AKWESASNE LIBRARY AND CULTURAL CENTER

PERSONNEL MANUAL  

The objectives, financial support, and organizational structure of the Akwesasne

Library and Cultural Center are described in the Center By-Laws.

Work Week-Days and Hours

Full-time employees of the Center are those working 30 – 40 hours per week on a Monday through Saturday week schedule. Forty hour a week employees have an  inclusive ½ hour lunchtime break and those employees working 30 -35 hours per week have an hour unpaid lunch/dinner break. 

Part-time employees are those working less than thirty hours per week but

not less than twenty (29-20 hours).

Hourly employees are paid on an hourly basis and are not eligible for vacation,

holiday, or paid leave.
Leave Regulations
Paid Time Off
The Library provides, as a benefit, paid time off (PTO) for its eligible employees. The purpose of PTO is to provide employees with flexible paid time off from work that can be used for such needs as vacation, personal or family illness, doctor appointments, school, volunteerism, and other activities of the employee's choice.
Eligibility
Full-time Employees are eligible for vacation leave and bonus vacation leave. Employees who normally work twenty (20) or more hours per week but less than forty (40) are  eligible for vacation leave and bonus vacation leave on a pro-rated basis.

Accrual and Carryover Vacation time begins accruing with the first day of employment. 
Vacation time is computed on the number of hours for which an employee is paid, excluding overtime. If the employee is on a paid authorized leave, he or she will continue to accumulate vacation time. 
Probationary employees shall accumulate vacation, and will be allowed to take vacation time after the probationary period concludes.
Vacation is computed based on the following schedule:
	Years of Service
	40 Hours 
	Max PTO Bank
	30   Hours
	Max PTO Bank 

	
	
	
	
	

	>1 Year
	4.62
	200
	3.46
	150

	1-4 Years
	6.15
	200
	4.62
	150

	5-9 Years
	7.69
	200
	5.77
	150

	10+ Years
	9.23
	200
	6.93
	150


Revised and Board Approved 9-08-22
Requests for time off should be submitted 2 weeks in advance to a supervisor and the supervisor may approve or deny the request based on Library resources. The library is flexible in approving time off when doing so would not interfere with library operations. PTO must be used in no less than 30-minute increments.

Situations may arise where an employee needs to take time off for their illness or the illness of a family member. In these cases, the employee should notify their supervisor as soon as possible and no later than one hour before the start of their shift. 

A staff member will be asked to provide a note from a healthcare provider for an unscheduled absence of 3 or more consecutive scheduled work days.

PTO and Separation from Employment

Upon separation from employment for any reason, whether voluntarily or involuntarily, an employee will be paid out remaining unused time accrued in his or her PTO Bank, per Director discretion.
Bereavement Days

Full-time and part-time regular employees are entitled to time off with pay in the event of a death in the family. Up to five (5) consecutive regular working days may be taken for a death in the immediate family.  This includes a spouse or live-in-partner, mother, father, daughter, son, brother, sister, grandparent and grandchild. Additionally, mother-in-law and father-in-law will be included in the immediate family category.  

One (1) day of paid bereavement leave will be granted for an aunt, uncle, niece, nephew, first cousin and all other In-laws.  Up to six days maximum of bereavement leave may be taken in a calendar year. Additional requested time off may be granted under personal or sick time. 
A written request should be submitted to the Director.  No paid bereavement days are given to those employed on an hourly basis.  Those wishing to attend a funeral for a distant family relative or close friend may utilize time from their vacation or personal time.  Revised and Board Approved 3-24-09



Holidays       
The Library shall celebrate the following holidays off with pay for regular full-time employees:
New Year’s Day, Martin Luther King, Jr Day, Washington’s Birthday, Easter, Memorial Day, Juneteenth, Independence Day, Labor Day, Indigenous Peoples Day, Veterans Day, Thanksgiving Day, Indigenous Heritage Day (Day after Thanksgiving), Christmas Day, and Day After Christmas.
The Library Director upon approval by the Board of Trustees reserves the right to change holidays for employees. In the event a holiday other than a personal holiday falls upon a Sunday, the following Monday shall be deemed to be the legal holiday. Full-time and part-time employees will be paid their regular hours if the holiday falls on their regular work day. If a holiday falls on Saturday the Center will be closed on Saturday. Holidays falling in a vacation period are not counted as part of the vacation allowance.  

