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ACKNOWLEDGMENT AND RECEIPT OF EMPLOYEE 
HANDBOOK 

 
I have received a copy of the employee handbook which covers the personnel policies of the Hedberg 
Public Library.  I understand that I am to read and become familiar with the contents. If I have 
questions, I understand that I should talk to my supervisor or the library HR Coordinator. 
 
Further, I understand that: 
 
This handbook is not intended to, nor does it create promises or representations of continued 
employment.  Every employee has an at-will relationship with Hedberg Public Library.  This means 
that I am free to resign my employment at any time, just as HPL is free to terminate my employment, 
for any or no reason, with or without cause or the use of progressive discipline, at any time. 
 
This handbook represents the personnel policies of the Hedberg Public Library at the time of 
employment, though it is not intended to be all-inclusive. The employee handbook, policies, benefits 
or other employment and/or compensation materials you may encounter at HPL are not employment 
contracts. 
 
Apart from our policy of at-will employment and those policies required by law, HPL may change its 
policies or practices at any time without prior notice. 
 
Further, I understand that this document will become a part of my personnel file. 
 
 

 
______________________________________  ________________________________ 
Employee Name (Please Print)                         Department 
 
 
_____________________________________________  ______________________________________ 
Signature                                                    Date 
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WELCOME 
 
 
Welcome to the HPL organization.  The library has an excellent team of employees and I am glad you 
have joined us. I believe you will enjoy working at the library. We will do our best as your employer 
to give you the support you need to do the best job you can, and I know you will perform your job to 
the best of your ability. 
 
I hope you find this handbook helpful.  It provides you with the personnel policies of the library and 
will help orient you to the culture of this organization. There may be more detailed resources located 
in each department, at the City of Janesville or online that you can consult for additional information. 
Whenever you have questions, always feel free to ask your supervisor, the library HR Coordinator or 
myself. 
 
In addition, we value your input and would be interested in suggestions you have for ways to 
improve communications with you. 
 
Once again, welcome to the HPL staff.   

 
 
 
 

Bryan J. McCormick 
Library Director 
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INTRODUCTION 

 

LIBRARY HISTORY 

The Janesville Public Library began operation in 1884 as a result of a referendum at which 1,209 people 
voted in favor and 39 against its formation. Prior to that, the library was basically a privately supported 
reading room. The library moved from rented quarters to its first official home in 1903. The new library, 
located on Main Street across from the Court House, was built with $30,000 from Andrew Carnegie and 
other donors. The City agreed to appropriate $3,000 for library operations. The library outgrew these 
quarters in the early 1960s and a new library was built in 1968 at 316 S. Main Street.   

Just 20 years later, the library began planning for expanded space. With $4.6 million donated by Don and 
Gerry Hedberg, local philanthropists, as well as City and other donated monies, an expanded and 
completely renovated library was completed and opened in 1996. The name was changed to Hedberg 
Public Library at that time. 
JATV Media Services moved in to the new library in 1997 and since then they have been a division of the 
library. 

OUR MISSION AND CORE VALUES 

 
WE ARE YOUR LIBRARY: 

• Providing a welcoming and accommodating environment  

• Building and maintaining diverse and useful collections  

• Maximizing access to information and materials  

• Creating partnerships throughout the community  

• Meeting and exceeding expectations of those we serve 

 
CORE VALUES 

• Value and respect our public 

• Value and respect our employees, volunteers, and Friends of the Library 

• Maximize access and use 

• Maintain the highest possible standards 

• Maintain an open and creative learning organization 

  

STRATEGIC MISSION 

We have developed a renewed a strategic plan that we believe will meet the needs of our patrons and our 
community. Whether you’ve been visiting the library for years or have never walked through our doors, 



-------------------Hedberg Public Library – Personnel Policies and Employee Handbook --------------------- 

 

2 

 

we hope these goals will make our services more accessible, more attractive and even easier for you to 
use. After all, we are your library. 

GOAL: PRIORITIZE SERVICES 

∗ Evaluate library programming 

- Discontinue and/or modify programs that no longer reach the intended market. 

- Offer programs that are timely and responsive to the current needs in the community.  

∗ Identify the Top 5 target audiences and develop services for these audiences. 

∗ Re-allocate staff, volunteers, materials and space to accomplish program goals. 

GOAL: MAINTAIN THE LIBRARY FACILITY 

∗ Evaluate the facility in relation to: 

- Identified programming and services. 

- Patron and staff needs  

∗ Design a more efficient floor plan/layout. 

∗ Create a 5-year plan for capital projects. 

GOAL: COMMUNICATE OUR MISSION AND VALUES  

• Increase avenues of communication and training for library staff. 

• Improve marketing of library programs and services to target audiences. 

• Maximize partnerships with the Friends of the Library, city departments, schools, service groups 
and businesses.  

 

PHILOSOPHY OF SERVICE 

In Our Effort To Build Community, the Hedberg Public Library Staff Will: 

• Create a welcoming atmosphere 

• Deliver superior service 

• Provide all customers with an experience that inspires them to return 

 

With Customers and Coworkers, we are: 

• Welcoming 

o Friendly, accommodating, understanding and positive in our approach. 

• Creative 

o Flexible, innovative, playful and imaginative in finding new ways to serve. 
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• Trained 

o Expert, accurate, efficient, responsible and knowledgeable in our interactions. 

• A Team 

o Empowered, empowering, sharing and collaborative. 

 

To Best Serve, we will: 

• Build Bridges 

o Interact with others, connect customers to materials, maximize access to services, foster 
relationships, reach out and educate.  

