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First 90 days see Orientation Period  
Fraternization   34 
Full-time    8, 15, 17-18, 22-23, 27, 31-32 

Government   5, 31-32 
Guest    7, 9, 33 

Handbook   1-2, 5, 26, 35 
Harassment   6-7, 33-35, 41 
Health insurance   29, 31-33 
Holidays    12, 21-23, 32 
Hours of Work see Schedule   

Injuries    9, 31 
Insurance see Health insurance, Life insurance or Worker’s Compensation insurance 
IT Staff    8 

Job applicant   5-6, 38-39, 41 
Job assignment see Assignments [Job] 
Job description   9, 14-15, 45 
Job transfers see Transfers 
Jury duty leave   23, 28 

Laws see Statutes 
Layoffs    6, 28, 43 
Leave    13, 17-18, 21-22, 24-29, 32-33, 35 
Leave see also Bereavement leave 
Leave see also Jury duty leave 
Leave see also Medical leave 
Leave see also Military family leave 
Leave see also Military leave 
Leave due to disability see Leave  
Leave due to injury see Leave 
Library Board   1-2, 5, 7, 11, 18, 23-26, 31, 36-37, 44 
Library guest see Guest   
Library equipment   39, 41 
Life insurance   30, 32 
Light duty assignment  9 
Lunch breaks see Breaks 

Management Team see Senior Management Team 
Manager    1-2, 6-9, 8-9, 11-12, 14-15, 21-22, 26, 28, 33-34, 36-38, 43 
Medical leave   9, 26-28 
Military family leave   27-28 
Military leave   21, 23, 27-29 
Minors see Child labor   

National origin   6-7 
New employee   1, 5, 15, 43 
Newsletter   2 
Non-exempt [hourly]  8, 12-14, 16-18, 23, 26 
Non-fraternization see Fraternization 

Oral warning see Warning   
Orientation checklist  5 
Orientation period   5, 14, 27, 43 
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Overtime    11-13, 22-23, 26 

Paid time off   10, 17, 23-26, 29, 32, 43 
Part-time employment  8, 15, 17-18, 21-23, 25, 27 
Pay    8, 11-33, 43-44 
Pay review   14 
Performance review  14-15, 45 
Performance see also
 Work Performance  1, 8, 14-15, 18, 34-36, 38, 40, 43, 45 
Performance standards  8 
Permanent position   9 
Personnel file   2, 36-37 
Personnel records see Personnel file 
Policies, Definition   2 
Procedures, Definition  2 
Promotion   6, 14 
PTO see Paid time off 
Public service   1, 11 

Race    6-7 
Reference request   37 
Relatives, employment of  37-38      
Religion    6-7, 24, 39 
Retirement   15, 30-31 
Return from layoff   6, 43 

Safety    9, 33-35, 39, 41 
Schedule see Work schedule 
Senior Management Team  6-7, 25, 32-33, 35-36, 41, 43 
Senior Manager see Senior Management Team 
Sex    6, 33-35 
Sexual harassment   6 
Shift differential pay see Pay 
Smoking    38 
Solicitation   10 
Statute    2, 12, 34 
Substance abuse   33, 35  
Suggestion box   2, 36 
Suggestions   2, 36 
Supervisor see Manager   

Table of contents   3-4 
Tardiness see Attendance 
Team    1 
Telephone usage   38 
Temporary assignment  9 
Temporary assignment see also Light duty assignment 
Terminate employment  5 
Termination   5-6. 8-11, 25-26, 31, 33-35, 37, 39-41, 43 
Time clock see Timekeeping   
Time off see Leave 
Timekeeping   11 
Training    5-6, 14, 27, 36, 39, 44-45 
Transfers    6, 14 
Travel time   15-16 
Trial period see Orientation period  
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Vacation    12-13, 15, 17-24, 27, 29, 32, 43 
Violence see Workplace violence, Domestic violence 

Warning    8, 13 
Web site [Library’s]   2 
Work environment   9, 33, 38 
Work schedule   9, 11, 21 
Workplace violence   33 
Worker’s Compensation Insurance 8, 29, 31 
Written warning see Warning  


