Retirement
System (NYSERS) or the New York State Voluntary Defined Contribution Plan (NYSVDC).
Membership in the retirement system is optional for salaried employees working less than full-
time. Employees hired on or after January 1, 2010, who are not currently members of
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NYSERS are required to confribute a percentage of their gross salary fo the retirement plan.
Information regarding vesting in the pension plan can be obtained directly from NYSERS
(http://www.osc.state.ny.us/retire/).

TAX DEFERRED ANNUITY (403b) PLAN

All employees may elect to participate in a Tax Deferred Annuity (403b) Plan through payroll
deductions. Contributions 1o the plan are taken from pre-tax salary, and any interest and
investment earnings accumulate on a tax-deferred basis until withdrawal or until paid as
benefits. Several firms handle WLS's program and offer a variety of plans for consideration.
However, this benefit is accompanied by an important responsibility. Because the employee
decides how to invest his or her funds, the employee is.responsible for any financial gains or
losses that result from that decision.

CREDIT UNION

All employees as well as any member of the employee's family may join the Hudson River
Teachers Federal Credit Union. Employees may request payroll deductions for deposits or
repayments of loans. The credit union is a voluntary organization with its own rules and
regulations governing its relationships with its members.

PROFESSIONAL LEAVE (ATTENDANCE AT LIBRARY-RELATED MEETINGS, WORKSHOPS AND
CONVENTIONS) 3 »

7 . p _
Administrative leave may be grdnted to ar employee to attend library-related meetings,
conventions and/or workshops. Such leave Will be considered in light of WLS’s needs and
work schedules, and is gronted at the discretion, of the immediate supervisor, Department
Head, and Executive Director; [Please réfer to the TRAINING AND DEVELOPMENT section
for further information). 7 ' i

Before dE-c’é_pﬂng a responsibility or an office which may require the use of work time, an
employee must obtain the approval of the Executive Director.

Employees wishing to apply for administrative leave to attend library-related meetings,
conferences and/or workshops: must complete the Conference Attendance Request form
available on the WLS Sharé drive or from the Operations Manager, and submit it to his/her
supervisor for approval. Onice approved by the supervisor, the Request will be forwarded to
the Executive Director for final review and approval. The Executive Director may request that
the employee attend meetings which may be of value to the individual and/or WLS.
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SECTION V: LEAVES OF ABSENCE

JURY DUTY

A leave of absence for jury duty will be granted to any employee who has been notified to
serve on a jury. A staff member must notify his/her supervisor when the notice is received.
During this leave, full-time employees will be paid their regular salary for a period up fo 15
days within a 12-month period. This time may be taken as full or part days, as the jury
service necessitates.  Employees must indicate that their employer is paying them for this
time when serving on jury duty. /

An employee who reports for jury duty and is excused from serving before 12:00 (noon), must
report to work for the afternoon, according to the work schedule of the department.
However, the combination of jury duty and work hours shall not amount to more than g
normal work day.

Upon completion of jury duty service, the employee must submit to his/her supervisor a
signed Certificate of Jury Service indicating the number of days served.

COURT APPEARANCE

Leave with pay may be granted to an employee W-HQ is subpoenged for a court appearance
on a WLS (or WLS member library) related matter,

MILITARY DUTY

An employee who enters miilitary service or is required to attend annual Reserve or National
Guard duty will be entitled fo unpaid time off and to reinstatement in accordance with
applicable, federal and state laws, 2, The employee should provide the supervisor as much
advance ‘nofice as possible so that necessary staffing arrangements can be made.
Employees, at their discretion, may elect to take any fully earned vacation at this time.

SAFE LEAVE

As_authorized in Westchester County’s Safe Leave law, employees who are victims of
domestic violence are eligible for up to 40 hours of paid leave, to be used to speak with
lawyers, attend court or move from an abuser’s residence. WLS may require documentation
in the form of an affidavit, court appearance ticket or police report to support the need for
time off.

PERSONAL LEAVE (For circumstances not covered by the Family and Medical Leave policy,
the New York State Paid Family Leave Act or the Westchester County Safe Time Leave Law).
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Under certain circumstances, WLS may, at its discretion, grant a personal leave of absence
without pay. A written request for a personal leave must be presented to the Executive
Director at least 2 weeks prior to the requested start of the leave.

While on a personal leave of absence, a staff member will not be eligible to receive or accrue
benefits. The staff member does have the option of continuing insurance coverage by paying
the appropriate premium. Upon return to work, benefits are reinstated and will resume
accruing as usual.

WLS cannot guarantee reemployment upon the expiration of a personal leave. While on
personal leave of absence, the staff member is not permitted to accept work for another
employer. Failure to return to work because the leave musf extend beyond the time period
granted will be deemed a voluntary resignation of employmen’r The resignation will be
considered effective as of the last day worked prior to commencmg the leave.

