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Vi, Staff Policies
Section 1: Provisions

Authority --Thesepolicies, procedures, rulesand regulations are established by the Rock Hill Public Library
Board of Trustees.

Purpose --The purpose ofthese rulesisthe formulation of sound personnel policies designed topromote
efficiencyandeconomy, rewardmeritoriousservice, provideforthefairandimpartial settlement of
grievances, develop and maintain morale, and establish equitable, nondiscriminatory standards forthe
classificationand compensation of Library employees.

Intent--Nothing contained inthese Personnel Rulesand Regulationsisintendedto createan employment
contractbetweentheLibraryandanyemployeeforeitheremployment orforthe provision ofanybenefit. Any
oftheprovisions oftheserulesandregulations maybechanged or new provisions may be added by the Rock
Hill Public Library Board of Trustees atanytime and withoutnotice toemployees. Eachemployee hastheright
toterminate hisorheremploymentat any time for anyreason. Inaddition, the Rock Hill Public Library has the
righttoterminate the employment of any employee at any time, without prior notice, for any lawful
reason as the employee remainsterminable atwillatalltimes. The provision ofthese policiesand procedures
shall not be inconsistent with but complementary to related state and federal laws and regulations.
Provisions which may become invalid due to subsequent passage or interpretations ofrelatedlegislation or
courtrulingsshallbemodifiedthroughappropriate proceedings without invalidating the remaining
provisions.

Section2:PayPlanAdministration
Establishment of Plan

The Director shall be responsible for presenting to the Rock Hill Public Library Board of Trustees auniform
andequitable payplanwhichshallconsistof minimumandmaximumrates of payandsuchintermediate pay
stepsasisnecessary toprovide reasonable and consistent progressioninthepayrangebasedonjob
performance. Thesalaryratesrecommended shall reflectanequitable relationshipamongthejob
classificationsandshallbe made afterreview of prevailing ratesfor comparable workin other publicand
private business, the current cost of living, responsibilities of the position, and the policy of the Rock Hill
Public Library Board of Trustees.

Administration of Plan

New Employees --Generally allnew employees shallbe hired atthe minimum rate of theirjob description
salaryrangeunlesstheirqualificationsaresuchthatitistothe Library's advantage to hireatthe advanced rate.
Hiring attheadvanced rate shallbe upon approval bythe Director and only upon appropriate documentation

thatsuch actionistothe benefit of the Library.

Prior Salary Scale -- The Rock Hill Public Library Board of Trustees may from time to time change the pay



scale, increasing the minimum and maximum rates of pay as well as any intermediate stepintherange.
The Rock Hill Public Library Board of Trustees may establish special payprovisions necessary forthe effective
administration ofthe payplanandtopromote the concept of merit or performance pay.

Merit Increases -- A merit increase is a payment granted to an employee as a result of exceptional
performance. It is never to be considered as routine or automatic. The merit increase willbeanincrease to
salary base untilthe employee reachesthe maximumofthe salaryrange.Onceanemployeereachesthe
maximumofthesalaryrange,themeritincrease willbeintheformofasingularlump-sum payment forfuture
servicebutshallnotincrease the salarybase.Meritincreasesmaybebaseduponperformanceevaluationswith
theamountof merit increases fluctuating from year to year. Performance evaluation will resultin a
performance rating which may serve as the basis forthe amount of the meritincrease.

DatesofPerformance Evaluations -- Performance evaluations shallbeconducted atleast annually; however,
theymaybeconducted more frequently atthediscretion ofthe Director.In nocaseshallameritincreasebe
grantedifaperformance evaluationhasnottakenplace within ninety (90) days. Six-month performance
evaluations arerecommended for allnew employees.