• Increase Satisfaction 

o Anticipate and discover needs, seek new approaches, and overcome obstacles to “make it 
happen”. 

• Bend the Rules 

o Make reasonable exceptions, do the right thing in the best way, err in the customers 
favor, explore possibilities to find the best solution. 

• Treat Others As We Wish To Be Treated 

o Smile, acknowledge, respect, keep an open mind and assume our customers are 
trustworthy and honest.  

 

We Strive to Provide: 

• A Growing Library 

o Recreational and informative opportunities through learning, reading, and exploring. 

• Exceptional Services and Collections 

o Easy access to your library in person, by phone, and online. 

• A Gathering Place 

o A pleasant and comfortable environment. 

• The “Jewel” of Janesville 

o A valued and vital community focal point. 

 

Our Services Are: 

• Responsive 

o Customized, equitable and at the highest possible standard. 
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• Beyond Basics 

o Exceeding expectations to provide customers with what they want, when and how they 
want it. 

• Customer focused 

o Inclusive, diverse and designed to stimulate the imagination. 

 
GOVERNANCE 

The library is governed by a nine-member Board of Trustees appointed by the City Council.  This Board 
has control over library expenditures and policies.  The Board submits a budget request to the City 
Council each fall.  The Council decides the tax appropriation amount for the library but does not 
determine how those funds are used. 

The library is part of the City of Janesville, but state law provides that the library is independently 
governed.   
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HOURS OF WORK, WAGES AND PAYROLL 

YOUR PERSONNEL RECORDS 
It is important that the Human Resource office has current information on you in case of an emergency 
and for administrative needs.  You are responsible for keeping the Human Resources Division informed 
of any change in your name, address, marital status, number of eligible dependents, or beneficiaries, and 
for providing appropriate Federal and State withholding information; accurately completing your time 
cards; and reporting absences. Most information can be provided to the Human Resources Division 
through the online HR Portal. If you need further assistance please contact the library personnel officer or 
the Human Resources Division. 

FLEXIBLE WORK TIME 
The Hedberg Public Library is open from 9:00 A.M. until 9:00 P.M., Monday through Thursday, 9:00 AM 
until 5:00 PM Friday and Saturday, and 1:00 PM until 5:00 PM on Sunday. Library employees can expect 
to be scheduled during the library’s normal business hours. Each position has scheduled hours and 
hourly rate included as part of the position description when it is posted. There are no shift premiums for 
weekends. 

The workweek is defined as seven (7) consecutive twenty-four (24) hour periods. The workweek begins at 
12:00 AM Sunday and ends at 11:59 PM Saturday.  

The goal of flex time and alternate work schedules is to provide the maximum flexibility to you while at 
the same time continuing to serve the public. The implementation of the Flex Time Program is the 
responsibility of the Department and Division Heads, so check with your supervisor in advance if you 
want to use flex time. 

PUNCTUALITY AND ATTENDANCE 
You are responsible for being on time for work.  When you are late or absent from work, other schedules 
and public services are disrupted.  When you know you are going to be late or absent, notify your 
supervisor as soon as possible.  If you do not notify your supervisor, you may be disciplined. 

NAME BADGES 
The library will supply you with a name badge, which you shall wear at all times. You will also be 
provided with a lanyard or badge holder to display your name badge. 

BREAKS 
HPL provides one paid 15-minute break in the middle of every three- or four-hour work period. These 
are provided with the intention of refreshing staff to maintain work quality. They are not legally 
required, do not accrue, and are not vacation time to tack on to the beginning or to the end of a shift.  

OUTSIDE EMPLOYMENT 
In most cases, the library approves its employee requests for outside employment.  However, such part-
time work may not interfere with your library duties, responsibilities, normal hours of work or overtime, 
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work performance, or compromise the library’s interests. Before accepting outside employment, check 
with your supervisor so that there is no conflict of interest between your library position and your 
outside work. 

PAY PLAN 
The library’s administrative pay plan assigns positions to pay grades with minimum and maximum rates, 
based upon a systematic approach that considers how jobs compare to each other, and other 
considerations, including market rates of pay, traditional pay practices and unique considerations of the 
library.  The pay plan is reviewed annually by the library director and generally follows the same 
schedule as the City of Janesville Administrative Pay Plan. A copy of the current Pay Plan is available at 
the back of the handbook. 

PAY DAY 
Payday is every other Friday. 

The library makes every effort to provide you with an accurate paycheck; however, sometimes errors are 
made.  If you have any questions about your rate of pay or think that an error has been made, notify your 
supervisor or the library HR coordinator immediately. 

DIRECT DEPOSIT 
All employees are required to use Direct Deposit to the financial institution(s) of your choice.  

PAYROLL DEDUCTIONS 
Automatic payroll deductions are made for Federal and State income tax, Wisconsin Retirement System, 
and social security.  Each year you receive a W-2 slip showing your total earnings for the prior year and 
the amount of taxes withheld.  Optional deductions such as medical benefits, life insurance, flexible 
spending accounts, disability insurance, United Way, and deferred compensation must be authorized by 
you in writing before a payroll deduction is made. 

OVERTIME 
Executive, professional, and administrative employees, as defined by the Fair Labor Standards Act, are 
exempt and are not eligible for overtime.  All other employees are non-exempt and are eligible for 
overtime pay at the rate of one and one-half (1 ½) hours for each one hour worked in excess of 40 hours of 
work during a seven-day work period. 

TIME CARD OR TIME RECORD 
Federal law requires that non-exempt employees keep accurate records of the time you work and time 
that you take off, either on a time card or time record. Employees must sign their time sheet and turn it in 
to their supervisor by the designated deadline each pay period.  
 
