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Welcome new employee! 

 

On behalf of your colleagues, I welcome you to UCSLD and wish you every success here. 

 

We believe that each employee contributes directly to UCSLD’s growth and success, and we 

hope you will take pride in being a member of our team. 

 

This handbook was developed to describe some of the expectations of our employees and to 

outline the policies, programs, and benefits available to eligible employees.  Employees should 

familiarize themselves with the contents of the employee handbook as soon as possible, for it 

will answer many questions about employment with UCSLD. 

 

We hope that your experience here will be challenging, enjoyable, and rewarding.  Again, 

welcome! 

 

Sincerely, 
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INTRODUCTORY STATEMENT 

 

 

This handbook is designed to acquaint you with UCSLD and provide you with information about 

working conditions, employee benefits, and some of the policies affecting your employment.  

You should read, understand, and comply with all provisions of the handbook.  It describes many 

of your responsibilities as an employee and outlines the programs developed by UCSLD to 

benefit employees.  One of our objectives is to provide a work environment that is conducive to 

both personal and professional growth. 

 

No employee handbook can anticipate every circumstance or question about policy.  As UCSLD 

continues to grow, the need may arise and UCSLD reserves the right to revise, supplement, or 

rescind any policies or portion of the handbook from time to time as it deems appropriate, in its 

sole and absolute discretion.  Employees will, of course, be notified of such changes to the 

handbook as they occur. 
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EMPLOYEE ACKNOWLEDGEMENT FORM 

 

The employee handbook describes important information about UCSLD, and I understand that I 

should consult the Board of Directors regarding my questions not answered in the handbook. 

 

Since the information, policies, and benefits described here are necessarily subject to change, I 

acknowledge that revisions to the handbook may occur.  All such changes will be communicated 

through official notices, and I understand the revised information my supersede, modify, or 

eliminate existing policies.  Only the UCSLD Board has the ability to adopt any revisions to the 

policies in this handbook. 

 

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal 

document.  I have received the handbook, and I understand that it is my responsibility to read 

and comply with the policies contained in this handbook and any revisions made to it. 

 

 

 

EMPLOYEE’S NAME (printed): _______________________________________ 

 

 

EMPLOYEE’S SIGNATURE: _________________________________________ 

 

 

DATE: _____________________________ 
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101 Nature of Employment 
 

This handbook is intended to provide employees with a general understanding of our personnel 

policies.  Employees are encouraged to familiarize themselves with the contents of this 

handbook, for it will answer many common questions concerning employment with UCSLD. 

 

However, this handbook cannot anticipate every situation or answer every question about 

employment.  It is not an employment contract and is not intended to create contractual 

obligations of any kind.  Neither the employee nor UCSLD is bound to continue the employment 

relationship if either chooses, at its will, to end the relationship at any time. 

 

In order to retain necessary flexibility in the administration of policies and procedures, UCSLD 

reserves the right to change, revise, or eliminate any of the policies and/or benefits described in 

this handbook, except for its policy of employment-at-will.  The only recognized deviations from 

the stated policies are those authorized and signed by the UCSLD Board. 

 
          Effective Date: 5/19/03 

 

 

102 Employee Relations 
 

UCSLD believes that the work conditions, wages, and benefits it offers to its employees are 

competitive with those offered by other employers in this area and in this industry.  If employees 

have concerns about work conditions or compensation, they are strongly encouraged to voice 

these concerns openly and directly to their supervisors. 

 

Our experience has shown that when employees deal openly and directly with supervisors, the 

work environment can be excellent, communications can be clear, and attitudes can be positive.  

We believe that UCSLD amply demonstrates its commitment to employees by responding 

effectively to employee concerns. 

 
          Effective Date: _______ 

 

 

103 Equal Employment Opportunity 
 

In order to provide equal employment and advancement opportunities to all individuals, 

employment decisions at UCSLD will be based on merit, qualifications, and abilities.  UCSLD 

does not discriminate in employment opportunities or practices on the basis of race, color, 

religion, sex, national origin, age, disability, or any other characteristic protected by law. 

 

UCSLD will make reasonable accommodations for qualified individuals with known disabilities 

unless doing so would result in an undue hardship.  This policy governs all aspects of 

employment, including selection, job assignment, compensation, discipline, termination, and 

access to benefits and training. 
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In addition to a commitment to provide equal opportunities to all qualified individuals, UCSLD 

may establish an affirmative action program to promote opportunities for individuals in certain 

protected classes throughout the organization. 

 

Any employees with questions or concerns about any type of discrimination in the workplace are 

encouraged to bring these issues to the attention of the their immediate supervisor or the Board 

of Directors.  Employees may raise concerns and make reports without fear of reprisal.  Anyone 

found to be engaging in any type of unlawful discrimination will be subject to disciplinary 

action, up to and including termination of employment. 

 
          Effective Date: 5/19/03 

 

 

104 Business Ethics and Conduct 
 

The successful business operation and reputation of UCSLD is built upon the principles of fair 

dealing and ethical conduct of our employees.  Our reputation for integrity and excellence 

requires careful observance of the spirit and letter of all applicable laws and regulations, as well 

as a scrupulous regard for the highest standards of conduct and personal integrity. 

 

The continued success of UCSLD is dependent upon our citizens’ trust and we are dedicated to 

preserving that trust.  Employees owe a duty to UCSLD and its citizens to act in a way that will 

merit the continued trust and confidence of the public. 

 

UCSLD will comply with all applicable laws and regulations and expects its Board of Directors 

and employees to conduct business in accordance with the letter, spirit, and intent of all relevant 

laws and to refrain from any illegal, dishonest, or unethical conduct. 

 

In general, the use of good judgment, based on high ethical principles, will guide you with 

respect to lines of acceptable conduct.  If a situation arises where it is difficult to determine the 

proper course of action, the matter should be discussed openly with your immediate supervisor 

and, if necessary, with the Board of Directors for advice and consultation. 

 

Compliance with this policy of business ethics and conduct is the responsibility of every UCSLD 

employee.  Disregarding or failing to comply with this standard of business ethics and conduct 

could lead to disciplinary action, up to and including possible termination of employment. 