Members of religious groups having special observances on days not observed by the Center may request absence using personal or vacation time.

The Akwesasne Cultural Center Board of Directors will determine on a year to year basis the holiday schedule for the Center staff.  Revised and Board Approved 2-19-09
Weather Leave


The Executive Director may permit leave with pay on account of extreme winter weather or other extraordinary weather conditions.

Leave of Absence

Short leaves of absence (up to six months) without pay may be granted with the approval of the Executive Director.

Extended leaves of absence (six months to one year) without pay will only be granted under exceptional circumstances, subject to approval by the Executive Director.  Requests for such leaves should be made in writing at least one month before the time desired.  A request for return to work from an extended leave of absence must be received by the Center no less than two weeks before the requested date of return.  An employee is eligible for a leave of absence after at least one year’s employment.  The employee must work at least one full year between leaves of absence.  Benefit time accrued before lease shall be retained, but no further time shall be accumulated.

Permission to Take Courses


The Center strongly encourages employees to take advantage of opportunities for education and professional development.  Permission to take job-related courses on Center work time may be granted by the Executive Director.  Such study, however, should not place undue strain upon the individual or upon other employees.  There would be a limit of one course per semester.

Jury Leave

Full-time employees who are required to serve as jurors or as witnesses in court may be granted leave with pay.

Military Leave


Full-time staff members who are members of the National Guard, Naval Reserve, or Army or Air Force Reserve may be granted leave without pay or use vacation time for active reserve or military duty.

Maternity/Paternity Leave


Either the mother or the father shall be eligible for an unpaid leave of six months at the birth or adoption of a child.  Effective date will begin at the end of the period of disability on the birth or adoption of the child.  In the event the parent requires more time, sick time will be allowed as paid time before unpaid period begins.  Employees returning as specified under the provisions earlier described (see “Leave of Absence”) shall be reinstated at the salary effective immediately prior to the leave.  Benefit time accrued before the leave shall be retained, but no further time shall accrue during the period of the leave.  Policies requiring written permission to take a leave and to return from a leave, as previously written, shall apply.  No maternity/paternity leave is given to those employed on an hourly basis.

Other Employment Regulations


The Center expects each staff member to be available during regular work hours for Center business only.  Non-Center activities must be performed on the employee’s own time.

Revised 11-05
Travel Regulations

Arrangement for attendance at work-related meetings, conferences, institutes, etc., are made as much as possible on a rotating basis.  Permission to travel to attend meetings, conferences, institutes, etc. at the Center’s expense may be granted to staff members by the Executive Director.


Overnight travel.  The per diem rate will be allowed for meals $50(in large cities), and the State range for lodging depending on location will also be used.  If expenses are over the adjusted State rate, a written explanation should be included with travel voucher.


Non-overnight travel.  The Center will pay a flat rate for meals for staff.  The traveler must leave home before 7:00 a.m. to qualify for breakfast reimbursement and return home after 7:00 p.m. to qualify for dinner reimbursement.  The flat rate is currently $8 for breakfast, $14 for lunch, and $22 for dinner.   Revised 7-09

When one’s private vehicle must be used in Center business, the employee will be reimbursed at a rate determined by the Library Board of Trustees.  Parking fees and tolls paid when on Center business will also be reimbursed.  Tips and gratuities in connection with taxis, meals, and lodging are allowable.  All receipts for reimbursement should be individual and must include date and place.
Fringe Benefits 





Health Plan

All employees working 20 or more hours per week, except hourly employees, are eligible for the Center’s health plan after the 90 day probationary period of satisfactory service. 100% of premiums are paid by the Center for single coverage only, no family plan coverage.  Effective January 2014 all Center employees must have health insurance or wave the option of insurance coverage through the Center. 

