
Board of Trustees 
  Agenda 

 
 

April, 15 2024     7:15 PM                    Board Meeting 
 
 

1. *Agenda:  Approval or Changes 
   

2. *Minutes of the March 18, 2024 meeting for approval. 
 
3. Public Comment        

 
4. Board Comment 

 
5. Treasurer’s Report 

A. March 2024 Financial Statement 
B. *Warrants 

 #2024-06 March 25, 2024 $183,674.27 
 #2024-07 April 9, 2024  $389,361.81 

 
6. Friends’ Report 

  
7. Director’s Report 

A. Public Service    -Jim Foster 
B. Planning / Communication  -Rebecca Verhayden 
C. General Updates   -Alex Gutelius 

 
8. Committee Reports 

A. Personnel Committee 
 Personnel Committee Meeting Notes 3-27-2024 
 *Post-Retirement Health Insurance Benefit  
 Employee Handbook 

B. PR Committee 
 Annual Report 

 
9. Old Business 

 
10. New Business 

A. *Approve appointment of Natalie Coonrad, Page and Adah Derosier, 
Librarian I 

B. Memorandum of Understanding with Friends of the Library 
C. *Approval of Bid for Front Entrance Door.   

  
11. Executive Session 

 
* Items so marked are action items 



   
 

  Board of Trustees 
  Minutes 

 

  
   March 18, 2024  7:15 PM        Board Meeting 

 
 
 

Present: Brown, Megan, Cantore, Mathew; DiGianni, Jason; Dugan, Suzanne; McMunn, Maria; 
Meyer, Stephen; Rodger, Ed; Srinivasan, Purushothaman. Also present were Alex Gutelius, Jim 
Foster, Rebecca Verhayden, and Joe Gaug, Attorney. 
 
Absent: Dave Golden, Tom Madison, Russ Wise 
 
Guest: John Criscone, Susan Flint 
 
The meeting was called to order at 7:16 PM by Ms. McMunn. 
 
AGENDA: Ms. McMunn presented the March 18, 2024 agenda. A Motion was made by Mr. 
DiGianni, seconded by Mr. Srinivasan, to approve the agenda as sent. The Motion passed 
unanimously by those present. 
 
MINUTES:  
A Motion was made by Mr. Srinivasan, seconded by Mr. Meyer, to accept the February 26, 2024, 
minutes as sent. The Motion passed unanimously by those present. Ms. Dugan chose to abstain. 
 
PUBLIC COMMENT: None 
 
BOARD COMMENT: None 
 
TREASURER’S REPORT:   
 
Presentation of the 2023 Audit: 
John Criscone of Cusack & Company was present to review the summary results and answer 
any questions about the 2023 audit. Mr. Criscone noted the audit went very well. Staff was easy 
to work with and provided all information in a timely manner. He noted it was a very clean 
audit. All significant transactions have been recognized in the financial statements in the 
proper period. The financial statement disclosures are neutral, consistent, and clear. They 
encountered no significant difficulties in dealing with management in performing and 
completing the audit. Finally, he noted some of the current year recommendations. Their 
recommendations were to record donations received in revenue account instead of netting 
them in an expense account. Additionally, we should have all civil service documents in each 
employee personnel file upon hiring, review employee vacation accrual balances, and review 
and update the employee handbook. Management is making the proper updates in all these 
areas. Mr. Criscone thanked Ms. Gutelius and her staff for all their preparation and cooperation 
during the audit. The Board of Trustees accepted the 2023 audit as presented.  
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Mr. Meyer presented the Financial Statement for February 2024. The Financial Statements were 
reviewed and received for audit. It was noted Special Projects are now broken out on page 4 of 
the Financial Statement. Mr. Meyer noted the Library received the following donations in 
February 2024. $30 from Alfred Riccio, $50 in memory of Blake Michael Hagner, $50 for Patricia 
V. Lawensen, and $50 for Kathleen N. Casazza.  
 
The February 26, 2024 warrant for $184,656.27 was presented for approval. A Motion was made 
by Mr. Meyer, seconded by Ms. Brown, to approve the February 26, 2024 warrant. The Motion 
passed unanimously by those present. The reviewer for the February 26, 2024, warrant was Mr. 
DiGianni.  
 
The March 8, 2024 warrant for $166,114.26 was presented for approval. A Motion was made by 
Mr. Meyer, seconded by Ms. Dugan, to approve the March 8, 2024, warrant. The Motion passed 
unanimously by those present. The reviewer for the March 8, 2024, warrant was Mr. Srinivasan.  
 
 
THE FRIENDS: Mr. Foster gave the following report: 
1. A Memorandum of Understanding is being prepared to outline the agreement between the 

FOL and the Library. 
2. The Used Book Sale is scheduled for May 17-19 and the Plant Swap is scheduled for June 1.  
3. The TTOB will be hosting former NY Times food critic Ruth Reichl on April 17 at 7:00pm, at 

the Gowana Middle School. 
4. The FOL craft give and take is scheduled for April 20-21. 

 

DIRECTOR’S REPORT: Mr. Foster gave the following report on Public Service: 
1. Eclipse glasses will be available to the public starting on April, 1. One pair per household. 

Glasses will also be given away at several eclipse related programs. 
2. Mini Golf at the Library will be on Friday, March 22 at 6:30pm. 
3. Exploring the Outdoors in Clifton Park will be held on Monday, March 25 at 6:30pm. 
4. Tax Prep season is winding down as we approach the tax filing deadline. 
5. The most recent issue of the CPH Library Insider features our ELL program. 
5. The FOL will be adding three new museum passes to our collection in April. The FDR 

Presidential Library & Museum, Bennington Museum, and Herman Melville’s Arrowhead.  
 
 

DIRECTOR’S REPORT: Ms. Gutelius gave the following report: 
1. Ms. Gutelius welcomed Rebecca Verhayden as our new Assistant Director of Planning and 

Communications.  
2. We received a grant to purchase educational supplies for the ELL volunteers. 
3. Virtual Author Talks are now available through the Library Speakers Consortium. 
4. National Library Workers Day is April 9. We will be hosting a lunch for staff on April 10 due 

to room availability. 
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5. Schenectady Public Library has decided to withdraw from JA, and gave written notice to be 
effective in 6 months. We have limited information regarding this decision and the impact 
it will have on other areas libraries at this time. 
 

COMMITTEE REPORTS:  
 
POLICY COMMITTEE: No Report 
 
PUBLIC RELATIONS: No Report 
 
LONG RANGE PLANNING: No Report 
 
PERSONNEL COMMITTEE: No Report 
 
BUILDINGS AND GROUNDS: No Report 

 
FINANCE AND AUDIT: No Report 
 
LEGISLATION: No Report 
 
OLD BUSINESS: None 

 
NEW BUSINESS: 
SALS is offering Construction Challenge Grants of up to $5,000 per project to improve the 
function of member library buildings. Staff is recommending we apply for funding to add 
handicap door openers for the staff entrance (three doors). A Motion was made by Mr. Meyer, 
seconded by Mr. DiGianni, to approve the application request for staff entrance doors. The 
Motion passed unanimously by those present. 
 
There being no further business, Ms. Brown made the Motion, seconded by Mr. Srinivasan, to 
adjourn the meeting. The Motion passed unanimously by those present, and the meeting 
adjourned at 8:15PM. 
 
The next scheduled Board Meeting is Monday, April 15, 2024 at 7:15pm. 
 
 
 
 



Percentage of Year: 25.00%

RECEIPTS

Adopted Budget 

Jan 24 Adj Budget

Modified 

Budget March YTD

YTD as % of 

Budget Variance

4010  Town of Clifton Park $3,425,085.00 $0.00 $3,425,085.00 $0.00 $3,425,086.00 100.00% $1.00

4020 Town of Halfmoon $1,678,167.00 $0.00 $1,678,167.00 $0.00 $1,678,167.78 100.00% $0.78

4040 LLSA $16,283.00 $0.00 $16,283.00 $0.00 $0.00 0.00% -$16,283.00

4030 Bullet Aid $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

Subtotal $5,119,535.00 $0.00 $5,119,535.00 $0.00 $5,103,253.78 99.68% -$16,281.22

4110 SALS Programming $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

4130 NYS Education $0.00 $0.00 $0.00 $0.00 $270,763.00 0.00% $270,763.00

4150 DFY Municipal $3,600.00 $0.00 $3,600.00 $0.00 $0.00 0.00% -$3,600.00

4160 Friends - Specified $9,000.00 $0.00 $9,000.00 $320.00 $320.00 3.56% -$8,680.00

4170a Saratoga Arts $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

4170b Construction $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

4170e NCWIT Aspire IT Grant $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

4175 Construction Grant Challenge $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

4170 Other Grant $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

4190 FEMA Grant Income $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

Subtotal $12,600.00 $0.00 $12,600.00 $320.00 $271,083.00 2151.45% $258,483.00

4210 Patron Donations $1,000.00 $0.00 $1,000.00 $35.00 $363.80 36.38% -$636.20

4220 Friends - Unspecified $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

4230 Commemorative $0.00 $0.00 $0.00 $0.00 $150.00 0.00% $150.00

4240 Other Donations $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

Subtotal $1,000.00 $0.00 $1,000.00 $35.00 $513.80 51.38% -$486.20

4310 Investment Income $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

4320 Unrealized Gain/Loss on Investment $0.00 $0.00 $0.00 -$504.58 ($504.58) 0.00% -$504.58

4330 Bank Interest Income $5,000.00 $0.00 $5,000.00 $4,524.73 $10,149.93 203.00% $5,149.93

Subtotal $5,000.00 $0.00 $5,000.00 $4,020.15 $9,645.35 192.91% $4,645.35

4410 Fines $20,000.00 $0.00 $20,000.00 $2,503.79 $7,461.11 37.31% -$12,538.89

4420 Library Fees - Lost & Damaged $5,000.00 $0.00 $5,000.00 $488.24 $1,291.57 25.83% -$3,708.43

4431 Emp Books $0.00 $0.00 $0.00 $0.00 $16.79 0.00% $16.79

4440 Copier $10,500.00 $0.00 $10,500.00 $1,261.72 $2,972.30 28.31% -$7,527.70

4450 Other $0.00 $0.00 $0.00 $80.22 $248.61 0.00% $248.61

Subtotal $35,500.00 $0.00 $35,500.00 $4,333.97 $11,990.38 33.78% -$23,509.62

Total Receipts $5,173,635.00 $0.00 $5,173,635.00 $8,709.12 $5,396,486.31 104.31% $222,851.31

Applied Fund Balance $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

Subtotal $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

Total Receipts including Appropriations $5,173,635.00 $0.00 $5,173,635.00 $8,709.12 $5,396,486.31 104.31% $222,851.31

Other Income

Clifton Park-Halfmoon Public Library
Financial Statement     March 2024

Governmental Income

Grants

Donations

Interest
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Percentage of Year: 25.00%

Clifton Park-Halfmoon Public Library
Financial Statement     March 2024

DISBURSEMENTS

Adopted Budget 

Jan 24 Adj Budget

Modified 

Budget March YTD

YTD as % of 

Budget Variance

7010 Salaries - Personnel $2,543,103.00 $0.00 $2,543,103.00 $185,419.52 $448,584.22 17.64% $2,094,518.78

7013 Contracted Services $1,000.00 $0.00 $1,000.00 $450.00 $450.00 45.00% $550.00

7200 Insurance $160,841.00 $0.00 $160,841.00 $37,428.77 $86,137.48 53.55% $74,703.52

7270 Employee Public Relations $0.00 $0.00 $0.00 $159.39 $496.62 0.00% -$496.62

7300 Benefits - Taxes $175,000.00 $0.00 $175,000.00 $13,519.34 $32,293.41 18.45% $142,706.59

7400 Benefits - Retirement $250,000.00 $0.00 $250,000.00 $0.00 $61,577.00 24.63% $188,423.00

7500 Benefits - Pass through $0.00 $0.00 $0.00 $191.98 ($3,674.60) 0.00% $3,674.60

Subtotal $3,129,944.00 $0.00 $3,129,944.00 $237,169.00 $625,864.13 20.00% $2,504,079.87

6010 Books $160,000.00 $0.00 $160,000.00 $7,130.31 $25,541.45 15.96% $134,458.55

6020 Periodicals $18,000.00 $0.00 $18,000.00 $865.09 $8,843.37 49.13% $9,156.63

6030 AV $55,000.00 $0.00 $55,000.00 $6,367.20 $8,232.79 14.97% $46,767.21

6050 Digital Resources $120,000.00 $0.00 $120,000.00 $7,507.43 $49,915.07 41.60% $70,084.93

60000 Other $0.00 $0.00 $0.00 $55.17 $183.98 0.00% -$183.98

Subtotal $353,000.00 $0.00 $353,000.00 $21,925.20 $92,716.66 26.27% $260,283.34

6110 Bldg Svc Contracts $221,628.00 $0.00 $221,628.00 $14,613.50 $58,372.09 26.34% $163,255.91

6130 Office Equip $10,000.00 $0.00 $10,000.00 $0.00 $860.00 8.60% $9,140.00

6140 Facility Insurance $46,000.00 $0.00 $46,000.00 $0.00 $44,748.00 97.28% $1,252.00

6150 Repairs - Bldg & Equipment $32,000.00 $0.00 $32,000.00 -$129.57 $4,775.88 14.92% $27,224.12

6160 Equipment Lease Expense $29,183.00 $0.00 $29,183.00 $2,422.21 $6,956.13 23.84% $22,226.87

61000 Other Fac & Equip $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

Subtotal $338,811.00 $0.00 $338,811.00 $16,906.14 $115,712.10 34.15% $223,098.90

6200 Programs $47,858.00 $0.00 $47,858.00 -$5,685.16 $10,091.00 21.09% $37,767.00

6510 Automation $225,000.00 $0.00 $225,000.00 $16,663.52 $53,657.54 23.85% $171,342.46

6515 Custodial Supp $9,000.00 $0.00 $9,000.00 $58.54 $374.19 4.16% $8,625.81

6520 Elections $5,610.00 $0.00 $5,610.00 $0.00 $0.00 0.00% $5,610.00

6521 Insurance - D & O $2,003.00 $0.00 $2,003.00 $0.00 $2,063.00 103.00% -$60.00

6525 Membership Dues $5,000.00 $0.00 $5,000.00 $495.00 $3,676.00 73.52% $1,324.00

6530 Office & Lib Supplies $21,500.00 $0.00 $21,500.00 $3,120.56 $8,702.70 40.48% $12,797.30

6540 Postage & Freight $6,500.00 $0.00 $6,500.00 $54.10 $721.60 11.10% $5,778.40

6545 Professional Services $33,660.00 $0.00 $33,660.00 $2,495.00 $36,424.85 108.21% -$2,764.85

6551 PR & Printing $11,000.00 $0.00 $11,000.00 $387.63 $959.33 8.72% $10,040.67

6556 Travel & Continuing Ed $16,000.00 $0.00 $16,000.00 $1,619.60 $8,242.64 51.52% $7,757.36

6575 Utilities $120,000.00 $0.00 $120,000.00 $7,527.83 $19,686.68 16.41% $100,313.32

6576 Building Security $106,729.00 $0.00 $106,729.00 $0.00 $17,374.94 16.28% $89,354.06

6581 Other Operational $5,000.00 $0.00 $5,000.00 $301.22 ($1,100.37) -22.01% $6,100.37

Subtotal $614,860.00 $0.00 $614,860.00 $27,037.84 $160,874.10 26.16% $453,985.90

6610 Town of Clifton Park $495,414.00 $0.00 $495,414.00 $0.00 $452,457.55 91.33% $42,956.45

6620 Town of Halfmoon $241,606.00 $0.00 $241,606.00 $0.00 $0.00 0.00% $241,606.00

Subtotal $737,020.00 $0.00 $737,020.00 $0.00 $452,457.55 61.39% $284,562.45

8000 Unrecoverable Debt $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

Subtotal $0.00 $0.00 $0.00 $0.00 $0.00 0.00% $0.00

Total Disbursements $5,173,635.00 $0.00 $5,173,635.00 $303,038.18 $1,447,624.54 27.98% $3,726,010.46

Other Expense Types

Personnel

Library Materials

Facility & Equipment

Operations

Bonds
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Clifton Park-Halfmoon Public Library
Financial Statement     March 2024

1040 Petty Checking $224.25

1050 Petty Cash $719.67

1051 Key Checking $80,689.79

1052 Key MM Savings $896,962.63

1055 Pioneer Checking $169,308.68

1056 Pioneer MM Savings $4,891,939.86

1060 Unemployment Fund Bond $118,653.16

TTL CASH $6,158,498.04

1100 Accounts Receivable $16,198.57  

12000 Undeposited Funds $0.00

13000 Prepaid Expense $0.00

Fixed Assets $0.00

TTL ASSETS $6,174,696.61

1071 Accrued credit card $0.00

2000 Accounts Payable $13,864.18

21000 Accrued Pay $0.00

24000 Payroll Liab $0.00

24100 Accrued Leave and Payroll $0.00

24103 Deferred Revenue $0.00

24200 Accrued Expense $0.00

TTL LIABILITIES $13,864.18

TTL EQUITY $6,160,832.43

$0.00

TTL LIAB & EQUITY $6,174,696.61

Year to Date Revenues $5,396,486.31

Year to Date Expenses -$1,447,624.54

Net Change $3,948,861.77

Appropriations Prior Month Balance

Use of Fund 

Balance Current Balance

3006 Library Construction $0.00 $0.00 $0.00

3000/3002 Automation App Fund $0.00 $0.00 $0.00

32000 Unappropriated Funds/Unrestricted Net Assets $2,211,970.66 $0.00 $2,211,970.66

Fund Changes $2,211,970.66 $0.00 $2,211,970.66

Cash - Bank Balances

Fund Balance Reconciliation

Page 3 of 4 4/5/2024
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Clifton Park-Halfmoon Public Library
Financial Statement     March 2024

12/31/23 12/31/2022 $ Change % Change

LAND  $              593,860.00  $         593,860.00 0.00 0%

LAND IMPROVEMENTS  $                  27,091.00  $             13,781.00 13,310.00 96.58%

EQUIPMENT  $                  23,977.00  $            23,201.00 776.00 3.34%

BUILDING  $             7,532,616.00  $      7,632,665.00 -100,049.00 -1.31%

TOTALS 8,177,544.00  $     8,263,507.00 -85,963.00 -1.04%

Prior Month Fund Balance $2,211,970.66

+ Net change (revenues - expenses) $3,948,861.77

Subtotal $6,160,832.43

- Total Cash -$6,158,498.04

Accounts Payable $13,864.18

Accounts Receivable -$16,198.57

Prepaid Expense $0.00

Accrued Payroll $0.00

Undeposited Funds $0.00

Accrued Leave and Payroll $0.00

Accrued Expense $0.00

Payroll Liab $0.00

Credit Cards $0.00

Deferred Revenue $0.00

Fixed Assets $0.00

Balance $0.00

Account 

 Account 

Budget Jan 

2024 

  Month 

Amount 
 YTD Total 

Percent of 

YTD Budget

6545 Professional Services

Children's Library Reno 2024 -$                    10,410.00$        30.93%

Entrance/Lobby 2024 -$                    7,487.58$           22.24%

Trail to Park 2024 -$                    537.50$              1.60%

Regular 6545 Professional Svcs $2,495.00 $17,989.77 53.45%

Total $33,660.00 $2,495.00 $36,424.85 108.21%

Net Fixed Assets

Reconciliation

Special Projects - Month:  March 2024
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CONNECT AND COLLABORATE 
 
 
Website & Social Media 

 In the month of March there were 101,143 visits to the Library website (all 
pages) and the most visited page was Research (which has the full text 
newspapers links). 

 The top Facebook post was Mini Golf pictures, reaching 8,320 people and 
with 169 engagements. 

 The top Instagram post was the Mini Golf program Reel which reached 
778 people and had 82 engagements. 

 
Early Voting 

 Early voting for the Presidential Primaries was held at the Library from 
March 23 through March 30 (early voting was not held on Easter Sunday). 

 There will be two additional early voting sessions in June and 
October/November.  For the June session, we will have to move the early 
voting to the second floor in Rooms C&D as the Board Room will be 
unavailable due to the front entrance project (see below).  This will 
require hiring a second guard to work with the Library is not open to the 
public but there are early voting hours (Sunday morning from 9am to 
noon). 

 
   

MAXIMIZE LIBRARY ACCESS: INSIDE, OUTSIDE AND VIRTUAL 
 
Outreach 

 The AARP tax preparation volunteer program continued through March, with 
breaks for the early voting.  This is an extremely popular program. 

 There were tours of the Library by the New Meadow Preschool and Okte 
Elementary School. 

 Staff visited Helping Hands Preschool, Cheryl’s Lodge and Coburg Village. 
 
Construction Projects – Front Entrance and Lobby Renovations 

 As part of the front entrance project, an RFP was issued for bids for the new 
front door.  There is a separate report and recommendation included in the 
board package under New Business. 

 The work schedule will begin near the end of May, with preparations in the 
Board Room to make that area a temporary entrance.  This will make the  
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Board Room unavailable for use for other purposes from May 20th to 
approximately September 9th.   

 The removal of the exterior curtain wall and installation of the new door will 
take place in August, but other activities such as paver removal, interior 
lobby flooring removal and prep, and electrical work will be done beginning 
in May through June.  

 
Construction Project – Children’s Library Phase 3 

 Work on Phase 3 of the Children’s Library will begin in September and run 
through October and will be done in two stages.   

 Initially the front section of the Children’s Library (from the entrance to the 
reference desk) will be blocked off to patrons while the new lactation room is 
constructed, shelves rearranged, and the new carpet installed. While this is 
completed, patrons will have access to the back of the Children’s Library.  
They will enter through what is now an emergency exit door.   

 When that stage is complete, work will begin on the back half of the 
Children’s Library, and patrons will have access to the front section.   

 During the entire construction process, we will have a pop-up library in the 
hall, and staff will have access to the closed off areas to retrieve materials for 
patrons. 
 

Visitors 
 Visitor traffic continues to increase.  In the first quarter of 2024, we had 

nearly 9% more visitors compared to the same period in 2023.  Anecdotally 
we have noticed that the parking lot is much fuller, and study tables and 
chairs are filling up. 

 
 
CREATE AND DELIVER COLLECTIONS, PROGRAMS AND SERVCIES 
 
Collection Use 

 For the first quarter of 2024, overall circulation has remained somewhat flat 
with a less than 1% increase.  Certain individual collections have had 
increases. 

o Juvenile audio, which includes the very popular Wonderbooks and 
Launchpads increased by 20%. 

o Adult non-fiction use increased by 7%. 
o Digital magazine use increased by 45%. 
o Streaming movies and TV (Hoopla) use increased by 17%. 
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Programs 

 There were 113 programs offered in March (not including the 70 Grab & Go 
bags).  Some of the most popular included: 

o Mini-golf in the Library 246 participants. 
o 824 children participated in the Spring Critters Scavenger Hunt. 
o 202 people attended the St. Patrick’s Day celebration. 
o 54 people attended the Wills vs. Trusts presentation. 

 The new Virtual Author Talks program was launched this month, and 15 
people registered for programs. 
 

New Program – Living Room Conversations 
 A new program entitled “Living Room Conversations” will begin soon.  The 

program will take place every other month, beginning in May featuring a 
Siena professor for a presentation on Restorative Justice.  The following 
week, there will be a living room conversation on the same topic.   

 Here is a blurb from the Living Room Conversations site: 

Living Room Conversations offers a simple, sociable and structured way to 
practice communicating across differences while building understanding and 
relationships. Typically, 4-6 people meet in person or by video call for about 
90 minutes to listen to and be heard by others on one of our nearly 100 
topics. Rather than debating or convincing others, we take turns talking to 
share, learn, and be curious.  

 
 
DEVELOP PEOPLE AND THE ORGANIZATION  
  
Public Library Association Conference  

 Five staff members attended the 2024 Public Library Association Conference 
in Columbus Ohio.  They all reported attending great sessions that they will 
share with their colleagues.   