GENERAL WAGE INCREASE 
In accordance with library policy, you may receive a general wage increase each year on January 1, as 
approved by the Library Director and subject to funding. 
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MERIT PAY AND EVALUATIONS 
All merit pay benefits are approved by the Library Director and are subject to funding. 

To reward excellent job performance, a new or promoted employee is eligible to receive a merit pay 
increase after a six-month job performance review.  Thereafter, you are eligible to receive an annual merit 
pay increase of up to 3% (up to 5% for those under the mid-range in their pay grade) based upon your 
annual Spring job performance evaluation until you reach the maximum of your salary range, as 
approved by the Library Director and subject to funding.  

After reaching your salary range maximum and 10 years of Library service, full-time and part-time (who 
normally work at least 20 hours per week) employees will be eligible for a “merit/longevity” wage 
increase of up to 3% of your salary maximum, depending upon your overall job performance evaluation.  
This “merit/longevity” wage increase is not considered part of your base wage and must be re-earned 
each year. 
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PAID TIME OFF 

HOLIDAYS 
Employees in permanent positions are paid (part-time employees at a prorated basis) for the following 
holidays: 

New Year’s Day  Thanksgiving Day 
Memorial Day  Christmas Eve Day       
Independence Day  Christmas Day 
Labor Day  New Year’s Eve Day (1/2 day) 

In addition, three floating holidays are provided. 

VACATION 

We believe that you should have a period of rest and relaxation each year.  The amount of your eligible 
vacation is determined by the number of full years of service that you have completed. 

Current Vacation Calendar 

a. Full-time employees shall earn vacation leave at the following rates: 

0 - 5 years   1 1/2 working days per month (18 days per year)  

6 - 15 years   1 3/4 working days (21 days per year) 

Over 15 years   2 working days per month (24 days per year) 

 

b. Part-time employees shall earn pro-rated vacation leave at the following rates:    

0 - 5 years   1 working days per month (12 days per year) 

6 - 15 years   1 1/4 working days per month (15 days per year)   

Over 15 years   1 1/2 working days per month (18 days per year)  

Part-time employees working at least 20 hours per week receive vacation pay on a pro rata basis. 

The library follows a calendar year, January – December. Employees may carry over up to one (1) years’ 
worth of vacation into the following year. All other vacation and earned time off must be used in the 
calendar year. 

SICK LEAVE 
Full-time employees accrue one sick day per month. You may accumulate sick leave up to 120 days. At 
the end of the calendar year during which you accrued more than 120 sick days, you will be paid a daily 
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rate for each sick day more than 120.  Sick leave is charged at a minimum increment of one-quarter hour.  
If you use a sick day, you must call in and notify your supervisor as soon as possible. 

You are eligible to use sick leave after six months of employment.  After six months, your sick leave will 
accumulate retroactively from your date of hire.  Exceptions must be approved by the Library Director. 

Sick leave, not other time off, is meant to be used when you are sick.  Your supervisor may ask you to 
present a doctor’s note, or other evidence of illness.  If you are sick more than three days in a row, you 
must get a medical slip signed by your doctor authorizing your return to work.  You may use sick leave 
for the care of your child’s minor illness if alternative care is not available.  Sick leave is a privilege and 
not a right.  If you abuse this privilege, you will be subject to discipline. 

Part-time employees working at least 20 hours per week receive sick leave on a pro rata basis. 

SICK LEAVE PAYOUT 
Employees who accrue sick leave in excess of 120 days (prorated for part-time employees) will be paid for 
the number of excess days accrued at a per diem rate. Sick leave payout is paid out once annually. 

PERSONAL LEAVE 
After working one full calendar year and for each calendar year thereafter that you do not use any sick 
leave, you will receive two personal leave days to be used the following year.  If you use one sick day (or 
any portion of one day), you will receive one personal leave day to be used during the following year.  
Personal leave days must be used during the year in which they are earned; they cannot be carried over 
into a new calendar year. 

JURY DUTY  

Notify your supervisor when you are on call for jury duty, and as soon as possible if you need to report 
for jury duty. The library will pay you for your regularly scheduled hours while you are serving on a 
jury. Turn your jury duty slips in to your supervisor. When your month of service is over, you will be 
billed for the reimbursement you received from the County during the time you were also paid by the 
library. 
 

FUNERAL LEAVE 
You will be granted up to three days off with pay to attend the funeral of your spouse, parents, step-
parents, children, step-children, legal guardian, grandchildren, grandparents, brother, sister; domestic 
partner; mother-in-law, father-in-law, brother-in-law, sister-in-law; your spouse’s children, grandparents, 
and grandchildren. 
 
You will be granted up to one day off with pay to attend the funeral of an aunt, uncle, cousin, nephew, 
and niece of yours or your spouse. You will be granted eight hours of funeral leave with pay when you 
act as a pallbearer during regular working hours. 

SERVICE AWARDS 
For every five years of service an award and an extra (prorated) day off are imparted. 
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LEAVE OF ABSENCE 
 
Other necessary leaves are available, such as general leave (including maternity leave), and military leave.  
Requests for any leave of absence must be written and submitted in advance to the Library Director. 

 
FAMILY AND MEDICAL LEAVE (FMLA) 
You are eligible for Federal Family and Medical Leave and Wisconsin Family or Medical Leave as 
provided for in those Acts.  State and/or Federal Leave may be used for the birth or adoption of a child, 
or for the care of a seriously ill child, spouse, domestic partner, parent, or parent of a domestic partner, 
or for your care if you have a serious health condition.  Please refer to Federal or State rules regarding 
the use of FMLA and check with your supervisor. 