 
          Effective Date: 5/19/03 

 

 

105 Outside Employment 
 

An employee may hold a job with another organization as long as he or she satisfactorily 

performs his or her job responsibilities with UCSLD.  All employees will be judged by the same 

performance standards and will be subject to UCSLD’s scheduling demands, regardless of any 

existing outside work requirements. 
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If UCSLD determines that an employee’s outside work interferes with performance or the ability 

to meet the requirements of UCSLD as they are modified from time to time, the employee may 

be asked to terminate the outside employment if he or she wishes to remain with UCSLD. 

 

Outside employment will present a conflict of interest if it has an adverse impact on UCSLD. 

 
          Effective Date: 5/19/03 

 

 

106 Disability Accommodation 
 

UCSLD is committed to complying fully with the Americans with Disabilities Act (ADA) and 

ensuring equal opportunity in employment for qualified persons with disabilities.  All 

employment practices and activities are conducted on a non-discriminatory basis. 

 

Hiring procedures have been reviewed and provide persons with disabilities meaningful 

employment opportunities.  Pre-employment inquiries are made only regarding an applicant’s 

ability to perform the duties of the position. 

 

Reasonable accommodation is available to all disabled employees, where their disabilities affects 

the performance of job functions.  All employment decisions are based on the merits of the 

situation in accordance with defined criteria, not the disability of the individual. 

 

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation 

(or changes in compensation) as well as in job assignments, classifications, organizational 

structures, position descriptions, lines of progression, and seniority lists.  Leave of all types will 

be available to all employees on an equal basis. 

 

UCSLD is also committed to not discriminating against any qualified employees or applicants 

because they are related to or associated with a person with a disability.  UCSLD will follow any 

state or local law that provides individuals with disabilities greater protection than the ADA. 

 

This policy is neither exhaustive nor exclusive.  UCSLD is committed to taking all other actions 

necessary to ensure equal employment opportunity for persons with disabilities in accordance 

with the ADA and all other applicable federal, state, and local laws. 

 
          Effective Date: 5/19/03 

 

 

201 Employment Categories 
 

Full-time staff with full benefits is defined as those working 30 hours per week or more.  Part-

time staff with full benefits pro-rated by the District is defined as those working 20-29 hours per 

week.  Temporary part-time staff with no benefits is defined as those working 0-19 hours per 
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week.  Staff paid time off (e.g. vacation, sick leave, etc.) will be pro-rated based on a 40 hour 

work week. 

 
          Effective Date: 6/12/06 

 

202 Access to Personnel Files 
 

UCSLD maintains a personnel file on each employee.  The personnel file includes such 

information as the employee’s job application, resume, records of training, documentation of 

performance appraisals and salary increases, and other employment records. 

 

Personnel files are the property of UCSLD, and access to the information they contain is 

restricted.  Generally, only supervisors and management personnel of UCSLD who have a 

legitimate reason to review information in a file are allowed to do so. 

 

Employees who wish to review their own file should contact the Librarian/Coordinator.  With 

reasonable advance notice, employees may review their own personnel files in UCSLD’s offices 

and in the presence of an individual appointed by UCSLD to maintain the files. 

 
          Effective Date: 5/19/03 

 

 

203 Employment Reference Checks 
 

To ensure that individuals who join UCSLD are well qualified and have a strong potential to be 

productive and successful, it is the policy of UCSLD to check the employment references of all 

applicants. 

 

UCSLD will respond to all reference check inquiries from other employers.  Responses to such 

inquiries will confirm only dates of employment, wage rates, and position(s) held.  No 

employment data will be released without a written authorization and release signed by the 

individual who is the subject of the inquiry. 

 
          Effective Date: 5/19/03 

 

 

204 Introductory Period 
 

The introductory period is intended to give new employees the opportunity to demonstrate their 

ability to achieve a satisfactory level of performance and to determine whether the new position 

meets their expectations.  UCSLD uses this period to evaluate employee capabilities, work 

habits, and overall performance.  Either the employee or UCSLD may end the employment 

relationship at will at any time during or after the introductory period, with or without cause or 

advance notice. 
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All new and rehired employees work on an introductory basis for the first 6 calendar months 

after their date of hire.  Any significant absence will automatically extend an introductory period 

by the length of the absence.  If UCSLD determines that the designated introductory period does 

not allow sufficient time to thoroughly evaluate the employee’s performance, the introductory 

period may be extended for a specified period. 

 

Upon satisfactory completion of the introductory period, employees enter the “regular” 

employment classification. 

 
          Effective Date: 5/19/03 

 

 

205 Employment Applications 
 

UCSLD relies upon the accuracy of information contained in the employment application, as 

well as the accuracy of other data presented throughout the hiring process and employment.  Any 

misrepresentations, falsifications, or material omissions in any of this information or data may 

result in the exclusion of the individual from further consideration for employment or, if the 

person has been hired, termination of employment. 

 
          Effective Date: 5/19/03 

 

 

206 Performance Evaluation 
 

Supervisors and employees are strongly encouraged to discuss job performance and goals on an 

informal, day-to-day basis.  Additional formal performance evaluations are conducted to provide 

both supervisors and employees the opportunity to discuss job tasks, identify and correct 

weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for 

meeting goals. 

 

Performance evaluations are scheduled approximately every 12 months, coinciding generally 

with the anniversary of the employee’s original date of hire.  The Librarian/Coordinator does 

staff performance evaluations and the Board does performance evaluations for the 

Librarian/Coordinator. 

 
          Effective Date: 5/19/03 

 

 

301 Employee Benefits 
 

Eligible employees at UCSLD are provided a wide range of benefits.  A number of the programs 

(such as Social Security, workers’ compensation, state disability, and unemployment insurance) 

cover all employees in the manner prescribed by law. 
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Benefits eligibility is dependent upon a variety of factors, including employee classification.  

Your supervisor can identify the programs for which you are eligible.  Details of many of these 

programs can be found elsewhere in the employee handbook. 