 
 
 
Prepared by:  Alex Gutelius 

Library Director  



Clifton Park - Halfmoon Public Library
Program Statistics - March 2024

Title  Date
 Primary Event 

Type
 Attendance  Adults  Teens  Children

Online 
Views

Anti-Virus & Malware Removal Programs March 13 2024 Adults 11 11

Beginner English Language Learning (ELL) March 20 2024 Adults 28 28

Beginner English Language Learning (ELL) March 13 2024 Adults 35 35

Beginner English Language Learning (ELL) March 06 2024 Adults 32 32

Beginner English Language Learning (ELL) March 19 2024 Adults 39 39

Beginner English Language Learning (ELL) March 12 2024 Adults 38 38

Beginner English Language Learning (ELL) March 05 2024 Adults 36 36

Caffeinated Chapter Chasers: Silent Book Club March 28 2024 Adults 14 14

Connecting Threads Quilt Group March 13 2024 Adults 7 7

Digital Coupon Tools March 21 2024 Adults 8 8

Download Ebooks, Audiobooks, & Magazines for FREE March 15 2024 Adults 4 4

English Language Learning (ELL) Evening Class March 19 2024 Adults 15 15

English Language Learning (ELL) Evening Class March 12 2024 Adults 14 14

English Language Learning (ELL) Evening Class March 05 2024 Adults 11 11

First Friday: Healthy Living for the Brain & Body March 01 2024 Adults 13 13

Foreign Film: Hero (2002) March 14 2024 Adults 9 9

Genealogy Assistance March 07 2024 Adults 5 5

HYBRID: Daytime Book Group  March 21 2024 Adults 9 7 2

HYBRID: Demystifying Shakespeare March 04 2024 Adults 15 1 14

Inclusible Adult Games March 14 2024 Adults 9 9

Jigsaw Puzzle & Board Game Swap March 09 2024 Adults 116 116

Journaling for Adults March 06 2024 Adults 18 8 10

Preparing for Disasters with Citizen Preparedness Corps March 09 2024 Adults 12 12

Read With Pride Book Group March 12 2024 Adults 1 1

Red Cross Community Blood Drive  March 26 2024 Adults

Reserve & Renew Books From Home March 13 2024 Adults 0 0

Senior Forum: Living More Independently March 27 2024 Adults 1 1

Therapy Dogs for Adults March 13 2024 Adults 29 29

U.S. Citizenship Class March 15 2024 Adults 6 6

U.S. Citizenship Class March 29 2024 Adults 4 4

U.S. Citizenship Class March 22 2024 Adults 6 6

U.S. Citizenship Class March 27 2024 Adults 6 6

U.S. Citizenship Class March 20 2024 Adults 8 8

U.S. Citizenship Class March 13 2024 Adults 8 8

Exploring the Outdoors in Clifton Park March 25 2024 Adults 23 23

Jigsaw Puzzle Challenge March 05 2024 Adults 28 27 1

Wednesday Bridges March 06 2024 Adults 4 4

Wills vs. Trusts March 12 2024 Adults 54 54

ZOOM: Create Concept/Mind Maps in CANVA March 13 2024 Adults 1 1

ZOOM: Intermediate English Language Learning (ELL) March 21 2024 Adults 18 18 18

ZOOM: Intermediate English Language Learning (ELL) March 14 2024 Adults 18 18 18

ZOOM: Intermediate English Language Learning (ELL) March 07 2024 Adults 18 18 18

ZOOM: Mindfulness Meditation March 29 2024 Adults 15 15 15

ZOOM: Mindfulness Meditation March 22 2024 Adults 17 17 17

ZOOM: Organize Resources Using a Database March 27 2024 Adults 3 3

ZOOM: Virtual Author Talk with Christopher Paolini March 14 2024 Adults 3

ZOOM: Virtual Author Talk with Madeline Miller March 21 2024 Adults 10

ZOOM: Virtual Author Talk with Nina Totenberg March 06 2024 Adults 2



Clifton Park - Halfmoon Public Library
Program Statistics - March 2024

Title  Date
 Primary Event 

Type
 Attendance  Adults  Teens  Children

Online 
Views

1000 Books Before Kindergarten March 01 2024 Children 17 17

Baby Story Time March 01 2024 Children 26 14 12

Bilingual Story Time: Mandarin March 11 2024 Children 29 14 15

Family PJ Story Time March 26 2024 Children 0 0 0

Family Story Time March 21 2024 Children 74 34 40

Family Story Time March 07 2024 Children 63 28 35

Family Story Time March 18 2024 Children 56 25 31

Family Story Time March 28 2024 Children 48 24 24

Family Story Time March 14 2024 Children 42 20 22

Family Story Time March 04 2024 Children 39 18 21

Family Story Time March 25 2024 Children

Music & Motion March 22 2024 Children 61 25 36

Preschool Story Time & Craft March 27 2024 Children 32 15 17

Preschool Story Time & Craft March 20 2024 Children 30 14 16

Preschool Story Time & Craft March 13 2024 Children 28 14 14

Preschool Story Time & Craft March 06 2024 Children

Terrific Twos Story Time March 12 2024 Children 26 13 13

Wonderful Walkers March 01 2024 Children 26 14 12

Fairy Tale STEM: Jack and the Bean Stalk March 18 2024 Children 9 9

Famous Dogs & Cats Book Club: Max Meow-Cat Crusader March 12 2024 Children 3 0 0 3

Leprechaun Catapult STEM March 14 2024 Children 7 7

Let's Learn About the Erie Canal! March 23 2024 Children

Reading Therapy Dogs March 19 2024 Children 3 1 2

Reading Therapy Dogs March 07 2024 Children 2 2

Reading Therapy Dogs March 07 2024 Children 2 2

Reading Therapy Dogs March 07 2024 Children 2 2

Reading Therapy Dogs March 19 2024 Children 2 1 1

Reading Therapy Dogs March 07 2024 Children 1 1

Reading Therapy Dogs March 19 2024 Children 2 1 1

Reading Therapy Dogs March 19 2024 Children 2 1 1

Art Cart: Lamb Craft March 01 2024 Children 474 474

Monthly Coloring Pages March 01 2024 Children 2600 2600

Spring Critters Scavenger Hunt March 01 2024 Children 824 824

ZOOM: PJ Story Time March 12 2024 Children 14 6 8

Mini-Golf in the Library! March 22 2024 General 246 118 24 104

Shenendehowa Middle School Jazz Bands March 15 2024 General 142 80 47 15

ZOOM: ASL for Beginners March 16 2024 General 8 8

St. Patrick's Day Celebration! March 17 2024 General 202 101 101

Adult Grab & Go: DIY Suncatchers March 30 2024 Grab & Go 20 20

Adult Grab & Go: Painted Seed Starters March 09 2024 Grab & Go 50 50

One-on-One Tech Help March 04 2024 One on One 3 3

AARP Tax Preparation Help March 11 2024 Outreach 20 20

AARP Tax Preparation Help March 14 2024 Outreach 20 20

AARP Tax Preparation Help March 07 2024 Outreach 20 20



Clifton Park - Halfmoon Public Library
Program Statistics - March 2024

Title  Date
 Primary Event 

Type
 Attendance  Adults  Teens  Children

Online 
Views

AARP Tax Preparation Help March 16 2024 Outreach 20 20

AARP Tax Preparation Help March 09 2024 Outreach 20 20

AARP Tax Preparation Help March 04 2024 Outreach 20 20

AARP Tax Preparation Help March 02 2024 Outreach 20 20

AARP Tax Preparation Help March 18 2024 Outreach 20 20

New Meadow Preschool Tour March 05 2024 Outreach

Helping Hands Outreach March 14 2024 Outreach 63 16 47

Cheryl's Lodge Outreach March 14 2024 Outreach 40 5 10 25

Cheryl's Lodge Outreach March 28 2024 Outreach 34 5 7 22

Shen Field Trips March 08 2024 Outreach 99 14 85

Outreach to Coburg Village Book Club March 14 2024 Outreach 10 10

Anime Club March 08 2024 Teens 4 4

Anime Club March 22 2024 Teens

Book Buddies: A Teen Book Club March 12 2024 Teens

CraftTEEN: Glass Jar Terrariums March 29 2024 Teens

Middle School Book Club March 27 2024 Teens 4 4

Teen Video Game Night March 07 2024 Teens

Therapy Dogs for Teens March 21 2024 Teens 6 3 3

Introduction to Chinese Language & Culture March 06 2024 Teens|Adults 16 9 5 2

Introduction to Chinese Language & Culture March 27 2024 Teens|Adults 9 5 4

Introduction to Chinese Language & Culture March 20 2024 Teens|Adults 8 4 4

Introduction to Chinese Language & Culture March 13 2024 Teens|Adults 12 7 5



Clifton Park-Halfmoon Public Library

2024 Activity Report

January February March April May June July August September October November December YTD 2024 YTD 2023

Borrowers New 249 240 224 0 0 0 0 0 0 0 0 0 713 603

Purged*

TOTAL 35,681 35,401 35,036 0 0 0 0 0 0 0 0 0 35,036    37,343

Circulation Fiction Adult 9,055 8,436 8,727 0 0 0 0 0 0 0 0 0 26,218 26,380

Young Adult 1,537 1,604 1,682 0 0 0 0 0 0 0 0 0 4,823 4,451

Juvenile 13,420 14,484 14,585 0 0 0 0 0 0 0 0 0 42,489 42,987

Non-fiction Adult 5,816 5,716 6,109 0 0 0 0 0 0 0 0 0 17,641 16,413

Young Adult 17 8 6 0 0 0 0 0 0 0 0 0 31 33

Juvenile 1,747 1,827 2,023 0 0 0 0 0 0 0 0 0 5,597 5,972

Audio Adult 1,347 1,181 1,093 0 0 0 0 0 0 0 0 0 3,621 4,000

Young Adult 27 37 17 0 0 0 0 0 0 0 0 0 81 47

Juvenile 522 539 591 0 0 0 0 0 0 0 0 0 1,652 1,375

DVD Adult 4,584 4,279 4,435 0 0 0 0 0 0 0 0 0 13,298 12,878

Juvenile 947 960 1,067 0 0 0 0 0 0 0 0 0 2,974 3,134

Digital Media eaudiobooks 3,644 3,685 3,783 0 0 0 0 0 0 0 0 0 11,112 10,981

ebooks 3,262 3,110 3,578 0 0 0 0 0 0 0 0 0 9,950 11,338

Music 105 158 115 0 0 0 0 0 0 0 0 0 378 314

Serials* 1,150 2,161 1,711 0 0 0 0 0 0 0 0 0 5,022 3,441

Comics (hoopla) 67 5 84 0 0 0 0 0 0 0 0 0 156 160

Streaming Video/TV (hoopla) 408 354 434 0 0 0 0 0 0 0 0 0 1,196 1,018

Other Serials 458 402 389 0 0 0 0 0 0 0 0 0 1,249 1,481

CD-ROM / Wii 482 200 459 0 0 0 0 0 0 0 0 0 1,141 1,474

Uncatalogued 48 41 48 0 0 0 0 0 0 0 0 0 137 85

Non-traditional 151 170 184 0 0 0 0 0 0 0 0 0 505 454

Print 31,592 32,075 33,132 0 0 0 0 0 0 0 0 0 96,799 96,236

AV 7,427 6,996 7,203 0 0 0 0 0 0 0 0 0 21,626 21,434

Digital 8,636 9,473 9,705 0 0 0 0 0 0 0 0 0 27,814 27,252

Other 1,139 813 1,080 0 0 0 0 0 0 0 0 0 3,032 3,494

TOTAL 48,794 49,357 51,120 0 0 0 0 0 0 0 0 0 149,271 148,416

Technology Database Usage 910 1,496 2,051 0 0 0 0 0 0 0 0 0 4,457 5,574

Computer Use (sessions) 1,428 1,590 1,592 0 0 0 0 0 0 0 0 0 4,610 4,324

Wireless Use 4,283 4,391 4,827 0 0 0 0 0 0 0 0 0 13,501 13,653

PAC Use 15,280 13,664 14,723 0 0 0 0 0 0 0 0 0 43,667 43,509

Website Visits 42,411 38,031 38,067 0 0 0 0 0 0 0 0 0 118,509 78,470

iPad/Laptop/Device Use 33 0 23 0 0 0 0 0 0 0 0 0 56 36



Clifton Park-Halfmoon Public Library

2024 Activity Report

January February March April May June July August September October November December YTD 2024 YTD 2023

Programming Number of Programs

 Adult 50 44 47 0 0 0 0 0 0 0 0 0 141 122

Teen 10 16 11 0 0 0 0 0 0 0 0 0 37 34

 Child 0-5 16 13 18 0 0 0 0 0 0 0 0 0 47 45

 Child 6-11 23 18 16 0 0 0 0 0 0 0 0 0 57 34

General 0 4 3 0 0 0 0 0 0 0 0 0 7 11

One-on-One 8 0 3 0 0 0 0 0 0 0 0 0 11 57

Grab & Go 50 50 70 0 0 0 0 0 0 0 0 0 170 181

Asynchronous 0 0 15 0 0 0 0 0 0 0 0 0 15 0

TOTAL 157 145 183 0 0 0 0 0 0 0 0 0 485 484

Attendance

 Adult 635 811 771 0 0 0 0 0 0 0 0 0 2,217 2,544

Teen 55 264 59 0 0 0 0 0 0 0 0 0 378 384

 Child 0-5 609 701 597 0 0 0 0 0 0 0 0 0 1,907 1,892

Child 6-11 3,428 3,715 3,947 0 0 0 0 0 0 0 0 0 11,090 1,784

 General 0 557 590 0 0 0 0 0 0 0 0 0 1,147 444

One-on-One 9 0 3 0 0 0 0 0 0 0 0 0 12 58

Grab & Go 50 50 70 0 0 0 0 0 0 0 0 0 170 181

Asynchronous 0 0 6 0 0 0 0 0 0 0 0 0 6 0

TOTAL 4,786 6,098 6,043 0 0 0 0 0 0 0 0 0 16,927 7,287

Outreach Events / Programs 7 16 12 0 0 0 0 0 0 0 0 0 35 28

Attendance 422 562 332 0 0 0 0 0 0 0 0 0 1,316 834

Interlibrary Loan Borrowed 6,960 6,616 6,889 0 0 0 0 0 0 0 0 0 20,465 19,863

Loaned 3,516 3,400 3,625 0 0 0 0 0 0 0 0 0 10,541 9,700

TOTAL 10,476 10,016 10,514 0 0 0 0 0 0 0 0 0 31,006 29,563

0

Reference Ask Desk 2,470 2,817 2,575 0 0 0 0 0 0 0 0 0 7,862 7,592

Children's Library Desk 1,436 1,932 1,694 0 0 0 0 0 0 0 0 0 5,062 3,837

Computer Support 229 280 308 0 0 0 0 0 0 0 0 0 817 1,036

TOTAL 4,135 5,029 4,577 0 0 0 0 0 0 0 0 0 13,741 12,465

2,849

Museum Passes 31 47 37 0 0 0 0 0 0 0 0 0 115 93

Visitors 23,257 24,569 24,876 0 0 0 0 0 0 0 0 0 72,702 66,835

0

Room Use Hours

Library Programs 266 208 388 0 0 0 0 0 0 0 0 0 861 1,346

Board/FOL/Staff 120 45 39 0 0 0 0 0 0 0 0 0 204 207

Outside Organizations 245 301 243 0 0 0 0 0 0 0 0 0 789 472

Room Checkouts 188 172 174 0 0 0 0 0 0 0 0 0 534 451

Outside Organization Meetings/Programs (bookings) 80 83 79 0 0 0 0 0 0 0 0 0 242 157

Collection Size (print & media) Added 1,106 697 720 0 0 0 0 0 0 0 0 0 2,523 2,895

Withdrawn 1,539 818 1,321 0 0 0 0 0 0 0 0 0 3,678 3,032

TOTAL 149,968 149,925 149,265 0 0 0 0 0 0 0 0 0 149,265 156,311
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March 27, 2024  7:00 pm         
 
  

 
Committee Members in attendance Ed Rodger, Chair; Megan Brown; Mat 
Cantore; Suzanne Dugan 
 
Staff: Alex Gutelius 
 
 
1. Employee Handbook 

 Committee reviewed the summary of changes to the draft Employee 
Handbook. 

 Committee members will submit edit to Alex by April 5th with the aim 
of including the handbook in the April Board meeting package. 

 A recommendation to change the post-retirement health insurance 
benefit will be included in the April Board meeting package, separate 
from the Employee Handbook. 

 Alex will investigate to find out what other libraries and the Shen 
School District provide for post-retirement benefits and have that 
information available for the April board meeting. 

 Alex will also look at staff demographics to see how many employees 
are close to 55 and/or have 20 years of service. 

 
 

2. 2025 Personnel Costs 
 Committee held a brief discussion about salaries. 
 Alex will get updated information about salaries in the capital district 

area. 
 A calculation of increasing the Library’s portion of the health insurance 

will be provided to the committee at the next meeting. 
 

 
3. Next Meeting Date 

 April 25, 2024 at 7pm. 



 
  Post-Retirement Health Insurance Benefits 

                April 2024 
                

 
 

The Benefits Committee is recommending a change to the post-retirement health benefits 
the original benefits are tiered based on the employee’s position at the library.  The new 
benefit is an equitable offering based on the employee’s years of service.  The new benefit 
also specifies that an employee must be participating in the health insurance plan for at 
least 12 months prior to retirement. 
 
 
ORIGINAL (for employees hired prior to date policy is approved) 
 
Health Benefits for Retirees  
 
The Library will contribute toward eligible retiree’s health benefits provided the retiree 
participated in the library group health insurance plan at the time of retirement and fits 
one of the following criteria:  

 For an employee retiring at age 55, or older, with at least 15 years of service, the 
Library will pay 25% of the individual insurance premium provided through the 
Library group health plan.   

 For an employee retiring at age 55, or older, with at least 20 years of service, the 
Library will pay 50% of the individual insurance premium provided through the 
Library group health plan.  

 For administrators (director, assistant director, Business Manager, and department 
heads) retiring with at least 10 years of service, the Library will pay 50% of the 
individual insurance premium provided through the Library group health plan.  
 

The retiring employee’s medical benefits will be either the health plan offered to 
employees, or if the employee is Medicare eligible, the Library will provide coverage to the 
retiree through the Library’s Medicare group health plan.   Because insurance companies 
terminate coverage at the end of every policy year, the Library must choose a new plan for 
employees and retirees.  Any change in plan may affect benefits, premiums and/or costs to 
the employee and Library.  
 
Retirees are responsible for paying the retiree portion of the group insurance premiums 
and must send a check to the Business Manager by the first of every month.  The Library 
has a right to collect a 2% administration fee from the retiree if the payment is received by 
the Business Manager after the first of the month.  If the payment is not received by the 
first of the next month, the retiree will be dropped from the group health insurance plan.  
 
 
 
 
 
 
 
 



 
  Post-Retirement Health Insurance Benefits 

                April 2024 
                

 
 

 
NEW 
 
Eligible employees hired prior to effective date policy approved will be offered the original 
retirement health benefit or the new retirement health benefit.  Employees hired on or 
after date policy approved will be offered the new health retirement benefit.   
 
Health Benefits for Retirees 
 
The Library will contribute toward eligible retiree’s health benefits provided the retiree 
participated in the library group health insurance plan for at least 12 months prior to the 
time of retirement according to the following criteria:  
 

 For an employee retiring at age 55, or older, with at least 20 years of FTE service, 
the Library will pay the current percent approved by the Board for the individual 
insurance premium provided through the Library group health plan.   

 No spousal or dependent health insurance will be provided for retirees. 
 
The retiring employee’s medical benefits will be either the health plan offered to 
employees, or if the employee is Medicare eligible, the Library will provide coverage to the 
retiree through the Library’s Medicare group health plan.   Because insurance companies 
terminate coverage at the end of every policy year, the Library must choose a new plan for 
employees and retirees.  Any change in plan may affect benefits, premiums and/or costs to 
the employee and Library.  
 
Retirees are responsible for paying the retiree portion of the group insurance premiums 
and must send a check to the Business Manager by the first of every month.  The Library 
has a right to collect a 2% administration fee from the retiree if the payment is received by 
the Business Manager after the first of the month.  If the payment is not received by the 
first of the next month, the retiree will be dropped from the group health insurance plan.  
 
 



 
   Employee Handbook Update/Changes 

                
 
 

The Employee Handbook was moved to an online platform that we have access to through 
our contract with Marshall & Sterling.  This platform will alert the Library when there are 
changes in State of Federal laws and regulations that should be included in our Employee 
Handbook.   
 
Below is a summary of the updates, changes, and additions to the Employee Handbook.  
The new Handbook is in entirely different format, so a redline version of the document is 
not possible.   
 
New Employee Handbook Sections Update, Changes, Additions 
1.0 Introduction No change 
2.0 Mission and Definitions 2.2 Our Organization - new description of 

organization 
2.3 Definitions – all definitions except 
“immediate family” and “supervisor” were 
removed from this section as they are 
included in other parts of the handbook 
2.4 Revisions to Handbook is new 

3.0 Hiring and Orientation Policies 3.1 Disability Accommodation - revised in 
compliance with NYS 
3.2 Religious Accommodation – revised in 
compliance with NYS 
3.8 New Hires and Introductory Periods – 
minor changes to probation period reviews 
3.9 Accommodations for Pregnant 
Employees – new section 

4.0 Wage and Hour Policies 4.7 Paycheck Deductions – slightly altered 
wording 
4.9 Safe Harbor Policy for Exempt 
Employees – NEW 
4.13 Requesting Substitute Status - NEW 

5.0 Performance, Discipline, Layoff and 
Termination 

5.5 Exit Interview - NEW 

6.0 General Policies 6.12 Restraining Order – NEW 
6.13 Retirees – CHANGE  Significant overall 
update of this section.  See the details of 
the ORIGINAL and NEW below. 
6.14 Smoking/Vaping – added vaping 
6.24 Telecommuting – previously approved 
by the Board. 

7.0 Benefits 7.2 Bereavement Leave – added 2 days 
bereavement for aunts, uncles and cousins 
7.16 Holidays – included the scheduling 
procedures for Thanksgiving and 
Christmas 



 
   Employee Handbook Update/Changes 

                
 
 

8.0 Safety and Loss Prevention 8.1 Business Closure and Emergencies – 
New section Safety and Health 
Responsibilities for Admin Staff and 
Employees 
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Core Policies 
 

 

1.0    INTRODUCTION 

Welcome! 
 
This handbook is designed to acquaint you with the mission of the Clifton Park-Halfmoon Public Library as well 
as provide you with information about working conditions, employee benefits, and the personnel policies 
affecting your employment. Please familiarize yourself with the provisions of the handbook. It should not be 
construed as a contract or obligatory agreement between the Library and the employee, but as a guideline for 
current employment policies. 
 
The Board of Trustees reserves the right to revise, supplement, or rescind any policies or portion of the 
handbook, as it deems appropriate. Employees will be notified of such changes as they occur. 
 
The Library complies with all federal and state employment laws.  
If you have questions about your employment or any provisions in this handbook, contact the HR Coordinator 
Rose Christopher. 
 
All the best, 
 
Alexandra Gutelius, Director 
Clifton Park-Halfmoon Public Library 

2.0    MISSION AND DEFINITIONS 

2.1    Mission Statement 

The Clifton Park-Halfmoon Public Library fosters community connections by providing the space and resources 
for patrons to be educated, enriched, and entertained. 
 
The Library is at the heart of our community; the go-to place to discover, learn, and do. 

2.2    Our Organization 

The Library is currently structured with the following departments: Administrative Services, Adult Services, 
Youth Services, Access Services, IT, Paging, Technical Processing, Reception, Public Relations and Facilities 
Management. 
 
Throughout this handbook, the Library is meant to refer to members of the Board of Trustees, all Library staff, 
and any Library volunteers, all of whom may be responsible for developing, implementing and/or enforcing the 
Library’s policies. 
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2.3    Definitions 

Immediate Family (except where otherwise noted) 
 
Immediate family is defined as an employee's spouse/domestic partner, child, children-in-law, mother, father, 
mother-in-law, father-in-law, brother, sister, brother-in-law, sister-in-law, grandmother, or grandfather. In the 
case of step families, these relationships would also apply. 
 
Supervisor 
 
A person charged with the responsibility to oversee the performance and conduct of subordinate employees.  

Overtime 

Overtime hours are those hours worked beyond 40 hours in the workweek. 

2.4    Revisions to Handbook 

This handbook is provided to keep you informed of the terms and conditions of your employment, including 
Library policies and procedures. The handbook is not a contract. The Library reserves the right to revise, add, 
or delete from this handbook as we determine to be in our best interest, except the policy concerning at-will 
employment. When changes are made to the policies and guidelines contained herein, we will communicate 
them via email and an updated version on the Intranet. 

3.0    Hiring and Orientation Policies 

3.1    Disability Accommodation 

Clifton Park-Halfmoon Public Library complies with the Americans with Disabilities Act (ADA), the Pregnancy 
Discrimination Act, and all applicable state and local fair employment practices laws, and is committed to 
providing equal employment opportunities to qualified individuals with disabilities, including disabilities related 
to pregnancy, childbirth, and related conditions 
If you require a reasonable accommodation because of your disability, it is your responsibility to notify your 
Supervisor. You may be asked to include relevant information such as: 

 The reason you need an accommodation. 

 A description of the proposed accommodation. 

 How the accommodation will help you perform the essential functions of your job. 

After receiving your request, the Library will engage in an interactive dialogue with you to determine the precise 
limitations of your disability and explore potential reasonable accommodations that could overcome those 
limitations. Where appropriate, we may need your permission to obtain additional information from your 
medical provider. All medical information received by the Library in connection with a request for 
accommodation will be treated as confidential. 
 
The Library encourages you to suggest specific reasonable accommodations that you believe would allow you 
to perform your job. However, the Library is not required to make the specific accommodation requested by 
you and may provide an alternative accommodation, to the extent any reasonable accommodation can be 
made without imposing an undue hardship on the Library. 
 
If leave is provided as a reasonable accommodation, such leave may run concurrently with leave under the 
federal Family and Medical Leave Act and/or any other leave where permitted by state and federal law. 
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The Library will not discriminate or retaliate against employees for requesting accommodations. 