Retirement Plan.  All employees, except hourly employees, are eligible for the Center’s retirement plan after [one] two years of satisfactory service.  After the probationary period, the Center will contribute to the individual’s Prudential retirement plan an amount equal to 5 percent of his/her salary, retroactive to his/her beginning date of employment.  Persons already on Prudential retirement plan will continue that plan immediately.  The Center will contribute an amount equal to 5 percent of salary.







Revised and Board Approved 2-19-09 
Unemployment Insurance


Center employees are covered by New York State Unemployment Insurance.

Salary Deductions


Salary deductions will be made for state (if necessary) and federal withholding taxes, Social Security, and other deductions.

Appointment of Staff


Selection of staff members is based solely upon the requirements of the position, with due attention to educational and technical qualifications as well as personality, intellectual ability, and general aptitude for the position involved.  Whenever, possible, promotions to higher level positions are made from within.  However, the Center is also free to seek candidates from other sources in an effort to insure that the vacancy is filled by the best person available. Purely personal considerations do not enter into the selection of staff members nor is there discrimination, nor favoritism because of race, sex, age, marital status, political opinions, or religious beliefs.  The Center is an Equal Opportunity Employer. 


Job applicants are interviewed and appointed by search committee.
Evaluation of Performance


Periodic performance evaluations are essential to a just and intelligent personnel policy in order to benefit both the Center and the individual.


A performance evaluation report will be completed for each staff member at the end of his/her probationary period and at least once a year.  Evaluation reports will be kept in a personnel file but may be seen upon request by the person rated or by the supervisor concerned.  Each person’s job description will state who will be doing that employee’s evaluation and how often.  Job descriptions should also indicate which position that employee is responsible for evaluating.


Probationary Period.  The probationary period for the professional librarians on the staff (Executive Director, Head of Bibliographic Services, Regional Services Coordinator) will be one year.  The probationary period for the nonprofessionals will be six months.  (present 90 days )[90 days]

Salary Payment.  Salaries are paid by direct deposit and checks, which are distributed bi-weekly.  When pay day comes on a holiday, checks are distributed on the previous work day.


Salary Increments.  Salary increments for Center staff will not be automatic.  Increments will be based on the individual’s performance, his/her length of service, and the Center’s financial condition.


Salary increments, when given, will be on an annual basis, effective July 1.  [January 1] Employees hired after July 1 will receive an increment based on the factional part of year they have served.  Increases will not be based on the end of a probation period.


Salary ranges associated with each job description will be discussed annually by the Board of Trustees and may be changed based on the cost-of-living adjustment, changes in individual job descriptions, or the Center’s financial condition.  When an employee reaches the top of the salary range for his/her job description, the salary would not be raised above the top of the salary range but each year the employee may be given a one-time bonus payment based on job performance.

Grievance Procedure


If a grievance arises, the person’s immediate supervisor will try to solve the problem.  If no satisfactory solution is found or if the staff members thinks that his/her problem has not been considered fairly, he/she may appeal it in writing to the Executive Director and, if then not satisfied, to the Board of Trustees.

Disciplinary Circumstances


Staff members should be aware that forming a pattern for abusing the privilege of personal or sick time (for example, calling in for sick or personal time after a paid holiday or weekend three times within two months) would call for disciplinary measures.  Such an infraction would require specific measures, such as not being paid for the last day taken.

Termination of Service


Resignations.  Resignations are submitted in writing to the Executive Director.  Executive Director’s resignation shall be submitted to the Board of Trustees.  Eight weeks notice is requested for the Executive Director, thirty-calendar days notice is requested under ordinary circumstances for professional positions, and fourteen calendar days notice for nonprofessional positions.  If possible, longer notice should be given.  Exit interviews are held with all staff members whenever possible before termination of service.  Unused vacation may not be used as part of the notice period.

Retirement


Permanent employees working [twenty-eight] thirty hours per week or more are eligible for retirement under the policies of the Center’s Prudential retirement plan.