 

The following benefit programs may be available to eligible employees: 

 

• Auto Mileage 

• Bereavement Leave 

• Dental Insurance 

• Educational Financial Assistance 

• Educational Leave 

• Employee Health Program 

• Flextime Scheduling 

• Health Insurance 

• Holidays 

• Jury Duty Leave 

• Life Insurance 

• Long-Term Disability 

• Major Medical Insurance 

• Meal Allowances 

• Medical Insurance 

• Medical Leave 

• Membership Dues 

• Military Leave 

• Pension Plan 

• Personal Leave 

• Relocation Assistance 

• Severance Pay 

• Sick Leave Benefits 

• Travel Allowances 

• Vacation Benefits 

• Vision Care Insurance 

• Witness Duty Leave 

 

Some benefit programs require contributions from the employee, but must are fully paid by 

UCSLD. 

 
          Effective Date: 5/19/03 

 

 

302 Vacation Benefits 
 

Vacation time off with pay is available to eligible employees to provide opportunities for rest, 

relaxation, and personal pursuits.  Employees in the following employment classification(s) are 

eligible to earn and use vacation time as described in this policy: 
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• Regular full-time employees 

• Regular part-time employees 

 

The amount of paid vacation time employees receive each year increase with the length of their 

employment as show in the following schedule on a pro-rated basis: 

 

• Upon initial eligibility the employee is entitled to 15 vacation days each year, 

accrued monthly at the rate of 1.25 days (or 10 hours). 

 

• After 3 years of eligible service the employee is entitled to 18 vacation days each 

year, accrued monthly at the rate of 1.5 days (or 12 hours). 

 

• After 5 years of eligible service the employee is entitled to 20 vacation days each 

year, accrued monthly at the rate of  1.667 days (or 13.33 hours). 

 

The length of eligible service is calculated on the basis of a “benefit year.”  This is the 12-month 

period that begins when the employee starts to earn vacation time.  An employee’s benefit year 

may be extended for any significant leave of absence except military leave of absence.   Military 

leave has no effect on this calculation.  (See individual leave of absence policies for more 

information.) 

 

Once employees enter an eligible employment classification, they begin to earn paid vacation 

time according to the schedule.  They can request use of vacation time after it is earned. 

 

Paid vacation time can be used in minimum increments of one-half hour.  To take vacation, 

employees should request advance approval from their supervisors.  Requests will be reviewed 

based on a number of factors, including business needs and staffing requirements. 

 

Vacation time off is paid at the employee’s base pay rate at the time of vacation.  It does not 

include overtime or any special terms of compensation.   

 

As stated above, employees are encouraged to use available paid vacation time for rest, 

relaxation, and personal pursuits.  In the event that available vacation is not used by the end of 

the benefit year, employees may carry unused time forward to the next benefit year.  If the total 

amount of unused vacation time reaches a “cap” equal to the annual vacation amount, further 

vacation accrual will stop.  When the employee uses paid vacation time and brings the available 

amount below the cap, vacation accrual will begin again. 

 

Upon termination of employment, employees will be paid for unused vacation time that has been 

earned through the last day of work. 

 
          Effective Date: 5/19/03 
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303  Holidays 
 

UCSLD will grant holiday time off to all employees on the holidays listed below: 

 

• New Year’s Day (January 1) 

• Martin Luther King’s Day (third Monday in January) 

• Presidents’ Day (third Monday in February) 

• Memorial Day (last Monday in May) 

• Independence Day (July 4) 

• Labor Day (first Monday in September) 

• Veteran’s Day (November 11) 

• Thanksgiving (fourth Thursday in November) 

• Day after Thanksgiving 

• Christmas (2 days) 

 

UCSLD will grant paid holiday time off to all eligible employees immediately upon assignment 

to an eligible employment classification.  Holiday pay will be calculated based on the 

employee’s straight-time pay rate (as of the date of the holiday) times the number of hours the 

employee would otherwise have worked on that day.  Eligible employee classification(s): 

 

• Regular full-time employees 

• Regular part-time employees 

 

 
          Effective Date: 5/19/03 

 

 

304 Workers’ Compensation Insurance 
 

UCSLD provides a comprehensive workers’ compensation insurance program at no cost to 

employees.  This program covers any injury or illness sustained in the course of employment that 

requires medical, surgical, or hospital treatment.  Subject to applicable legal requirements, 

workers’ compensation insurance provides benefits after a short waiting period or, if the 

employee is hospitalized, immediately. 

 

Employees who sustain work-related injuries or illnesses should inform their supervisor 

immediately.  No matter how minor an on-the-job injury may appear, it is important that it be 

reported immediately.  This will enable an eligible employee to qualify for coverage as quickly 

as possible. 

 

Neither UCSLD nor the insurance carrier will be liable for the payment of workers’ 

compensation benefits for injuries that occur during an employee’s voluntary participation in any 

off-duty recreational, social, or athletic activity sponsored by UCSLD. 

 
          Effective Date: 5/19/03 

 



Umatilla County Special Library District 
Policies and Procedures Manual 

16 

 

305 Sick Leave Benefits 
 

UCSLD provides paid sick leave benefits to all eligible employees for periods of temporary 

absence due to illnesses or injuries.  Eligible employee classification(s): 

 

• Regular full-time employees 

• Regular part-time employees 

 

Eligible employees will accrue sick leave benefits at the rate of 12 days per year (1 day for every 

full month of service).  Sick leave benefits are calculated on a basis of a “benefit year,” the 12-

month period begins when the employee starts to earn sick leave benefits.  Sick leave will be 

pro-rated based on a 40 hour work week. 

 

Paid sick leave can be used in minimum increments of one-half hour.  Eligible employees may 

use sick leave benefits for an absence due to their own illness or injury or that of an immediate 

family member. 

 

UCSLD 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. 

 

Employees who are unable to report to work due to illness or injury should notify their direct 

supervisor before the scheduled start of their workday if possible.  The direct supervisor must 

also be contacted on each additional day of absence. 

 

Sick leave benefits will be calculated based on the employee’s base pay rate at the time of 

absence. 

 

Unused sick leave benefits will be allowed to accumulate until the employee has accrued a total 

of 90 calendar days work 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. 