3.2    Religious Accommodation 

Clifton Park-Halfmoon Public Library recognizes the diversity of religious beliefs and is committed to providing 
equal employment opportunities to all employees, regardless of their religious beliefs and practices or lack 
thereof. Consistent with this commitment, the Library complies with Title VII of the Civil Rights Act of 1964 and 
all applicable state and local laws that prohibit employment discrimination on the basis of religion. The Library 
will reasonably accommodate the sincerely held religious beliefs of employees if the accommodations would 
resolve a conflict between the individual's religious belief or practice and a work requirement, unless doing so 
would create an undue hardship. 

Requesting a Religious Accommodation 

If you need an accommodation because of your religious beliefs or practices, make the request with your 
Supervisor. You may be asked to include relevant information such as: 

 A description of the proposed accommodation. 

 The reason you need the accommodation. 

 How the accommodation will help resolve the conflict between your religious beliefs or practices (or 
lack thereof) and your work requirements. 

After receiving your request, the Library will engage in an interactive dialogue with you to explore potential 
accommodations that could resolve the conflict between your religious beliefs or practices and work 
requirements. The Library encourages you to suggest specific reasonable accommodations. However, the 
Library is not required to make the specific accommodation requested by you and may provide an alternative 
accommodation, to the extent any reasonable accommodation can be made without imposing an undue 
hardship on the Library. 
 
The Library will not discriminate or retaliate against employees who, in good faith, request a religious 
accommodation.. 

3.3    Conflicts of Interest 

The Board has adopted a Conflicts of Interest policy to ensure that the Library trustees and employees act in 
the Library's best interest. This policy is needed to provide additional detail to Article XI (Conflict of Interest) of 
the Bylaws of the Library and to Section 8 of Policy 7.5 (Antifraud Programs and Controls) of the Library and to 
comply with both the General Municipal Law and the Not-For-Profit Corporation Law. 

The Conflicts of Interest Policy is #2.4 in the Operational Policies and is included in the Appendix.  All staff will 
be provided with a copy of the Conflicts of Interest Policy and must read and sign a copy that they understand 
their responsibility of disclosure and agree to abide by the Policy. 
 
 

3.4    Diversity 

 
It is the Library's policy to seek to develop and maintain a diverse workforce. Diversity embodies all the 
differences—life experiences, work experiences, perspectives, cultures, ethnicity, gender, age and other 
aspects of life—that make us unique individuals. Inclusion entails building an environment where employee 
differences are valued, and employees are empowered. The Library is committed to enhancing diversity in the 
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workplace in such a way that our community, patrons and vendors are aware of our commitment to diversity. 
We believe that encouraging a diverse, inclusive workplace allows us to better understand the community we 
serve and be a more effective organization to our increasingly diverse patron base. 

3.5    Employment Authorization Verification 

In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as amended, and any state 
law requirements, if applicable, the Library is committed to employing only individuals who are authorized to 
work in the United States. 
 
New hires will be required to complete Section 1 of federal Form I-9 on the first day of paid employment and 
must present acceptable documents authorized by the U.S. Citizenship and Immigration Services proving 
identity and employment authorization no later than the third business day following the start of employment 
with Clifton Park-Halfmoon Public Library. If you are currently employed and have not complied with this 
requirement or if your status has changed, inform your Supervisor. 
 
If you are authorized to work in this country for a limited period of time, you will be required to submit proof of 
renewed employment eligibility prior to expiration of that period to remain employed by the Library. 

3.6    Employment of Relatives and Friends 

We will not employ friends or relatives in circumstances where actual or potential conflicts may arise that could 
compromise supervision, safety, confidentiality, security, and morale at Clifton Park-Halfmoon Public Library. It 
is your obligation to inform the Library of any such potential conflict so the Library can determine how best to 
respond to the particular situation. See Operational Policy 2.4 "Conflicts of Interest". 

3.7    Job Descriptions 

Clifton Park-Halfmoon Public Library seeks to maintain a job description for each position. If you do not have a 
current copy of your job description, you should request one from your Supervisor. 
 
Job descriptions prepared by the Library serve as an outline only. Due to business needs, you may be required 
to perform job duties that are not within your written job description. Furthermore, the Library may have to 
revise, add to, or delete from your job duties per business needs. On occasion, the Library may need to revise 
job descriptions with or without advance notice to employees. 
 
If you have any questions regarding your job description or the scope of your duties, please speak with your 
Supervisor. 

3.8    New Hires and Introductory Periods 

Hiring Policy 
 
The Librarys  hiring practices conform to Civil Service regulations under the supervision of the Saratoga 
County Personnel Department. All positions in the Library are classified. They are grouped into grades with 
minimum qualifications and responsibilities as specified by the Board. The Library's intent is to select the best-
qualified person to perform the job for each position. All prospective candidates must meet the minimum 
qualifications as specified in the job description and pass any required tests to be considered. 
 
Hiring Procedures 
 
Upon notification of resignation of a staff member, the Library Director or his or her designee, will inform Civil 
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Service of the termination. 
 
The Library Director and other appropriate personnel, as designated by the Library Director, will evaluate the 
vacant position to determine if hiring is required and if there is a need to change the position or arrangement of 
staff due to changes in business practices or staffing 
 
The current job description will be reviewed and updated as needed. 
 
The HR Coordinator or Library Director will contact Civil Service and obtain a current Certification of Eligibles 
list for the position. 
 
Candidates on the list are contacted either directly by the hiring committee or through a canvas letter. 
 
If there is not a current list, the Library Director or his or her designee, arranges the advertisement for the open 
position. 
 
All applications will be reviewed by the hiring committee (which will consist of at least two staff members 
designated by the Library Director). The hiring committee will select the appropriate candidates to interview 
based on experience and meeting the minimum qualifications within the job description. 
 
After interviewing, the top candidate will be identified and references will be checked. For internal candidates 
this may include reviewing personnel files. 
 
A background check is required for candidates. Candidate names and contact information are provided to the 
Business Office who requests the appropriate background check depending on the age of the candiate and 
position for which they have applied. 
 
Once the successful candidate is determined, an offer letter will be prepared by the Library Director or his or 
her designee, specifying the job being offered, the terms, the rate of pay and any applicable benefits. The letter 
must be signed by the Library Director or designee and the successful candidate upon acceptance of the offer. 
 
Upon receipt of acceptance from the successful candidate, the Library Director or designee notifies Civil 
Service of the appointment and the internal hiring process is completed in order to add the employee to payroll. 
The hiring committee will notify the unsuccessful candidates who have been interviewed that the position has 
been filled. 
 
All recruitment paperwork including, but not limited to, the job posting, all applications, and interview notes 
must be submitted to the Business Office where it will be retained for the appropriate time period. 
 
The HR Coordinator will provide the new employee with appropriate federal, state and civil service paperwork 
that must be completed before the third day of employment. The HR Coordinator will also provide orientation to 
benefits. The hiring Supervisor will provide job specific orientation and introduce the employee to staff. 
 
New Hire Probation 
 
Newly-hired permanent employees will be placed on a probationary period as defined in the offer letter. This 
probationary time is intended to allow the new employee to meet the expectations of the job and evaluate 
whether the position meets his or her expectations. The Library reserves the right to extend the probationary 
period in the event the Library is not satisfied that the employee has sufficiently developed or demonstrated the 
skills, attitude, and ability necessary to become a regular employee. This extension of the probationary period 
will not affect the employee's ability to qualify for benefits. The Library will conduct employee reviews at 
intervals appropriate to the position, but no less than two in the first six months of employment. 
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3.9    Accommodations for Pregnant Employees 

Clifton Park-Halfmoon Public Library will provide reasonable accommodation to pregnant employees for known 
limitations related to pregnancy, childbirth, or other related medical conditions in accordance with the federal 
Pregnant Workers Fairness Act (PWFA). 
 
Examples of potential reasonable accommodations include: 

 Seating; 

 Closer parking; 

 Flexible hours; 

 Additional break time to use the bathroom, eat, and rest; 

 Leave or time off to recover from childbirth; 

 Limitations on strenuous activities; and 

 Limitations on strenuous activities or those that involve exposure to compounds not safe for pregnancy. 

If you require a reasonable accommodation, notify your Supervisor. If the need for a particular accommodation 
is not obvious, you may be asked to include relevant information such as: 

 The reason you need an accommodation. 

 A description of the proposed accommodation. 

 How the accommodation will address limitations caused by pregnancy, childbirth, or related medical 
conditions. 

The Library will not require you to accept any accommodation without engaging in the interactive process to 
accurately understand your limitations and explore potential accommodations. The Library is not required to 
make your specific requested accommodation and is not required to provide any accommodation that would 
constitute an undue hardship on the Library. 
 
If leave is provided as a reasonable accommodation, it may run concurrently with leave under the federal 
Family and Medical Leave Act and/or any other leave where permitted by law. 
 
The Library will comply with state or local laws that provide additional protections beyond the PWFA. 
 
The Library will not retaliate against employees who request or receive an accommodation.. 

4.0    Wage and Hour Policies 

4.1    Attendance 

Poor attendance and excessive tardiness may lead to disciplinary action, up to and including termination of 
employment. If you know ahead of time that you will be absent or late, provide reasonable advance notice to 
your Supervisor. You may be required to provide documentation of any medical or other excuse for being 
absent or late where permitted by applicable law. 
 
Clifton Park-Halfmoon Public Library reserves the right to apply unused vacation, sick time, or other paid time 
off to unauthorized absences where permitted by applicable law. Absences resulting from approved leave, 
vacation, or legal requirements are exceptions to the policy. 
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4.2    Employee Classifications 

 
 
Benefits Classification 

For benefit purposes, the Library classifies employees in one of four categories: 
 
Salaried / Full-time employees work 35 hours a week. 
 
Salaried / Part-time employees work 21-34 hours a week. 
 
Hourly / Part-time employees with vacation benefits work 17.5-20 hours per week. 
 
Hourly / Part-time employees without vacation benefits work less than 17.5 hours per week. 
 
FLSA Classification 

For purposes of salary administration and eligibility for overtime payments, the Library classifies its positions in 
accordance with the Fair Labor Standards Act as follows: 
 
· Non-Exempt employees are entitled to overtime pay under specific provisions of federal and state laws. 
Positions of a clerical, technical or service nature, as defined by statute, are included in this classification 
 
· Exempt employees are excluded from certain specific provisions of federal and state wage and hour laws. 
Positions of an executive, administrative or professional nature. 
 
Civil Service Classification 

Under Civil Service Rules and Regulations employees are classified as follows: 
 
· Temporary employees are those who fill positions that have been established for only a limited time period. 
They are paid on an hourly basis and are not eligible to participate in the Library's benefits programs unless 
the appointment is for one year or more. 
 
· Probationary employees are those hired on a permanent basis, either salaried or hourly, who have not yet 
completed their initial probationary period; their mandatory one year probationary period after a Civil Service 
appointment or a probationary appointment due to a promotion or change in position. 
 
· Provisional employees are those hired pending a Civil Service examination. A provisional employee must be 
reachable for appointment from the resulting eligible list in order to retain his/her position. 
 
· Permanent employees are those who have successfully completed probation after appointment to either a 
competitive position (requiring a Civil Service examination) or non-competitive position (not requiring a Civil 
Service examination). 
 
Non-Supervisory employees will receive salary differential for hours worked on Saturdays, and Sundays. 
Salary differential will be given to non-Supervisory employees for hours worked the day after Thanksgiving. 
Non-Supervisory employees who work on a holiday (see holiday in definitions) will be paid differential. If the 
employee is working more than 40 hours in a week the employee will be paid time and a half for time worked 
over 40 hours. Employees being paid time and a half will not be eligible for differential pay for those hours. 
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4.3    Job Abandonment 

If you fail to show up for work or fail to call in with an acceptable reason for the absence for a period of three 
consecutive days, you may be considered to have abandoned your job and voluntarily resigned from Clifton 
Park-Halfmoon Public Library. 

4.4    Salaries 

Employee salaries are established within the rate approved by the Board for the position. The Library Director 
is responsible for establishing the individual's salary within that range. As part of the budget development 
process, the Board of Trustees approves the annual salary rates, which may include a cost of living or merit 
increase. Salary changes are effective January 1. 

4.5    Pay Period and Pay Dates 

The Library pay period is two weeks long (12:00 a.m. Saturday to 11:59 p.m. Friday). 
 
Payday is every other Friday.  

4.6    Direct Deposit 

Direct Deposit enables payroll to be deposited in up to 10 different accounts. In order to have paychecks 
deposited directly into an account, employees can enroll directly on the Library payroll system. At least two 
payroll cycles are needed to process a direct deposit request. 

4.7    Paycheck Deductions 

Clifton Park-Halfmoon Public Library is required by law to make certain deductions from your pay each pay 
period, including deductions for federal income tax, Social Security and Medicare (FICA) taxes, NYS 
Retirement, and any other deductions required under law or by court order for wage garnishments. The 
amount of your tax deductions will depend on your earnings and the information you list on your federal Form 
W-4 and applicable state withholding form. Permissible deductions for exempt employees may also include, 
but are not limited to, deductions for full-day absences for reasons other than sickness or disability and certain 
disciplinary suspensions. You may also authorize certain voluntary deductions from your paycheck where 
permissible under state law. Your deductions will be reflected in your wage statement. If you have any 
questions about deductions from your pay, contact the Business Office. 
 
The Library will not make deductions to your pay that are prohibited by federal, state, or local law. Review your 
paycheck for errors each pay period and immediately report any discrepancies the Business Office. 
 
You will be reimbursed in full for any isolated, inadvertent, or improper deductions, as defined by law. If an 
error is found, you will receive an immediate adjustment, which will be paid no later than your next regular 
payday. 

If an overpayment  is made to an employee, the Library will notify the employee, discuss repayment options 
and make the agreed upon payroll deductions.   
 
The Library will not retaliate against employees who report erroneous deductions in accordance with this 
policy. 



 

12 

4.8    Recording Time 

Accurately recording time is the responsibility of each employee and their Supervisor and must be done within 
the current payroll period. Federal and state laws require the Library to keep an accurate record of time worked 
in order to calculate employee pay and benefits. Time worked is the time actually spent on the job. 
 
Hourly: Hourly employees are to clock in and out of the timecard system. Hourly employees are to clock in no 
earlier than 7 minutes before start time and no later than 7 minutes after the end of their shift. Employees are 
to only work the time they are scheduled and not clock in early or out late to conduct personal business in the 
Library. 
 
Salaried: Salaried employees are given a monthly timesheet reconciliation. Employees are to review the 
timesheet for accuracy. Manual changes can be made on the timesheet if corrections are needed. The 
Supervisor, Business Manager or Library Director must sign off on any changed timesheet 
 
Supervisors are responsible for making sure that time off requests are approved or rejected in a timely manner. 
Supervisors are responsible for making sure that schedule changes are accurately entered into the payroll 
system. If a Supervisor will be out of the office, the Supervisor must make sure that another Supervisor is 
assigned to cover these tasks. 
 
Notify your Supervisor of any pay discrepancies, unrecorded or misrecorded work hours, or any involuntarily 
missed meal or break periods. 

4.9    Safe Harbor Policy for Exempt Employees 

The Clifton Park-Halfmoon Public Library complies with the salary basis requirements of the Fair Labor 
Standards Act (FLSA). The Clifton Park-Halfmoon Public Library does not make improper deductions from the 
salaries of exempt employees. Exempt employees are those employed in a bona fide executive, 
administrative, or professional capacity and who are exempt from the FLSA's overtime pay requirements, as 
defined earlier in this handbook. 
 
Permitted Deductions 
 
There are certain circumstances where deductions from the salaries of exempt employees are permissible. 
Such circumstances include: 
 
· When an exempt employee is absent from work for one or more full days for personal reasons other than 
sickness or disability; 
 
· When an exempt employee is absent for one or more full days due to sickness or disability if the deduction is 
made in accordance with a bona fide plan, policy or practice of providing compensation for salary lost due to 
illness; 
 
· To offset amounts received as witness or jury fees, or for military pay; or 
 
· For unpaid disciplinary suspensions of one or more full days imposed in good faith for workplace conduct rule 
infractions. 
 
Also, an employer is not required to pay the full salary in the initial or terminal week of employment; for weeks 
in which an exempt employee takes unpaid medical leave or for penalties imposed in good faith for an 
infraction of safety rules of major significance. In these circumstances, either partial day or full day deductions 
may be made. 
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4.10    Standard Workweek 

The standard workweek is thirty-five (35) hours per week worked in a seven day period. 

4.11    Breaks from Work 

Salaried full-time employees are allowed two fifteen-minute break periods—one during the morning work 
period and one in the afternoon work period. Part-time employees are entitled to one 15 minute break for each 
four hours of scheduled work. The time of an employee's break must be arranged with the appropriate 
Supervisor. Employees will be paid for break time. 
 
Employees working a shift of more than six hours are required to take an unpaid 30-60 minute meal break 
(employee's choice). Meal breaks must follow the law, as posted on the bulletin board in the employee break 
area, and should be scheduled to accommodate operational requirements. The Supervisor and employee will 
arrange an agreeable meal break schedule. Changes to an employee's normal meal break can be made with 
the Supervisor's permission. Employees will be relieved of all active responsibilities and restrictions during that 
time period. 

4.12    Personal Time Off 

Hourly and Part-time Salaried employees are not eligible for Personal Time. 
 
Full-time salaried employees are eligible for 3 average working days of personal time per year, which will be 
pro-rated at the time of employment and then annually. Personal time will be awarded the following January 1. 
 
Personal time expires at the end of the calendar year and will not roll over or be paid out. 

4.13    Requesting Substitute Status 

Staff members may request to give up regularly scheduled hours and go down to substitute status if they 
require additional time off or a more flexible schedule (subject to Supervisor and Director approval).  Staff on 
substitute status are not guaranteed to receive shifts nor are they guaranteed to regain regularly scheduled 
shifts if they wish to return to part-time or full-time status. 
 
If a staff member does not work a shift within a 3 month period without prior written permission, the staff 
member may be terminated. 

4.14    Vacation - Hourly Employees 

Hourly employees who are scheduled, on a regular basis, to work 910-1091 hours per year (17.5 to under 21 
hours per week) are eligible to accrue one week of paid vacation and can taken one additional week of unpaid 
vacation per calendar year   

Hourly Employees who work less than 17.5 hours per week, may take up to two weeks of unpaid vacation 
(Leave Without Pay) per calendar year. 
 
Additional time off is subject to the needs of the Library and the discretion of the Director and the Department 
Supervisor.  If too many shifts are missed, even with substitute coverage, a schedule review may occur and 
scheduled shifts may be modified. 
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4.15    Vacation - Salaried Employees 

Salaried employees will receive a vacation accrual each month of service. For example, a new full time 
employee will be earning a monthly vacation accrual amount of 8.75 hours per month based on a 35-hour work 
week.  Annual vacation time starts at three (3) weeks of vacation according to the chart below. 

Vacation accruals will be credited to employees on the last day of the month and can be taken when earned.   
 
Offer letters will include information about vacation accrual amounts.  New employees may take vacation as it 
is earned.   

Unused vacation leave may be carried over from one calendar year to the next. Carried over vacation leave 
shall not exceed  the equivalent of two weeks of vacation leave unless approved by the Director.  Vacation 
accrued in December should be included in the two weeks of carry over vacation leave. 
 
 

Year Days Hours 

Monthly 

Accrual 

0 15 105 8.75 

1 15 105 8.75 

2 16 112 9.33 

3 16.5 115.5 9.63 

4 17 119 9.92 

5 17.5 122.5 10.21 

6 18 126 10.50 

7 18.5 129.5 10.79 

8 19 133 11.08 

9 19.5 136.5 11.38 

10 20 140 11.67 

11 20.5 143.5 11.96 

12 21 147 12.25 

13 21.5 150.5 12.54 

14 22 154 12.83 

15 22.5 157.5 13.13 

16 23 161 13.42 

17 23.5 164.5 13.71 

18 24 168 14.00 

19 24.5 171.5 14.29 

20 25 175 14.58 

21 25 175 14.58 

Salaried employees who work 37.5 hours/week or less than 35 hours/week will have this formula adjusted 
accordingly. 
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4.16    Vacation Scheduling 

Employees should request vacation time by using the online time and attendance system. Every effort will be 
made to grant vacations requested by employees. Vacation requests should be made as far in advance as 
possible to enable the approval of the maximum number of requested dates; however, a request should be 
made at least ten work days in advance.  Final approval to schedule vacations rests with the employee's 
Supervisor. Minimum staffing levels must be maintained during peak holiday periods. 
 
An employee may request to take more than their maximum rollover into the next year, by making a request in 
writing to the Library Director. 

4.17    Work Schedules and Average Work Day 

Work Schedules 
 
A schedule is maintained for each staff member's assigned hours. Schedules and hours may change 
according to the business needs of the Library. 
 
Any staff member may be asked to work evenings, Saturdays and Sundays according to the needs of the 
Library. 
 
Average Work Day 
 
The calculation of the average work day for the benefit of awarding floater time will be as follows: 
 
Average work day is based on total number of hours worked in a two week period, divided by ten (10) days. 
 
Example 1:  Person A works 7 hours per day, 5 days a week.  Total 70 hours divided by 10 for 7 hours. 
Example 2: Person B works 4 days a week, two 6 hour days and two 5 hour days, for a total of 44 hours, 
divided by 10 is 4.4 hours. 

5.0    Performance, Discipline, Layoff, and Termination 

5.1    Disciplinary Process 
 

The Library uses meetings and discussions with employees and the annual performance evaluation process to 
resolve problems with an employee's job performance. Supervisors must document problems in a letter of 
counseling to an employee following a work performance meeting. If there is inadequate improvement in job 
performance, or an employee has violated Library policies or the terms and conditions of employment, then 
disciplinary action may be a necessary recourse. 
 
The disciplinary process can result in any or all of the following actions, depending on the nature of the 
problem or previous disciplinary actions taken in regard to the problem: 
 
· verbal warning 
 
· written warning 
 
· suspension with pay or without pay for up to two months 
 
· demotion in grade or title 
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· termination of employment 
 
Any of the above disciplinary actions preceding termination will be documented and put into the employee's 
personnel file.  
 
Employees covered by Section 75 of the Civil Service Law are entitled to a hearing before suspension, 
demotion, or termination can take place. The following employees have rights to a hearing under Section 75 of 
the Civil Service Law: 
 
· permanent competitive employees. 
 
· non-competitive employees with five years of continuous service. 
 
· employees with veteran status as defined in Section 85 of the Civil Service Law. 
 
· employees who are exempt volunteer firefighters as defined in the General Municipal Law. 
 
The Library Director is responsible for seeing that this policy is enforced. 

 

5.2    Open Door Policy 

The Library recognizes that from time to time employees may have concerns about their jobs, Supervisors, co-
workers, or the Library in general. Employees are encouraged to voluntarily discuss these concerns with their 
Supervisor, HR Coordinator, Business Manager or Library Director. The best way to avoid problems is to 
address them when they first arise. The Library will make every effort to address or resolve concerns raised by 
employees. 
 
Discussions with employees will be kept confidential to the extent possible. Only other employees with a 
business need to know will be told about any discussions. 

5.3    Performance Improvement 

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. 
 
Supervisors at the Library review each employee's performance on an annual basis. The review process gives 
the employee and Supervisor an opportunity for a private review of the employee's performance, workload and 
a frank discussion about anything that would affect working conditions, productivity and the accomplishment of 
the Library's mission. Existing job descriptions will be reviewed and revised to ensure that they are current. 
Periodically, job descriptions may need to be rewritten to reflect changes in the position's duties and 
responsibilities. Employees who disagree with their evaluation and are unable to resolve the situation with their 
Supervisor may attach a written explanation to their performance evaluation. If the employee is not satisfied, 
the may follow the steps outlined in the Employee Problem Solution section of this handbook. 
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5.4    Resignation 

Resignations should be submitted in writing to the Library Director. At least 20 working days' notice is desirable 
from professional staff and at least 10 working days' notice from other staff. 
 
All property that belongs to the Library must be returned to the Library by the last day of employment. These 
items include, but are not limited to, computers, thumb drives, keys, payroll swipe cards, security access cards, 
laptops, and files. Any property not returned may be billable to the employee. 
 
Termination 
 
The Library Director has the authority to terminate an employee based upon employee misconduct or poor 
work performance in accordance with Saratoga County Civil Service. Dismissed eligible employees will be paid 
for all accrued vacation leave. There is no compensation for unused sick days or personal leave. 
 
Notice of resignation by the employee is given to the Library Director. Terminations for cause are brought by 
the Library Director to the immediate attention of the Board President. The President determines whether or 
not any action needs full Board approval. 
 
Vacation/Comp Time Pay upon Termination of Employment 
 
When an employee terminates employment for any reason, the awarded yet unused vacation and comp will be 
included in the employee's final paycheck or will be paid out the following payroll period. 
 
Sick and Personal Leave upon Termination of Employment 
 
When an employee terminates employment, the sick leave days for that year, and any accumulated banked 
sick time, will expire and will not be available or paid out. 
 
Re-Employment 
 
The Library values the knowledge and skills that employees develop while working here. The Library is willing 
to rehire former employees provided they left on good terms and meet the requirements for an open position 
and are the best candidate.Anyone seeking re-employment with the Library must submit an application. 
 