Section 3: Progressive Discipline

In any organization, it is essential that certain standards of personal conduct and work performance be
maintained. Where problems with employee behavior or performance arise, the Librarymayuse progressive
discipline.ThelLibraryreservestheright,initssole discretion, to bypassanyofthe progressive disciplinary
stepsortootherwise deviate fromtheProgressive Discipline PolicyascircumstanceswarrantandastheLibrary
seesfit.Nothingcontainedinthis Personnel Manual should be construed tograntany employee a “right” tobe
disciplinedina progressive manner. Severe disciplinary action, up to and including termination, may be
imposed immediately notwithstanding this Progressive Discipline Policy. Progressive discipline may include
verbal warning, written warning, and ultimately termination. Employees who function in executive or
administrative positions are not typically subject to progressive discipline.

Progressive discipline mayvarydepending oncircumstancesandmaynotcontainallofthe steps listed below.
The goals of progressive discipline are to: inform the employee of inadequacies in performance or
instances of improper behavior; clarify what constitutes satisfactory performance orbehavior;instructthe
employeeonwhatactionmustbetakento correcttheperformanceorbehaviorproblem;andinformthe
employeeofwhatactionmaybe taken in the future if the expectations are notmet.

Any disciplinary action taken will be considered during the employee’s annual performance and salary
evaluations. There are several levels of disciplinary action, each progressively more serious, which may be
used to correct employee performance and behavior. These steps include:

Verbal Warning--Anemployee maybeissuedaverbal warning foraperformance orbehavior problem. Verbal
warnings are typically issued during a private conference between the manager andtheemployeewherethe
manager explainsthe problemandwhattheemployee mustdoto returntosatisfactorystatus.Documented
notesarepermissibleandinmostcasesappropriate. Theemployee willbeinformedthatconferenceisbeing
conductedforthepurpose ofissuinga verbalwarningtoensurethattheemployeeisawarethatdisciplinary
actionistakingplace.The employeeisrequiredtosignanacknowledgmentthattheverbalwarningtookplace.
Failureto signtheacknowledgmentreceiptshallbegroundsforadditionaldisciplinaryaction.Arecordof this
warning willbeplacedintheemployee’s personnel fileandthe employee willreceivea copy.

Written Warning -- Employees may be issued a written warning as a letter or memo which usually



containssomeorallofthefollowinginformation: adescription ofthe specific problem or offense; the most
recentincidentand whenitoccurred; previous actions taken to correctthe problemifapplicable;
expectationsandacceptablestandardsofperformance;suggestionsfor improving performance and
meeting expectations, and warning that further unsatisfactory behavior orperformance mayresultin
furtherdisciplinaryaction. Typicallythewrittenwarningis issued and discussed with the employee in private
conference withtheimmediate manager.
Theemployeemustreadthereprimandandsignanacknowledgementreceipt. Failuretosign the
acknowledgementreceiptshallbegroundsforadditional disciplinary action. Acopyofthe written warning
should begiventotheemployee andacopy placedintheemployee's official personnel file.

Discharge--Employeesmaybedischargedforincidentswhichareseriousenoughtowarrant summary
discharge, or after less severe disciplinary actions have been taken.