Dismissal


Dismissal of the Executive Director is made by the Board of Trustees.  Dismissals of other staff are made by the Executive Director.  If a serious problem of this nature cannot be resolved and the employee is given notice of dismissal, he/she will be afforded the opportunity to present an appeal to the Executive Director and to the Board of Trustees.  A minimum of eight weeks notice of dismissal will be given to the Executive Director, one month’s notice to the professional staff members, and at least two weeks for nonprofessionals.

Separation for Financial Exigency or

Discontinuance of an Activity


In the event of clearly evident financial exigency or discontinuance of an activity, it may become necessary to terminate the services of staff members.  If so, notice will be given to the employees as far in advance as possible.  Every assistance possible will be given an employee in finding a suitable position elsewhere.

Sexual Harassment Policy


It is the policy of the Akwesasne Library and Cultural Center that all employees should be able to enjoy a work environment free from all forms of discrimination, including sexual harassment.


It is expressly against the policy of the Center for any employee to engage in sexual harassment.  Sexual harassment is defined as any unwelcome sexual advancement, request for sexual favors, or other physical or verbal 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; or

2. submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting that individual; or

3. such conduct has the purpose or effect of unreasonably interfering with an individual’s professional performance or creating an intimidating, hostile, or offensive employment or living environment.

Conduct that is harassing to employees will not be tolerated.  Any employee will

be subject to disciplinary action for violation of this policy, up to and including termination.  Sexual harassment is illegal under both state and federal law and may be the basis for civil action and criminal prosecution.

Any Center employee having a complaint of sexual harassment is urged to notify 

the Executive Director or the President of the Board of Trustees.  The person to whom the complaint is brought will help the complainant resolve the complaint formally or, if the complainant so chooses, help the complainant draft a formal complaint.  Formal complaints are made to the Budget/Personnel Committee, which will conduct an investigation of the complaint.  In conducting the investigation, the committee may interview complainant, the accused, and other people believe to have the pertinent factual knowledge.  At all times, those conducting the investigation will take steps to protect the confidentiality of all parties.  At the time the investigation commences, the accused will be informed of the identity of the complainant, the allegations, and the facts surrounding the allegations.  The investigation will afford the accused a full opportunity to respond to the allegations.


An investigation has several possible outcomes:

1. The Committee may reach a judgment that the allegations are untrue.  In this 

case all reasonable steps will be taken to restore the reputation of the accused,

if it was damaged by the proceeding.

2. The Committee may negotiate a settlement of the complaint.

3. The Committee may reach a judgment that the allegations are true.  In this

case the violator will be subject to discipline up to and including discharge.

Both parties will be informed promptly about the outcome of the proceedings.


No employee shall be subjected to any discipline or adverse treatment because the employee made a complaint of sexual harassment.  All appropriate confidences shall be maintained.


One making a false or malicious complaint is subject to disciplinary action.

Drug-Free Workplace Policy


Because the Akwesasne Library and Cultural Center is a federal grant recipient and/or a federal contractor within the meaning of the Drug-Free Workplace Act, the Center is required to take steps toward maintaining, and to certify contracting and granting federal agencies that it maintains, a drug-free workplace.  In compliance with the Drug-Free Workplace Act, the Center adopts the following plan.


The Akwesasne library and Cultural Center is committed to the development and maintenance of a drug-free environment.  In accordance with the Drug-Free Workplace Act, the Center will not tolerate the unlawful possession and use of controlled substances (drugs) on its premises.  The Center prohibits all employees from engaging in the unlawful manufacture, distribution, dispensation, possession, or use of alcohol, controlled substances, or related paraphernalia in the workplace.


Compliance with the provisions of this policy shall be a condition of employment at the Center.


Any employee engaged in such prohibited conduct, or convicted of a workplace drug violation, shall be subject to discipline up to and including discharge.  The Center will weigh all relevant facts and circumstances in reaching a decision to discipline.  The Center shall retain, without regard to and independent of its decision to impose discipline, the right to require such employee to participate in and successfully complete a drug-abuse assistance or rehabilitation program.  An employee’s refusal to participate in or failure to successfully complete the program may itself be grounds for discipline.