Permanent employees who were originally appointed from a Saratoga County Civil Service list to a competitive 
position and resign from their position may request to be reinstated to their former title within one year from the 
date of resignation without taking another examination. If there is an available position, they may be reinstated 
and will not be required to serve a new probation period. 
 
Beyond the one-year period, additional conditions must be satisfied before a former employee may be 
reinstated. The Library must provide documentation or explanation to Saratoga County Civil Service that 
demonstrates to the satisfaction of the Personnel Officer that the individual requested to be reinstated 
possesses current knowledge and skill in the occupation field to which reinstatement is sought. The individual 
must also satisfy any medical or physical agility tests that may have been required for the original appointment. 

5.5    Exit Interview 

You may be asked to participate in an exit interview or complete an online exit survey when you leave 
employement with the  Library. The purpose of the exit interview is to provide management with greater insight 
into your decision to leave employment; identify any trends requiring attention or opportunities for 
improvement; and to assist the Library in developing effective recruitment and retention strategies. Your 
cooperation in the exit interview process is appreciated. 
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5.6    Post-Employment References 

Requests for information about a former or current employee from a prospective employer or other outside 
source will be limited to the employee's dates of employment and position title(s). An authorization form will be 
provided to employees upon resignation. When requested to provide additional information to an outside 
source, such information will be provided with the employee's signed authorization and release from all claims 
against the Library for providing such information. The authorization form may be recinded by the former 
employee at any time. 

6.0    General Policies 

6.1    Business Expenses 

Reimbursement of Expenses 
 
There are times when it will be necessary to purchase items on behalf of the Library. Purchases made by an 
employee can be made by using cash. Employees purchasing items for the Library must use a tax exempt 
form so the Library is not charged tax. Employees may not use personal credit cards in conjunction with a 
library tax exempt form. Expenses are to be recorded on an expense reimbursement form with the proper 
receipts stapled to the back of the form. The form with receipts must be given to the Business Manager. When 
possible, it is preferred that the employee use the Library credit card. 
 
Use of Library Credit Card 
 
Employees who need to make purchases on behalf of the Library and need the Library credit card must first 
read and sign the Purchasing Policy and Financial Procedures Credit Card Responsibility and Use form. 

6.2    Business Travel Expenses 

Employees may be reimbursed for reasonable expenses incurred in the course of library business or 
attendance at professional conferences or other continuing education activities that have been pre-approved 
by the appropriate department head and the Library Director.  Receipts are required. 
 
Expenses that mayl be reimbursed include the following: 
 
· Mileage for use of personal vehicles, only when less expensive transportation is not available. 
Reimbursement is at the current maximum rate allowed by the IRS, for the most direct route, plus tolls and 
parking. 
 
· Standard accommodation costs for hotels, motels, or similar lodgings. Non-profit, government or group rates 
should be requested whenever possible. 
 
· Meal allowances for travel or conferences will be calculated at the current GSA meal rates. 
 
· If a meal is included with conference registration, the reimbursement will not include that meal. 
 
· Airfare or train fare for travel in coach or economy class or the lowest available fare. 
 
· Car rental fees, for compact or economy. Authorization for reimbursement of a rental vehicle must be 
obtained prior to the start of travel. 
 
· Shuttle or airport bus service fees; costs of public transportation for other ground travel. 
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· Tips and gratuities. 

6.3    Computer Security and Copying of Software 

Computer and technology resources (including but not limited to computers, tablets, e-readers, phones or 
other mobile devices, software, network, electronic mail system, telephone systems, website, Internet 
applications and social media sites or services) are provided by the Library to employees to support the 
delivery of services and to support the continuing education and professional development of employees. 
 
All employees who require access to the staff network will be required to annually agree to and sign the JA 
(Joint Automation) information security policy. 
 
Library equipment may not be removed from the building without prior written authorization from the Library 
Director or designee. 
 
Only library system and vendor equipment necessary for library operations will be connected to the Library's 
wired networks. 
 
Employees may not introduce software from any outside source without explicit prior authorization by the 
Library Director or designeee. Only software that serves a business purpose will be installed on library 
computers. 
 
Employees should maintain the confidentiality and security of usernames and passwords, and not disclose 
these to unauthorized individuals or leave them visible or easily accessible. 
 
Employees are responsible for maintaining the confidentiality of employee and patron information stored on the 
Library's computer systems and therefore must follow the following procedures: 
 
· Employees working on public service desks must logon to Polaris with their own individual username and 
password. 
 
· Employees must log off from Polaris at the end of their shift 
 
·. 
 
· All staff computers must be locked or logged off at the end of a shift and at closing. 
 
Employees are responsible for their behavior and communications in the use of all technical resources and to 
use such technical resources in a professional manner, consistent with their appointed responsibilities. 
Inappropriate use shall result in disciplinary actions. Questions about compliance should be directed to the 
Library Director. 

6.4    Employee Privacy 

Employee files and the personal information they contain are considered to be confidential by the Library. The 
Library recognizes that release of this personal information could lead to identity theft or violations of federal 
and state laws. As such, the Library will limit disclosure of any information in employee files to situations in 
which the Library determines release of the information is necessary due to business or legal reasons. In 
situations where the request for disclosure is not supported by a business or legal reason, disclosure of 
employee information will generally be limited to those circumstances in which an employee or former 
employee has signed a written consent form agreeing to the disclosure. 
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Employees who, because of their job duties, have access to personnel files will be expected to maintain the 
confidentiality of this personal information in those files or be subject to disciplinary action for an unwarranted 
disclosure. 

6.5    Employee Problem Solution 

Personnel problems not solved by reference to written policies or procedures should be brought to the 
attention of Supervisory personnel as soon as possible.Any difficulty should be discussed promptly and 
privately with the employee's Supervisor. If it cannot be settled at that level, the employee may consult with the 
HR Coordinator or Director. If the employee still feels aggrieved, he or she may then bring the situation to the 
Board of Trustees Personnel Committee, and may further request a meeting with the Executive Committee, 
consisting of the President, Vice President and Treasurer. 
 
The HR Coordinator, Supervisors and the Library Director are responsible for maintaining a work climate that 
serves to obviate the occurrence of personnel problems insofar as practical, and for quickly responding to any 
expressed or discerned problems that arise. 

6.6    Employer Sponsored Training 

Staff Development Day 

The Board feels strongly that staff development is a key ingredient towards professional excellence. One day is 
set aside annually for this purpose. Staff attendance is strongly encouraged. All staff are paid for in person 
attendance or online attendance, if it is an option. 
 
Staff Meetings 
 
The Library has regularly scheduled staff meetings to (1) promote communication between administration and 
staff, and among staff members, (2) encourage staff to identify issues which need attention and initiate 
changes, and (3) inform the staff of plans, policies and decisions of the Board which are appropriate to the 
staff. Staff meetings are held once a month. Staff members are encouraged to submit items for the agenda. 
The Library Director or an Assistant Library Director schedules the meetings and prepares an agenda. All staff 
members are strongly encouraged to attend in person or online. Acceptable reasons for non-attendance are 
illness, vacation, other gainful employment or school. Staff members not present are provided the recording to 
watch. 
 
Hourly employees will clock in and out using their payroll swipe card so they will be paid for the meeting. If the 
meeting ends early, their Supervisor should round their time up to show no less than one hour of attendance. 
Salaried employees will indicate the amount of time the employee attended the meeting above and beyond 
regularly scheduled hours & indicate if pay or comp time is preferred. 
 
Continuing Education and Staff Development 
 
The Library encourages additional education and training in order to broaden professional knowledge and is 
committed to having a well trained workforce. Training plans will be developed based on an employee's job 
requirements, experience, and education needs for a particular position. Staff members are encouraged to 
attend appropriate training and development opportunities and conferences as long as these do not interfere 
with efficient library services. 
 
Training and the expenses involved must be pre-approved by the employee's Supervisor and the Library 
Director. Pre-payment and/or reimbursement for expenses will be based on the Library's policy on business 
travel expenses. 
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Employees are responsible for sharing information learned as appropriate. 

6.7    Patron Problems and Complaints 

Occurrences of significant dissatisfaction expressed byLibrary users are reported to the Board. A written 
Incident Statement is prepared online, via Intranet, by any employee or Supervisory employee who becomes 
aware of unsatisfactory client contact. If several employees are involved, one may write the report for all.  The 
Library staff's actions and recommendations for resolution of the problems are also included. All employees 
are responsible for maintaining good relations with the public being served. Employees are expected to 
recognize, understand, and report signs of patron dissatisfaction in the form of written reports submitted online. 
The Library Director has the ultimate responsibility to ensure compliance.. 

6.8    Personal Appearance 

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the 
business image the Library presents to the public. The Library seeks to present a positive business-like 
appearance through its employees. Employees are expected to be clean and well-groomed at all times and 
dress in a manner appropriate for their jobs. For instance, open toed shoes are not appropriate when shelving 
materials as falling objects could cause injury. 

6.9    Personal Cars and other Vehicles 

In the course of a normal workday, employees may be required to use their personal cars on Library business, 
such as to travel to another location, pick up presenters, supplies, or make deliveries for the Library. Use of a 
personal vehicle must be approved in advance and should occur rarely. The Library requires that employees 
who use their personal vehicles for work-related tasks, possess current licenses necessary to operate the 
vehicle, and that the vehicle be fully insured, even if not required by state or local law. 
 
If an employee on duty is involved in a motor vehicle accident, such accident must be reported as soon as 
reasonabley possible to the HR Coordinator, Business Manager or Director, in writing. 

6.10    Personal Cell Phone/Mobile Device Use 

The Library recognizes that many employees have cell phones that they bring to work. The use of such 
cellphones, however, must not interfere with an employee's duties or performance. An employee whose cell 
phone use becomes disruptive or interferes with the employee's or co-worker's ability to do their job, will be 
asked not to utilize their phone unless on breaks and in a private area or outside the building. Cellphones are 
not to be used while driving unless the appropriate hands-free devices are being utilized by the employee and 
all other laws regarding such use are complied with. 

6.11    Personal Data Changes 

Personnel files are business records of the Library and remain the sole property of the Library. If your personal 
data changes, you may log in to the Library's payroll system and update your information. 
 
The Library maintains three employee files for each employee: 

1. A personnel file is maintained for each employee. The personnel files contain confidential documents 
and are managed and maintained by the business office staff. Typical documents in a personnel file 
include the employment application, documented disciplinary action history, a resume, employee 

http://humanresources.about.com/od/legalissues/qt/personnel-file.htm
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handbook and confidentiality sign-off sheets, current personal information, and job references. Not all 
personnel files contain the same documents but each personnel file has some documents that are the 
same. Only personnel who have a legitimate reason to review information in this file will be allowed to 
do so. 

2. Protected employee files are also maintained; these files contain documents with social security 
numbers including the Civil Service forms, compensation changes, direct depsit forms, emergency 
contact information and NYSLRS enrollment and waiver forms.   

3. An employee medical file is also maintained. The contents of the medical file are not available to 
anyone except business office designated staff and the employee whose records are retained in the 
file. Medical files receive the highest degree of safe storage and confidentiality. 

4. In addition to the above, there are I-9 files and Wage Theft Protection files in these safely stored and 
protected files. 

An employee may view his or her personnel file by contacting the Library Director, Business Manager or HR 
Coordinator during normal business hours. No employee may alter or remove any document in his or her 
personnel file which must be viewed in the presence of the Business Manager or Library Director. 

6.12    Restraining Order 

Employees should promptly inform Supervisors and the HR Coordinator of any protective or restraining order 
that they have obtained that lists the workplace as a protected area. Employees are encouraged to report 
safety concerns with regard to anyone mentioned in the restraining order(s). An appropriate plan of action will 
be developed depending on the circumstance of the restraining order. 

6.13    Retirees 

To be considered for retirement, an Employee must be at least 55 years of age and have at least 10 years of 
service with the Library. 
 
Health Benefits for Retirees (For employees hired prior to January 1, 2024) 
 
The Library will contribute toward eligible retiree's health benefits provided the retiree participated in the library 
group health insurance plan at the time of retirement and fits one of the following criteria: 
 
· For an employee retiring at age 55, or older, with at least 15 years of service, the Library will pay 25% of the 
individual insurance premium provided through the Library group health plan. 
 
· For an employee retiring at age 55, or older, with at least 20 years of service, the Library will pay 50% of the 
individual insurance premium provided through the Library group health plan. 
 
· For administrators (Library Director, assistant Library Director, Business Manager, and department heads) 
retiring with at least 10 years of service, the Library will pay 50% of the individual insurance premium provided 
through the Library group health plan. 
 
The retiring employee's medical benefits will be either the health plan offered to employees, or if the employee 
is Medicare eligible, the Library will provide coverage to the retiree through the Library's Medicare group health 
plan. Because insurance companies terminate coverage at the end of every policy year, the Library must 
choose a new plan for employees and retirees. Any change in plan may affect benefits, premiums and/or costs 
to the employee and Library. 
 
Retirees are responsible for paying the retiree portion of the group insurance premiums and must send a check 
to the Business Manager by the first of every month. The Library has a right to collect a 2% administration fee 
from the retiree if the payment is received by the Business Manager after the first of the month. If the payment 

http://humanresources.about.com/od/glossaryp/g/payroll-file-contents.htm
http://humanresources.about.com/od/glossarym/g/medical-file-contents.htm
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is not received by the first of the next month, the retiree will be dropped from the group health insurance plan. 
 
 

6.14    Smoking/Vaping 

Smoking and/or vaping are not permitted in the Library facility or on Library property. 

6.15    Social Media 

At Clifton Park-Halfmoon Public Library, we recognize the Internet provides unique opportunities to participate 
in interactive discussions and share information using a wide variety of social media. However, use of social 
media also presents certain risks and carries with it certain responsibilities. To minimize risks to the Library, 
you are expected to follow our guidelines for appropriate use of social media. 
 
This policy applies to all employees who work for the Library. 

Guidelines 

For purposes of this policy, social media includes all means of communicating or posting information or 
content of any sort on the Internet, including to your own or someone else's web log or blog, journal or diary, 
personal website, social networking or affinity website, web bulletin board or a chat room, whether associated 
or affiliated with the Library, as well as any other form of electronic communication. 
 
Library principles, guidelines, and policies apply to online activities just as they apply to other areas of work. 
Ultimately, you are solely responsible for what you communicate in social media. You may be personally 
responsible for any litigation that may arise should you make unlawful defamatory, slanderous, or libelous 
statements against any patron, manager, owner, or employees of the Library. 

Know and Follow the Rules 

Ensure your postings are consistent with these guidelines. Postings that include unlawful discriminatory 
remarks, harassment, and threats of violence or other unlawful conduct will not be tolerated and may subject 
you to disciplinary action up to and including termination. 

Be Respectful 

The Library cannot force or mandate respectful and courteous activity by employees on social media during 
nonworking time. If you decide to post complaints or criticism, avoid using statements, photographs, video, or 
audio that reasonably could be viewed as unlawful, slanderous, threatening, or that might constitute unlawful 
harassment. Examples of such conduct might include defamatory or slanderous posts meant to harm 
someone's reputation or posts that could contribute to a hostile work environment on the basis of race, sex, 
disability, age, national origin, religion, veteran status, or any other status or class protected by law or Library 
policy. Your personal posts and social media activity should not reflect upon or refer to the Library. 

Maintain Accuracy and Confidentiality 

When posting information: 

 Do not create a link from your personal blog, website, or other social networking site that identifies you 
as speaking on behalf of the Library. 

 Never represent yourself as a spokesperson for the Library. If the Library is a subject of the content you 
are creating, do not represent yourself as speaking on behalf of the Library. Make it clear in your social 
media activity that you are speaking on your own behalf. 
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 Respect copyright, trademark, third-party rights, and similar laws and use such protected information in 
compliance with applicable legal standards. 

Using Social Media at Work 

Do not use social media while on your work time, unless it is work related as authorized by your manager or 
consistent with policies that cover equipment owned by the Library. 

Media Contacts 

If you are not authorized to speak on behalf of the Library, do not speak to the media on behalf of the Library. 
Direct all media inquiries for official Library responses to the Director. 

Retaliation and Your Rights 

Retaliation or any other negative action is prohibited against anyone who, based on a reasonable belief, 
reports a possible deviation from this policy or cooperates in an investigation. Those who retaliate against 
others for reporting a possible deviation from this policy or for cooperating in an investigation will be subject to 
disciplinary action, up to and including termination. 
 
Nothing in this policy is designed to interfere with, restrain, or prevent employees from communications 
regarding wages, hours, or other terms and conditions of employment, or to restrain employees in exercising 
any other right protected by law. All employees have the right to engage in or refrain from such activities. 

6.16    Standards of Service 

The Library serves the community by providing informational resources to meet diverse educational, cultural, 
and recreational needs. To efficiently and effectively deliver library and information services, the Library staff 
must place highest priority on providing courteous, timely and accurate responses to patrons' requests. All 
persons regardless of age, social standing, or any other factor, receive equal attention. Suggestions for 
improving library service are sought and openly received whether originating from staff members or patrons. 
Supervisors are to forward suggestions to the Library Director. The Library Director is responsible for 
setting,maintaining, and enforcing proper standards for the Library staff. 

6.17    Third Party Disclosures 

From time to time, Clifton Park-Halfmoon Public Library may become involved in news stories or potential or 
actual legal proceedings of various kinds. When that happens, lawyers, former employees, newspapers, law 
enforcement agencies, and other outside persons may contact our employees to obtain information about the 
incident or the actual or potential lawsuit. 
 
If you receive such a contact, you should not speak on behalf of the Library and should refer any call 
requesting the position of the Library to the Library Director. If you have any questions or are not certain what 
to do when such a contact is made, contact the Library Director. 

6.18    Unpaid Administrative Leave 

An employee who is arrested or convicted of a crime, must report such arrest or conviction to the Library 
Director or Business Manager immediately. Depending upon the circumstances, the employee may be placed 
on administrative leave until the matter for which the individual was arrested is resolved. Once the employee 
produces documentation of how the matter was resolved, the Business Manager will contact the employee 
about returning to work. 
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6.19    Use of Library Technology 

All technology resources and all communications created on, received by, stored on or transmitted through 
those systems are the sole property of the Clifton Park-Halfmoon Public Library. As such, employees should 
not maintain any expectation of privacy relating to these devices. The Library reserves the right, to the extent 
permitted by law, to monitor all Internet and email traffic, and retrieve and read any messages or data 
composed, sent or received through online connections and stored on the Library's computer systems. 
 
Data that is composed, transmitted, or received via the Library's computer communications systems (whether 
via the Internet or through email) may be considered part of the official records of the Library, and, as such, 
subject to disclosure to law enforcement or other third parties, possibly through a freedom of information 
request. Consequently, employees should always ensure that the business information contained in email 
messages and other transmissions is accurate, appropriate, ethical and lawful. Do not assume that email 
messages are less permanent than written letters, memos or reports. When writing email, always assume that 
your messages may someday become available to third parties. 
 
The Library makes no warranties of any kind, whether expressed or implied, for the technology services it is 
providing. While the Library will make every effort to preserve data, the responsibility for it lies with the 
employees. The Library will not be held responsible for any damages staff may suffer, including but not limited 
to, loss of data resulting from delays, non-deliveries, or service interruption caused by its own negligence or 
staff error or omissions. The Library specifically denies any responsibility for the accuracy or quality of 
information obtained through its technology resources. All employees must fully understand that the use of any 
information obtained through the Internet is at their own risk. 
 
Anti-Virus and malware software is installed on all Library computers and scans are scheduled regularly. 
Employees must not interfere with the scanning processes and should notify IT staff immediately of all security 
related messages appearing on Library computers. The Library cannot guarantee that all viruses or malware 
will be stopped and therefore caution should be used when transferring files to personal computers. Viruses 
frequently come from email and employees must use caution when opening email attachments and when 
downloading files or accessing flash drives. Flash drives or other removable storage of unknown origin may not 
be accessed on Library computers. 
 
The Library email system should not be used as a substitute for a business record file management system. 
Employees should not assume that any emails sent or received by them will be indefinitely available for 
retrieval from Library's servers. The Library may backup and save email records, but due to space limitations 
these records will be archived only for a short period. Moreover, this policy is secondary to the Library's record 
retention policies. Accordingly, all employees are responsible for reviewing and saving all business records, 
including email attachments, as a hard copy or in some other format, in conformity with the retention periods 
set forth in applicable record retention policy. 

6.20    Volunteers 

The Library recognizes that volunteers are a valuable resource who support and enhance the activities 
performed by paid staff. They provide a positive bridge between the community and the Library and often serve 
as advocates for the Library. By offering volunteer positions the Library also creates opportunities for 
community members to achieve personal satisfaction in providing important service to the Library. 
 
Volunteers are considered representatives of the Library and as such are subject to the same work and 
behavior codes as paid staff, especially those that relate to patron privacy and confidentiality. Volunteers serve 
on an "at will" status and the Library has the right to terminate the volunteer's working association with the 
Library at any time. 
 
Persons interested in volunteering are required to fill out a Volunteer Application which will be sent to the 
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appropriate Supervisor based on the skills/interests of the applicant. Supervisors will review applications and 
make decisions based on current need. Volunteers may be asked to submit to a background check, sign the 
sexual harassment prevention policy, and provide references, particularly if they are working with children. In 
some cases volunteers will also be interviewed to better determine their interest and levels of experience. 
 
The Library reserves the right to limit the number of volunteers that are accepted and the number of hours per 
volunteer. 
 
There is a separate enrollment process for youth volunteers in the Summer Reading Program requiring online 
registration. 
 
Youth volunteers under the age of 18  and also require parental permission to perform service hours at the 
Library, and must provide emergency contact information 
 
The Library accepts volunteers requiring court-ordered community service at the discretion of the Library 
Director. 

6.21    Working with Vendors 

No officer or employee shall directly or indirectly solicit or receive any money, whether in the form of cash, 
check, loan, credit, or any other form in any amount, or solicit any gifts, or accept or receive any individual 
annual gift, having a value of seventy-five dollars or more, whether in the form of services, loan, travel, 
entertainment, hospitality, thing or promise, or any other form, under any circumstances in which it could be 
reasonably inferred that the money or gift was intended to influence or could be reasonably expected to 
influence him/her in the performance of official duties or was intended as a reward for any official action. 
 
Upon hiring, all employees must read the Library's Conflicts of Interest policy and sign the attestation. 

6.22    Workplace Monitoring 

As part of its program to control theft, vandalism, and inappropriate behavior from patrons and vendors, the 
Library has installed video surveillance cameras at various locations inside and outside the facility to monitor 
activity at each entrance and exit as well as the parking lot. Although directed primarily at protecting the facility 
and identifying those who violate trespass laws when the facility is closed, the cameras operate 24 hours a 
day, 7 days a week. Employees who are caught on video violating any Library policies or procedures or 
misappropriating property of the Library, its patrons, vendors or employees will be subject to disciplinary action, 
up to and including termination. 
 
The Library does not monitor employees in areas such as restrooms, employee lounges, or lactation areas. 
The Library reserves the right to place other cameras throughout the facility, without notifying employees of 
their installation or location. 

6.23    Workplace Privacy and Right to Inspect 

Library property, including but not limited to lockers, phones, computers, tablets, desks, work place areas, 
vehicles, or machinery, remains under the control of the Library and is subject to inspection at any time, 
without notice to any employees, and without their presence. 
 
You should have no expectation of privacy in any of these areas. We assume no responsibility for the loss of, 
or damage to, your property maintained on library premises including that kept in lockers and desks. 
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6.24 Telecommuting 

Telecommuting allows employees to work remotely for all or part of their workweek. The Library considers 

telecommuting to be a viable, flexible work option when both the employee and the job are suited to such an 

arrangement. Telecommuting may be appropriate for some employees and jobs but not for others. 

Telecommuting is not an entitlement, it is not a Library-wide benefit, and it in no way changes the terms and 

conditions of employment with the Library. 

Telecommuting can be informal, such as working from home for a short-term project or on the road during 

business travel, or a formal, set schedule of working away from the office as described below.  

Any telecommuting arrangement made will be on a trial basis and may be discontinued at the request of either 

the telecommuter or the Library. Every effort will be made to provide notice of such change to accommodate 

commuting, child care, and other issues that may arise from the termination of a telecommuting arrangement. 

There may be instances, however, when no notice is possible. 

Eligibility 

Only exempt (i.e., not subject to the overtime provisions of the Fair Labor Standards Act) employees are 

eligible to be considered for regular, occasional and emergency telecommuting. Non-exempt employees are 

eligible for occasional and emergency telecommuting where their function is appropriate to continue Library 

functions, operations, and services. Eligibility may also be adjusted for an employee who requests a 

reasonable accommodation for a disability. 

Before entering into any telecommuting arrangement, the employee and supervisor, with the assistance of the 

Library Director and/or Business Manager, will evaluate the suitability of such an arrangement taking into 

consideration, among other things,  job duties and responsibilities, scheduling and on-site requirements, 

employee work and performance history, equipment and workspace needs, security issues, tax and legal 

implications, or  any other relevant facts.   

If the employee and supervisor agree, and the Library Director concurs, a draft telecommuting agreement will 

be prepared and signed by all parties. 