Employee Conduct

Thelibraryhasestablished generalguidelinestogoverntheconduct ofitsemployees. Nolist of rulescan
include allinstances of conduct that canresultindiscipline. The examples below do notreplace sound
judgmentorcommonsensebehavior. Itisthedutyandresponsibility ofevery employee to be aware of and
abide byexisting rules andregulations. The following isa list of the types of behavior and conduct which
could lead to disciplinary action up to and including immediate termination. It should be pointed out that
thislistisnotallinclusive, andthe Library retainsthe unrestricted righttodiscipline anyemployee, uptoand
includingtermination, forany behaviordeemedtobeagainstthe bestinterests ofthe Library whether
specificallylistedbelow or not.
e Violation of any lawful library rule, regulation, directive or personnel policy;
e Unsatisfactory performance of duties;
e |nability or refusal to perform assigned duties;
e Insubordinationor unsatisfactory attitude toward the job, coworkers, managers or patrons;
e An unsatisfactory attendance record which demonstrates a consistent or continual lack of
availability for work, including excessive absences or a pattern of absences;
e Failure to report absences from work as required or directed;
e Failure to provide adequate documentation of absences from work when requested;
e Three or more unexcused absences;
e Repeatedtardinessorfailuretobeondutyduringassigned hoursincludingfailuretoobserve the
appropriate start and stop times for shifts;
e Abuse of sick leave benefit;
e Dishonesty;
e Misuse or dishonesty regarding time off;
e Theft or other criminal activity on the job;
e Intoxication, use and/or sale of alcohol orillegal drugs on the job or on Library premises;
e Assault and/or threat of violence, abuse of an employee, vendor or patron;
e Abuse of personal telephone calls;
e Misuse, including excessive personal use, of the Library’s electronic resources, including its computer
systems and internet access;
e Solicitingorpromotingtheelectionordefeatofanycandidate forpublicofficeduringhoursfor which
pay is received,;
e Useinanywayofthefacilities, buildings, orequipment ofthe Library forthe purpose of solicitation,
promotion, election, or defeat of any candidate for public office.



e MaterialmisrepresentationoromissionsofanyLlibraryrecordorreportsuchasan employment
application or time sheet;

e lackofcare forLibrary property or equipment including electronic resources;

e [Engaging in personal business/other employment while on duty;

e Misuseoforusinglibraryequipmentforpersonaluseexceptasspecificallyauthorizedin writing by
the Library;

e Abuse of vacation benefit;

e Engaging in vulgar or abusive conduct towards others;

e Takinganunauthorizedleave ofabsence, orfailuretoreturnfromanapprovedleave of absence on
the stipulated dates unless other arrangements have been made;

e Improper attire or inappropriate personal appearance;

e Misuse of or non-use of protective or safety equipment;

e Engaginginanyformofsexualorracialharassmentorotherviolation oftheLibrary’sEqual
Employment policy;

e Abuseofemployee privileges regarding Library materials and employee/patronrecords;

e The possession of firearms, explosives or weapons onlibrary property;

e The unauthorized tape recording or photographing of a Library representative, vendor or patron.

Employees maybedismissed duetochangesinstaffing requirements orotherreasonsnot relatedtothe
employee'sjobperformance.Sincetherelationshipbetweenthelibraryandits employees is one of
employment at will, it is subject to termination by the Library or the employee at any time.

Section 4: Separation from Employment

Termination Date--Theofficialtermination dateofemploymentwiththelibraryshallbethe date ofthe
employee'slastdayinattendanceatwork,andalleligibleaccruedleave payable shallbepaidthroughthedate
oftermination. Payment shallbemade onthe next paydate of the pay period following the date of
termination.

Resignation--Allpermanent employees areexpectedtogive atleastten (10) working days prior notice tothe
effective date oftheirresignationinordertoleave the Library employee in goodstanding unlessother
arrangements areapproved bythe Director. Failuretoleavethe Libraryingood standingshallbeconsidered
causefordenialoffuturere-employment withthe Library. Onanemployee’s lastday ofemployment at the
library, he orshe mustremove all personal property fromthe building and relinquish his/her building key(s).
Personal property left behind becomes library property and the library may do with it as it wishes.

Dismissal--Employees dismissedforjustcause shallberemovedfromthe positionas promptlyaspossibleand
officially notified thatsuchactionisbeingtakenonorbeforethe effective date of such action.

Return ofLibrary Property--EmployeesleavingtheLibraryservice foranyreasonwhohave library-owned
equipment or property in their possession shall return such equipment or property to the Director. If legal
action is necessary to recoup such property, the employee will be responsible for the Library’s costs and
expenses, including attorney’s fees.

