
The Dunkerton Public Library supports and adheres to all laws and policies dealing with equal employment opportunity, the Civil Rights Acts, the Americans with Disabilities Act, fair employment practices, and other federal and state legislation concerned with employment and hiring practices. 

Vacancies: Open positions will be advertised as widely as appropriate for the position and be targeted to reach qualified candidates.

Hiring: All hiring decisions are made by the Library Board of Trustees.

Staff Development: New employees will receive a general orientation to the library during which employee and director will develop individualized training timeline based on job requirements, experience, and educational needs for position.
All staff are encouraged to attend job related workshops/classes. Any fees for approved classes, mileage, and time spent will be compensated. 

Staff is expected to stay familiar with current issues in librarianship.

Job descriptions: The director and assistants will have a sincere interest in the Library and its patrons. Complete job descriptions are available at the library.

Salary: Wages will be set by the Board’s recommendation. 

The Library Director shall be classified as Regular Part-time help. 

Regular Part-Time employees are those who are not in temporary or 



introductory status and who are regularly scheduled to work less than 


the Library’s full-time schedule, but at least twenty (20) hours per week. 


Generally they are eligible for the Library’s benefit package subject to the 


terms, conditions, and limitations of each benefit program.

Other staff shall be classified as Part-time help.

Paid Holidays: Regular Part-Time employees shall receive five (5) hours pay for the following holidays if scheduled to work: 


New Year’s Day (January 1st.)


Memorial Day (Last Monday in May.)


Independence Day (July 4th.)


Labor Day (First Monday in September.)


Veteran’s Day (November 11th.)


Thanksgiving (Fourth Thursday in November.)


Christmas Day (December 25th.)

Paid Vacation: Regular Part-Time shall receive two (2) weeks, 23 hours a week each, paid vacation following a 90-day probationary period. Vacation shall be figured from anniversary date and shall (not) be carried over. At ten (10) years they shall receive three (3) week, 23 hours a week each. At twenty (20) years this shall increase to four (4) weeks, 23 hours a week each. Anything more than one consecutive day requires Library Board approval.
Mileage Reimbursement for Library Business: Any Dunkerton Public Library Staff using their personal vehicle for library business/training is to be reimbursed at the same rate as other city employees. 

Sick leave:

(1)        The Library provides paid sick leave benefits to Regular Part-Time 



employees for periods of temporary absence due to illnesses or 



injuries.

(2)
Eligible employees will accrue sick-leave benefits at the rate of 60 hours per year (5 hours for every full month of service). Sick leave benefits are calculated on the basis of a “benefit year,” the 12-month period that begins when employee starts to earn sick leave benefits.

(3)
Employees can request use of paid sick leave after completing a


waiting period of ninety (90) calendar days from the date they 


became eligible to accrue sick leave benefits. Paid sick leave can


be used in minimum increments of one hour. Eligible employees


may use sick leave benefits for an absence due to their own illness 


or injury or that of a family member who resides in the employee’s


household.

(4)       Employees who are unable to report to work due to illness or   

injury shall notify their direct supervisor before  the scheduled start of their workday. Sick leave shall not be granted and the employee shall be considered absent without leave unless the employee's supervisor has been properly notified. The direct supervisor must also be contacted on each additional day of absence unless the supervisor approves otherwise.

(5)  
 Sick leave benefits will be calculated based on the employee's base

 rate at the time of absence and will not include any special forms of compensation, such as incentives, commissions, bonuses, or shift differentials.

(6)  
Unused sick leave benefits will be allowed to accumulate until the

employee has accrued a total of 450 hours worth of sick leave benefits.  If the employee's benefits reach this maximum,

        
further accrual of sick leave benefits will be suspended until the

employee has reduced the balance below the limit.

(7)
 Sick leave benefits are intended solely to provide income 

protection in the event of illness or injury, and may not be used  for any other absence. Unused sick leave benefits will not be paid to employees while they are employed or upon termination of employment.

Jury Duty: The Dunkerton Public Library Board of Trustees encourages employees to fulfill their civic responsibilities by serving jury duty when required. The Library Board will pay the Library Director required to serve jury duty the difference between the pay received for jury duty and the pay they would otherwise have earned the hours they are serving. 
Bereavement Leave

Regular Part-Time shall receive up to three days, five (5) hours per day, of paid bereavement leave due to the death of an immediate family member. Regular Part-Time employees are not eligible for bereavement leave benefits during the first ninety (90) days of employment. 

The City of Dunkerton defines “immediate family” as the employee’s spouse, parent, child, sibling, the employee’s spouse’s parent, child, or sibling; the employee’s child’s spouse; grandparents or grandchildren. 
Family Leave, Maternity/Adoption and Paternity Leave Benefits:

We’ve adopted the Federal Family Medical Leave Act with the following specifics to our situation:
1.    Sick Leave benefits for maternity/adoption shall be granted, if requested   by the employee, for the period of up to 12 weeks per calendar year upon the first request of leave during the time an employee would be scheduled to work.  Leave may be taken incrementally for pregnancy/childbirth or related medical conditions that may occur prior to actual delivery, provided it shall not exceed 12 weeks. 

2.    The employee shall give notice to the Director whether the employee plans to continue his/ her duties during the period of pregnancy, the date the employee expects to commence leave for maternity/adoption purposes and the date the employee expects to return to work following childbirth or adoption.  Should the employee not plan to return to work following the period of maternity/adoption leave, the employee shall so inform the Director, or, in the case of the Director, the Board, in writing.
3.    Leave without pay may be granted for the period of maternity/adoption/ family leave up to 12 weeks.

4.    Accumulated vacation leave and leave without pay may be requested for use around the time of the birth or adoption of an employee’s child
Part-time staff receives no benefits other than as specified for Family Leave, Maternity/Adoption and Paternity Leave Benefits.
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