Evaluation of telecommuter performance will include regular interaction by phone and email between the 

employee and the supervisor, and regular face-to-face meetings to discuss work progress and problems. 

An appropriate level of communication between the telecommuter and supervisor will be agreed to as part of 

the eligibility discussion process. The telecommuter and supervisor will communicate at a level consistent with 

employees working at the Library or in a manner and frequency that is appropriate for the job and the 

individuals involved. 

Regular, Occasional, and Emergency Telecommuting 

There are three types of telecommuting: regular, occasional, and emergency. 

 Regular Telecommuting.  The employee will have an established, predictable schedule. For example: 

Tuesdays and Thursdays, or every other Wednesday. Another form of regular telecommuting could be 
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for an entire workweek(s) but only for a limited period of time. The regular telecommuting days and the 

duration of the telecommuting arrangement, if for a limited period of time, are identified and agreed to at 

the outset and are specified in the Telecommuting Agreement. They may be changed upon agreement 

between the employee and the supervisor. Employees may be required to be available during core 

business hours to enhance communications and member library support. 

 Occasional Telecommuting. This is characterized by situations when an employee will telecommute 

sporadically, generally on an as-needed basis. Examples of occasional telecommuting are instances 

when an employee might not have transportation to work or times of extremely inclement weather. 

Because occasional telecommuting will only occur once in a while, departments should keep that in 

mind when evaluating the employee’s and the position’s suitability. To handle an occasional 

telecommuting scenario, the department and employee can establish the parameters of the 

telecommuting arrangement in advance, such as identifying the telecommuting location and specifying 

how often the employee is expected to check email and return phone calls on telecommuting days. 

 Emergency Telecommuting. This is a one-time-only arrangement whereby, during a crisis or 

emergency situation at the Library, the employee telecommutes because his or her job responsibilities 

must still be fulfilled to provide for continuity of operations. Examples of a crisis or emergency situation 

are a pandemic, natural disaster, weather emergency, or other situation that presents a significant 

overall threat to the Library staff and facilities.  

 

 

Equipment  

On a case-by-case basis, the Library will determine, with information supplied by the employee and the 

supervisor, the appropriate equipment needs (including hardware, software, modems, phone and data lines 

and other office equipment) for each telecommuting arrangement. The supervisor and IT Department will serve 

as resources in this matter. 

Equipment supplied by the library will be maintained by the library. Equipment supplied by the employee, if 

deemed appropriate by the organization, will be maintained by the employee. The Library accepts no 

responsibility for damage or repairs to employee-owned equipment. The Library reserves the right to make 

determinations as to appropriate equipment, subject to change at any time. Equipment supplied by the Library 

is to be used for business purposes only. The telecommuter must sign an inventory of all Library property 

received and agree to take appropriate action to protect the items from damage or theft. Upon termination of 

employment, all Library property will be returned to the Library, unless other arrangements have been made. 

The Library will supply the employee with appropriate office supplies (pens, paper, etc.) as deemed necessary. 

The Library may reimburse the employee for other business expenses (mailing letters or packages, etc.) that 

are reasonable incurred in carrying out the employee’s job.  

The employee will establish an appropriate work environment within his or her home for work purposes. The 

Library will not be responsible for costs associated with the setup of the employee’s home office, such as 

remodeling, furniture or lighting, nor for repairs or modifications to the home office space. 

Security 
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Consistent with the Library’s expectations of information security for employees working at the Library, 

telecommuting employees will be expected to ensure the protection of library business and patron information 

accessible from their home office. Steps include the use of locked file cabinets and desks, regular password 

maintenance, any other measures appropriate for the job and the environment. 

Safety 

Employees are expected to maintain their remote workspace in a safe manner, free from safety hazards. 

Injuries sustained by the employee while working at a remote location  and in conjunction with his or her 

regular work duties may be covered by the Library’s workers’ compensation policy. Telecommuting employees 

are responsible for notifying their supervisor of such injuries as soon as practicable. The Library is not liable for 

any injuries sustained by visitors to the employee’s remote worksite. 

Caregiving 

Telecommuting is not designed to be a replacement for appropriate family care. Although an individual 

employee’s schedule may be modified to accommodate family care needs, the focus of the arrangement must 

remain on job performance and meeting business demands. Prospective telecommuters are encouraged to 

discuss expectations of telecommuting with family members prior to entering a trial period. 

Time Worked 

Telecommuting employees will be required to accurately record all hours worked using the Library’s 

timekeeping system.  For those who are not exempt from the overtime requirements of the Fair Labor 

Standards Act, hours worked in excess of those scheduled per day and per workweek require the advance 

approval of the telecommuter’s supervisor.   Failure to comply with this requirement may result in the 

immediate termination of the telecommuting agreement. 

Ad Hoc Arrangements 

Other informal, short-term arrangements may be made for employees on family or medical leave to the extent 

practical for the employee and the Library and with the consent of the employee’s health care provider, if 

appropriate. 

All informal telecommuting arrangements are made on a case-by-case basis, focusing first on the business 

needs of the Library. 

Procedure 

Complete the following forms and submit a copy to your supervisor: 

1. Telecommuting Agreement (see appendix) 
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7.0    Benefits 

7.1    Optional Retirement Savings Plans Plan 

403(b) Plan 
 
Employees are eligible to participate in the Library sponsored 403(b) investment plan. This plan enables 
salaried employees to defer a portion (determined by current IRS legislation) of their compensation from 
current federal and New York State income taxation. The tax-deferred contributions accumulate until 
distributed, generally during retirement. Employees wishing to participate in the 403(b) plan may obtain a plan 
booklet from the Business Manager to enroll in the plan. For more information, contact the Business Manager. 
 
457(b) 
 
Employees are eligible to participate in the Library sponsored 457(b) retirement savings plan. This plan is a 
voluntary retirement savings plan offered by New York State and your employer, to allow public employees like 
you to put aside money from each paycheck toward retirement. The Plan can help bridge the gap between 
what you have in your pension and Social Security, and how much you'll need in retirement. The Plan offers 
both traditional pre-tax and Roth 457(b) accounts to provide you with retirement savings choices. 
 
The Plan is a voluntary retirement savings plan that provides quality investment options, investment 
educational programs and related services to help State and local public employees achieve their retirement 
savings goals. click here to learn more https://www.nysdcp.com/rsc-web-preauth/about 
 
The Plan can be easily adopted. You can: 

 Call the HELPLINE at 1-800-422-8463 and an Account Executive will help you 

 Or you may meet with an Account Executive to set up the Plan 

7.2    Bereavement Leave 

Only salaried employees are eligible for paid bereavement leave. Up to 5 days leave will be granted, in the 
event of the death of an immediate family member (see section 2.3 Definitions), for bereavement leave. 
Bereavement leave days may be taken consecutively or be split, as needed. The Library also acknowledges 
other family members (aunts, uncles, cousins) and allows for up to 2 days leave. 
 
Employees may be required to provide documentation of the date of death and/or of the date of the funeral or 
memorial service in order to be eligible for paid leave or in order to use other accrued time. If the employee 
does not provide requested documentation within three days after returning from leave, the time will be 
considered unpaid leave. 

7.3    COBRA 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives workers who work for employers 
with 20 or more employees and their families the right to continue to purchase group health insurance for 
limited periods of time when they would otherwise lose coverage due to certain events. Qualifying events 
include voluntary or involuntary job loss, reduction in hours, transition between jobs, death, divorce and other 
life events. 
 
Qualified individuals may be required to pay up to 102% of the premium cost. The length of time that a person 
may have federal COBRA coverage depends on why the person is losing coverage and can be from 18 to 36 
months. 

https://www.nysdcp.com/rsc-web-preauth/about
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Contact the HR Coordinator or Business Manager to learn more about your COBRA rights. 

7.4    Compensatory Time and Overtime Pay 

On occasion a salaried staff member may be asked to work hours in excess of their normal work week. The 
salaried staff member will be paid  for those excess hours or can earn compensatory time..   The supervisor 
requesting the excess hours is responsible for making every effort to schedule such work as far in advance as 
possible with due regard for its impact on employees and the service need of our patrons.   

Any unscheduled compensatory time earned prior to December 1st, will be paid out with the last pay check of 
the year in an effort to avoid compensatory time carryover.  Time earned in December may be carried over in 
to January. 

 
Government workers, including nonexempt Library employees, can earn compensatory time in lieu of overtime 
pay.  The decision as to whether an employee receives overtime pay or compensatory time will be made by 
the employee and supervisor before the time is allocated to the employee.  
Exempt employees are not, by law, entitled to overtime, however the Library will allow compensatory time or 
pay to be awarded equal to the excess number of hours worked. 

Unless otherwise required or exempted by law, overtime pay of one and one-half times your regular rate of pay 
is paid for any hours worked in excess of 40 hours in a workweek.  Holidays, vacation days, and sick  
 

7.5    Credit Union Membership 

Library employees are eligible to participate in banking and financial services at area Federal Credit Unions. 
The benefits of a credit union includes lower fees or no fees for checking accounts and ATM access, lower 
APR on most loan types and better rates of return on savings accounts and certificates of deposit. For more 
information please see the HR Coordinator. 

7.6    Dental Insurance 

Salaried employees have the option of being covered under the Library's dental insurance plan. Enrollment is 
one time a year, unless the employee has a qualifying event that makes the employee or their dependents 
eligible. The health plan is a pre-tax premium plan. 
 
Salaried employees who wish to opt out of the Library's dental insurance plan must sign a waiver of Health 
Insurance Benefits form. 
 
The Library contributes 60% of the rate toward dental insurance. The Board of Trustees will set the contribution 
amount each calendar year and employees will be notified of any change that will be effective at the next 
insurance renewal. The contributions toward employee benefits are part of the Library's overall budget and 
must be passed in the annual budget vote. 
 
Hourly employees are not eligible for the Library's insurance benefit program. 
 
Employee contributions toward dental coverage will be deducted bi-weekly through payroll. Employees will be 
notified, in writing, of the premium costs, plan details and amount of money to be deducted through payroll. 
Employees who are on FMLA leave are responsible for paying their portion of the insurance premiums. 
Payment must be received by the Business Manager before the first of every month that the employee is out of 
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work. The Library has a right to collect a 2% administration fee from the employee if the payment is received 
by the Business Manager after the first of the month. After 45 days of non-payment the employee will be 
dropped from the group health insurance plan. 
 
The Library reserves the right to amend, modify or terminate any of the benefits not mandated by law, at any 
time, in its sole discretion. 

7.7    Discounts on Personal Book Purchases 

Employees are able to purchase books at a discounted rate. All book purchases are subject to New York State 
sales tax. See the Business Manager for details. 

7.8    Donated Leave Bank 

The Library recognizes that there may be situations in which, due to hardships, employees may not have 
sufficient paid leave time to take time off from work. The Library also recognizes that some employees desire 
to donate some of their accrued, paid leave time to other employees in such situations. Accordingly, the Library 
has established a Donated Leave Bank that may be accessed by eligible employees who have exhausted their 
own paid leave time. Employees can donate as much paid leave time to the bank as they have accrued at year 
end. Unless the donee returns the banked time, that leave time cannot be returned to the donating employee. 
The Library will accept donations to the Donated Leave Bank for a specific employee up to a maximum of 4 
weeks of the donee's scheduled hours. 
 
Employees who meet the following criteria will be eligible to apply to use donated leave time: 
 
1. Must be a salaried employee 
 
2. At least five years' continuous employment. 
 
3. Has exhausted accrued paid leave. 
 
4. Is still eligible for employment. 
 
5. Is not on probation. 
 
At the Library Director's discretion, eligible employees may apply to receive up to 4 weeks donated leave. 
 
Employees may donate all or part of their accrued paid leave time by completing a donation request form.  

7.9    Employee Assistance Program (EAP) 

The Employee Assistance Program (EAP) is available to all employees, employee spouse or domestic partner, 
and children up to age 26. Eligibility begins the first day of employment and ends on the last day of 
employment. 
 
EAP services are free and confidential. They include a limited number of counseling sessions, legal referrals, 
financial referrals, and workshops. EAP generally assists employees with preventing or solving personal or 
work-related problems. The EAP also serves as a resource to Managers and Supervisors to assist in the 
identification and intervention of work performance issues. 
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7.10    Employer-Sponsored Disability Benefits 

The Library provides a New York State short-term disability (STD) benefits plan to full and part-time employees 
who are unable to work because of an off-the-job qualifying disability due to an injury, illness or pregnancy. 
Students who work part-time after school or during their regular vacation periods are not covered. 
 
Payments may commence after the employee has missed seven (7) calendar days of work. Employees may 
elect to use any accrued sick time, vacation or personal time off for illness or injury, but payments will not begin 
until the 8th day of disability. 
 
If a disability is the result of an automobile accident and the employee filed a claim for no-fault benefits, the 
employee must also file a claim for disability benefits. If the employee does not apply for disability benefits, the 
no-fault insurer may reduce no-fault payments. If an employee is determined not entitled to disability benefits, 
the employee must immediately advise the no-fault insurance carrier. 
 
Disability payments will be made from a third-party insurance carrier and will be considered taxable income. In 
order to receive short term disability benefits, the employee must provide medical certification of the inability to 
work. Disability is independent of whether or not the employee is also on Family and Medical Leave, the FMLA 
medical certification forms must be submitted to the Business Manager. 
 
Before returning to work, an employee on short term disability, must provide written documentation from a 
healthcare provider that the employee is able to return to work, if the employee has any restrictions and what 
those restrictions are or if there are no restrictions the documentation must state that there are no restrictions. 
The documentation should be sent to the HR Coordinator. The HR Coordinator will notify the Supervisor that 
the employee is able to return to work and at what capacity. The employee's Supervisor will then contact the 
employee with a plan for returning to work. 
 
Disabilities arising from pregnancy or pregnancy-related illness are treated the same as any other illness that 
prevents an employee from working. Disabilities covered by workers' compensation are excluded from short 
term disability coverage. For details of the short term disability benefits plan including benefit amounts, when 
they are payable, and limitations, restrictions, and other exclusions contact the Business Manager or HR 
Coordinator. 

7.11    Family and Medical Leave (FMLA) 

In accordance with the Family and Medical Leave Act of 1993 (FMLA), Clifton Park-Halfmoon Public Library 
provides up to 12 or 26 weeks of unpaid, job-protected leave in a 12-month period to covered employees in 
certain circumstances. 

Eligibility 

To qualify for FMLA leave, you must: 

 Have worked for The Library for at least 12 months, although that time need not be consecutive; 

 Have worked at least 1,250 hours in the last 12 months; and 

 Be employed at a worksite that has 50 or more employees within 75 miles. 

Reasons for Leave 

You may take up to 12 weeks of unpaid FMLA leave in a 12-month period, which is a calendar year, for any of 
the following reasons: 

 The birth of a child and to care for that child (leave must be completed within one year of the child's 
birth); 
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 The adoption or foster care placement of a child with you and in order to care for the newly placed child 
(leave must be completed within one year of the child's placement); 

 To care for a spouse, child, or parent with a serious health condition; 

 To care for your own serious health condition, which makes you unable to perform the essential 
functions of your position; or 

 A qualifying urgent need of a spouse, child, or parent who is a military member on covered active duty 
or called to covered active-duty status (or has been notified of an impending call or order to covered 
active duty). 

You may take up to 26 weeks of unpaid FMLA leave in a single 12-month period, beginning on the first day 
that you take FMLA leave to care for a spouse, child, parent, or next of kin who is a covered service member 
and who has a serious injury or illness related to active-duty service. 
 
As used in this policy: 

 Spouse means a husband or wife as recognized under state law for the purposes of marriage in the 
state or other territory or country where the marriage took place. 

 Child means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person 
standing in loco parentis, who is either under age 18 or age 18 or older and incapable of self-care 
because of a mental or physical disability at the time FMLA leave is to commence. A child for the 
purposes of military exigency or military care leave can be of any age. 

 Parent means a biological, adoptive, step, or foster parent or any other individual who stood in loco 
parentis to you when you were a child. 

 Next of kin for the purposes of military care leave is a blood relative other than a spouse, parent, or 
child in the following order: brothers and sisters, grandparents, aunts and uncles, and first cousins. If a 
military service member designates in writing another blood relative as their caregiver, that individual 
will be the only next of kin. In appropriate circumstances, you may be required to provide 
documentation of next of kin status. 

Notice 

If the need for leave is foreseeable because of an expected birth, adoption, or a planned medical treatment, 
you must give at least 30 days' notice. If 30 days' notice is not possible, give notice as soon as practical (within 
one or two business days of learning of your need for leave). Failure to provide appropriate notice may result in 
the delay or denial of leave. 
 
In addition, if you are seeking intermittent or reduced schedule leave that is foreseeable due to a planned 
medical treatment or a series of treatments for yourself, a family member, or covered service member, you 
must first consult with The Library regarding the dates of this treatment to work out a schedule that best suits 
your needs or the needs of the covered military member, if applicable, and the Library. 
 
If the need for leave is unforeseeable, provide notice as soon as possible. Normal call-in procedures apply to 
all absences from work, including those for which leave may be requested. Failure to provide appropriate 
notice may result in the delay or denial of leave. 
 
 

Certification 

If you are requesting leave because of your own or a covered relative's serious health condition, you and the 
relevant healthcare provider must supply appropriate medical certification. You may obtain medical certification 
forms from name of appropriate department. When you request leave, the Library will notify you of the 
requirement for medical certification and when it is due (at least 15 days after you request leave). If you 
provide at least 30 days' notice of medical leave, you should also provide the medical certification before leave 
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begins. Failure to provide requested medical certification in a timely manner may result in denial of FMLA-
covered leave until it is provided. 
 
At our expense, the Library may require an examination by a second healthcare provider designated by us. If 
the second healthcare provider's opinion conflicts with the original medical certification, we, at our expense, 
may require a third, mutually agreeable, healthcare provider to conduct an examination and provide a final and 
binding opinion. Subsequent medical recertification may also be required. Failure to provide requested 
certification within 15 days, when practical, may result in delay of further leave until it is provided. 
 
The Library also reserves the right to require certification from a covered military member's healthcare provider 
if you are requesting military caregiver leave and certification in connection with military exigency leave. 

Paid Leave Utilization During FMLA Leave 

FMLA leave is unpaid; however, you may/will be required to use available paid leave (e.g., vacation/paid time 
off/sick days/personal days) during FMLA leave as permitted by law. 
 
FMLA leave runs concurrently with other leaves, such as accrued paid leave that is substituted for unpaid 
FMLA leave and any state family leave laws, to the extent allowed by applicable law. The substitution of paid 
leave for unpaid FMLA leave does not extend the 12 or 26 weeks (whichever is applicable) of FMLA leave. In 
addition, the substitution of paid leave for unpaid leave may not result in your receipt of more than 100% of 
your salary. 
 
If you are receiving short- or long-term disability or workers' compensation benefits during a personal medical 
leave, you will not be required to utilize accrued paid leave. However, where state law permits, you may elect 
to use accrued paid leave to supplement these benefits. 

Leave Increments 

Intermittent Leave 

If medically necessary, FMLA leave for a serious health condition may be taken intermittently (in separate 
blocks of time due to a serious health condition) or on a reduced leave schedule (reducing the usual number of 
hours you work per workweek or workday). FMLA leave may also be taken intermittently or on a reduced leave 
schedule for a qualifying exigency relating to covered military service. 
 
As FMLA leave is unpaid, the Library will reduce your salary based on the amount of time actually worked. In 
addition, while you are on an intermittent or reduced schedule leave that is foreseeable due to planned medical 
treatments, the Library may temporarily transfer you to an available alternative position that better 
accommodates your leave schedule and has equivalent pay and benefits. 

Parental Leave 

Parental leave must be completed within 12 months of the birth or placement of the child; however, you may 
use parental leave before the placement of an adopted or foster child to consult with attorneys, appear in court, 
attend counseling sessions, etc. Parental leave may also be taken intermittently with the employer’s approve 
and must conclude within 12 months after the birth or placement. 

Family Care, Personal Medical, Military Exigency, and Military Care Leave 

Leave taken for these reasons may be taken in a block or blocks of time. In addition, if a healthcare provider 
deems it necessary or if the nature of a qualifying exigency requires, leave for these reasons can be taken on 
an intermittent or reduced schedule basis. 

Fitness for Duty Requirements 
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If you take leave because of your own serious health condition (except if you are taking intermittent leave), you 
are required, as are all employees returning from other types of medical leave, to provide medical certification 
that you are fit to resume work. You will not be permitted to resume work until certification is provided. 

Health Insurance 

Maintaining Coverage During Leave 

Your health insurance coverage will be maintained by the Library during leave on the same basis as if you 
were still working. You must continue to make timely payments of your share of the premiums for such 
coverage. Failure to pay premiums within 30 days of when they are due may result in a lapse of coverage. If 
this occurs, you will be notified 15 days before the date coverage lapses that coverage will terminate unless 
payments are promptly made. 

Payment of Premiums 

Alternatively, at our option, the Library may pay your share of the premiums during the leave and recover the 
costs of this insurance upon your return to work. Coverage that lapses due to nonpayment of premiums will be 
reinstated immediately upon return to work without a waiting period. Under most circumstances, if you do not 
return to work at the end of leave, the Library may require reimbursement for the health insurance premiums 
paid during the leave. 

Reinstatement 

Upon returning to work at the end of leave, you will generally be placed in your original job or an equivalent job 
with equivalent pay and benefits. You will not lose any benefits that accrued before leave was taken. 

Spouse Aggregation 

If both you and your spouse work at the Library, you are collectively eligible for a combined12 weeks of leave 
for the birth or placement of a child or to care for a parent with a serious health condition. Similarly, spouses 
employed by the Library will be limited to a combined total of 26 weeks of leave to care for a military service 
member. This 26-week leave period will be reduced, however, by the amount of leave taken for other qualifying 
FMLA events. This type of leave aggregation does not apply to leave needed for your own serious health 
condition, to care for a spouse or child with a serious health condition, or because of a qualifying exigency. 

Failure to Return 

If you fail to return to work or fail to make a request for an extension of leave prior to the expiration of the leave, 
you will be deemed to have voluntarily terminated your employment. The Library is not required to grant 
requests for open-ended leaves with no reasonable return date under these policies or as disability 
accommodations. 

Alternative Employment 

While on a leave of absence, you may not work or be gainfully employed either for yourself or others unless 
express, written permission to perform such outside work has been granted by the Library. If you are on a 
leave of absence and are found to be working elsewhere without permission, you will be subject to disciplinary 
action up to and including termination. 

Interaction with State and Local Laws 

Where state or local laws intersect with the FMLA, the Library will comply with the law that is the most 
favorable to you. 

Abuse of Leave 
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If you are found to have provided a false reason for a leave, you will be subject to disciplinary action up to and 
including termination. 

Designation of Leave 

If the Library becomes aware of any qualifying reason for FMLA leave, the Library will designate it as such. 
You may not refuse FMLA designation. 

Retaliation 

The Library will not retaliate against employees who request or take leave in accordance with this policy. 

7.12    Fine Exempt Status 

Employees of the Library are exempt from paying fines on late returns of library material. Employees are still 
required to pay for or replace items that have been lost, damaged or stolen. Employees who retire from the 
Library will maintain their fine exempt status. 

7.13    Flexible Spending Account (FSA) 

Clifton Park-Halfmoon Public Library provides Flexible Spending Account (FSA) benefits for eligible 
employees. FSA's provide tax-free reimbursement to employees for health care and/or dependent care 
expenses that are not reimbursed by any other insurance or reimbursement program. 
 
An FSA provides eligible employees the opportunity to pay for medical expenses on a pretax basis that are not 
reimbursed by an insurance plan. Both the amount you contribute, and the amount you are reimbursed from 
your Health Care FSA, are income tax free. The FSA is for employees that do not have an HSA. 
 
All regular full-time/part-time employees are eligible for the above FSA benefits. 
 
If eligible, you may elect an annual amount to contribute, which will be divided and deducted from your pay 
each pay period, and may be used to pay for eligible expenses. Annual elections are limited by established 
plan maximums and are subject to applicable IRS forfeiture and rollover provisions. 
 
A limited purpose FSA is also available for employees who have an HSA. This benefit allows you to put away 
pretax dollars for dental and vision expenses. 
 
Contact the HR Coordinator for more information. 

7.14    Health Savings Account (HSA) 

The Library offers an HSA (Health Saving Account).  A Health Savings Account is a savings product that offers 
a different way for you to pay for your health care. A Health Savings Account is often referred to as a "medical 
IRA" plan. It is a personal bank and investment account which provides you with a tax savings vehicle to pay 
for your health, prescription, dental, and vision care needs not covered by your insurance plans. HSA's enable 
you to pay for current health expenses and save for future qualified medical and retiree health expenses on a 
tax-free basis.  If you have an HSA from a prior employer, you can roll that over into your new plan. 
 
To be eligible for an HSA, you:    

 Must be enrolled in a High Deductible Health Plan    

 Cannot be covered under another health insurance plan that is not a High Deductible Health Plan    

 Cannot be enrolled in Medicare    
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 Must read and acknowledge the HSA Electronic Disclosure, Patriot Act, and Custodial Agreement 
forms found on the election confirmation statement.    