Lay Off--Reduction of Work — The Director may lay off an employee when it is deemed necessary by
reasonofshortage ofwork, funding, abolition ofthe position, orchange ofduties or organizational structure,



or other business reasons. Reductions in force shall be at the discretion ofthe Library's management to
advance theinterests ofthe Library. Selection of employees to be laid off shall be based on consideration
of qualifications, performance, employment status,andjobassignments. Employeeslaid offshallbe placed
onapriorityrecall list for a maximum of 180 calendar days. If a laid off employee is not recalled within 180
calendar days, then such employee shall be discharged.

Section 5: Leaves of Absence

Holidays -- The library shall be closed on the following holidays: New Year's Day, Martin Luther King, Jr.
Day, Presidents Day, Memorial Day, Fourth of July, Labor Day, Veterans Day, Thanksgiving, the day after
Thanksgiving, Christmas Eve, Christmas Day, and New Year’s Eve.

Attendance Policy — It is the expectation that all employees will report on time for their scheduled shifts.
Tardiness or unexcused absences will result in points being accumulated at the rate of °/2 a point per
tardy, and 1 point per unexcused absence. If an employee reaches 3 points in a 6 month period, they will
be subject to the library’s disciplinary policy. An unexcused absence is an absence that has not been
approved by the director or when arrangements have not been made to find replacement coverage for
hours scheduled.

Paid Time Off (PTO) - Paid Time Off may be used for either vacation time or sick leave.

Part-Time Employees

Part-time employees accrue Paid Time off based upon their years of service to the Library. Accrual of Paid
Time Off (PTO) shall begin on April 1 for that calendar year and shall be fully realized on March 31 of the
following calendar year. The rate of accrual of Paid Time Off (PTO) for part-time employees is as follows:

e 0 — 12 months of service: no PTO
e 1 — 5yearsof service: 1/52 (0.01923) hour PTO per hour worked
e 5+ years of service: 2/52 (0.03846) hour PTO per hour worked

Paid Time Off (PTO) will be credited to the employee following each pay period, and can be utilized
before it has been accrued. Any Paid Time Off (PTO) not used during the fiscal year may be carried over
into the next fiscal year for a three-month period before expiring June 30th. However, if changes to the
scheduled hours of a part time employee should result in less PTO accrued by fiscal year end than was
actually taken during that year, the employee will not be eligible to utilize PTO during the following fiscal
year until they have accrued enough PTO to make up the difference from the previous year.

Full Time Employees

Vacation Time - Starting on April 1, full-time employees accrue vacation time on a monthly basis for each
full month worked. Accrued vacation time is credited on the last calendar day of each month, and is
equivalent to 1/12 of the maximum amount of vacation time he or she is eligible for based on their years
of continuous service to the Library. (see below). Accrual of vacation time shall be fully realized on March
31 of the following calendar year. During the first year of service, all full-time employees shall accrue
vacation time beginning on the first day of the first month following the date of employment. Vacation
time may be utilized before it is accrued, and any vacation time not used during the fiscal year may be
carried over into the next fiscal year for a three- month period before expiring June 30th.




Vacation Time for full-time employees is as follows:
e Lessthan 12 months of service: 2 weeks (80 hours)
e 1-4years of service: 3 weeks (120 hours)
e 5-9years of service: 4 weeks (160 hours)
e 10-16 years of service: 5 weeks (200 hours)
e 17 or more years of service: 6 weeks (240 hours)

Vacation time leave normally shall be granted at such time as is deemed by the Director to be in the
public interest and may be used in accordance with the rates set forth above, provided approval is given
by the Director. The Director shall schedule vacation leaves with particular regard to the operating
requirements, order of requests, and seniority of employees. In the event that an employee utilized leave
during a fiscal year in excess of that which has accrued and thereafter dies, terminates, retires, is
discharged, or otherwise separates employment with Rock Hill Public Library prior to the accrual of such
leave time, Rock Hill Public Library shall be entitled to assess and recoup the value of such utilized leave
which is in excess of the accrued vacation leave. Any such amount due shall be withheld from any final
compensation paid the employee or through appropriate legal action, if necessary. If legal action is
necessary to recoup such amount, the employee will be responsible for Rock Hill Public Library’s costs
and expenses, including attorneys’ fees. In the event that an employee dies, terminates, retires, is
discharged, or otherwise separates employment from Rock Hill Public Library without utilizing accrued
leave, such employee shall be compensated for vacation leave accrued up to the maximum allowed
accrual to the date of separation.