 
Please contact your Library Director regarding your eligibility for the State and Federal leave, and how 
these leaves coordinate with Library policy.  New employees must serve a waiting period before being 
eligible for any leave of absence.  
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MEDICAL BENEFITS, INSURANCE AND RETIREMENT 

HPL employees have an excellent benefit program. Eligibility for benefits depends upon your position 
and the average number of hours you are scheduled on a regular basis. 

 
MEDICAL BENEFITS 
Full-time employees have a choice between two Self-funded Health Plans. Your level of coverage vary by 
plan.  Please see Human Resources for more information.   
 
If you begin employment the first 15 days of the month, you will receive medical benefits immediately.  If 
you begin employment the last 15 days of the month, you will receive medical benefits the first day of the 
following month.  The Library has the right to change plan carriers; alter benefits, coinsurance, premium 
contributions; and add cost containment measures to the medical care plans as it deems necessary. 
 
Regular part-time employees who normally work at least 30 hours per week will be eligible for medical 
plan benefits as required under Wisconsin Act 289, and dental and vision benefits. 
 
You may decline medical benefits if you have coverage elsewhere.  Later, you may only enroll in the 
Library’s Health Plan if you have a qualifying event.  Contact the Human Resources Division for details. 
 
DENTAL BENEFITS 
The Library provides a dental benefit, with an annual maximum of $1,500.  The lifetime orthodontia 
maximum is $3,000, which is available for eligible dependent children only.  These benefits are available 
to full-time employees. 
 
VISION CARE INSURANCE 
The Library provides full-time employees with vision care coverage. The plan pays for vision exams, and 
an allowance towards the cost of eyeglasses and contact lenses. You have the option of purchasing 
dependent coverage through a payroll deduction. 
 
LIFE INSURANCE 
You receive a group term life insurance policy in an amount equal to your prior year’s annual salary.  In 
the event of accidental death, your beneficiary would be eligible to receive double the amount of your 
current coverage.  You may also purchase (1.) supplemental life insurance for yourself, equal to your 
prior year’s annual salary, and (2.) life insurance for your spouse and dependents at prescribed amounts. 
You are eligible for these benefits after six months. 
 
Please contact the library HR Coordinator or the Human Resources Division for information on this 
program. 
 
RETIREMENT BENEFITS 
The City pays 50% for your retirement (the employer portion) to the Wisconsin Retirement System 
(WRS). By State law, you are required to pay the other 50% (the employee portion). In addition, the City 
matches your Social Security contribution. 
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DEFERRED COMPENSATION 
The City offers four Deferred Compensation Program options to interested employees through a payroll 
deduction program. Additional information may be obtained from the Human Resources Division or HR 
Coordinator. 
 
COBRA ACT 
If you presently receive group medical, dental and vision plan coverage through the City, you may 
continue receiving these benefits for 18 to 36 months after you leave City employment, in accordance 
with the COBRA Act.  You must pay 100% of the premium cost. 

 

PROFESSIONAL DEVELOPMENT AND TRAVEL 

EMPLOYEE ORIENTATION AND TRAINING 
After you are hired the department in which you work will coordinate an orientation program to help 
familiarize you with the Library and your new job. 

EMPLOYEE TRAINING 
The library provides in-house and outside training programs, as necessary.  Your supervisor is 
responsible for recommending you for training programs, conferences, seminars, workshops, on-the-job 
training, and for assigning on-the-job trainers.  Training will be conducted during normal working hours 
whenever practical. 

Continuing Education training sessions are developed to increase employee competence and confidence. 
Please attend any CE sessions offered that relate to your position and are approved by your supervisor. 
On President’s Day and Veteran’s Day, the library is closed in the morning for staff training, and opens at 
noon. 

TRAINING-RELATED TRAVEL 
For outside training programs, e.g., conferences, seminars, workshops and other short-term training 
programs that you attend, related travel, meal, and lodging expenses will also be paid, but not alcoholic 
beverages. All training and travel must be approved by the Library Director, and is contingent upon 
funding. 

The library follows a per diem rate established by the US General Services Administration (GSA). 
Receipts must be turned in for any travel related cost or reimbursement and will only be paid up to the 
amount recognized by the GSA. 

PROFESSIONAL MEMBERSHIP 
Librarian’s, supervisors and other professional staff, at the discretion of the Library Director, may be 
reimbursed up to 50% of the cost of their membership in a library or other applicable professional 
organization.
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EMPLOYEE CONDUCT, DISCIPLINE AND DISCHARGE 

CONDUCT 
 
As a library employee, you are expected to behave in a proper, ethical manner at all times. The following 
guidelines are intended to serve as general examples of inappropriate behavior for which you may be 
disciplined, and so, the list is not comprehensive of all improper behaviors. 
 

∗ Incompetence or inefficiency. 

∗ Breach of security. 

∗ Insubordination or violation of any lawful official order or regulation.  Insubordination is 
defined as failure or deliberate refusal to obey an order or direction given by a supervisor, 
ridiculing a supervisor, or their orders or direction, whether in or out of the supervisor’s 
presence. 

∗ Accepting tips or unlawful gifts from third parties for performing library work. 

∗ Conviction of a criminal offense involving moral turpitude. 

∗ Negligent or willful damage or waste of public property. 

∗ Inexcusable absence without being granted leave. 

∗ Bringing, possessing, being under the influence, using, or consuming intoxicants or the 
consumption of alcoholic beverages (including the odor of alcohol), illegal drugs, controlled 
substances, or other narcotics while  performing work, or while on duty. Smoking where 
prohibited by City ordinance or rules. 