 

7.15    Health Insurance 

Salaried employees have the option of being covered under the Library's health insurance plans. Enrollment is 
one time a year, unless the employee has a qualifying event that makes the employee or their dependents 
eligible. The health plan is a pre-tax premium plan. 
 
Salaried employees who wish to opt out of the Library's health insurance plan must sign a waiver of Health 
Insurance Benefits form. 
 
Employees may register for Individual or Family coverage. The Library contributes a defined percent toward 
health insurance. The Board of Trustees will set the contribution amount each calendar year and employees 
will be notified of any change that will be effective at the next insurance renewal. The contributions toward 
employee benefits are part of the Library's overall budget and must be passed in the annual budget vote. 
 
Hourly employees are not eligible for the Library's health insurance benefit program. 
 
Employee contributions toward health coverage will be deducted bi-weekly through payroll. Employees will be 
notified, in writing, of the premium costs, plan details and amount of money to be deducted through payroll. 
Employees who are on FMLA leave are responsible for paying their portion of the insurance premiums. 
Payment must be received by the Business Manager before the first of every month that the employee is out of 
work. The Library has a right to collect a 2% administration fee from the employee if the payment is received 
by the Business Manager after the first of the month. After 45 days of non-payment the employee will be 
dropped from the group health insurance plan. 
 
Section 125 Plan 
 
A Section 125 Plan is an employee benefits program designed to take advantage of Section 125 of the Internal 
Revenue Code. Employees pay health insurance premium on a pre-tax basis, thereby reducing total taxable 
income and increasing spendable take-home income. 
 
The Library reserves the right to amend, modify or terminate any of the benefits not mandated by law, at any 
time, in its' sole discretion. 

7.16    Holidays and Floaters 

The Library is closed for the following holidays and salaried staff is paid for these days. 
 
New Year's Day 
 
January 2, 2023 (When New Year's falls on a Sunday) 
 
Martin Luther King, Jr. Day 
 
President's Day 
 
Easter Sunday 
 
Memorial Day 



 

39 

 
Juneteenth Day 
 
Fourth of July 
 
Labor Day 
 
Columbus Day/Indigenous People's Day 
 
Veterans Day 
 
Thanksgiving Day 
 
Christmas Eve Day 
 
Christmas Day 
 
December 26 (When Christmas falls on a Sunday) 
 
If one of the holidays listed above falls on a day a salaried staff person does not normally work, the employee 
shall be entitled to floater time equivalent to an average working day for the employee.  
 
If scheduled to work, a staff member (hourly or salaried) can request off any combination of two of the following 
four days: 

 Wednesday - day before Thanksgiving 

 Friday - day after Thanksgiving 

 Christmas Eve 

 Day after Christmas 
o Note:  

 You must have the time in order to request it. 
 All other days surrounding the holidays are subject to "normal" time-off rules and the 

needs of the Library. 
 Normal weekend procedures for swapping still apply. 
 Extenuating circumstances will be considered on an individual basis. 

Please speak with your supervisor if you have any questions. 
 
When Christmas Day and New Year's Day fall on Sunday, the Library will close on the following Monday and 
salaried employees will receive the day off on Monday as compensation for the holiday. The Library will close 
at 5pm on Thanksgiving Eve, and New Year's Eve. 

7.17    Other Insurance Options 

The Library currently offers employees the option of securing other types of insurance through AFLAC. AFLAC 
offers a variety of plans, including Cancer, Accident, etc. 
Please see the HR Coordinator for information on AFLAC. 

7.19    Sick Pay 

Hourly Employees 
 
Hourly employees are not eligible for paid sick leave benefits. Any sick time (at the Supervisor's discretion) 
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may be made up. 
 
Salaried Employees 
 
The Library provides paid time off in the form of sick leave to prevent loss of pay for incidental illness of short 
duration. Sick leave may be used by salaried employees who are absent from work due to personal illness or 
injury, for medical and dental appointments or to attend to personal illness or injury of family members (spouse, 
children, parents). 
 
Salaried Employees are eligible for two times the number of normally scheduled hours per work week in sick 
leave for any 12 month period. 
 
Unused Sick Leave 
 
All unused sick leave remaining at the end of the calendar year is carried over or "banked" for use at a later 
time, if needed. Employees may accrue up to 12 weeks of sick time. 

7.20    Special Recognition Award 

The Library recognizes that there are employees whose performance is outstanding and has created a Special 
Recognition Award as a motivator for employees willing to expend the extra effort. Awards can vary from $500 
to $2,000 for salaried employees. The award for hourly staff members can be less than the minimum. The 
award is considered a bonus and not a permanent increase to the staff member's base pay. 
 
Throughout the year, Supervisors may recommend a member of their staff for a Special Recognition Award 
based on their performance. The Library Director and assistant Library Directors review the recommendations 
for approval or denial. Awards are presented at the monthly staff meeting.  

7.21    Unemployment Compensation Insurance 

The Library is Self-Insured for Unemployment Compensation Insurance. 

7.22    Vision Care Insurance 

The Library offers voluntary vision coverage available via payroll deduction. This benefit is available for 
salaried employees only. 

7.23    Workers' Compensation Insurance 

Workers' compensation is a no-fault system designed to provide benefits to all employees for work-related 
injuries. Workers' compensation insurance coverage is paid for by employers and governed by state law. The 
workers' compensation system provides for coverage of medical treatment and expenses, occupational 
disability leave, and rehabilitation services, as well as payment for lost wages due to work related injuries. If 
you are injured on the job while working at Clifton Park-Halfmoon Public Library, no matter how slightly, you 
are to report the incident immediately to your Supervisor. Consistent with applicable state law, failure to report 
an injury within a reasonable period of time could jeopardize your claim for benefits. 
 
To receive workers' compensation benefits, notify your Supervisor and the HR Coordinator immediately of your 
claim. If your injury is the result of an on-the-job accident, you must fill out an incident report. You will be 
required to submit a medical release before you can return to work. 
 
Before returning to work, an employee on Workers' Compensation, must provide written documentation from a 



 

41 

healthcare provider that the employee is able to return to work, if the employee has any restrictions and what 
those restrictions are or if there are no restrictions the documentation must state that there are no restrictions. 
The documentation should be sent to the Human Resources Coordinator. The HR Coordinator will notify the 
Supervisor that the employee is able to return to work and at what capacity. The employee's Supervisor will 
then contact the employee with a plan for returning to work. 

8.0    Safety and Loss Prevention 

8.1    Business Closure and Emergencies 

Safety Statement 
 
Establishment and maintenance of a safe work environment are shared responsibilities of the Library and all 
employees of the Library. The Library will attempt to do everything within its control to assure a safe 
environment and compliance with federal, state, and local safety regulations. Employees are expected to obey 
safety rules and to exercise caution in all their work activities. As part of this expectation, all employees should 
read and become familiar with the Safety and Security Manual. 
 
Employees have an absolute obligation to immediately report any unsafe conditions to their supervisor. Not 
only supervisors, but employees at all levels of the organization are expected to correct unsafe conditions as 
promptly as possible. The Library will not retaliate against an employee who comes forth with a safety 
recommendation or refuses to operate any equipment or work in an area they reasonably feel is unsafe. 
 
All accidents, especially those that result in injury, must be reported immediately to Human Recourses, the 
Library Director, or Assistant Library Director, regardless of how insignificant they may appear. Such reports 
are necessary to comply with federal and state laws and initiate insurance and workers' compensation 
procedures. 
 
The Library has a written procedure to be followed during emergencies. 
 
All staff members are required to learn all emergency procedures. New procedures will be reviewed with all 
staff members, and all emergency procedures are reviewed on a regular basis with all staff members. 
 
At times, emergencies such as severe weather and power failures can disrupt Library operations. These 
circumstances may necessitate the closing of the Library facility. Only the Library Director or designee is 
authorized to close the library facility. 
 
When operations are officially closed due to emergency, non-pandemic related conditions, the time off from 
scheduled work will be paid to employees scheduled to work during the time of the emergency closure. To be 
paid for their full shift, employees must work the proportion of their shift the Library is open. 
 
Employees who have requested to use sick, vacation, personal leave or floater on a day that the Library is 
unexpectedly closed will not have their accruals returned. 
 
Safety & Health Responsibilities 
 
Administrative Staff (Director, Assistant Director, Business Manager, HR Coordinator, Department 
Supervisors) 
 
· Oversee design, practice, and maintenance of the safety and loss prevention program 
 
· Provide leadership and resources for an effective safety and loss prevention program 
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· Set a good example by following required safety and health rules and practices 
 
· Keep current on safety and health requirements 
 
· Review incident/accident reports and makes changes to procedures or programs where necessary; 
investigates accidents and near-miss incident to determine the root cause 
 
· Ensure there is a system in place for staff to report conditions or situations that could be hazardous 
 
· Provide continuing on-the-job training on safe work procedures 
 
· Ensure accurate records are maintained. 
 
· Analyze hazards when introducing new equipment, processes and design changes 
 
All Employees 
 
· Be aware of the safety and loss prevention programs and follow all safety and health rules, work practices, 
and regulation 
 
· Use all required safety devices and PPE 
 
· Perform work tasks in a safe manner 
 
· Keep work area tidy and free of hazards 
 
· Report any and all injuries, or near-misses to supervisor 
 
· Be aware of procedures to follow in case of an emergency 

8.2    Drugs and Alcohol 

the Library provides a drug-free, healthful, and safe workplace. While on Library premises, and while 
conducting business-related activities off Library premises, no employee may use, possess, distribute, sell, or 
be under the influence of alcohol, marijuana or illegal drugs. Violations may lead to disciplinary action, up to 
and including immediate termination of employment and forfeiture of benefits. 
 
The legal use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to 
perform the essential functions of the job effectively and are used in a safe manner that does not endanger 
other individuals in the workplace. 

8.3    General Safety 

Security 
 
The Library strives to provide a secure workplace for all employees. The Library encourages employees to 
report to the Library Director or Business Manager any condition an employee believes may constitute a 
security hazard such as broken locks, broken or missing alarm boxes, or any suspicious activity occurring on 
or near Library property. 
 
The Library recognizes that employees may have to work late from time to time. Any employee working when 
the Library is not open to the public is encouraged to arrive and leave with another employee. Employees 
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working when the Library is not open to the public should report any suspicious activity directly to the local 
police department. Also, at the employee's request, a Security Guard (if one is on duty) will walk employee's to 
their vehicles. 
 
Employees need to work carefully for their own safety and the safety of others. Equipment should be used only 
for the purpose it was intended. Employees should use only the machines or equipment assigned or 
specifically authorized to operate. Employees should follow all safety procedures. Employees will be trained on 
equipment before use if applicable and there may be time hazardous chemical are present and/or used where 
wmployees should review and understand Material Safely Data Sheets (MSDS) and other instructions. Any 
accidents or injuries sustained on the job should be reported immediately to a Supervisor, who should make 
sure the Business Manager has been informed. Any accident or injury to an employee should be reported on 
an accident report and given to the Business Manager within 24 hours. 
 
Employees must report any damaged property or defective work immediately upon discovery. 
 
Employees should not label or otherwise make identifiable the Library keys, proximity cards or payroll swipe 
card. The Business Manager must be notified immediately if any keys, and/or payroll or access cards are lost 
or stolen. 
 
Employees should wear clothing suitable for the job being performed. For example, someone wheeling carts or 
carrying boxes should wear closed-toed shoes. 

8.4    Visitors in the Workplace 

To provide for the safety and security of employees, the facilities and equipment at the Library, visitors to non-
public areas are expected to stop at the Welcome Desk to identify themselves to the receptionist. Authorized 
visitors will receive directions or be escorted to their destination. Employees are responsible for the conduct 
and safety of their visitors. 

8.5    Weapons 

Employees are prohibited from bringing onto Library premises any firearms, weapons, explosives, incendiary 
devices, or similar material at any time. This includes a prohibition against having prohibited material in your 
vehicle while stored in or parked on Library property. Employees who have licenses to carry weapons must 
also comply with this policy at all times. Violations of the policy may result in discipline, up to and including 
termination. 

8.6    Workplace Violence 

Workplace violence is also a form of harassment. The Library strives to provide an environment that is safe 
and secure for all employees, vendors, patrons, business associates and visitors/guests of the Clifton Park-
Halfmoon Public Library. Behavior that is threatening, harassing, intimidating or in any way dangerous or 
violent is strictly prohibited and will result in serious responsive action. 
 
The Library considers the following types of behavior examples of workplace violence: 
 
· Verbal or physical harassment. 
 
· Verbal or physical threats (e.g., gossip, rumors, e-mails, non-verbal behavior). 
 
· Assaults or other violence (e.g., hitting, punching, slamming or throwing an object). 
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· Any other behavior that causes others to feel unsafe (e.g., bullying, sexual harassment, etc.). 
 
While no Library is completely immune from acts of violence, clear policies and procedures help reduce the 
likelihood of such events and guide appropriate responses to situations that do arise. 
 
Employees are expected to refrain from conduct that may be dangerous to others. Conduct that threatens, 
intimidates or coerces another employee, vendor, customer/client, business associate or visitor/guest will not 
be tolerated. Library resources may not be used to threaten, stalk or harass anyone at the workplace or 
outside the workplace. The  Library treats threats coming from an abusive personal relationship as it does 
other forms of workplace violence. 
 
Retaliation 
 
Retaliation is defined as any "adverse action" taken against an employee based on their complaint of 
harassment or discrimination. "Adverse action" may include a significant change in employment status, such 
as hiring, firing, failing to promote, reassignment with significantly different responsibilities or a decision 
causing a significant change in benefits. 
 
Retaliation against an employee for reporting harassment or discrimination, or for participating in an 
investigation of a claim of harassment, discrimination, bullying or any other protected activity, is a serious 
violation of this policy, and like harassment, discrimination or bullying itself, will be subject to disciplinary 
action, up to, and including, termination. 
 
Hostile Work Environment 
 
A hostile work environment exists when an employee experiences workplace harassment and fears going to 
work because of the offensive, intimidating or oppressive atmosphere generated by the harasser. A hostile 
work environment interferes with an employee's ability to perform their job and creates an abusive or offensive 
work environment for the employee being harassed. A hostile work environment can also affect those working 
in the same environment as the individual being harassed and the harasser. 
 
Individuals and Conduct Covered 
 
These policies apply to all applicants and employees, whether related to conduct engaged in by fellow 
employees or someone not directly connected to the Library (e.g., an outside vendor, business associate, 
customer/client or visitor/guest. Conduct prohibited by these policies is unacceptable in the workplace and in 
any work-related setting outside of the workplace, such as during business trips, business meetings and 
business-related social events. 
 
Reporting an Incident of Harassment, Discrimination or Retaliation 
 
Harassment, discrimination or retaliation can be intentional or unintentional. The focus of any investigation by 
the Library will be on the effect of the alleged harassment on the complaining employee. 
 
The Library encourages the prompt reporting of complaints or concerns so that prompt investigations can be 
conducted. Therefore, although no fixed reporting period has been established, early reporting and intervention 
are encouraged because they have been proven to be the most effective method of resolving actual or 
perceived incidents of harassment, discrimination or retaliation, as defined by this policy. 
 
When possible, theLibrary encourages employees who believe they are being subjected to such conduct to 
promptly advise the offender that his or her behavior is unwelcome and request that it be discontinued. Often, 
this action alone will resolve the problem. The Clifton Park-Halfmoon Public Library recognizes, however, that 
an employee may prefer to pursue the matter through a formal complaint procedure. Do not direct any formal 
complaints to the alleged harasser. 
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Formal Complaint Procedure 
 
Clifton - Park Halfmoon Public Library encourages reporting of all perceived incidents of harassment, 
discrimination or retaliation regardless of the offender's identity or position. Employees who believe that they 
have been the victim of such conduct should discuss their concerns with their Supervisor or the Business 
Manager. 
 
Reporting Violent Behavior 
 
All employees of the Clifton Park - Halfmoon Public Library have a responsibility to report violent or threatening 
behavior. Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or 
activities should be reported as soon as possible to their Supervisor, or the Business Manager, not necessarily 
in that order. 

8.7    Incident Reporting 

An incident is any accident, medical emergency, theft, report of lost children, vandalism, harassment of 
patron(s), staff and any other unusual circumstance, event or inappropriate conduct occurring in the Library or 
on library grounds. 
 
Instructions for Reporting Incidents 
 
1. Any employee involved in an incident or who observes an incident, is required to complete an Incident 
Report form. Incident Report forms are available on the Staff Intranet.  
 
2. The Incident Report form should be completed as soon as possible. 
 
3. All incidents should be reported, even if the situation seems minor. Depending on the incident, information 
may be shared with other staff members or departments. The documentation provides the Library with a 
written record of an event for legal or other purposes. 
 
4. When reporting an accident or injury involving an employee, an Incident Report form and a Workers' 
Compensation Employee Claim form C-3 must be completed. Both reports should be sent to the HR 
Coordinator in paper copies. 
 
Police should be called immediately if there is a threat to the safety of staff or patrons. 
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New York Policies 
 

 

Hiring and Orientation Policies 

EEO Statement and Nonharassment Policy 

Equal Employment Opportunity Policy 

Clifton Park-Halfmoon Public Library is committed to complying with all federal, state, and local equal 
employment laws. To that end, the Library is dedicated to maintaining a work environment that is free from 
harassment and discrimination on the basis of age, race, creed, color, national origin (including ancestry), 
religion, gender or sex, sexual orientation (including transgender status, gender identity or expression), 
pregnancy (including childbirth, lactation, and related medical conditions), disability, reproductive health 
decision making (including, but not limited to, the decision to use or access a particular drug, device, or 
medical service), marital status, partnership status, caregiver status, domestic violence victim status, familial 
status, military status, unemployment status, citizenship or immigration status, genetic information (including 
genetic characteristics), or any other protected status under federal, state, or local laws. The Library is 
dedicated to the fulfillment of this policy with respect to all aspects of employment, including, but not limited to, 
recruiting, hiring, placement, transfer, training, promotion, compensation, termination, and all other terms, 
conditions, and privileges of employment. 
 
The Library will conduct a prompt and thorough investigation of all allegations of discrimination, harassment, or 
retaliation, or any violation of the Equal Employment Opportunity Policy in a confidential manner. The Library 
will take appropriate corrective action, if and where warranted. The Library prohibits retaliation against 
employees who provide information about, complain about, or assist in the investigation of any complaint of 
discrimination or violation of the Equal Employment Opportunity Policy. 
 
We are all responsible for upholding this policy. You may discuss questions regarding equal employment 
opportunity with your Supervisor, HR Coordinator or any member of management. 

Policy Against Workplace Harassment 

Clifton Park-Halfmoon Public Library has a strict policy against all types of workplace harassment, including 
sexual harassment and other forms of workplace harassment based upon an individual's age, race, creed, 
color, national origin (including ancestry), religion, gender or sex, sexual orientation (including transgender 
status, gender identity or expression), pregnancy (including childbirth, lactation, and related medical 
conditions), disability, reproductive health decision making (including, but not limited to, the decision to use or 
access a particular drug, device, or medical service), marital status, partnership status, caregiver status, 
domestic violence victim status, familial status, military status, unemployment status, citizenship or immigration 
status, genetic information (including genetic characteristics), or any other protected status under federal, 
state, or local laws. All forms of harassment of, or by, employees, vendors, visitors, customers, and clients are 
strictly prohibited and will not be tolerated. 

Sexual Harassment 

The Library is committed to maintaining a workplace free from sexual harassment, which is unlawful and 
subjects the Library to liability. The Library prohibits any form of sexual harassment, and all employees are 
required to work in a manner that prevents sexual harassment. 
 
For additional information on sexual harassment, including how to file a claim, see the Sexual Harassment 
Policy. 
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Other Harassment 

Other workplace harassment is verbal or physical conduct that insults or shows hostility or aversion toward an 
individual because of the individual's age, race, creed, color, national origin (including ancestry), religion, 
gender or sex, sexual orientation (including transgender status, gender identity or expression), pregnancy 
(including childbirth, lactation, and related medical conditions), disability, reproductive health decision making 
(including, but not limited to, the decision to use or access a particular drug, device, or medical service), marital 
status, partnership status, caregiver status, domestic violence victim status, familial status, military status, 
unemployment status, citizenship or immigration status, genetic information (including genetic characteristics), 
or any other protected status under federal, state, or local laws. 
 
Again, while it is not possible to list all the circumstances that may constitute other forms of workplace 
harassment, the following are some examples of conduct that may constitute workplace harassment: 

 The use of disparaging or abusive words or phrases, slurs, negative stereotyping, or threatening, 
intimidating, or hostile acts that relate to the above-protected categories; 

 Written or graphic material that insults, stereotypes, or shows aversion or hostility toward an individual 
or group because of one of the above-protected categories and that is placed on walls, bulletin boards, 
or elsewhere on our premises, in emails or voicemails, or otherwise circulated in the workplace; and 

 A display of symbols, slogans, or items that are associated with hate or intolerance toward any select 
group. 

Reporting Discrimination and Harassment 

If you feel that you have witnessed or have been subjected to any form of discrimination or harassment, 
immediately notify your Supervisor, HR Coordinator or any member of management. 
 
The Library prohibits retaliation against any employees who provide information about, complain about, or 
assist in the investigation of any complaint of harassment or discrimination. 
 
The Library will promptly and thoroughly investigate any claim and take appropriate action where we find a 
claim has merit. To the extent possible, the Library will retain the confidentiality of those who report suspected 
or alleged violations of the harassment policy. 
 
Discipline for violation of this policy may include, but is not limited to, reprimand, suspension, demotion, 
transfer, and discharge. If the Library determines that harassment or discrimination occurred, corrective action 
will be taken to effectively end the harassment. As necessary, the Library may monitor any incident of 
harassment or discrimination to assure the inappropriate behavior has stopped. 

Alternative Reporting and Remedies 

The Library encourages all employees to report incidents of discrimination and harassment internally. 
However, employee's who believe they have been subjected to discrimination or harassment in the workplace 
may file a private civil action or seek relief by either: 

 Filing a complaint alleging violation of the New York State Human Rights law with the Division of 
Human Rights, or in the New York State Supreme Court; or 

 Filing a charge of discrimination with the Equal Employment Opportunity Commission (EEOC) for 
violation of federal antidiscrimination laws, including Title VII of the Civil Rights Act of 1964 (Title VII). 

To file a complaint, contact the appropriate agency below. 

Contact Information 
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New York Division of Human Rights 
 
Agency Building 1, 2nd Floor 
Empire State Plaza 
Albany, NY 12220 

518-474-2705 
 
718-741-8322 (fax) 
 
1-800-HARASS-3 (1-800-427-2773): Toll-free, confidential hotline for complaints of workplace sexual 
harassment 
 
www.dhr.ny.gov 
 
Equal Employment Opportunity Commission (EEOC) 
 
800-669-4000 
 
TTY: 800-669-6820 
 
info@eeoc.gov 
 
www.eeoc.gov 
 
 

Sexual Harassment Prevention 

Purpose and Goals 

Clifton Park-Halfmoon Public Library is committed to maintaining a workplace free from harassment and 
discrimination. Sexual harassment is a form of workplace discrimination that subjects an employee to inferior 
conditions of employment due to their gender, gender identity, gender expression (perceived or actual), and/or 
sexual orientation. Sexual harassment is often viewed simply as a form of gender-based discrimination, but the 
Library recognizes that discrimination can be related to or affected by other identities beyond gender (see NY 
EEO Statement and Nonharassment Policy). Our different identities impact our understanding of the world 
and how others perceive us. For example, an individual's race, ability, or immigration status may impact their 
experience with gender discrimination in the workplace. While this policy is focused on sexual harassment and 
gender discrimination, the methods for reporting and investigating discrimination based on other protected 
identities are the same. The purpose of this policy is to teach employees to recognize discrimination, including 
discrimination due to an individual's intersecting identities, and provide the tools to take action when it occurs. 
All employees, managers, and supervisors are required to work in a manner designed to prevent sexual 
harassment and discrimination in the workplace. This policy is one component of the Library's commitment to a 
discrimination-free work environment. 

Goals of this Policy 

Sexual harassment and discrimination are against the law. After reading this policy, employees will understand 
their right to a workplace free from harassment. Employees will also learn what harassment and discrimination 
look like, what actions they can take to prevent and report harassment, and how they are protected from 
retaliation after taking action. The policy will also explain the investigation process into any claims of 
harassment. Employees are encouraged to report sexual harassment or discrimination by filing a complaint 
internally with the Library, with a government agency, or in court under federal, state, or local antidiscrimination 

http://www.dhr.ny.gov/
http://www.dhr.ny.gov/
http://www.dhr.ny.gov/
mailto:info@eeoc.gov
mailto:info@eeoc.gov
mailto:info@eeoc.gov
mailto:info@eeoc.gov
http://www.eeoc.gov/
http://www.eeoc.gov/
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laws. To file a complaint internally, use the complaint form attached to the end of this handbook and submit it 
to appropriate person or department. To file an employment complaint with the New York State Division of 
Human Rights, visit https://dhr.ny.gov/complaint. To file a complaint with the United States Equal Employment 
Opportunity Commission, visit https://www.eeoc.gov/filing-charge-discrimination. 