In compliance with and as a condition of continued employment, any employee convicted of any criminal drug statute violation is required to notify the Center within five (5) calendar days following such conviction.  The term conviction means a finding of

guilt by any judicial body charged with responsibility to determine violations of state or federal criminal drug statutes.


Any supervisor having knowledge or receiving notification of an employee’s conviction shall immediately provide, in writing, notice to the Executive Director or the President of the Board of Trustees.


Good faith efforts on the part of the Center to establish and maintain a drug-free workplace will include ongoing drug awareness educational programs and dissemination implementation and enforcement of this policy.


Each employee, as well as “new hires,” will be notified of this policy with emphasis on the obligation for compliance as a condition of employment.
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Dress Code

Personal Appearance

Each employee is requested to use good judgment in their mode of attire during the course of business hours at the Cultural Center. Dress must be appropriate and professional for the environment in which the employee works. Allowable dress does include T-shirts and jeans, however denim should be hemmed, no cut offs.  Shorts 

may be worn at the Bermuda short [knee] length. All clothing should be clean and in good condition. Casual footwear, including sneakers and sandals are allowed. 

Prohibited dress includes too short a hem line, ragged hems, torn clothing, excessively worn or otherwise in poor condition. Additionally, clothing with plunging necklines, 

see-through garments, clothing that does not cover shoulders and flip-flop footwear. 

The Supervisor may ask an employee with inappropriate or prohibited attire to go home and return to work with appropriate attire for the workplace. 

Along with professional dress personal grooming is important and should be considered as part of the employees overall appearance. Employees should maintain personal cleanliness.  

Added June 2008

In regards to body piercings and tattoo’s: 


- Ear piercings are allowed. 


- No visible facial piercings during work hours.


- Tattoo’s and other body art should be covered while at work.   
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Employee Conduct 


Every employee is responsible for his/her own actions, behavior and performance. 


Employees will be subject to disciplinary action, suspension or termination if participating in, but not limited to, the following activities:


1. Inappropriate behavior – a. acts in a rude or disorderly manner in the workplace, refuses to speak to a fellow employee or carries personal disagreements in the workplace.


b. Uses abusive or insulting language or gesture towards a fellow employee, the employer or a member of the community during working hours.    


c. Willfully, carelessly or negligently causes waste, loss or damage to property belonging to the Cultural Center, a fellow employee or client.  


2.  Insubordination – refusal to obey legitimate job related orders or to accept assignments. Lack of respect for authority. 


3.  Breach of confidentiality - knowingly, carelessly or recklessly divulges any information of a personal nature relating to fellow employees, patrons or community members. 


Work Rules


1. Excessive tardiness - is consistently late for work, absent without leave or just cause, or leaves the workplace when scheduled to work with out notification or permission of their supervisor.

2. Excessive absenteeism - intentionally and consistently abuses sick leave or uses a leave of absence for reason other than the purpose for which it was granted.  

3. Unsatisfactory job performance. The personal conduct of an employee should be consistent with the level of professionalism required by the position they hold within the Cultural Center. 

4. Unauthorized use or signing of another employee’s time card or recording the time of another employee.


5. Theft of, misappropriation of, or willful damage to Cultural Center property or funds.  


Failure to account for or make prompt return of any money or other property received in an official capacity. 

Not Allowed:


- Use of alcohol or illegal drugs in the work place.



- Smoking is not permitted in the Center. 



- Illegal possession of firearms or weapons. 


Progressive Discipline 

Disciplinary action may call for any of 3 distinct types – verbal warning, written warning with a suspension without pay, or termination of employment – depending on the severity of the problem or the number of occurrences. Progressive discipline means that, with respect to most disciplinary problems, a first offence may call for a verbal warning; a written warning and a suspension may follow a next offense; and, still another offense may then lead to termination of employment.


All decisions regarding discipline of an employees actions will be reviewed by an appointed committee of the Board of Directors. 