 

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. 

 
          Effective Date: 5/19/03 

 

 

306 Bereavement Leave 
 

Employees who wish to take time off due to the death of an immediate family member should 

notify their supervisor immediately. 
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Up to three days of paid sick leave may be used by eligible employees in the following 

classification(s): 

 

• Regular full-time employees 

• Regular part-time employees 

 

Bereavement pay is calculated based on the employee’s base pay rate at the time of absence. 

 

Bereavement leave will normally be granted unless there are unusual business needs or staffing 

requirements.  Employees may, with their supervisors’ approval, use any available paid leave for 

additional time off as necessary. 

 

UCSLD 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.  Special consideration will also be given to any other person whose association 

with the employee was similar to any of the above relationships. 

 
          Effective Date: 5/19/03 

 

 

307 Relocation Benefits 
 

Relocation benefits may be available to any eligible newly hired employee who must relocate in 

order to reside within Umatilla County.  Those employees eligible for relocation benefits are: 

 

• Full-time salaried administrative employees 

• Full-time salaried technical or uniquely-skilled employees 

 

For specific information regarding the terms and extent of relocation benefits, please contact the 

Board of Directors. 

 

Employees must request relocation assistance for specific items in advance of the date the 

expenses are incurred.  UCSLD will reimburse expenses only if the employee has received 

advance approval, incurs reasonable expenses, and submits satisfactory proof of the expense 

within 30 calendar days of the date the expense was incurred. 

 
          Effective Date: 5/19/03 

 

 

308 Jury Duty 
 

UCSLD encourages employees to fulfill their civic responsibilities by serving jury duty when 

required.  Employees in an eligible classification may request paid jury duty leave. 
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Jury duty pay will be calculated on the employee’s base pay rate times the number of hours the 

employee would otherwise have worked on the day of absence.  Employee classifications that 

qualify for paid jury duty leave are: 

 

• Regular full-time employees 

• Regular part-time employees 

 

Employees must show the jury duty summons to their supervisor as soon as possible so that the 

supervisor may make arrangements to accommodate their absence.  Of course, employees are 

expected to report for work whenever the court schedule permits. 

 

Either UCSLD or the employee may request an excuse from jury duty if, in UCSLD’s judgment, 

the employee’s absence would create serious operational difficulties. 

 

UCSLD will continue to provide health insurance benefits for the full term of the jury duty 

absence. 

 

Vacation, sick leave, and holiday benefits will continue to accrue during unpaid jury duty leave. 

 

Any compensation for jury duty will be signed over the UCSLD.  Employees may retain any 

amount the court compensates for travel expenses. 

 
          Effective Date: 5/19/03 

 

 

309 Witness Duty 
 

UCSLD encourages employees to appear in court for witness duty when subpoenaed to do so. 

 

If employees have been subpoenaed or otherwise requested to testify as witnesses by UCSLD, 

they will receive paid time off for the entire period of witness duty. 

 

Employees will be granted a maximum of 8 hours of paid time off to appear in court as a witness 

at the request of a party other than UCSLD.  Employees will be paid at their base rate and are 

free to use any remaining paid leave benefits (such as vacation leave) to receive compensation 

for any period of witness duty absence that would otherwise be unpaid. 

 

The subpoena should be shown to the employee’s supervisor immediately after it is received so 

that operating requirements can be adjusted, where necessary, to accommodate the employee’s 

absence.  The employee is expected to report for work whenever the court schedule permits. 

 
          Effective Date: 5/19/03 
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310 Educational Assistance 
 

UCSLD recognizes that the skills and knowledge of its employees are critical to the success of 

the organization.  UCSLD may provide educational assistance to employees in the following 

employee classification(s) depending on the needs of UCSLD: 

 

• Regular full-time employees 

• Regular part-time employees 

 

Employees should contact the Board of Directors for more information or questions about 

educational assistance. 

 
          Effective Date: 5/19/03 

 

 

311 Health Insurance 
 

UCSLD’s health insurance plan provides employees and their dependents access to medical, 

dental, and vision care insurance benefits after 30 days of employment.  Employees in the 

following employment classifications are eligible to participate in the health insurance plan: 

 

• Regular full-time employees 

• Regular part-time employees 

 

Eligible employees may participate in the health insurance plan subject to all terms and 

conditions of the agreement between UCSLD and the insurance carrier. 

 

Details of the health insurance plan are described in the Summary Plan Description (SPD).  An 

SPD and information on cost of coverage will be provided in advance of enrollment to eligible 

employees.  Contact the Librarian/Coordinator for more information about health insurance 

benefits. 

 
          Effective Date: 5/19/03 

 

 

312 Life Insurance 
 

Life insurance offers you and your family important financial protection.  UCSLD provides a 

basic life insurance policy for eligible employees. 

 

Accidental Death and Dismemberment (AD&D) insurance provides protection in cases of 

serious injury or death resulting from an accident.  AD&D insurance coverage is provided as part 

of the basic life insurance plan. 

 

Employees in the following employment classifications are eligible to participate in the life 

insurance plan: 
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• Regular full-time employees 

• Regular part-time employees 

 

Eligible employees may participate in the life insurance plan subject to all terms and conditions 

of the agreement between UCSLD and the insurance carrier. 

 

Details of the basic life insurance plan including benefit amounts are described in the Summary 

Plan Description provided to eligible employees.  Contact the Board of Directors for more 

information about life insurance benefits. 

 
          Effective Date: 5/19/03 

 

 

313 Long-Term Disability 
 

UCSLD provides a long-term disability (LTD) benefits plan to help eligible employees cope 

with an illness or injury that results in long-term absence from employment.  LTD is designed to 

ensure a continuing income for employees who are disabled and unable to work. 

 

Employees in the following employment classifications are eligible to participate in the LTD 

plan: 

 

• Regular full-time employees 

• Regular part-time employees 

 

Eligible employees may participate in the LTD plan subject to all terms and conditions of the 

agreement between UCSLD and the insurance carrier.  Eligible employees may begin LTD 

coverage only after complete 30 calendar days of service. 