∗ Harassment or intimidation of any employee because of sex, race, religion, handicap, or other 
protected status. 

∗ Engaging in outside employment while on a leave of absence without prior library 
authorization. 

∗ Engaging in inappropriate use of a leave of absence. 

∗ Inappropriately using sick leave. 

∗ Excessive or chronic absenteeism or tardiness. 

∗ Failure to notify a supervisor in advance when the employee will be absent from work or is 
unable to report for work on time. 

∗ Failure to comply with the employee’s specific department or division work rules, policies, 
requirements, or directives. 

∗ Failure to conform to assigned work hours except as permitted. 

∗ Falsification or alteration of any library record or report, such as an employment application, 
medical reports, production records, time records, expense accounts, absentee reports, or 
shipping and receiving records; or assisting in such falsification. 

∗ Stealing, destroying, defacing, or misusing library property or another employee’s or citizen’s 
property. 
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∗ Provoking, instigating, or being involved in fighting, an altercation,  or engaging in assault 
while on the job, on library property; threatening, intimidating, bullying, or carrying out acts 
of violence to an employee, supervisor, City official, or visitor. 

∗ Sleeping on the job without authorization. 

∗ Violation of any provision of the Personnel Policy Manual. 

∗ Working unauthorized overtime. 

∗ Possessing firearms, other weapons, or explosives of any type upon City property without City 
authorization (unless employee is required to carry a firearm or other weapon as a condition of 
employment). 

∗ Deliberately restricting work output or encouraging another employee to do so. 

∗ Illegal, immoral, offensive, or indecent conduct during the workday or on library property that 
the employee knows about or should have known to be inappropriate. 

∗ Failure to comply with the City and Library Safety Program. 

∗ Using profanity or abusive language. 
 
DISCIPLINE AND DISCHARGE 
Administrative employees are at-will employees and serve at the discretion of the Library Director or a 
designee. The library’s determination to discipline, including discharge of employment, an 
administrative employee is final and may be without cause.  Progressive discipline may be administered 
by the library, in its sole discretion.  The at-will policy shall not be modified by any statements made to 
you or materials given to you. 
 
GRIEVANCE PROCEDURE 
Under State law, you have the ability to grieve a disciplinary unpaid suspension, discharge, or workplace 
safety violation through your supervisory ranks to the Library Board, whose decision is final. Please see 
City Personnel Policy 17 for more information. 
 
 
HARASSMENT 
In accordance with the Equal Employment Opportunity Commission proposed guidelines and the 
Wisconsin Fair Employment Law, other unlawful forms of harassment on the basis of age, race, creed 
(religion), color, handicap, marital status, gender, national origin, ancestry, sexual orientation, arrest or 
conviction record, or membership in the military are prohibited. 
 
The policy of the Hedberg Public Library is to provide a work place that is free from any unlawful form 
of harassment, including harassment on the basis of age, race, creed (religion), color, handicap, marital 
status, gender, national origin, ancestry, sexual orientation, arrest or conviction record, or membership in 
the military reserves. 
 
SEXUAL HARASSMENT & OTHER UNLAWFUL FORMS OF HARASSMENT 
Prohibited Sexual Harassment includes, but is not limited to: 
 

∗ Unwelcome sexual advances, flirtations, propositions or requests for sexual favors, 
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∗ Unwelcome verbal abuse of a sexual nature, including sexually degrading words to             
describe an individual and graphic or suggestive comments to or about an individual, 

∗ Unwelcome physical contact or gestures, 

∗ Making submission to (or rejection of) such conduct a factor in the employment              
decisions affecting the employee, 

∗ Permitting such conduct to interfere with an employee’s work               
performance, or to create a hostile, intimidating or offensive work environment; or 

∗ The display in the workplace of sexually suggestive objects or pictures, including nude and semi-
nude photographs and calendars. 

 
Behavior is considered harassment if it has the following effects: 

∗ Has the purpose or effect of creating an intimidating, hostile or offensive work environment; 

∗ Has the purpose or effect of unreasonably interfering with an individual’s work               
performance; or 

∗ Otherwise adversely affects an individual’s employment opportunity. 
 
EMPLOYEE RESPONSIBILITY 
All employees are responsible for assuring that the workplace is free from harassment. An employee who 
believes he or she has been the subject of harassment should take the following steps promptly: 
 

∗ His or her feelings should be expressed politely but firmly to the person causing the harassment, 
together with a request that the person cease such behavior immediately. 

∗ If the harassment continues, or if the employee believes some adverse employment consequences 
may result from the request that the harassment behavior be ceased, the  matter should be 
reported to the employee’s immediate supervisor, the department head, the library HR 
Coordinator, or the library director. The specific details concerning the harassment behavior 
should be stated in writing. 

      
INVESTIGATION OF COMPLAINTS OF HARASSMENT 
Any complaint of harassment shall receive the immediate attention of the library director.  After 
appropriate investigation, any employee found to have harassed another employee will be subject to 
appropriate disciplinary action, up to and including discharge from employment with the Library. 
 
It is the Library’s intent to provide each employee with a work environment which is free from 
harassment. 
 
BULLYING 
The Hedberg Public Library will not in any instance tolerate bullying behavior, whether intentional or 
unintentional. Bullying is “repeated inappropriate behavior, either direct or indirect, whether verbal, physical, by 
gesture, exclusion, or otherwise, conducted by one or more persons against another or others, at the place of work 
and/or in the course of employment.” Such behavior violates the Library’s Code of Ethics which clearly states 
that all employees will be treated with dignity and respect. 
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RETALIATION 
Retaliation against any employee for filing a harassment or discrimination complaint, or for assisting, 
testifying, or participating in the investigation of such a complaint, is illegal and is prohibited by the City 
of Janesville and by federal statutes. If you feel retaliated against, then notify your supervisor and/or the 
Human Resources Director immediately. 
 