FAMILY AND MEDICAL LEAVE OF ABSENCE;'_ |

PAID FAMILY LEAVE ACT (PFL): Under New York State law, Paid chilv Leave provides
eligible employees with paid time off to bond with ‘a new child, provide care for a family
member with a serious health condmon (with both_ "f@mllv member” and serious health
condition” as defined by the PFL law), or handle exigencies related to a family member’s
active military service. lLeave can be ‘taken all at once or in full-day intermittent increments.
To qualify for PFL, an emnlovee must work 20 or more hours per week and must have been
employed at least 26 consecu’rwe weeks  at their current covered emplover; employees
working fewer than 20 hours per week must hove completed at least 175 days at their current
covered employer. Employees pov The PFL premlum through bi-weekly payroll deduction.

FAMILY AND MEDICAL LEAVE ACT (FMLA) Under federal law, the Family and Medical
Leave Act prowdes e[tmble employees with a ‘maximum of 12 work weeks of unpaid leave a
year, and requires group health benefits to be rnaintained during the leave as if employees
continued t6 work instead of taking leave. Employees are also entitled to return to their same
or an equwcflen? job at the end of theit FMLA leave. Employees who have been employed by
WLS for at least bne year and worked af least 1,250 hours during that year may be eligible
for an unpaid leave of Gbsence O? up to 12 weeks during a rolling 12-month period for any
of the following reasons: -

¢ The birTh Ib'f a child and in order to care for such child.

* The placement of a child with the employee for adoption or foster
care.
* The care of a spouse, child, or parent of the employee if such

person has a serious health condition.

* A serious health condition that makes the employee unable to
perform the functions of his/her position (including conditions
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qualitying for workers compensation or short term disability
benefits).

* A “qualifying exigency” (as determined by the U.S. Department of
Labor regulations) arising out of the fact that a spouse, son,
daughter or parent is on active duty (or has been notified of an
impending call or order to active duty) in the Armed Forces in
support of a contingency plan.

Although family and medical leave taken pursuant to this policy is unpaid, an employee may,
depending upon the reason for the leave, be eligible for short-term disability payments
and/or worker's compensation benefits consistent with state law. Individuals are not permitted
to work for another employer while they are on FMLA leave. Staff members who have
questions about WLS’s family and medical leave of absence policy should contact the
Operations Manager. 7

Leave to Care for a Servicemember

A covered servicemember’s spouse, son, daughter; parent, or.next of kin is entitled to fake up
to 26 weeks of leave during a single 12-month period 4o care for a servicemember who has
incurred an injury or illness in the line of duty while on active duty in the Armed Forces,
provided that such injury or illness may render the servicemember medically unfit to perform
duties of the servicemember's office, grade, rank or rafing. Leave fo care for g
servicemember, when combined with other FMLA-qualifying leave, may not exceed 26 weeks
in the single 12-month period, ' :

Notice To WLS _ %

In any case in which the necessity for the leave is foreseeable, the employee should provide
WLS with reasonable advancé notice in order 1o allow proper time 1o plan for staffing
replacements, generally ot least 30 days.” Medical certification, including a diagnosis and
probable return date, is necessary prior to granting final approval for any leave related to the
serious health condition of ariy employee, spouse, child or parent. Appropriate certification is
also required for leave due'té. a “qualifying exigency” and to care for a servicemember.
Please contact the Operations’ Manager concerning the required certification.  Failure to
provide such cerfification may result in the staff member being considered absent without
authorization.

Request for family or medical leave must be submitted to the Operations Manager. In the
case of an employee's own illness or disability, periodic updates will be required, generally on
a monthly basis, regarding the status of the medical condition and plans to return to work.

Reinstatement

Employees returning from family or medical leave of absence within the time consiraints
specified above will be restored 1o the position of employment held by the employee when the
leave commenced or to an equivalent position. An individual who fails to return upon the
conclusion of the approved leave or any extension granted will be considered fo have
voluntarily resigned. Employees returning from leave due to their own serious health
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condition must provide appropriate medical documentation prior to refurning, certifying their
ability fo resume the essential functions of their job. Employees should provide as much
advance notice as possible prior to a planned return to work.

Health Insurance and Other Benefits

WLS will continue to provide health benefits under the existing group health plan for
employees out on family or medical leave for up to 12 weeks, or up to 26 weeks in the case
of leave to care for a servicemember, on the same basis as prior to the leave. Employees will
continue to be responsible for their portion of the premium payment. Employees who fail to
return after a leave will be required to reimburse WLS for the entire cost of health insurance
premiums.