 

Details of the LTD benefits plan including benefit amounts, and limitations and restrictions are 

described in the Summary Plan Description provided to eligible employees.  Contact the Board 

of Directors for more information about LTD benefits. 

 
          Effective Date: 5/19/03 

 

 

401 Timekeeping 
 

Accurately recording time worked is the responsibility of every nonexempt employee.  Federal 

and state laws required UCSLD to keep an accurate record of time worked in order to calculate 

employee pay and benefits.  Time worked is all the time actually spent on the job performing 

assigned duties. 

 

Nonexempt employees should accurately record the time worked.  Overtime work must always 

be approved before it is performed. 
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Altering, falsifying, tampering with time records, or recording time on another employee’s time 

record may result in disciplinary action.  Up to and including termination of employment. 

 
          Effective Date: 5/19/03 

 

 

402 Paydays 
 

All employees are paid monthly on the 1
st
 day of the month.  Each paycheck will include 

earnings for all work performed through the end of the previous payroll period. 

 

In the event that a regularly scheduled payday falls on a day off such as a weekend or holiday, 

employees will be paid on the first day of work following the regularly scheduled payday. 

 

If a regular payday falls during an employee’s vacation, the employee’s paycheck will be 

available upon his or her return from vacation, unless other arrangements have been made. 

 
          Effective Date: 5/19/03 

 

 

403 Employment Terminations 
 

Termination of employment is an inevitable part of personnel activity within any organization, 

and many of the reasons for termination are routine.  Below are examples of some of the most 

common circumstances under which employment is terminated: 

 

• Resignation – voluntary employment termination initiated by an employee. 

• Discharge – involuntary employment termination initiated by the organization. 

• Retirement – voluntary employment termination initiated by the employee 

meeting age, length of service, and any other criteria for retirement from the 

organization. 

 

Since employment with UCSLD is based on mutual consent, both the employee and UCSLD 

have the right to terminate employment at will, with or without cause, at any time.  Employees 

will receive their final pay in accordance with applicable state law. 

 

Employee benefits will be affected by employment termination in the following manner.  All 

accrued, vested benefits that are due and payable at termination will be paid.  Some benefits may 

be continued at the employee’s expense if the employee so chooses.  The employee will be 

notified in writing of the benefits that may be continued and of the terms, conditions, and 

limitations of such continuance. 

 
          Effective Date: 5/19/03 

 

 



Umatilla County Special Library District 
Policies and Procedures Manual 

22 

404 Severance Pay 
 

UCSLD may provide severance pay to eligible employees whose employment is terminated for 

reasons that are not prejudicial to UCSLD, as determined by UCSLD in its sole discretion.  

Severance pay may be provided to the following eligible employee classifications: 

 

• Regular full-time employees 

• Regular part-time employees 

 

Specifically excluded from benefits under this provision are employees who: were hired as 

temporary employees for a specified period of time, leave work due to a reduction in the work 

force, were offered but refused to accept another suitable position with the organization, were 

provided the opportunity to be retained for any length of time by a successor employer. 

 
          Effective Date: 5/19/03 

 

 

501 Safety 
 

Each employee is expected to follow standard practices and to exercise caution in all work 

activities.  Employees must immediately report any unsafe condition to the appropriate 

supervisor.  Employees who violate safety standards, who cause hazardous or dangerous 

situations, or who fail to report or, where appropriate, remedy such situations, may be subject to 

disciplinary action, up to and including termination of employment. 

 

In the case of accidents that result in injury, regardless of how insignificant the injury may 

appear, employees should immediately notify the Librarian/Coordinator or the appropriate 

supervisor.  Such reports are necessary to comply with laws and initiate insurance and workers’ 

compensation benefits procedures. 

 
          Effective Date: 5/19/03 

 

 

502 Work Schedules 
 

The normal work schedule for employees is Monday through Friday.  Supervisors will advise 

employees of the times their schedules will normally begin and end.  Staffing needs and 

operational demands may necessitate variations in starting and ending times, as well as variations 

in the total hours that may be scheduled each day and week. 

 

Flexible scheduling, or flextime, is available in some cases to allow employees to vary their 

starting and ending times each day within established limits.  Flextime may be possible if a 

mutually workable schedule can be negotiated with the supervisor involved.  However, such 

issues as staffing needs, the employee’s performance, and the nature of the job will be 

considered before approval of flextime.  Employees should consult their supervisor to request 

participation in the flextime program. 
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          Effective Date: 5/19/03 

 

 

503 Use of Phone and Mail Systems 
 

Employees may be required to reimburse UCSLD for any charges resulting from their personal 

use of telephone. 

 

The use of UCSLD paid postage for personal correspondence is not permitted. 

 

To ensure effective telephone communications, employees should always use the approved 

greeting and speak in a courteous and professional manner, confirm information received from 

the caller, and hang up only after the caller has done so. 

 
          Effective Date: 5/19/03 

 

 

504 Smoking 
 

In keeping with UCSLD’s intent to provide a safe and healthful work environment, smoking is 

prohibited throughout the workplace. 

 

This policy applies equally to all employees, customers, and visitors. 

 
          Effective Date: 5/19/03 

 

 

505 Rest and Meal Periods 
 

Each workday, full-time nonexempt employees are provided with 2 rest periods.  Supervisors 

will advise employees of the regular rest period length and schedule.  To the extent possible, rest 

periods will be provided in the middle of work periods.  Since this time is counted and paid as 

time worked. Employees must not be absent from their work stations beyond the allotted rest 

period time. 

 

All full-time employees are provided with one meal period each workday.  Supervisors will 

schedule meal periods to accommodate operating requirements.  Employees will be relieved of 

all active responsibilities and restrictions during meal periods and will not be compensated for 

that time. 

 
          Effective Date: 5/19/03 

 

 

506 Emergency Closings 
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At times, emergencies such as severe weather, fires, power failures, or earthquakes, can disrupt 

operations.  In extreme cases, these circumstances may require the closing of a work facility. 

 

When operations are officially closed due to emergency conditions, the time off from scheduled 

work will be paid. 