Sexual Harassment and Discrimination Prevention Policy 

1. Clifton Park-Halfmoon Public Library's policy applies to all employees, applicants for employment, and 
interns, whether paid or unpaid, and volunteers. The policy also applies to additional covered 
individuals. It applies to anyone who is (or is employed by) a contractor, subcontractor, vendor, 
consultant, or anyone providing services in our workplace. These individuals include persons commonly 
referred to as independent contractors, gig workers, and temporary workers. Also included are persons 
providing equipment repair, cleaning services, or any other services through a contract with the Library. 
For the remainder of this policy, we will use the term "covered individual" to refer to these individuals 
who are not direct employees of the Library. 

2. Sexual harassment is unacceptable. Any employee or covered individual who engages in sexual 
harassment, discrimination, or retaliation will be subject to action, including appropriate discipline for 
employees. In New York, harassment does not need to be severe or pervasive to be illegal. Employees 
and covered individuals should not feel discouraged from reporting harassment because they do not 
believe it is bad enough, or conversely because they do not want to see a colleague fired over less 
severe behavior. Just as harassment can happen in different degrees, potential discipline for engaging 
in sexual harassment will depend on the degree of harassment and might include education and 
counseling. It may lead to suspension or termination when appropriate. 

3. Retaliation is prohibited. Any employee or covered individual that reports an incident of sexual 
harassment or discrimination, provides information, or otherwise assists in any investigation of a sexual 
harassment or discrimination complaint is protected from retaliation. No one should fear reporting 
sexual harassment if they believe it has occurred. So long as a person reasonably believes that they 
have witnessed or experienced such behavior, they are protected from retaliation. Any employee of the 
Library who retaliates against anyone involved in a sexual harassment or discrimination investigation 
will face disciplinary action, up to and including termination. All employees and covered individuals 
working in the workplace who believe they have been subject to such retaliation should inform their 
Supervisor or appropriate person or department. All employees and covered individuals who believe 
they have been a target of such retaliation may also seek relief from government agencies, as 
explained in the Legal Protections section below. 

4. Discrimination of any kind, including sexual harassment, is a violation of our policies, is unlawful, and 
may subject the Library to liability for the harm experienced by targets of discrimination. Harassers may 
also be individually subject to liability, and employers or supervisors who fail to report or act on 
harassment may be liable for aiding and abetting such behavior. Employees at every level who engage 
in harassment or discrimination, including managers and supervisors who engage in harassment or 
discrimination or who allow such behavior to continue, will be penalized for such misconduct. 

5. The Library will conduct a prompt and thorough investigation that is fair to all parties. An investigation 
will happen whenever management receives a complaint about discrimination or sexual harassment, or 
when management otherwise knows of possible discrimination or sexual harassment occurring. The 
Library will keep the investigation confidential to the extent possible. If an investigation ends with the 
finding that discrimination or sexual harassment occurred, the Library will act as required. In addition to 
any required discipline, the Library will also take steps to ensure a safe work environment for the 
employee(s) who experienced the discrimination or harassment. All employees, including managers 
and supervisors, are required to cooperate with any internal investigation of discrimination or sexual 
harassment. 

6. All employees and covered individuals are encouraged to report any harassment or behaviors that 
violate this policy. All employees will have access to a complaint form to report harassment and file 
complaints. Use of this form is not required. For anyone who would rather make a complaint verbally, or 
by email, these complaints will be treated with equal priority. Employees who prefer not to report 
harassment to their Supervisor or the Library may instead report harassment to the New York State 

https://dhr.ny.gov/complaint
https://www.eeoc.gov/filing-charge-discrimination
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Division of Human Rights and/or the United States Equal Employment Opportunity Commission. 
Complaints may be made to both the employer and a government agency. Managers and supervisors 
are required to report any complaint that they receive, or any harassment that they observe or become 
aware of, to appropriate person or department. 

7. This policy applies to all employees and covered individuals, such as contractors, subcontractors, 
vendors, consultants, or anyone providing services in the workplace, and all must follow and uphold this 
policy. This policy must be provided to all employees in person or digitally through email upon hiring 
and will be posted prominently in all work locations. For those offices operating remotely, in addition to 
sending the policy through email, it will also be available on the Library's shared network. 

What Is Sexual Harassment? 

Sexual harassment is a form of gender-based discrimination that is unlawful under federal, state, and (where 
applicable) local law. Sexual harassment includes harassment on the basis of sex, sexual orientation, self-
identified or perceived sex, gender expression, gender identity, and the status of being transgender. Sexual 
harassment is not limited to sexual contact, touching, or expressions of a sexually suggestive nature. Sexual 
harassment includes all forms of gender discrimination, including gender role stereotyping and treating 
employees differently because of their gender. 
 
Understanding gender diversity is essential to recognizing sexual harassment because discrimination based on 
sex stereotypes, gender expression, and perceived identity are all forms of sexual harassment. The gender 
spectrum is nuanced, but the three most common ways people identify are cisgender, transgender, and non-
binary. A cisgender person is someone whose gender aligns with the sex they were assigned at birth. 
Generally, this gender will align with the binary of male or female. A transgender person is someone whose 
gender is different than the sex they were assigned at birth. A non-binary person does not identify exclusively 
as a man or a woman. They might identify as both, somewhere in between, or completely outside the gender 
binary. Some may identify as transgender, but not all do. Respecting an individual's gender identity is a 
necessary first step in establishing a safe workplace. 
 
Sexual harassment is unlawful when it subjects an individual to inferior terms, conditions, or privileges of 
employment. Harassment does not need to be severe or pervasive to be illegal. It can be any harassing 
behavior that rises above petty slights or trivial inconveniences. Every instance of harassment is unique to 
those experiencing it, and there is no single boundary between petty slights and harassing behavior. However, 
the Human Rights Law specifies that whether harassing conduct is considered petty or trivial is to be viewed 
from the standpoint of a reasonable victim of discrimination with the same protected characteristics. Generally, 
any behavior in which an employee or covered individual is treated worse because of their gender (perceived 
or actual), sexual orientation, or gender expression is considered a violation of the Library's policy. The intent 
of the behavior, for example, making a joke, does not neutralize a harassment claim. Not intending to harass is 
not a defense. The impact of the behavior on a person is what counts. Sexual harassment includes any 
unwelcome conduct that is either directed at an individual because of that individual's gender identity or 
expression (perceived or actual), or is of a sexual nature when: 

 The purpose or effect of this behavior unreasonably interferes with an individual's work performance or 
creates an intimidating, hostile, or offensive work environment. The impacted person does not need to 
be the intended target of the sexual harassment; 

 Employment depends implicitly or explicitly on accepting such unwelcome behavior; or 

 Decisions regarding an individual's employment are based on an individual's acceptance or rejection of 
such behavior. Such decisions can include what shifts and how many hours an employee might work, 
project assignments, as well as salary and promotion decisions. 

There are two main types of sexual harassment: 

 Behaviors that contribute to a hostile work environment include, but are not limited to, words, signs, 
jokes, pranks, intimidation, or physical violence that are of a sexual nature or that are directed at an 
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individual because of that individual's sex, gender identity, or gender expression. Sexual harassment 
also consists of any unwanted verbal or physical advances, sexually explicit derogatory, or 
discriminatory statements that an employee finds offensive or objectionable, causes an employee 
discomfort or humiliation, or interferes with their job performance. 

 Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual favors. 
This can include hiring, promotion, continued employment, or any other terms, conditions, or privileges 
of employment. This is also called quid pro quo harassment. 

Any employee or covered individual who feels harassed is encouraged to report the behavior so that any 
violation of this policy can be corrected promptly. Any harassing conduct, even a single incident, can be 
discrimination and is covered by this policy. 

Examples of Sexual Harassment 

The following describes some of the types of acts that may be unlawful sexual harassment and that are strictly 
prohibited. This list is just a sample of behaviors and should not be considered exhaustive. Any 
employee who believes they have experienced sexual harassment, even if it does not appear on this list, 
should feel encouraged to report it. 

 Physical acts of a sexual nature, such as:  
o Touching, pinching, patting, kissing, hugging, grabbing, or brushing against or poking another 

employee's body; or 
o Rape, sexual battery, molestation, or attempts to commit these assaults, which may be 

considered criminal conduct outside the scope of this policy (contact local law enforcement if 
you wish to pursue criminal charges). 

 Unwanted sexual comments, advances, or propositions, such as:  
o Requests for sexual favors accompanied by implied or overt threats concerning the target's job 

performance evaluation, a promotion, or other job benefits (can include sexual 
advances/pressure placed on a service industry employee by customers or clients, especially 
those industries where hospitality and tips are essential to the customer/employee relationship); 

o Subtle or obvious pressure for unwelcome sexual activities; or 
o Repeated requests for dates or romantic gestures, including gift-giving. 

 Sexually oriented gestures, noises, remarks, or jokes, or questions and comments about a person's 
sexuality, sexual experience, or romantic history that create a hostile work environment. This is not 
limited to interactions in person. Remarks made over virtual platforms and in messaging apps when 
employees are working remotely can create a similarly hostile work environment. 

 Sex stereotyping, which occurs when someone's conduct or personality traits are judged based on 
other people's ideas or perceptions about how individuals of a particular sex should act or look:  

o Remarks regarding an employee's gender expression, such as wearing a garment typically 
associated with a different gender identity; or 

o Asking employees to take on traditionally gendered roles, such as asking a woman to serve 
meeting refreshments when it is not part of, or appropriate to, her job duties. 

 Sexual or discriminatory displays or publications anywhere in the workplace, such as displaying 
pictures, posters, calendars, graffiti, objects, promotional material, reading materials, or other materials 
that are sexually demeaning or pornographic. This includes such sexual displays on workplace 
computers or cell phones and sharing such displays while in the workplace. This also extends to the 
virtual or remote workspace and can include having such materials visible in the background of one's 
home during a virtual meeting. 

 Hostile actions taken against an individual because of that individual's sex, sexual orientation, gender 
identity, or gender expression, such as:  

o Interfering with, destroying, or damaging a person's workstation, tools, or equipment, or 
otherwise interfering with the individual's ability to perform the job; 

o Sabotaging an individual's work; 
o Bullying, yelling, or name-calling; 
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o Intentional misuse of an individual's preferred pronouns; or 
o Creating different expectations for individuals based on their perceived identities, such as dress 

codes that place more emphasis on women's attire, or leaving parents/caregivers out of 
meetings. 

Who Can Be a Target of Sexual Harassment? 

Sexual harassment can occur between any individuals, regardless of their sex or gender. Harassment does not 
have to be between members of the opposite sex or gender. New York law protects employees and all covered 
individuals described earlier in the policy. Harassers can be anyone in the workplace. A supervisor, a 
supervisee, or a coworker can all be harassers. Anyone else in the workplace can also be a harasser, 
including an independent contractor, contract worker, vendor, client, customer, patient, constituent, or visitor. 
 
Sexual harassment does not happen in a vacuum, and discrimination experienced by an employee can be 
impacted by biases and identities beyond an individual's gender. For example: 

 Placing different demands or expectations on Black female employees than White female employees 
can be both racial and gender discrimination; 

 An individual's immigration status may lead to perceptions of vulnerability and increased concerns 
around illegal retaliation for reporting sexual harassment; or 

 Past experiences as a survivor of domestic or sexual violence may lead an individual to feel 
retraumatized by someone's behaviors in the workplace. 

Individuals bring personal history with them to the workplace that might impact how they interact with certain 
behavior. It is especially important for all employees to be aware of how words or actions might impact 
someone with a different experience than their own in the interest of creating a safe and equitable workplace. 

Where Can Sexual Harassment Occur? 

Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while employees are 
traveling for business or at employer- or industry-sponsored events or parties. Calls, texts, emails, and social 
media usage by employees or covered individuals can constitute unlawful workplace harassment, even if they 
occur away from the workplace premises, on personal devices, or during nonwork hours. 
 
Sexual harassment can occur when employees are working remotely from home as well. Any behaviors 
outlined above that leave an employee feeling uncomfortable, humiliated, or unable to meet their job 
requirements constitutes harassment even if the employee is at home when the harassment occurs. 
Harassment can happen on virtual meeting platforms, in messaging apps, and after working hours between 
personal cell phones. 

Retaliation 

Retaliation is unlawful and is any action by an employer or supervisor that punishes an individual upon learning 
of a harassment claim, that seeks to discourage a worker or covered individual from making a formal complaint 
or supporting a sexual harassment or discrimination claim, or that punishes those who have come forward. 
These actions need not be job related or occur in the workplace to constitute unlawful retaliation. For example, 
threats of physical violence outside of work hours or disparaging someone on social media would be covered 
as retaliation under this policy. 
 
Examples of retaliation may include, but are not limited to: 

 Demoting, terminating, denying accommodations, reduced hours, or the assignment of less desirable 
shifts; 

 Publicly releasing personnel files; 

 Refusing to provide a reference or providing an unwarranted negative reference; 



 

53 

 Labeling an employee as "difficult" and excluding them from projects to avoid "drama"; 

 Undermining an individual's immigration status; or 

 Reducing work responsibilities, passing over for a promotion, or moving an individual's desk to a less 
desirable office location. 

Such retaliation is unlawful under federal, state, and (where applicable) local law. The New York State Human 
Rights Law protects any individual who has engaged in "protected activity." Protected activity occurs when a 
person has: 

 Made a complaint of sexual harassment or discrimination, either internally or with any government 
agency; 

 Testified or assisted in a proceeding involving sexual harassment or discrimination under the Human 
Rights Law or any other antidiscrimination law; 

 Opposed sexual harassment or discrimination by making a verbal or informal complaint to 
management, or by simply informing a supervisor or manager of suspected harassment; 

 Reported that another employee has been sexually harassed or discriminated against; or 

 Encouraged another employee to report harassment. 

Even if the alleged harassment does not turn out to rise to the level of a violation of law, the individual is 
protected from retaliation if the person had a good faith belief that the practices were unlawful. However, the 
retaliation provision is not intended to protect persons making intentionally false charges of harassment. 

Reporting Sexual Harassment 

Everyone must work toward preventing sexual harassment, but leadership matters. Supervisors and 
managers have a special responsibility to make sure employees feel safe at work and that workplaces 
are free from harassment and discrimination. Any employee or covered individual is encouraged to report 
harassing or discriminatory behavior to their Supervisor or appropriate person or department. Anyone who 
witnesses or becomes aware of potential instances of sexual harassment should report such behavior to their 
Supervisor or appropriate person or department]. 
 
Reports of sexual harassment may be made verbally or in writing. A written complaint form is attached to this 
policy for employees to use, but the complaint form is not required. If you are reporting sexual harassment on 
behalf of someone else, you may use the complaint form and should note that it is on another's behalf. A 
verbal or otherwise written complaint (such as an email) on behalf of oneself or another is also acceptable. 
 
Employees and covered individuals who believe they have been a target of sexual harassment may at any 
time seek assistance in additional available forums, as explained in the Legal Protections section below. 

Supervisory Responsibilities 

Supervisors and managers have a responsibility to address sexual harassment and discrimination. All 
supervisors and managers who receive a complaint or information about suspected sexual harassment, 
observe what may be sexually harassing or discriminatory behavior, or for any reason suspect that sexual 
harassment or discrimination is occurring, are required to report such suspected sexual harassment to 
appropriate person or department. Managers and supervisors should not be passive and wait for an employee 
to make a claim of harassment. If they observe such behavior, they must act. 
 
Supervisors and managers can be disciplined if they engage in sexually harassing or discriminatory behavior 
themselves. Supervisors and managers can also be disciplined for failing to report suspected sexual 
harassment or allowing sexual harassment to continue after they know about it. 
 
Supervisors and managers will also be subject to discipline for engaging in any retaliation. 
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While supervisors and managers have a responsibility to report harassment and discrimination, they must be 
mindful of the impact that harassment and a subsequent investigation has on victims. Being identified as a 
possible victim of harassment and questioned about harassment and discrimination can be intimidating, 
uncomfortable, and re-traumatizing for individuals. Supervisors and managers must accommodate the needs 
of individuals who have experienced harassment to ensure the workplace is safe, supportive, and free from 
retaliation for them during and after any investigation. 

Complaints and Investigations of Sexual Harassment 

All complaints or information about sexual harassment will be investigated, whether that information was 
reported in verbal or written form. An investigation of any complaint, information, or knowledge of suspected 
sexual harassment will be prompt, thorough, and started and completed as soon as possible. The investigation 
will be kept confidential to the extent possible. All individuals involved, including those making a harassment 
claim, witnesses, and alleged harassers, deserve a fair and impartial investigation. 
 
Any employee may be required to cooperate as needed in an investigation of suspected sexual harassment. 
The Library will take disciplinary action against anyone engaging in retaliation against employees who file 
complaints, support another's complaint, or participate in harassment investigations. 
 
The Library recognizes that participating in a harassment investigation can be uncomfortable and has the 
potential to retraumatize an individual. Those receiving claims and leading investigations will handle complaints 
and questions with sensitivity toward those participating. 
 
While the process may vary from case to case, investigations will be done in accordance with the following 
steps. Upon receipt of a complaint, appropriate person or department will: 

1. Conduct a prompt review of the allegations, assess the appropriate scope of the investigation, and take 
any interim actions (for example, instructing the individual(s) about whom the complaint was made to 
refrain from communications with the individual(s) who reported the harassment), as appropriate. If the 
complaint is verbal, request that the individual completes the complaint form in writing. If the person 
reporting prefers not to fill out the form, appropriate person or department will prepare a complaint form 
or equivalent documentation based on the verbal reporting; 

2. Take steps to obtain, review, and preserve documents sufficient to assess the allegations, including 
documents, emails, or phone records that may be relevant to the investigation. Appropriate person or 
department will consider and implement appropriate document request, review, and preservation 
measures, including for electronic communications; 

3. Seek to interview all parties involved, including any relevant witnesses; 
4. Create a written documentation of the investigation (such as a letter, memo, or email), which contains 

the following:  
o A list of all documents reviewed, along with a detailed summary of relevant documents; 
o A list of names of those interviewed, along with a detailed summary of their statements; 
o A timeline of events; 
o A summary of any prior relevant incidents disclosed in the investigation, reported or unreported; 

and 
o The basis for the decision and final resolution of the complaint, together with any corrective 

action(s). 
5. Keep the written documentation and associated documents in a secure and confidential location; 
6. Promptly notify the individual(s) who reported the harassment and the individual(s) about whom the 

complaint was made that the investigation has been completed and implement any corrective actions 
identified in the written document; and 

7. Inform the individual(s) who reported of the right to file a complaint or charge externally as outlined in 
the next section. 

Legal Protections and External Remedies 
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Sexual harassment is not only prohibited by the Library, but it is also prohibited by state, federal, and, where 
applicable, local law. 
 
The internal process outlined in this policy is one way for employees to report sexual harassment. Employees 
and covered individuals may also choose to pursue legal remedies with the following governmental entities. 
While a private attorney is not required to file a complaint with a governmental agency, you may also seek the 
legal advice of an attorney. 

New York State Division of Human Rights 

The New York State Human Rights Law, N.Y. Executive Law, art. 15, § 290 et seq., applies to all employers in 
New York State and protects employees and covered individuals, regardless of immigration status. A complaint 
alleging violation of the Human Rights Law may be filed either with the New York State Division of Human 
Rights (DHR) or in the New York State Supreme Court. 
 
If someone feels they have been discriminated against they can file a complaint with the Division of Hyman 
Rights.  Once a complaint is filed the Division of Human Rights will investigate and may present toe case in a 
public hearing.  

For acts that occurred before 2/15/2024, you must file you complaint within one year of the most recent act 
of alleged discrimination.  If you were terminated, you must file within one year of the date you were first 
informed you would be terminated. 

If you are alleging sexual harassment in the workplace that occurred after 8/12/2020, you may file within three 
years from the most recent incident. 

For act that occurred on or after 2/15/2024, you must file your complaint within three years of the most 
recent act of alleged discrimination.  If you were termainated, you must file within three years of the date you 
were first informed you would be terminated. 

 
Complaining internally to the Library does not extend your time to file with DHR or in court. The three years are 
counted from the date of the most recent incident of harassment. 
 
You do not need an attorney to file a complaint with DHR, and there is no cost to file with DHR. 
 
DHR will investigate your complaint and determine whether there is probable cause to believe that sexual 
harassment occurred. Probable cause cases receive a public hearing before an administrative law judge. If 
sexual harassment is found at the hearing, DHR has the power to award relief. Relief varies, but it may include 
requiring your employer to take action to stop the harassment or repair the damage caused by the harassment, 
including paying monetary damages, punitive damages, attorney's fees, and civil fines. 
 
DHR's main office contact information is: NYS Division of Human Rights, One Fordham Plaza, Fourth Floor, 
Bronx, New York 10458. You may call (718) 741-8400 or visit www.dhr.ny.gov. 
 
Go to dhr.ny.gov/complaint for more information about filing a complaint with DHR. The website has a digital 
complaint process that can be completed on your computer or mobile device from start to finish. The website 
has a complaint form that can be downloaded, filled out, and mailed to DHR, as well as a form that can be 
submitted online. The website also contains contact information for DHR's regional offices across New York 
State. 
 
Call the DHR sexual harassment hotline at 1-(800)-HARASS3 for more information about filing a sexual 
harassment complaint. This hotline can also provide you with a referral to a volunteer attorney experienced in 
sexual harassment matters who can provide you with limited free assistance and counsel over the phone. 
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The United States Equal Employment Opportunity Commission 

The United States Equal Employment Opportunity Commission (EEOC) enforces federal antidiscrimination 
laws, including Title VII of the 1964 federal Civil Rights Act, 42 U.S.C. § 2000e et seq. An individual can file a 
complaint with the EEOC anytime within 300 days from the most recent incident of harassment. There is no 
cost to file a complaint with the EEOC. The EEOC will investigate the complaint and determine whether there 
is reasonable cause to believe that discrimination has occurred. If the EEOC determines that the law may have 
been violated, the EEOC will try to reach a voluntary settlement with the employer. If the EEOC cannot reach a 
settlement, the EEOC (or the Department of Justice in certain cases) will decide whether to file a lawsuit. The 
EEOC will issue a Notice of Right to Sue permitting workers to file a lawsuit in federal court if the EEOC closes 
the charge, is unable to determine if federal employment discrimination laws may have been violated, or 
believes that unlawful discrimination occurred by does not file a lawsuit. 
 
Individuals may obtain relief in mediation, settlement, or conciliation. In addition, federal courts may award 
remedies if discrimination is found to have occurred. In general, private employers must have at least 15 
employees to come within the jurisdiction of the EEOC. 
 
An employee alleging discrimination at work can file a "Charge of Discrimination." The EEOC has district, area, 
and field offices where complaints can be filed. Contact the EEOC by calling 1-800-669-4000 (TTY: 1-800-669-
6820), visiting their website at www.eeoc.gov, or via email at info@eeoc.gov. 
 
If an individual filed an administrative complaint with the New York State Division of Human Rights, DHR will 
automatically file the complaint with the EEOC to preserve the right to proceed in federal court. 

Local Protections 

Many localities enforce laws protecting individuals from sexual harassment and discrimination. An individual 
should contact the county, city, or town in which they live to find out if such a law exists.  

Contact the Local Police Department 

If the harassment involves unwanted physical touching, coerced physical confinement, or coerced sex acts, the 
conduct may constitute a crime. Those wishing to pursue criminal charges are encouraged to contact the local 
police department where the harassment has occurred.  

Conclusion 

The policy outlined above is aimed at providing Clifton Park-Halfmoon Public Library employees and covered 
individuals an understanding of their rights to a discrimination- and harassment-free workplace. Everyone 
should feel safe at work. Though the focus of this policy is on sexual harassment and gender discrimination, 
the New York State Human Rights law protects against discrimination in several protected classes, including 
sex, sexual orientation, gender identity or expression, age, race, creed, color, national origin, military status, 
disability, predisposing genetic characteristics, familial status, marital status, criminal history, or domestic 
violence survivor status. The prevention policies outlined above should be considered applicable to all 
protected classes. 

Wage and Hour Policies 

Accommodations for Nursing Mothers 
NY State Labor Law § 206-c 

Clifton Park-Halfmoon Public Library provides accommodations for nursing mothers to express milk in the 
workplace in accordance with federal and New York law. 
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Reasonable Break Time to Express Milk 

The Library will provide nursing mothers reasonable break time to express milk for their infant child each time 
the mother has the need to express milk for up to three years following the child's birth. 
 
The break time must, if possible, run concurrently with any break time already provided. If you are nonexempt, 
clock in and out/record the start and end time for any time taken that does not run concurrently with normally 
scheduled rest periods. Break time may be unpaid where permissible by applicable law. 
 
You are encouraged to discuss the length and frequency of these breaks with your Supervisor. 

Lactation Location 

The Library will provide nursing mothers with a private room or other location, other than a restroom, to 
express milk. The room or location will be well lit, in close proximity to the work area, and be shielded from 
view and free from intrusion from coworkers and the public. The room or location will have a chair, a working 
surface, nearby access to clean running water, and an electrical outlet. 
 
If the sole purpose or function of the room or location is not dedicated for use by employees to express breast 
milk, employees who need the room for expressing milk will be given priority use of the room, and their 
pumping needs will determine the availability of the room for other purposes. The Library will notify employees 
as soon as practical when the room or location has been designated for use by employees to express breast 
milk. 
 