Sick Leave — Each April 1 t, full-time employees shall accrue 80 hours (or 10 days) of sick leave. Sick leave
not used during the fiscal year shall be rolled over to the following year, not to exceed a total of 320
hours (or 40 days).

Sick leave may be used absences due to the illness, medical treatment or medical care of an employee or
an employee’s immediate family member (including doctor and/or dental appointments). The employee
shall provide the Director with as much advance notice as possible (or within a reasonable amount of
time following an unexpected event) regarding the need to take sick leave from the Library.

If an employee does not have sufficient sick leave to cover time off, available vacation time shall be used
instead. Should there be insufficient vacation time available to cover the absense, then the employee
shall take an un-paid leave from the library.

Unused sick leave will not be paid upon termination of employment.

Emergency Leave -- Employees may, with the written approval of the Director, be given three (3) working
days with pay and without loss of other leave for emergency purposes. For part-time employees, the pay
received will be consistent with the scheduled hours for which they were absent due to emergency leave.
Emergency leave is defined as follows:

1. To assist in attending to the illness of a member of the employee’s immediate family provided
that no one else is available to care for the individual involved. Immediate family for the purpose
of this section shall be defined as the employee's spouse or domestic partner, children, mother,
father, or other relative permanently residing in the same house.

2. Torespond to extreme extenuating circumstances which may threaten the health and/or family
welfare of the immediate family, such as: household fire, storm damage, flooding, etc. This
provision does not allow use for situations such as transportation problems, auto repairs,
babysitting, or similar non-critical obligations of the employee. Determination of eligibility shall



be made by the Director based on strict interpretation of these rules.

Bereavement Leave -- In the event of the death of an immediate family member, a regular full-time
employee may be granted up to four (4) work days of paid leave to attend the funeral of that family
member. The amount of time granted shall be based upon the recommendation of the Director and shall
take into account such factors as relationship to the deceased, travel, and day of the week on which the
funeral is held. The purpose of this leave is for funeral attendance and related memorial services and is
not to be used for attending to matters pertaining to settlement of the estate or business affairs of the
deceased. Immediate family for the purpose of this section is defined as: spouse or domestic partner,
child, brother, sister, parent, father-in-law, mother-in-law, sister-in-law, brother-in-law, grandparent,
grandchild, stepchild, stepparent, stepbrother, stepsister, or relative permanently living in the same
home.

Jury Duty -- Jury Duty for Full-time employees shall be considered leave with pay. The employee should
notify the Director upon receipt of summons. A signed copy of jury notification shall be given to the
Director immediately upon return to work. Part-time employees will not be reimbursed for jury duty.

Scheduling policy for all staff — It is the policy of the Rock Hill Public Library to utilize staff as needed.
Staffing schedules are subject to change at any time based on the needs of the Library. Vacation requests
longer than three days should be requested at least two months in advance to allow ample time to find
coverage. If more employees want a week or holiday off than can be accommodated to properly staff the
library, requests will be granted with particular regard to the order of requests and, if need be, seniority.
Employees may arrange with another employee (trained to work the scheduled area) to trade for one or
more days. Both the employee trading a shift and the employee agreeing to work a pick up shift must
notify the Director at least three (3) days in advance of a schedule change.

Section 6: Other Employee Benefits

Health Insurance and Retirement — Medical benefits are offered to all full-time employees. The library pays
100% of the staff member's policy, but does not contribute to the cost of dependent or spousal coverage.