NO VIOLENCE IN THE WORKPLACE  
The library has a zero tolerance policy against violence in the workplace or the threat of violence.  
Weapons are not allowed in the workplace or in City vehicles.  You must immediately report any 
workplace violence that you have received or witnessed.  The City will investigate and attempt to verify 
such reports and discipline appropriately. 
 
 
HIRING AN EMPLOYEE 
 
RESPONSIBILITY FOR RECRUITMENT AND SELECTION  
The library director is responsible for overseeing the recruitment and selection of all employees of the 
library. The director may appoint the HR coordinator to oversee the hiring process at his/her 
determination. 
 
EQUAL EMPLOYMENT OPPORTUNITY AND THE ADA  
The library is an Equal Opportunity Employer. All applicants and employees will be given equal 
consideration without regard to race, creed (religion), color, sex, national origin, disability (as defined in 
the Americans with Disabilities Act), ancestry, arrest or conviction record, marital status, membership in 
Military Reserve, sexual orientation, or age (except where such matters constitute a bona fide 
occupational qualification for proper and efficient functioning in the job). 
 
DETERMINATION OF NEED FOR NEW OR ADDITIONAL POSITIONS  
Requests for new or additional positions must be approved by the library director and contingent upon 
funding.  Requests to fill or restructure vacated positions must also be approved by the library director. 
 
RECRUITMENT 
All regular library position openings will be posted in-house and may be advertised as necessary.  
Temporary positions may be posted and advertised as necessary. 
 
The library may reimburse all necessary and reasonable travel expenses for job interview candidates. 
 
SELECTION 
All outside candidates for employment by the library will be required to apply online through the City. 
No paper applications will be accepted. Internal applicants who wish to be considered for posted library 
positions must follow the instructions as noted on the posting. 
 
Selection methods may include job-related pre-employment testing and/or background checks. 
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TYPES OF EMPLOYMENT  
Temporary – Limited term positions. No fringe benefits other than those required by law are available in 
these positions. 
 
Regular Part-Time -- Positions that are regularly scheduled less than 30 hours per week.  Employees in 
these positions may be eligible for a limited package of fringe benefits. 
 
Regular Full-Time -- Employees regularly scheduled for more than 30 hours per week.  Employees in 
these positions are eligible for all available fringe benefits. 

PROMOTIONS, TRANSFERS, DEMOTIONS 

PROMOTIONS 
The library’s policy is to promote employees whenever possible, provided that they are fully qualified 
and meet competitive standards. Position announcements are typically posted internally or via the City of 
Janesville website. The Library Director may also promote qualified employees to positions based on the 
needs of the library. If you are promoted, you will receive a 5% pay increase.  After six months, you will 
be eligible to receive a merit pay increase, based on your job performance evaluation. Both increases are 
based upon the Library Director’s approval.  
 
TRANSFERS 
A transfer is defined as a move to a different job in the same pay range.  If you are transferred, you will 
retain the same salary.  You will receive a six-month review for job performance purposes only. 
 
DEMOTIONS 
A demotion is defined as a move to a different job in a lower pay range.  If you are demoted through no 
fault of your own (e.g., elimination of position), you will maintain the same salary.  If you apply for a 
lower range job and receive it, then your pay will not exceed the salary maximum of the new position.  If 
you are demoted for disciplinary reasons, then your salary will be determined by your Department or 
Division Head in consultation with the Library Director. 

 

VACATING YOUR POSITION 

RETIREMENT 
If you are expected to work a minimum of 1,200 hours per year and expected to be employed for at least 
one year, then you will be included in the Wisconsin Retirement System (WRS). The City pays 50% of 
your retirement contribution (employer share). You pay the other 50%, or employee share. Full retirement 
eligibility is 57 years of age with 30 years of service.  You may retire as early as age 55 with a reduced 
benefit, depending upon your years of service. The Wisconsin Retirement System can answer any 
questions you may have regarding your retirement benefits. 
 
In planning for your retirement, please provide a non-binding one year notice to your Department or 
Division Head so that appropriate planning may be accomplished in the transition. A binding letter of 
intent to retire is necessary 90 days prior to retirement.  
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For employees with 10 or more years of service who retire from HPL, the City Council adopts a 
resolution commending the employee for his or her years of service, and presents the commendation on a 
plaque to the employee at a City Council meeting.  
 
In the recognition of an employee’s 20 years or more of service, the Board of Trustees will present the 
employee with a retirement gift. The presentation will occur at a library board meeting or other special 
occasion as appropriate.  
 
LAYOFF 
Short-term (12 months or less) and long-term (longer than 12 months with no expectation of being called 
back to work) layoffs may occur because of a decrease in services, change in work methods, or other 
conditions. To assure continued quality services, merit and length of service may be given consideration 
in determining the order in which employees are laid off. 
 
RESIGNATION 
You must give advance written notice of at least 14 days when you resign employment and you must 
work during the notice period. Managerial, professional and supervisory personnel must give at least 30 
days advance written notice. Supervisors are not allowed to request or demand that you sign an undated 
resignation. An exit interview with the library HR Coordinator or Human Resources Division will be 
scheduled to process your file for termination, authorize the release of your final paycheck, and review 
any final benefit payout and/or health plan continuation you choose to purchase. 
 