 

In cases where an emergency closing is not authorized, employees who fail to report for work 

will not be paid for the time off.  Employees in essential operations may be asked to work on a 

day when operations are officially closed.  In these circumstances, employees who work will 

receive regular pay. 

 
          Effective Date: 5/19/03 

 

 

507 Business Travel Expenses 
 

UCSLD will reimburse employees for reasonable business travel expenses incurred while on 

assignments away from the normal work location.  All business travel must be approved in 

advance by the Librarian/Coordinator or Board of Directors Chairperson. 

 

Employees whose travel plans have been approved are responsible for making their own travel 

arrangements. 

 

When approved, the actual costs of travel, meals, lodging, and other expenses directly related to 

accomplishing business travel objectives will be reimbursed by UCSLD according to current 

policy. 

 

Employees who are involved in an accident while traveling on business must promptly report the 

incident to their immediate supervisor.  Vehicles owned, leased, or rented by UCSLD may not be 

used for personal use without prior approval. 

 

Cash advances to cover reasonable anticipated expenses may be made to employees, after travel 

has been approved.  Employees should submit a written request to their supervisor when travel 

advances are needed. 

 

With prior approval, employees on business travel may be accompanied by a family member or 

friend, when the presence of a companion will not interfere with successful completion of 

business objectives.  Generally, employees are also permitted to combine personal travel with 

business travel, as long as time away from work is approved.  Additional expenses arising from 

such non-business travel are the responsibility of the employee. 

 

When travel is completed, employees should submit completed travel expense reports within 7 

days.  Reports should be accompanied by receipts for all individual expenses. 
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Employees should contact their supervisor for guidance and assistance on procedures related to 

travel arrangements, travel advances, expense reports, reimbursement for specific expenses, or 

any other business travel issues. 

 

Abuse of this business travel expenses policy, including falsifying expense reports to reflect 

costs not incurred by the employee, can be grounds for disciplinary action, up to and including 

termination of employment. 

 
          Effective Date: 5/19/03 

 

 

508 Computer and E-mail Usage 
 

Computers, computer files, the e-mail system, and software furnished to employees are UCSLD 

property intended for business use.  Employees should not use a password, access a file, or 

retrieve any stored communication without authorization.  To ensure compliance with this 

policy, computer and e-mail usage may be monitored. 

 

UCSLD strives to maintain a workplace free of harassment and sensitive to the diversity of its 

employees.  Therefore, UCSLD prohibits the use of computers and the e-mail system in ways 

that are disruptive, offensive to others, or harmful to morale. 

 

For example, the display or transmission of sexually explicit images, messages, and cartoons is 

not allowed.  Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-

color jokes, or anything that may be construed as harassment or showing disrespect for others. 

 

Employees should notify their immediate supervisor, the Board of Directors or any member of 

management upon learning of violations of this policy.  Employees who violate this policy will 

be subject to disciplinary action, up to and including termination of employment. 

 
          Effective Date: 5/19/03 

 

 

509 Internet Usage 
 

Internet access to global electronic information resources on the World Wide Web is provided by 

UCSLD to assist employees in obtaining work-related data and technology.  The following 

guidelines have been established to help ensure responsible and productive Internet usage. 

 

All Internet data that is composed, transmitted, or received via our computer communications 

systems is considered to be part of the official records of UCSLD and, as such, is subject to 

disclosure law enforcement or other third parties.  Consequently, employees should always 

ensure that the business information contained in Internet e-mail messages and other 

transmissions is accurate, appropriate, ethical, and lawful. 
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Data that is composed, transmitted, accessed, or received via the Internet must not contain 

content that could be considered discriminatory, offensive, obscene, threatening, harassing, 

intimidating, or disruptive to any employee or other person.  Examples of unacceptable content 

may include, but are not limited to, sexual comments or images, racial slurs, gender-specific 

comments, or any other comments or images that could reasonably offend someone on the basis 

of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, or 

any other characteristic protected by law. 

 

Abuse of the Internet access provided by UCSLD in violation of law or UCSLD policies may 

result in disciplinary action, up to and including termination of employment.  Employees may 

also be held personally liable for any violations of this policy.  The following behaviors are 

examples of previously stated or additional actions and activities that are prohibited and can 

result in disciplinary action: 

 

• Sending or posting discriminatory, harassing, or threatening messages or images 

• Using the organization’s time and resources for personal gain 

• Stealing, using, or disclosing someone else’s code or password without 

authorization 

• Copying, pirating, or downloading software and electronic files without 

permission 

• Sending or posting confidential material, trade secrets, or proprietary information 

outside of the organization 

• Violating copyright law 

• Failing to observe licensing agreements 

• Engaging in unauthorized transactions that may incur a cost to the organization or 

initiate unwanted Internet services and transmissions 

• Sending or posting messages or material that could damage the organization’s 

image or reputation 

• Participating in the viewing or exchange or pornography or obscene materials 

• Sending or posting messages that defame or slander other individuals 

• Attempting to break into the computer system of another organization or person 

• Refusing to cooperate with a security investigation 

• Sending or posting chain letters, solicitations, or advertisements not related to 

business purposes or activities 

• Using the Internet for political causes or activities, religious activities, or any sort 

of gambling 

• Jeopardizing the security of the organization’s electronic communications systems 

• Sending or posting messages that disparage another organization’s products or 

services 

• Passing off personal views as representing those of the organization 

• Sending anonymous e-mail messages 

• Engaging in any other illegal activities 

 
          Effective Date: 5/19/03 
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510 Workplace Monitoring 
 

Workplace monitoring may be conducted by UCSLD to ensure quality control, employee safety, 

security, and customer satisfaction. 

 

Because UCSLD is sensitive to the legitimate privacy rights of employees, every effort will be 

made to guarantee that workplace monitoring is done in an ethical and respectful manner. 

 
          Effective Date: 5/19/03 

 

 

511 Telecommuting 
 

Telecommuting is the practice of working at home or at a site near the home instead of 

physically traveling to a central workplace, it is a work alternative that UCSLD may offer to 

some employees when it would benefit both the organization and the employee. 