Retirementisofferedtofull-timestaffthroughMissourilLagers. Contributionrequirementsmay fluctuate; the
Library currently contributes 6%, and employees may contribute up to 4%.

Mileage Reimbursement Policy -- A Library employee will be entitled to mileage reimbursement in certain
circumstances when driving his/her personal vehicle whileconducting Librarybusiness. Mileage
reimbursement willbepaidatthelRSapprovedrateineffectonthe date the personal vehicle was used to
conduct Librarybusiness.

AllmileageincurredwhileconductingLibrarybusinessiseligible, exceptassetoutbelow. Examplesinclude
doingthebanking,goingtoastoretobuysupplies, outreach, attending training classes or attending business
meetings that occur during the workday.

Only mileage incurred from the Library to a location other than the employee's home or to the Library
from a location other than the employee's home is eligible for reimbursement under this Mileage
Reimbursement Policy. Mileage from the employee’s home to Work or from Work to the employee’s
home is not eligible. For purposes of this Mileage Reimbursement Policy, “Work” will be any location
where the employee performs any of his/her job functions for the Library, including, but not limited to



any location where the employee travels to conduct a business meeting or outreach for the Library, a
store to make purchase on behalf of the Library, or an in- town (within 20 miles of the city of Rock Hill in
any direction) training course or seminar related to the employee’s employment with the Library. It does
not matter if the location is not where the employee typically performs the functions of his/her
employment, such as the Library building itself, or if the location is more or less mileage from the
employee's home than the location where the employee typically performs the functions of his/her
employment.

Amileagereimbursement formmustbefilled out,andapproved bythe Director. Nothinginthis policy changes
the employee’s responsibility to pay for his/her gas, insurance and maintenance forhis/her personalvehicle.
Theemployeeisrequired tomaintainappropriate motorvehicle liabilityinsurance onanyvehiclethe
employeewillbeusingwhileconducting Librarybusiness. Itisfurthertheemployee’s responsibilitytodisclose
tohis/herinsurertheusestowhichhe/she chooses to puthis/hervehicle which may affecthis/her coverage,
suchastheuse of his/her vehicle forLibrary business. Theemployee isrequired to observe alltrafficlawsand
exercise appropriate careandcautionwhileusinghis/herpersonalvehicleintheperformanceoflLibrary
business.ShouldanaccidentoccurwhileonLibrarybusinesstheemployee’s personalvehicle insurance policy
shall provide applicable coverageandthe Library willnotberesponsible for any insurance deductible or any
damages related to the accident.

Professional Development and Travel Reimbursement

The library encourages continuing professional development for its employees through conferences,
workshops, seminars, training sessions, library meetings, and other development courses (hereinafter,
seminars). The employee who wishes to attend a seminar shall submit a written request to the Library
Director.

It is within the discretion of the Library Director to approve or deny the employee's request to attend a
seminar. When making his/her decision; the Library Director shall consider all relevant factors, including
budgetary limitations of the library, the positive and negative impact on the library and other employees,
and the benefits to the employee.

If the employee is approved to attend a seminar, the employee shall submit a written report to the
Library Director that details the content of the seminar and evaluates the materials used. The employee
will receive regular, straight time pay to attend the seminar. Care will be taken to make sure the
employee does not go over their weekly hour maximumes.

The library will cover the following costs to attend a seminar: registration and meeting fees, parking,
mileage or transportation, and if the seminar is out of town, lodging and meals. Mileage will be paid in
accordance with current IRS guidelines; a record showing dates, distance traveled, and purpose will be
submitted by the employee within 30 days of travel. Per IRS guidelines, meals are to be essential, not
lavish, and tied directly to the core purpose of the institution; alcohol will not be reimbursed. The
employee shall submit receipts for all expenditures over $10.00 and include the date, location and
purpose of each expenditure within 30 days.