JOB ABANDONMENT 
An employee who, without valid reason, fails to report to work for three (3) consecutive work days 
without notifying their supervisor, or fails to return from approved leaves of absence (e.g., FMLA, 
worker’s compensation, unpaid leave of absence) on a specified return date, or walks off of the job 
without prior notice to their supervisor shall be considered to have abandoned their job without notice. 
The supervisor shall notify their department head and the Human Resources Division to initiate the 
termination of the employee. Said employee shall forfeit all accrued benefits.   

 

USE OF PUBLIC PROPERTY 

ACCESS TO LIBRARY PROPERTY 
You do not have a right to privacy when using the library’s offices, file cabinets, desks, lockers, and other 
library property and facilities.  Although the library does not prohibit you from bringing personal items 
to work, e.g., family pictures, plants, etc., you should not bring them if you do not want them exposed to 
the public.  You also do not have a right to privacy regarding the Internet sites you access or emails you 
write.  If you do not want them to be seen, then don’t click on the web sites or write, or respond to, the 
emails. 
 
Close and lock all doors, windows and other library property as identified by your supervisor, e.g., file 
cabinets, desks, in your work area at the end of the work day. 
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USE OF LIBRARY EQUIPMENT AND SUPPLIES 
You are responsible for proper operation, care, and conservation of library equipment, tools, and 
supplies.  You must report any accidents, breakdowns, malfunctions or thefts immediately so that 
necessary repairs or investigations may be made.  
 
TELEPHONE USE   
Your work comes first.  Personal telephone calls result in inconvenience to other callers and/or loss of 
valuable work time.  Telephones are intended for Library business and not for personal use except in 
cases of emergency or other specific personal business that cannot be conducted during non-working 
hours. 
 
INTERNET AND EMAIL 
Internet and e-mail use on library equipment is a privilege and is to be used for authorized library 
business and job-related purposes. Be courteous and professional at all times and be cautious about 
downloading sites or opening e-mail messages that may contain computer viruses.  Personal use of the 
Internet and e-mail system is only allowed during your non-working hours and when your work location 
is closed to the public and shall never be used for gambling, e-commerce, to conduct a business, to access 
offensive or pornographic sites, or any other personal or financial gain. Before being issued a work email 
a new employee must first read and sign off on the library Internet and Email Policy, found at the end of 
this handbook. 

 

GENERAL POLICIES  

PERSONAL APPEARANCE 
A core value of the library is to welcome all who come here, regardless of their race, creed, color, age, or 
beliefs. The library strives to provide a welcoming atmosphere to persons of all faiths and backgrounds. 
Staff should present a business-like appearance, and not wear clothes, buttons, or other symbols that are 
issue-oriented and controversial in the framework of our community. Expressions of personal point of 
view on such issues are not appropriate in the workplace. 
 
An employee's appearance reflects the library image to the public.  All employees are expected to be clean 
and to be concerned with good personal hygiene.  Moderation in dress, grooming, hairstyles, and body 
accessories and decoration is expected of all employees.  Unkempt appearance can offset many other fine 
qualities and can negatively reflect the library's image.  As all employees are in contact with the library's 
external and/or internal customers, the library asks that all employees refrain from wearing excessive 
fragrance (perfume or lotions) and tight or revealing apparel.  A business-like appearance precludes 
eating and chewing gum while working with the public. 
 
While it is desirable for staff to have a business-like appearance, employees whose responsibilities 
include shelving, building maintenance and other duties which require more physical work and/or 
working with dirty or messy materials and supplies may wear slacks and tops which are more casual as 
long as they are neat, clean and not torn and do not have blatant advertisements or slogans.   
 
Acceptable dress is at all times under the supervisor's, and ultimately, the library director's discretion. 
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If an employee reports for work improperly dressed, the supervisor will communicate to the employee 
the appropriate attire and may instruct the employee to return home to change.  The employee will not be 
compensated during such time away from work, and repeated violations of this policy will result in 
disciplinary action. 
 
On occasion the director may authorize exceptions to the dress code: Halloween or a Green Bay Packer 
theme day, for example. 

 

EMPLOYEES WITH DISABILITIES 
The Americans With Disabilities Act of 1990, as amended, prohibits discrimination on the basis of 
disability, and protects qualified applicants and employees with disabilities from discrimination in 
hiring, promotion, discharge, pay, job training, fringe benefits, and other terms and conditions of 
employment. The law also requires that covered entities provide qualified applicants and employees with 
disabilities, as defined by the Act with appropriate reasonable accommodation, if such accommodation 
does not impose an undue hardship.  

If you believe that you have been discriminated against based upon disability, contact your supervisor, 
the HR Coordinator or the Library Director immediately.  If you believe you have a qualifying disability 
and require some reasonable accommodation, contact your immediate supervisor or the Library Director. 

DRUG-FREE WORKPLACE 
In accordance with Federal law, you shall not unlawfully manufacture, distribute, dispense, possess, or 
use a controlled substance at work, while on library property, at work locations, while on duty or subject 
to being called to duty.  
 
If you misuse controlled substances, you may get help through the Employee Assistance Program.  
Regardless of participation in the EAP, satisfactory job performance must be maintained.  The EAP 
telephone number is 755-5260. 

INCLEMENT WEATHER 
If you are unable to come to work because of adverse weather conditions, notify your supervisor.  If the 
library remains open, you may take the time as leave without pay, floating holiday or vacation. If the 
library closes, scheduled staff will be notified by their supervisor and paid for any scheduled hours they 
are not able to work because of the closing. 