 

Employees who believe telecommuting can enhance their ability to get the job done should 

submit a written request to their managers proposing how it will benefit UCSLD and themselves.  

The request should explain how they will be accountable and responsible, what equipment is 

necessary, and how communication barriers will be overcome. 

 

The Board’s decision to approve a telecommuting arrangement will be based on factors such as 

position and job duties, performance history, related work skills, and the impact on the 

organization. 

 

The employee’s compensation, benefits, work status, work responsibilities, and the amount of 

time the employee is expected to work per day or per pay period will not change due to 

participation in the telecommuting program (unless otherwise agreed upon in writing). 

 

The employee’s at-home work hours will conform to a schedule agreed upon by the employee 

and his or her supervisor.  If such a schedule has not been agreed upon, the employee’s work 

hours will be assumed to be the same as they were before the employee began telecommuting.  

Changes to this schedule must be reviewed and approved in advance by the employee’s 

supervisor. 

 

Telecommuting is an alternative method of meeting the needs of the organization and is not a 

universal employee benefit.  As such, UCSLD has the right to refuse to make telecommuting 

available to an employee and to terminate a telecommuting arrangement at any time. 

 
          Effective Date: 5/19/03 
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512 Workplace Violence Prevention 
 

UCSLD is committed to preventing workplace violence and to maintaining a safe work 

environment.  Given the increasing violence in society in general, UCSLD has adopted the 

following guidelines to deal with intimidation, harassment, or other threats of (or actual) 

violence that may occur during business hours or on its premises. 

 

All employees, including supervisors and temporary employees, should be treated with courtesy 

and respect at all times.  Employees are expected to refrain from fighting, “horseplay,” or other 

conduct that may be dangerous to others.  Firearms, weapons, and other dangerous or hazardous 

devices or substances are prohibited from the premises of UCSLD without proper authorization. 

 

Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of the 

public at any time, including off-duty periods, will not be tolerated.  This prohibition includes all 

acts of harassment, including harassment that is based on an individual’s sex, race, age, or any 

characteristic protected by federal, state, or local law. 

 

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible 

to the employee’s immediate supervisor or any other member of management.  This includes 

threats by employees, as well as threats by customers, vendors, solicitors, or other members of 

the public.  When reporting a threat of violence, employees should be as specific and detailed as 

possible. 

 

All suspicious individuals or activities should also be reported as soon as possible to a 

supervisor.  An employee should not place himself or herself in peril.  If a commotion or 

disturbance is seen or heard near an employee’s work station, he or she should not try to 

intercede or see what is happening. 

 

UCSLD will promptly and thoroughly investigate all reports of threats of (or actual) violence and 

of suspicious individuals or activities.  The identity of the individual making a report will be 

protected as much as is practical.  In order to maintain workplace safety and the integrity of its 

investigation, UCSLD may suspend employees, either with or without pay, pending 

investigation. 

 

Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in 

violation of these guidelines will be subject to prompt disciplinary action up to and including 

termination of employment. 

 

UCSLD encourages employees to bring their disputes or differences with other employees to the 

attention of their supervisors or the Board of directors before the situation escalates into potential 

violence.  UCSLD is eager to assist in the resolution of employee disputes, and will not 

discipline employees for raising such concerns. 

 
          Effective Date: 5/19/03 
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601 Medical Leave 
 

UCSLD may provide medical leaves of absence without pay to eligible employees who are 

temporarily unable to work due to a serious health condition or disability.  For purposes of this 

policy, serious health conditions or disabilities include inpatient care in a hospital, hospice, or 

residential medical care facility; continuing treatment by a health care provider; and temporary 

disabilities associated with pregnancy, childbirth, and related medical conditions. 

 

Employees in the following employment classifications are eligible to request medical leave as 

described in this policy: 

 

• Regular full-time employees 

• Regular part-time employees 

 

Eligible employees may request medical leave only after having completed 90 calendar days of 

service.  Exceptions to the service requirement will be considered to accommodate disabilities. 

 

Eligible employees should make requests for medical leave to the Board of Directors at least 60 

days in advance of foreseeable events and as soon as possible for unforeseeable events. 

 

A health care provider’s statement must be submitted verifying the need for medical leave and its 

beginning and expected ending dates.  Any changes in this information should be promptly 

reported to UCSLD.  Employees returning from medical leave must submit a health care 

provider’s verification of their fitness to return to work. 

 

Eligible employees may be granted leave for the period of the disability.  If the initial period of 

approved absence proves insufficient, consideration will be given to a request for an extension.  

Employees will be required to first use any accrued paid leave time before taking unpaid medical 

leave. 

 

Employees who sustain work-related injuries are eligible for a medical leave of absence for the 

period of disability in accordance with all applicable laws covering occupational disabilities. 

 

Subject to the terms, conditions, and limitations of the applicable plans, health insurance benefits 

may be provided by UCSLD until the end of the first full month of a medical leave.  At that time, 

employees will become responsible for the full costs of these benefits if they wish coverage to 

continue.  When the employee returns from medical leave, benefits will again be provided by 

UCSLD according to the applicable plans. 

 

If an employee fails to return to work on the agreed upon return date, UCSLD will assume that 

the employee has resigned. 

 
          Effective Date: 5/19/03 
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602 Family Leave 
 

UCSLD may provide family leaves of absence without pay to eligible employees who wish to 

take time off from work duties to fulfill family obligations. 

 

Employees in the following employment classifications are eligible to request family leave as 

described in this policy: 

 

• Regular full-time employees 

• Regular part-time employees 

 

Eligible employees may request family leave only after having completed 90 calendar days of 

service.  Eligible employees should make requests for family leave to their supervisors at least 60 

days in advance of foreseeable events and as soon as possible for unforeseeable events. 

 

Employees requesting family leave related to the serious health condition of a child, spouse, or 

parent may be required to submit a health care provider’s statement verifying the need for a 

family leave to provide care, its beginning and expected ending dates, and the estimated time 

required. 

 

If an initial period of absence proves insufficient, consideration will be given to a written request 

for a single extension.  Employees will be required to first use any accrued paid leave time 

before taking unpaid family leave. 