The Director may make exception or exclusion to this policy.

Section 7: Library Hours and Work Schedules



Hours--Thelibrary willbe open peraschedule setbythe Director ortheLibrary Board, and hours of operation
may change as the needs of the community determine.

Inclement Weather -- The library should be presumed open and operational during normal library hours
regardless of weather conditions, and allemployees areexpected to appear at workatthe normally
scheduledtime.During rareoccurrences ofextremely hazardous travel conditions, thelibrary may be closed
bythe Director, whowillnotify two senior staff. They, in turn, will notify the remainder of the staff. This
decision will also be communicated via the library’swebsiteandsocialmediapages.Duringperiodsof
extremelyinclementweatherdueto snoworiceandwhenthelibraryhasnotbeen officially closed, onlythose
employeeswhoarrive atthelibrary willbe considered aspresentforthatday. Allothers willbe considered
absentand subject to prevailing rules regarding leaves of absence or absences without pay.

PayDayandPayPeriod--Employees are paideveryother Fridayforworkcompletedduring the two-week
period directly before and ending on Wednesday. All new employees (as of September 2015) mustsign up
fordirectdeposit. Check stubs are senttoemployee emails when possible.

Time and Attendance Records -- Part-time employees areissued atimekeeping page, which is to be used
when they arrive and leave the library. Each employee is responsible for accurately entering his/hertime
andformakingsurethetimesheetsarecompeteaftereachshift worked. Ifthe timesheet has not been
completed andsigned by the end ofthe pay period, the employee will be subject to discipline under the
library's progressive discipline policy.

Timesheets will be archived and available for reference.

Hours of Work--Part-time employees are exempt from pension benefits. Part-time hoursmay vary per pay
period, depending ontheneeds ofthedepartment andbudgeting constraints, as determined by the
Director.

Staff Development Day--The Library’s biggest single investmentisinthe quality and public service
responsiveness of its staff. To promote a spirit of continual staff training and communication, every library
employee should attend the annual Staff Development Day. Public services of the Library and its offices shall
be closed to the public on this day.

Section 8: Equal Employment Policy

It is the policy and practice of Rock Hill Public Library to provide and promote equal employment
opportunities for all applicants and employees. It is the responsibility of all employees to ensure that the
concepts of equal employment opportunity and nondiscrimination are understood, abided by, and
carried out by everyone. In short, discrimination or harassment on any of the following grounds is strictly
forbidden and will not be tolerated: race, color, sex, age, veteran status, religion, national origin, or
disability. Rock Hill Public Library will take appropriate measures in response to any such incidents which
are known by or reported to management. Rock Hill Public Library believes that every employee has the
right to work in an environment free of discrimination or harassment. Any employee who engages in this
prohibited conduct will be subject to disciplinary action, up to and including termination.

Sexual harassment may include unwelcome sexual advances, requests for sexual favors, and other
physical, verbal or visual conduct based on sex when:

e Submission tothe conduct isan explicit or implicit term or condition of employment,

e Submissiontoorrejectionoftheconductisusedasabasisforanemployment decision, or



e Theconducthasthepurpose oreffectofunreasonablyinterfering withanindividual's work
performance or creates an intimidating, hostile or offensive working environment.

Sexual harassment may also include explicit sexual propositions, sexual innuendo, suggestive comments,
sexuallyoriented"kidding" or"teasing", foulorobscenelanguage orgestures,and physical contact such as
patting or pinching.

Accommodations -- Any employee who needs reasonable accommodation due to disability should contact the
Library Director as soon as possible. The Rock Hill Public Library is committed to reasonably
accommodating individuals with disabilities.