PERSONAL BOOK AND AV MATERIALS 
You may purchase books and AV materials at the library’s cost plus tax. When placing a personal order, 
you agree to pay Baker & Taylor’s charge for the item.  The exact discount, if any, is unknown until the 
material is received. Complete a personal order form and turn your order in to Technical Services. When 
your order is received, it will be delivered to your desk or basket. Enclosed you will find an invoice stating 
the amount that will be deducted from your next paycheck. Book covers are available from the Technical 
Services processing supervisor for a small charge. The Technical Services department is also available to fix 
AV materials at the same rate we charge other libraries for the same service.  
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SPECIAL BORROWING PRIVILEGES 
As an HPL employee, you are exempt from late fees on HPL materials. This exemption from late fees is a 
privilege, and you are asked to please return materials in a timely manner.  Jackpot items are exempt from 
this privilege. Please respect the renewal limits policy as employees are not exempt from following that 
policy. Employees who repeatedly abuse this privilege may lose the right to be exempt from late fees.  

PERSONAL FAXING AND PHOTOCOPYING 
There is no charge to send a fax locally.  Long-distances faxes are $.25 per page. You may make personal 
photocopies for $.05 per page. Request your department’s card to use the machines upstairs, or use the 
administrative photocopier downstairs. You may pay at the checkout counter, or use the box near the 
machine downstairs. 

 
SAFETY 
The Library is committed to providing a safe working environment for all employees. All work injuries, 
no matter how slight, must be reported immediately to your supervisor. Your department then notifies 
the Human Resources Division of the injury. The Human Resources Division, as part of administering 
the Library’s worker compensation program, reports the injury to the State in compliance with State 
regulations. If you are severely injured, then the Fire Department should be called for paramedic service. 
If the injury is minor but requires treatment, you may be sent to a local clinic.  If the injury results in time 
off from work, then you must obtain a medical report authorizing your time off from work and your 
return to work, and whether the return to work is based upon limited duty or full duty. 
 
SOLICITATION 
Employees may not engage in solicitation or in the distribution of materials of any type for any purpose 
during working time, except for that which is necessary to carry out their assigned job duties.  However, 
employees may engage in solicitation during their non-working time and may participate in the 
distribution of materials on their non-working time in the staff room as long as standards of neatness are 
maintained. For example, a staff member may leave a Girl Scout cookie order form in the staff room.  The 
three square tables should be kept clear for eating.  The long side tables against the wall are available for 
solicitations. 
 
SMOKING 
Smoking is prohibited in any enclosed, indoor areas of the Library Building. Smoking outdoors may not 
be within 25 feet of library entrances per state statute. Supervisors are responsible to make sure that the 
no smoking law and policy are followed. Employees are responsible to abide by the no smoking law and 
policy. Smoking is defined as “carrying and/or puffing on a lighted cigar, cigarette, pipe or any other 
lighted smoking equipment.” 
 
NEPOTISM 
Your family members may be considered for HPL employment provided that they meet the qualifications 
and their employment does not create a conflict of interest or a conflicting supervisor-employee 
relationship. 
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DEATH OF A CURRENT LIBRARY BOARD MEMBER OR STAFF MEMBER 
In the event of the death of a current library Board member, Friends Board member, Foundation Board 
member, or the death of a Board member’s immediate family, the Director and/or a designee may attend 
the funeral.  
 
In the event of the death of a current library staff member, or the death of a staff member’s immediate 
family, the Director and additional staff members may attend the funeral as appropriate. At the discretion 
of the Director the library may be closed for up to two hours so that all staff members may attend the 
funeral of a staff member. 
 
If the library is closed for a staff member’s funeral, staff members attending the funeral who were 
scheduled to work during the time the library is closed for that funeral, will be paid for the lost work 
time.  

 

LIBRARY AND CITY-SPONSORED PROGRAMS 

EMPLOYEE ASSISTANCE PROGRAM 
The Employee Assistance Program (EAP) offers counseling and other assistance to you and your 
immediate family members for personal problems that may or may not affect the workplace. The EAP 
telephone number is 755-5260. 
 
You may participate in the EAP on your own or you may receive a supervisory referral if personal 
problems are affecting job performance. If you are referred to the EAP you are not required to participate. 
The decision to seek assistance is your personal choice. Regardless of your choice to participate in the 
EAP, you are always responsible for meeting job performance expectations. An exception is if you receive 
a mandatory supervisory referral. In that case, you must participate, sign a release that only notifies your 
supervisor that you are attending your session(s) and following the therapist’s recommendations. 
Participation in the EAP is completely confidential. 
 
EMPLOYEE RECOGNITION PROGRAM 
You may earn an Employee Recognition Award for demonstrating overall excellence in your job.  The 
Library appreciates your work and wants to reward employees for outstanding job performance, 
attendance, or positive attitude; performing a special service; or increasing efficiency.  The purpose of the 
Employee Recognition Program is to develop a standard of excellence in the library through employee 
example and to recognize exemplary achievement. 
 
EMPLOYEE SUGGESTIONS 
The library encourages you to make suggestions for improving services, policy or work conditions. We 
hope that you will communicate suggestions directly to your supervisor. All suggestions are appreciated. 
 
 
THANK YOU FOR TAKING TIME TO READ THE EMPLOYEE HANDBOOK. IF YOU HAVE ANY 
QUESTIONS ABOUT A SPECIFIC POLICY OR WANT TO KNOW A POLICY IN MORE DETAIL, 
PLEASE CONTACT YOUR SUPERVISOR, THE LIBRARY HR COORDINATOR OR THE LIBRARY 
DIRECTOR. 
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