 

Subject to the terms, conditions, and limitations of the applicable plans, health insurance benefits 

may be provided by UCSLD until the end of the first full month of approved family leave.  At 

that time, employees will become responsible for the full costs of these benefits if they wish 

coverage to continue.  When the employee returns from family leave, benefits will again be 

provided by UCSLD according to the applicable plans. 

 

If an employee fails to return to work on the agreed upon return date, UCSLD will assume that 

the employee has resigned. 

 
          Effective Date: 5/19/03 

 

 

603 Personal Leave 
 

UCSLD may provide leaves of absence without pay to eligible employees who wish to take time 

off from work duties to fulfill personal obligations.  Employees in the following employment 

classification(s) are eligible to request personal leave as described in this policy: 

 

• Regular full-time employees 

• Regular part-time employees 
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Eligible employees may request personal leave only after having completed 90 calendar days of 

service.  As soon as eligible employees become aware of the need for a personal leave of 

absence, they should request a leave from their supervisor. 

 

If an initial period of absence proves insufficient, consideration will be given to a written request 

for a single extension.  With the supervisor’s approval, an employee may take any available 

vacation leave as part of the approved period of leave. 

 

Requests for personal leave will be evaluated based on a number of factors, including anticipated 

work load requirements and staffing considerations during the proposed period of absence. 

 

Subject to the terms, conditions, and limitations of the applicable plans, health insurance benefits 

may be provided by UCSLD until the end of the first full month of approved personal leave.  At 

that time, employees will become responsible for the full costs of these benefits if they wish 

coverage to continue.  When the employee returns from personal leave, benefits will again be 

provided by UCSLD according to the applicable plans. 

 

If an employee fails to report to work promptly at the expiration of the approved leave period, 

UCSLD will assume the employee has resigned. 

 
          Effective Date: 5/19/03 

 

 

604 Educational Leave 
 

UCSLD may provide educational leaves of absence without pay to eligible employees who wish 

to take time off from work duties to pursue course work that is applicable to their job duties with 

UCSLD.  Employees in the following employment classification(s) are eligible to request 

educational leave as described in this policy: 

 

• Regular full-time employees 

• Regular part-time employees 

 

Eligible employees who have completed 1 year of service may request educational leave.  

Requests will be evaluated based on a number of factors, including, but not limited to, 

anticipated workload requirements and staffing considerations during the proposed period of 

absence. 

 

Subject to the terms, conditions, and limitations of the applicable plans, health insurance benefits 

may be provided by UCSLD until the end of the first full month of the approved educational 

leave.  At that time, employees will become responsible for the full costs of these benefits if they 

wish coverage to continue.  When the employee returns from educational leave, benefits will 

again be provided by UCSLD according to the applicable plans. 
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If an employee fails to report to work at the end of the approved leave period, UCSLD will 

assume that the employee has resigned. 

 
          Effective Date: 5/19/03 

 

 

605 Military Leave 
 

A military leave of absence will be granted to employees who are absent from work because of 

service in the U.S. uniformed services in accordance with the Uniformed Services Employment 

and Reemployment Rights Act (USERRA).  Advance notice of military service is required, 

unless military necessity prevents such notice or it is otherwise impossible or unreasonable. 

 

Employees will continue to receive full pay while on leave for two-week training assignments 

and shorter absences.  The portion of any military leaves of absence in excess of two weeks will 

be unpaid.  However, employees may use any available vacation time for the absence. 

 

Continuation of health insurance benefits is available as required by USERRA based on the 

length of the leave and subject to the terms, conditions and limitations of the applicable plans for 

which the employee is otherwise eligible. 

 

Vacation, sick leave, and holiday benefits will continue to accrue during a military leave of 

absence. 

 

Employees on military leave for up to 30 days are required to return to work for the first 

regularly scheduled shift after the end of service, allowing reasonable travel time.  Employees on 

longer military leave must apply for reinstatement in accordance with USERRA and all 

applicable state laws. 

 

Contact the Board of Directors for more information or questions about military leave. 

 
          Effective Date: 5/19/03 

 

 

606 Pregnancy-Related Absences 
 

UCSLD will not discriminate against any employee who requests an excused absence for 

medical disabilities associated with pregnancy.  Such leave requests will be evaluated according 

to the medical leave policy provisions outlined in this handbook and all applicable federal and 

state laws. 

 

Requests for time off associated with pregnancy and/or childbirth, such as bonding and child 

care, not related to medical disabilities for those conditions will be considered in the same 

manner as other requests for unpaid family or personal leave. 

 
          Effective Date: 5/19/03 
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701 Employee Conduct and Work Rules 
 

To ensure orderly operations and provide the best possible work environment, UCSLD expects 

employees to follow rules of conduct that will protect the interests and safety of all employees 

and the organization.  It is not possible to list all the forms of behavior that are considered 

unacceptable in the workplace.  The following are examples of infractions of rules of conduct 

that may result in disciplinary action, up to and including termination of employment: 

 

• Theft or inappropriate removal or possession of property 

• Falsification of timekeeping records 

• Working under the influence of alcohol or illegal drugs 

• Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the 

workplace, while on duty, or while operating employer-owned vehicles or 

equipment 

• Fighting or threatening violence in the workplace 

• Boisterous or disruptive activity in the workplace 

• Negligence or improper conduct leading to damage of employer-owned or 

customer-owned property 

• Insubordination or other disrespectful conduct 

• Violation of safety or health rules 

• Smoking in prohibited areas 

• Sexual or other unlawful or unwelcome harassment 

• Possession of dangerous or unauthorized materials, such as explosives or firearms 

in the workplace 

• Excessive absenteeism or any absence without notice 

• Unauthorized absence from work station during the workday 

• Unauthorized use of telephones, mail system, or other employer-owned 

equipment 

• Unauthorized disclosure of  business ”secrets” or confidential information 

• Violation of personnel policies 

• Unsatisfactory performance or conduct 

 

Employment with UCSLD is at the mutual consent of UCSLD and the employee, and either 

party may terminate that relationship at any time, with or without cause, and with or without 

advance notice.  

 
          Effective Date: 5/19/03 

 