Complaints -- Any employee who feels that he/she has experienced or witnessed discrimination or
harassment, shouldcontacttheDirector orthe StaffLiaison.Employeesare encouragedtofileacomplaintif
theyaresubjectedto, orwitness, discriminationorharassment ofanyprotectedclass.Allallegations of
discriminationorharassmentwillbefullyinvestigated bythe Library Director. Corrective action, uptoand
includingdismissalfromemployment, will betakenifthecircumstances warrantsuchaction.Chargesshallbe
handleddiscreetly, andall parties involved will be given as much protection of privacy as possible. There
will be no retaliation against an employee for filing an Equal Employment (EEO) complaint. Any employee who
feelsthattheyhave beenretaliated against should contact the Director or Staff Liaison.

Section 9: Whistleblower/Fraud Policy and Procedures

The Rock HillPublic Library (“Library”) iscommitted tothe highest standards of conduct and ethics. The
Library will investigate suspected fraudulent or dishonest use or misuse of the Library's resources by staff,
board members, consultants or volunteers. All staff, board members and volunteers are encouraged to
report suspected fraudulent or dishonest conduct in accordance withthe proceduresbelowandwithoutfear
orlegitimate concerns ofretributionfor reporting fraudulent or dishonest conduct. "Fraudulent or dishonest
conduct” means a deliberate actorfailuretoactwith theintention of obtaining an unauthorized benefit.
Examples of such conductinclude, butarenotlimitedto, (i) forgery oralteration of documents; (ii)
unauthorized alteration or manipulation of computer files; (iii) fraudulent financial reporting; (iv)
misappropriation or misuse of resources, such as funds, supplies, or other assets; (v) authorizingorreceiving
compensationforgoodsnotreceivedorservicesnotperformed;and(vi) authorizing or receiving
compensation for hours not worked.

Reporting--ApersonwithconcernsregardingtheLibrary’saccounting,internalaccounting controls,auditing
mattersorfraudulentordishonestuseormisuseofthelibrary’sresourcesor propertyshouldreporttheir
concernsverballyorinwritingtothelibraryDirector,theTreasurer ofthe Board of Trustees, orthe Library
BoardPresident. The Director should forwardallsuch complaints in writing to the Library Board Treasurer.

Review Process--The Treasurer willdiscuss thecomplaint withthe Library Board President, thusforminga
ReviewCommittee.SuchdiscussionswillbeheldwithoutLibrarystafforoutside auditpersonnelpresentunless
decideduponbythe Committee. Within 10days following the meeting, the Treasurer willforwardto legal
counsel alistofeach complaint received by the Treasurer. Whistleblower complaints will be handled with
sensitivity, discretion and confidentiality to the extent allowed by the circumstances and the law.

Investigation -- At the direction of the Treasurer, the Committee or legal counsel may be delegated the
authority toinvestigate the complaint. Delegation decisions willbe made ona case-by-case basis, depending



onthe nature and significance of the complaint. Upon receiving notice ofacomplaint the Director or President
should not contactthe suspected person, or performanyinvestigative orotherfollow-up stepsunless
directedtodosobytheTreasureror Library’s legal counsel. All persons aware of suspected conduct should
not discuss the matter with the media or any other persons except as directed by the Treasurer or legal
counsel.

Responsibilities -- All parties should use reasonable care to avoid baseless allegations that are made with
reckless disregard for their truth or falsity. People making such allegations may be subject to disciplinary
action by the Library and/or legal claims by individuals accused of such conduct.

Employees, consultants and volunteers of the Library may not retaliate against any person for informing
the Library about any activity which that person believes to be fraudulent or dishonest with the intent or
effect of adversely affecting the terms or conditions of such person’s employment, including but not
limited to, threats of physical harm, loss of employment, punitive work assignments, or impact on salary
or fees. Any person who believes that they have been retaliated against may file a written complaint with
the Treasurer. Any complaint of retaliation will be promptly investigated and appropriate corrective
measures taken if allegations of retaliation are substantiated. This protection from retaliation is not
intended to prohibit the Director from taking action, including disciplinary action, in the usual scope of
their duties and based on valid performance-related factors.
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