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IONIA COMMUNITY LIBRARY
PERSONNEL POLICY
A. Management Policy  

1. The library board shall interview, hire, and when necessary for valid reasons, dismiss the director of the library.

2.  The board shall decide all salary and benefit levels for all library staff.

3.  The library board shall provide an effective orientation for new director to assure that the director understands the policies and processes related to the daily operation of the library.  They shall also instruct on the entire reporting and budgetary requirements of the library, city, county and state.   The board will also inform the director of the necessary education and experience required to operate the library.  The board shall also inform the need for the director to be certified by the state and to maintain the accreditation standards of the Ionia Community Library.  
B. Administrative Policy:  The person hired as library director shall be in charge of the daily operation of the library and the management of the staff.
1. The director shall maintain financial records, present periodic reports to the library board, and prepare a draft of the proposed annual budget to be approved by the board.

2. The director will have the responsibilities for collection development for all materials in the library; this includes selection, ordering, processing, weeding and inventory of the collections according to the guidelines in the collection policy.

3. The director will recommend changes in, or additions to library policies as needed, and will bring those policies to the attention of the board for review on a regular schedule.

 4.  The director will attend continuing education classes as needed to stay informed of changes in the library world.  The director, staff and trustee attending continuing education at meetings, conventions and/or workshops shall be paid for expenses at the discretion of the library board according to the amount the budget will allow. 
C. Salaries

      Salaries of the director and the hired staff will be reviewed at least once per year.
D. Vacation Policy
      Director will receive 50 hours paid time off per fiscal year. Part-time staff receives no vacation pay. 
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E. Holiday Policy
     Varies according to the days the holiday falls each year. Holiday schedule is reviewed at the end of each calendar year and can be altered during the year. Holidays observed are: New Year’s Day, Easter, Memorial Day, Independence Day, Labor Day, Thanksgiving, Christmas Eve, Christmas and New Year’s Eve.    
F. Sick Leave
     No paid sick leave
G. Resignation and Retirement Policy:  A library employee wishing to resign or retire from employment must notify the director or the library board as soon as practicable.  The library requests a minimum of notice of two weeks.  For the library director a notice of at least one month is preferred. The submission of a formal, written resignation statement giving the exact date that the employment is to be terminated should be submitted to the board.  
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