Extensions

Except in extenuating circumstances, extensions of leave may be granted for a period of up to
6 months, upon submission of appropriate documentation to the Operations Manager.
(This 6-month period includes the initial 12 weeks.) However, extensions are only available
beyond 12 weeks in the case of an employee's own disability, not for other family-related
leaves. Additionally, if a leave is granted beyond 12 weeks, reinstatement is not guaranteed,
and the employee will be responsible for the entire cost of continuing insurance coverage
beyond 12 weeks. 75 77

Part-Time Employees And Employees With Less Than One Year Of Service

Employees with less than, one year of service and pari-timé employees working less than
1,250 hours a year may also apply for a leave of absence of generally up to 8 weeks for their
own disability but are not eligible for other types of family-related leave. However, if granted,
insurance continuation will be the sole responsibility of the employee and reinstatement will
depend on the staffing needs of WLS:at the time reinstatement is sought.

Disability forms and”claims for New Yc:ifi-'('Sfﬁie “disability benefits are available from and
should’be filled out and returned to the Operations Manager. Any questions with respect fo
WLS's family and medical leave of absence policy should also be directed to the Operations
Manager. L
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SECTION VI: JOB PERFORMANCE

PERFORMANCE EVALUATION

Performance evaluations of all employees are generally completed annually.  Additional
evaluations may be performed at any time if either the supervisor or the employee has reason
to believe that the previous evaluation is no longer applicable.

All performance evaluations must be signed by the employee as an indication that s/he has
read it. Signature of the employee does not necessarily imply agreement with the evaluation.

All performance evaluations become part of the employee's personnel file.

PROGRESSIVE CORRECTIONS Rk

To maintain an orderly, safe, and efficient work environment, WLS on occasion may have to
respond to and correct inappropriate employee behavior or conduct. In many instances
corrective action will be progressive, beginning with an oral, warning, followed by a written
warning, culminating with termination of employment.. Some or all of these steps may not be
followed in each instance. At the discretion of the Executive Director, the progressive
corrections process may be bypassed and immediate actions may be taken.
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SECTION VIl: PROBLEM-SOLVING PROCEDURES

To ensure fair and equitable treatment of all complaints or employee concerns, a
problem-solving procedure has been established, which employees are encouraged to use. If
a staff member has a concemn that he or she would like to have addressed, then as a first
step, s/he should speak with his/her supervisor for further clarification.

Step 1. The employee shall take the matter up with his or her immediate supervisor or
Department Head (if different) in an attempt to agree on a satisfactory resolution.

Step 2. In the event a satisfactory resolution is not reoched m Step 1 or if for some reason
the employee does not wish fo discuss the problem with the DepqrtmemL Head, the Executive
Director will review and investigate the matter ond affernpt to find a mutually agreeable
solution to the problem. :

Step 3. In the event the employee feels: fho’r ’rhe remedies frem steps 1 and 2 have
overlooked the nature of a serious problem, s/he may address the matfer to the President of
the WLS Board of Trustees. The employee should: provide a.synopsis of thie problem as well
as evaluation and/or proposed resolutions by superyisors along with any documentation. The
burden of questioning the Executive Dwecfor S decrslon is on the employee. The President will
bring the issue before the WLS Board.”

Information gathered during each sa‘ep of ’rhls procedure W1|| be treated discreetly and
confidentially by all pames 1nvoivad /
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SECTION VIII:  SAFETY AND SECURITY

EMERGENCY CLOSINGS

Paid leave will be granted if WLS is officially closed for the following reasons:

#  Extreme inclement weather
* An extended breakdown of heating or air conditioning equipment
*  Other adverse situations which affect working conditions.

Although employees are expected to make an effort to get to work during inclement weather,
there will be no obligation to travel placed on anyone who deems it dangerous or unsafe fo
do so. An employee who calls in an absence on an inclement day will be required to use
personal or other leave for the entire scheduled work day, regardless of whether or not WLS
closes anytime after opening.

Employees who elect to leave early in bad weather will also be required to_ use personal or
other leave for any scheduled hours not worked. ' :

If an employee has already schedu!ad_’rime off for a day when WLS closes because of bad
weather, the employee will be charged 'f_or that fime.

Part time and hourly employees are p(}ld only for ’rhe time scheduled to work on the
emergency closing daiy.

In the event of inclement weather or ofher emergencies, WLS maintains a telephone number
which staff shouid call to find ou‘r whether or not ’rhe WLS offices will be open on that day.

SECURITY

Staff are expected to be setufify conscious about safety and property. Incidents of lost or
suspected stolen property caused by theft, misappropriation, malicious destruction or other
criminal act should be |mmed|c1’re|y reported to o supervisor.

ACCIDENT REPORTING PROCEDURES

WLS strives fo provide a sofe and healthful working environment, free from occupational
hazards. When a work-related injury or illness occurs, it is the employee’s responsibility to
inform his/her supervisor immediately.

Employees who are disabled due to a work-related illness or injury are eligible to receive
disability benefits under the Workers” Compensation policy. The amount of the benefit is
dependent upon the disabled employee’s compensation rate and guidelines established by
the State of New York.

Page 22



Westchester Library System Employee Handbook June 2074

WORKERS” COMPENSATION

Should a staff member suffer a work-related injury, disease or illness, s/he will receive benefits
under WLS’s Workers’” Compensation policy. To ensure the staff member’s physical
well-being and the correct processing of these claims, the appropriate supervisor should be
notified immediately about any injury occurring during and as a result of employment, no
matter how slight. When seeking medical attention, it is important that the staff member
indicate the injury was due to a work-related accident.
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SECTION [X: SEPARATION PROCESS

RESIGNATIONS

A written letter of resignation, addressed to the Department Head, is required of dll
employees infending to resign. The Department Head is responsible for forwarding the letter
of resignation to the Executive Director. Lefters of resignation are filed in the employee’s
personnel file.

To ensure a smooth transition, WLS asks that as much notice as possible be provided,
preferably no less than 2 weeks For positions at the moncgerlol level and higher, 4 weeks
notice is desirable. 7

RETIREMENT

Notification of retirement should be made in the same manner as a resignation (see above).

For employees contemplating retirement, the New York State Employees Retirement System
requires notfice prior to the intended retirement date. Information concerning State
requirements for making application for refirement benefits may be obtained from the
Operations Manager or online from the New York’ Stcn‘e Employees Retirement System
(hitp://www.osc.state.ny.us/retire/). -

For post-refirement health insurance coveraqe WLS has set the 12/31/2008 health
insurance premium as a benchmark. An employee who has worked a minimum of 10 years
for WLS, and who is within 5 years of the date on which s/he is enfitled to receive a retirement
c:Howcmce is eligible for post-retirement health insurance through WLS and will be
responSIble for payment of any amount above the 2008 health care premium. In accordance
with the rules and regulations of the Department of Civil Service, the employee must pay the
full premium;, “with -no break in coverage, from ?he time of separation until reaching age
eligible for receipt of the pen3|on

WLS will reimburse refireés. for Médicare premiums, provided they are eligible for posi-
retirement health insurance through WLS.

TERMINATION -,

Za

Violations of WLS pol:c:es, fules and regulations, or poor job performance may result in
discharge from employmenf. Termination for misconduct will result in forfeiture of
termination benefits except those required by law. Payment of final salary owed to resigning
or terminated employees will be made available on the next regular payday or sooner,
consistent with applicable law.
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LAST WORK DAY

Employees are responsible for ensuring that all paper and electronic files are accessible to
WLS prior to the last day of employment. All information created by the employee for WLS is
the property of WLS and cannot be shared with any parties outside the organization.

Employees are expected to return any WLS issued property by their last work day.
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SECTION X: _ WLS POLICIES

The full fext of the following policies can be found in Appendix A:
EQUAL EMPLOYMENT OPPORTUNITY
ANTI-HARASSMENT
WORKPLACE VIOLENCE
ELECTRONIC DATA AND TELECOMMUNICATIONS
EXEMPT AND NON-EXEMPT EMPLOYEE PAY
PROGRESSIVE CORRECTION
CODE OF ETHICS AND CONFLICT OF INTEREST
RECORDS RETENTION “ '
WHISTLE-BLOWER PROTECTION
INTERNET USE

PRIVACY

B‘e—wewaﬁﬁe—rﬁe]ﬁde-%hese*
PURC HASING :

CREDIT'CARD USE

GIFT ACCEPTANCE
—BQAR&MEE%NGWQWF@NMM@DE@G@NEEREN@NG

SEXUAL HARASSMENT

SEXUAL HARASSMENT COMPLAINT FORMS
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XI. ACKNOWLEDGEMENT OF RECEIPT OF EMPLOYEE HANDBOOK

The Employee Handbook is an important document infended to help you become acquainted

with WLS.

Please sign below to indicate your receipt and acknowledgment of this Employee Handbook.

| have received and read a copy of WLS's Emp\oyee:andbook | understand
that the policies and rules described in it are su_ ;eci to change ot the sole

discretion of WLS.

| further understand that my service is_términable at w:ll el’rher by myself or
WLS, regardless of the length of my serv}c:e

| understand that no contract of employmen’r has been expressed or implied,
and that no circumstances c_lusmg out of my service will alter my “at will”, status.

My signature below mdlcc:‘res that 1 have read and understand the above
statements and that | have received a copy of the WLS Employee Handbook.

Employee’s Printed Name:

Em ploy.ée"'s'-fgfg;j.h-o’r()re: :

Position: : Date:
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