When compliance with the room/location requirements would impose an undue hardship on the Library, the 
Library will make reasonable efforts to provide a room or other location, other than a restroom or toilet stall, 
that is in close proximity to the work area where employees can express breast milk in privacy. You may 
submit a lactation location request through appropriate person or department. The Library will respond to your 
request within five business days. 

Milk Storage 

INFORM EMPLOYEES WHERE THEY MAY STORE EXPRESSED MILK: Expressed milk can be stored [in 
library refrigerators, refrigerators provided in the lactation room, or other location]. Sufficiently mark or label 
your milk to avoid confusion for other employees who may share the refrigerator. You may also bring a 
personal cooler for storage. 

Retaliation 

The Library will not discriminate or retaliate against employees who express breast milk in the workplace in 
accordance with this policy. 

Meal Periods 
NY State Labor Law § 162 

Clifton Park-Halfmoon Public Library strives to provide a safe and healthy work environment and complies with 
all federal and state regulations regarding meal periods. Under New York law: 

 Workers employed in, or in connection with, a factory are entitled to a 60-minute unpaid meal period 
between 11 a.m. and 2 p.m., and a 60-minute unpaid meal period midway between the beginning and 
end of any shift that starts between 1 p.m. and 6 a.m. and lasts more than six hours. 

 Non-factory workers are entitled to a 30-minute unpaid meal period between 11 a.m. and 2 p.m. for 
shifts six hours or longer that extend over that period, and a 45-minute unpaid meal period midway 
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between the beginning and end of a shift that starts between 1 p.m. and 6 a.m. and lasts more than six 
hours. 

 All workers are entitled to an additional 20-minute unpaid meal period between 5 p.m. and 7 p.m. for 
workdays that extend from before 11 a.m. to after 7 p.m. 

Applicable law also provides that Tte Library may limit meal periods to a minimum of 30 minutes as long as 
there is no indication of hardship to the employees. 
 
You will not be required to work during your meal period unless otherwise permitted under applicable law. 
 
Check with your Supervisor regarding procedures and schedules for meal periods. 
 
 If you know in advance that you may not be able to take your scheduled meal period or are not fully relieved of 
all duties, let your Supervisor know; in addition, notify your Supervisor as soon as possible if you were unable 
to take or were prohibited from taking a meal period. 

Wage Disclosure Protection 
NY State Labor Law § 194 

In accordance with New York law, Clifton Park-Halfmoon Public Library will not prohibit you from inquiring 
about, discussing, or disclosing your wages or the wages of other employees. 
 
 
 
 

General Policies 

Availability of Required Postings 

Digital versions of all postings required to be displayed by New York State employers are available on the 
Library Intranet, by email, or both. 

Benefits 

Accommodations for Victims of Domestic Violence 

Clifton Park-Halfmoon Public Library will provide reasonable accommodations to employees who are victims of 
domestic violence who must be absent from work for a reasonable time, unless such accommodation would 
cause an undue hardship on the Library. 
 
Accommodations include reasonable time off to: 

 Seek medical attention for injuries caused by domestic violence, including for a child who is the victim 
of domestic violence; 

 Obtain services from a domestic violence shelter, program, or rape crisis center as a result of domestic 
violence; 

 Obtain psychological counseling related to an incident or incidents of domestic violence, including for a 
child who is the victim of domestic violence; 
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 Participate in safety planning or other action taken to increase safety from future incidents of domestic 
violence (e.g., temporary or permanent relocation); or 

 Obtain legal services, assist in the prosecution of an offense, or appear in court related to an incident of 
domestic violence. 

A victim of domestic violence is any person who is older than 16, married, or is a parent accompanied by a 
minor child in a situation where the individual or minor child is the victim of an act committed by a family or 
household member in violation of New York penal law. The act must have resulted in actual physical or 
emotional injury or created a substantial risk of physical or emotional harm to the person or their child. 

Notice 

You must provide reasonable advance notice of your intention to take time off for the above reasons unless 
advanced notice is not feasible. If an unscheduled absence occurs, you must provide the following 
documentation within a reasonable amount of time after your absence: 

 A police report indicating that you or your child was a victim of domestic violence; 

 A court order protecting or separating you or your child from the perpetrator of the domestic violence; 

 Other evidence from the court or prosecuting attorney that you appeared in court; or 

 Documentation from a medical professional, domestic violence advocate, health care provider, or 
counselor that you or your child underwent counseling or treatment for physical or mental injuries or 
abuse resulting from the domestic violence. 

Confidentiality 

The Library will maintain the confidentiality of any information regarding your status as a victim of domestic 
violence, except as required by federal or state law or as necessary to protect your safety in the workplace. 

Compensation 

The time off may be charged against any paid time off to which you are entitled. If you have no available paid 
time off, the time off may be treated as unpaid time. 

Retaliation 

The Library will not retaliate against a victim of domestic violence for requesting or obtaining reasonable 
accommodation in accordance with this policy. 

Blood and Bone Marrow Donation Leave  

NY Labor Law § 202-j  and NY Labor Law § 202-a 

Clifton Park-Halfmoon Public Library provides those employees who work an average of 20 or more hours per 
week: 

 Up to three hours of unpaid leave in any calendar year to donate blood. You must give reasonable 
notice of at least three working days of your intent to take leave to give blood. Provide documentation to 
your Supervisor immediately after such leave is taken. 

 Unpaid time off, as determined by your physician, not to exceed 24 hours without Library approval to 
undergo a medical procedure to donate bone marrow. If you seek leave to donate bone marrow, you 
must provide verification from a physician setting forth the purpose and length of each leave required. 

The Library will not retaliate against employees who request or take leave in accordance with this policy. 
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Cancer Screening Leave  
NY State Civil Service Law Chapter 465, Laws of 2017 

New York State Civil Service Law (Chapter 465, Laws of 2017) entitles library employees to take up to four 
hours of paid leave annually, without charge to leave credits, for cancer screening.  Absence beyond the four 
hours must be charged to the employee’s time off balance or the time will be unpaid.  The leave is not 
cumulative and expires at the close of business on the last day of each calendar year.  Employees who 
undergo screenings outside of their regular work schedule do so on their own time.   

COVID-19 Sick Leave 

If you are, or your minor dependent child is, subject to an individual order of mandatory or precautionary 
quarantine or isolation issued by New York State, the New York State Department of Health, a local board of 
health, or any other government entity authorized to issue such order due to COVID-19 (Individual Quarantine 
Order), you may be eligible for paid and/or unpaid leave in addition to paid family leave benefits (PFLB) and 
disability benefits (DB). 

Program Specifics 

For the duration of the Individual Quarantine Order the Library is required to provide you with at least 14 days 
of paid sick leave. Leave will be provided without the loss of any accrued sick leave. 

Eligibility 

You are not eligible for leave if you are deemed asymptomatic or have not yet been diagnosed with a medical 
condition and are physically able to work remotely or through other means while under an Individual 
Quarantine Order. 
 
If you have returned to the United States after non-business-related travel to a country from which the Centers 
for Disease Control and Prevention (CDC) has issued a level two or three travel health notice, you are not 
eligible for these benefits if you were provided notice of the travel advisory, were warned that you would not be 
eligible for such benefits if you elected to travel to such countries, and chose to travel anyway. All employees in 
this category are entitled to use any accrued leave provided by the Library. If you do not have any accrued 
leave, you may use unpaid leave for the duration of the quarantine or isolation. 

Restoration 

Upon return from leave, you will be restored to the same position you held prior to the leave with the same pay 
and other terms and conditions of your employment. 

How to Apply for Benefits 

Information on how to apply for DB and/or PFLB when you are under an Individual Quarantine Order is 
available at https://paidfamilyleave.ny.gov/if-you-are-quarantined-yourself#how-to-apply. 

Business Closure 

If the Library temporarily closes due to COVID-19, you may not be eligible for the above-mentioned benefits 
and should immediately apply for unemployment insurance. The unemployment insurance benefits one-week 
waiting period has been waived. Information on how to file a claim can be obtained at 
https://labor.ny.gov/unemploymentassistance.shtm. 

Discrimination and Retaliation 

The Library will not discriminate or retaliate against employees who take leave in accordance with this policy. 

https://paidfamilyleave.ny.gov/if-you-are-quarantined-yourself#how-to-apply
https://labor.ny.gov/unemploymentassistance.shtm
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COVID-19 Vaccination Leave 

Clifton Park-Halfmoon Public Library will provide all employees sufficient paid leave to obtain a COVID-19 
vaccination. Sufficient paid leave means up to four hours per vaccine injection. 
 
If the need for leave is foreseeable, provide as much advance notice as possible and make reasonable efforts 
to schedule the leave so that it does not unduly disrupt Library operations. If unforeseeable, provide notice as 
soon as practical. 
 
You will be compensated at your regular rate of pay for the time missed from work. The leave will not be 
charged against any other leave benefit to which you are entitled, including sick leave. 
 
The Library will not retaliate against employees who request or take leave in accordance with this policy. 
 
This policy expires on December 31, 2023. 

Crime Victim and Witness Leave 
NY Penal Law § 215.14 

Clifton Park-Halfmoon Public Library will provide eligible employees with time off from work, without pay, for 
any of the following reasons: 

 To comply with a subpoena to testify in a criminal proceeding (including time off to consult with the 
district attorney); 

 To give a victim impact statement at a pre-sentencing proceeding; 

 To give a statement at a sentencing proceeding; or 

 To give a statement at a parole board hearing. 

You are eligible for time off under this policy if you are: 

 The victim of the crime at issue in the proceedings; 

 The victim's next of kin; 

 The victim's representative if the victim is deceased as a result of the offense; 

 A "Good Samaritan"; or 

 Pursuing an application or the enforcement of an order of protection as provided under relevant law. 

For purpose of this policy: 

 Good Samaritan means someone who acts in good faith to apprehend a person who has committed a 
crime in his or her presence, to prevent a crime or an attempted crime from occurring, or to aid a law 
enforcement officer in effecting an arrest. 

 Victim's representative means a person who represents or stands in the place of another person, 
including but not limited to, an agent, attorney, guardian, conservator, executor, heir, or parent of a 
minor. 

If you are required to attend a criminal proceeding either as a witness or as a crime victim (or a close family 
member of a crime victim), you must notify your Supervisor as soon as possible and at least one day before 
taking leave to make scheduling arrangements. The Library reserves the right to require employees to provide 
proof of the need to attend the criminal proceedings to the extent authorized by law. 
 
The Library will not retaliate against employees who request or take leave in accordance with this policy. 
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Jury Duty Leave 
NY Jud. Law § 519 

Clifton Park-Halfmoon Public Library encourage employees to fulfill their civic duties related to jury duty. If you 
are summoned for jury duty, notify your Supervisor as soon as possible to make scheduling arrangements. 
 
You will be paid a minimum of $40 per day for the first three days of juror service or any part thereof. For any 
additional days, time spent on jury duty will be unpaid. You may opt to use personal or vacation time in place of 
unpaid leave. 
 
The Library reserves the right to require employees to provide proof of jury duty service to the extent 
authorized by law. 
 
The Library will not retaliate against employees who request or take leave in accordance with this policy. 

Military Spouse Leave 
NY State Labor Law § 202-i 

Clifton Park-Halfmoon Public Library provides up to 10 days of unpaid leave to employees who are the spouse 
of a military member who is home on leave during a period of military deployment. 
 
To be eligible for military spouse leave you must: 

 Work an average of 20 or more hours per week; and 

 Be the spouse of a member of the U.S. Armed Forces, National Guard, or Reserves who has been 
deployed during a period of military conflict to a combat theater or combat zone of operations. 

A period of military conflict means a period of war declared by the U.S. Congress or a period during which a 
member of the Reserves is ordered to active duty under federal authority. 
 
If you need to take military spouse leave, notify your Supervisor as soon as reasonably possible. The Library 
reserves the right to ask for documents supporting the need for leave. 
 
You may elect to use any available paid time off for which you are eligible under Library policy for the purpose 
of taking military spouse leave, and such paid time off will run concurrently with the leave afforded under this 
policy. 
 
The Library will not discriminate or retaliate against employees who request or take leave in accordance with 
this policy. 

Paid Family Leave 

New York's Paid Family Leave (PFL) program provides eligible employees with job-protected, paid time off to: 

 Bond with a newly born, adopted, or foster child. 

 Care for a family member with a serious health condition. 

 Assist in situations when a spouse, domestic partner, child, or parent is deployed abroad on active 
military service. 

Eligibility 

Eligible employees may take PFL leave as follows: 
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 If you work full time (a regular schedule of 20 or more hours per week), you are eligible after 26 
consecutive weeks of employment. 

 If you work part time (a regular schedule of less than 20 hours per week), you are eligible after working 
175 days, which do not need to be consecutive. 

Amount of Benefit 

You will be provided up to 12 weeks of leave at 67 percent of your weekly pay (capped at 67 percent of 
statewide average pay). 
 
You may use accrued paid leave in order to receive full pay while on PFL. 

Funding 

PFL is funded through employee payroll contributions that are set each year to match the cost of coverage. 
The rate of employee contributions is reviewed annually and is subject to change by the New York State 
Department of Financial Services. 
 
If you are not eligible for PFL, you will be provided a waiver to sign, and PFL contributions will not be deducted 
from your wages. 

Qualifying Events 

If you are eligible, you may use PFL for the following reasons: 

 New child: You may take PFL during the first 12 months following the birth, adoption, or fostering of a 
child. Expectant mothers cannot take PFL for their own pregnancy. PFL for the birth of a child begins 
after the child's birth and is not available for prenatal conditions. 

 Serious health condition: You may take PFL to care for a family member with a serious health 
condition. The relative may live outside of New York State and even outside the country. You cannot 
take PFL for your own health condition. 

 Military active service deployment: You may take PFL when your spouse, domestic partner, child, or 
parent is deployed abroad on active military service or has been notified of an impending military 
deployment abroad. You cannot use PFL for your own qualifying military event. 

As used in this policy: 

 Family member includes a spouse, domestic partner, child and stepchild, parent and stepparent, 
parent-in-law, grandparent, grandchild, and sibling (biological, adopted, half, and step). 

 Serious health condition is an illness, injury, impairment, or physical or mental condition, including 
transplant preparation and recovery from surgery related to organ or tissue donation, that involves 
inpatient care in a hospital, hospice, or residential medical facility; or continuing medical treatment or 
continuing supervision by a health care provider. 

Health Insurance 

Your health insurance will continue while you are on leave; however, if you contribute to the cost of your health 
insurance, you must continue to pay your portion of the premium cost while on leave. 

Interaction with Other Laws 

PFL may be taken by employees who are eligible for time off under the federal Family and Medical Leave Act 
(FMLA). PFL will run concurrently with designated FMLA leave when the reason for leave qualifies under both 
PFL and FMLA. Eligible employees must then apply for both PFL and FMLA. 
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You may not receive short-term disability and PFL benefits at the same time. You may not take more than 26 
combined weeks of short-term disability and PFL in a 52-week period. 
 
If you are unable to work and qualify for workers' compensation benefits, you may not use PFL benefits at the 
same time as you are receiving workers' compensation benefits. If you are receiving reduced earnings, you 
may be eligible for PFL. 

Notice and Required Documentation 

Notify your Supervisor or HR Coordinator if you intend to use PFL. If leave is foreseeable, you must give 30 
days' advance notice so the Library can plan for your absence. If the event was not foreseeable, notify your 
Supervisor or HR Coordinator as soon as possible. If you fail to give notice without unusual circumstances 
justifying the failure, PFL may be delayed or partially denied. 
 
You must provide documentation in support of your PFL request within 30 days after the leave begins. The 
Library may require additional proof during your leave, but not more often than once a week. Proof must 
include a statement of disability from the leave recipient's health care provider. 

Returning to Work 

On return from PFL, you will be reinstated to your original position, or if no longer available, an equivalent 
position with equivalent terms and conditions of employment, including pay and employment benefits. 
 
Use of PFL will not result in the loss of any employment benefit that accrued before the start of your family 
leave that was not used during your family leave. 

Retaliation 

The Library will not retaliate against employees who request or take leave in accordance with this policy. 

Additional Information 

If you have additional questions regarding PFL, contact the HR Coordinator or visit 
https://paidfamilyleave.ny.gov/. 

Voting Leave 
NY State Election Law § 3-110 

Clifton Park-Halfmoon Public Library encourages all employees to fulfill their civic responsibility and to vote in 
public elections. Most work schedules provide sufficient time to vote either before or after working hours. If the 
polls are open for at least four consecutive hours before or after the work shift, you will be deemed to have 
sufficient time outside of work hours to vote. 
 
If you do not have sufficient time before or after work to vote, you may take enough time off at the beginning or 
end of your work shift to vote. Up to two hours' time off for this purpose will be provided without loss of pay. 
 
You must request time off to vote from your Supervisor at least two working days prior to Election Day so that 
the necessary time off can be scheduled at the beginning or end of the work shift, whichever provides the least 
disruption to normal business operations. 
 
The Library will not retaliate or tolerate retaliation against employees who request or take leave under this 
policy. If you believe that you are being retaliated against because you requested or took leave under this 
policy, immediately report it to your Supervisor or HR Coordinator. 

https://paidfamilyleave.ny.gov/
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Airborne Infectious Disease Exposure Prevention Plan 

See the Library's Pandemic-Operations Policy attached. 
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Custom Policies 
 

 

Custom Policies 

Nonsolicitation/Nondistribution Policy 

See Operational Policies 
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Closing Statement 
 

 

Thank you for reading our handbook. We hope it has provided you with an understanding of our mission, 
history, and structure as well as our current policies and guidelines. We look forward to working with you to 
create a successful Library and a safe, productive, and pleasant workplace. 
 
Alexandra Gutelius, Director 
 
Clifton Park-Halfmoon Public Library 
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Acknowledgment of Receipt and Review 
 

 

By signing below, I acknowledge that I have received a copy of the Clifton Park-Halfmoon Public Library 
Employee Handbook (handbook) and that I have read it, understand it, and agree to comply with it. I 
understand that the Library has the maximum discretion permitted by law to interpret, administer, change, 
modify, or delete the rules, regulations, procedures, and benefits contained in the handbook at any time with or 
without notice. No statement or representation by a supervisor, manager, or any other employee, whether oral 
or written, can supplement or modify this handbook. Changes can only be made if approved in writing by the 
Library Board. I also understand that any delay or failure by the Library to enforce any rule, regulation, or 
procedure contained in the handbook does not constitute a waiver on behalf of the Library or affect the right of 
the Library to enforce such rule, regulation, or procedure in the future. 
 
I understand that neither this handbook nor any other communication by a management representative or 
other, whether oral or written, is intended in any way to create a contract of employment. I further understand 
that, unless I have a written employment agreement signed by an authorized Company representative, I am 
employed "at-will" (to the extent permitted by law) and this handbook does not modify my "at-will" employment 
status. 
 
If I am covered by a written employment agreement (signed by an authorized Company representative) or a 
collective bargaining agreement that conflicts with the terms of this handbook, I understand that the terms of 
the employment agreement or collective bargaining agreement will control. 
 
This handbook is not intended to preclude or dissuade employees from engaging in legally protected activities 
under the National Labor Relations Act (NLRA). This handbook is not intended to violate any local, state, or 
federal law. No provision or policy applies or will be enforced if it conflicts with or is superseded by any 
requirement or prohibition contained in federal, state, or local law, or regulation. Furthermore, nothing in this 
handbook prohibits an employee from reporting concerns to, filing a charge or complaint with, making lawful 
disclosures to, providing documents or other information to, or participating in an investigation or hearing 
conducted by the Equal Employment Opportunity Commission (EEOC), National Labor Relations Board 
(NLRB), Securities and Exchange Commission (SEC), or any other federal, state, or local agency charged with 
the enforcement of any laws. 
 
This handbook supersedes any previous handbook or policy statements, whether written or oral, issued by 
Clifton Park-Halfmoon Public Library. 
 
If I have any questions about the content or interpretation of this handbook, I will contact the HR Coordinator. 

 

 

[sig|req|signer1]                                                    [date|req|signer1] 
_________________________                           _________________________ 

 Signature                                                                     Date 

 

[text|req|signer1] 
_________________________ 
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 Print Name
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                        APPENDIX 



Adoption of this form does not constitute a conclusive defense to charges of unlawful sexual harassment. Each claim of 
sexual harassment will be determined in accordance with existing legal standards, with due consideration of the particular 
facts and circumstances of the claim, including but not limited to the existence of an effective anti-harassment policy and 
procedure. 

 

 

 
 

 
New York State Labor Law requires all employers to adopt a sexual harassment prevention policy that 
includes a complaint form to report alleged incidents of sexual harassment.  
 
If you believe that you have been subjected to sexual harassment or gender discrimination, you are 
encouraged, but not required, to complete this form and submit it to the appropriate person or department 
indicated in the New York Sexual Harassment Prevention policy in this handbook. No employee will be 
retaliated against for filing a complaint. 
 
If you are more comfortable reporting verbally or in another manner, your employer should complete this form, 
provide you with a copy, and follow its sexual harassment prevention policy by investigating the claims. 
 

For additional resources, visit: ny.gov/programs/combating-sexual-harassment-workplace  
 
 
 
COMPLAINANT INFORMATION 
 
Name:         
  
Work Address:        Work Phone:        
 
 
Job Title:        Email:        
 
Select Preferred Communication Method:         Email   Phone   In person 
 
 
 
SUPERVISORY INFORMATION 
 
Immediate Supervisor’s Name:        
 
Title:        
 
Work Phone:        Work Address:       
 
 
 
 
 
 
  

Complaint Form for  
Reporting Sexual Harassment 
 



 

  
 

 
 
 
 
COMPLAINT INFORMATION 
 
1. Your complaint of sexual harassment is made about: 
 

Name:        Title:        
 
Work Address:           Work Phone:       
 
Relationship to you: Supervisor   Supervisee   Co-Worker   Other (please specify) 
 
 

2. Please describe what happened and include as many details as possible. You may use additional sheets 
of paper if necessary. If you have any relevant documents, please include them. . 

 
      

 
 
3. Date(s) sexual harassment occurred:       

 
Is the sexual harassment continuing? Yes No 
 
 

4. If possible, please list the name and contact information of any witnesses or individuals who may have 
information related to your complaint: 
 
      
 
 

The last question is optional, but may help the investigation. 
 

5. Have you previously provided information (verbal or written) about related incidents? If yes, when and to 
whom did you provide information? 
 
      
 

 
This is not required, but if you have retained legal counsel and would like us to work with them, please provide 
their contact information. 

 
 

 
 
 
Signature: __________________________ Date: __________________ 
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Core Policies 
 

 

1.0    INTRODUCTION 

Welcome! 
 
This handbook is designed to acquaint you with the mission of the Clifton Park-Halfmoon Public Library's 
mission as well as provide you with information about working conditions, employee benefits, and the 
personnel policies affecting your employment. Please familiarize yourself with the provisions of the handbook. 
It should not be construed as a contract or obligatory agreement between the Library and the employee, but as 
a guideline for current employment policies. 
 
The Board of Trustees reserves the right to revise, supplement, or rescind any policies or portion of the 
handbook, as it deems appropriate. Employees will, of course, be notified of such changes as they occur. 
 
The LibraryOrganization complies with all federal and state employment laws., and this handbook generally 
reflects those laws. The LibraryOrganization also complies with any applicable local laws, although there may 
not be an express written policy regarding those laws contained in the handbook. 
 
If you have questions about your employment or any provisions in this handbook, contact the HR Coordinator , 
Rose Christopher. 
 
All the best, 
 
Alexandra Gutelius, Director 
Clifton Park-Halfmoon Public Library 

2.0    MISSION AND DEFINITIONS 

2.1    Mission Statement 

The Clifton Park-Halfmoon Public Library fosters community connections by providing the space and resources 
for patrons to be educated, enriched, and entertained. 
 
The Clifton Park-Halfmoon Public Library is at the heart of our community; the go-to place to discover, learn, 
and do. 

2.2    Our Organization 

The Library is currently structured with the following departments: Administrative Services, Adult Services, 
Youth Services, Access Services, IT, Paging, Technical Processing, Reception, Public Relations and Facilities 
Management. 
 
Throughout this handbook the Library is meant to refer to the Board of Trustees, administrative and 
management staff, charged with formulating and implementing library policy. The Library includes all of the 
staff as they are instrumental in carrying out the mission of the Clifton Park-Halfmoon Public Libraryall 
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Throughout this handbook, the Library is meant to refer to members of the Board of Trustees, all Library staff, 
and any Library volunteers, all of whom may be responsible for developing, implementing and/or enforcing the 
Library’s policies.. 

2.3    Definitions 

Immediate Family (except where otherwise noted) 
 
Immediate family is defined as an employee's spouse/domestic partner, child, children-in-law, mother, father, 
mother-in-law, father-in-law, brother, sister, brother-in-law, sister-in-law, grandmother, or grandfather. In the 
case of step families, these relationships would also apply. 
 
Supervisor 
 
A person charged with the responsibility to oversee the performance and conduct of subordinate employees.  

Overtime 

Overtime hours are those hours worked beyond 40 hours in the workweek. 

2.4    Revisions to Handbook 

This handbook is provided to keep you informed of the terms and conditions of your employment, including 
Clifton Park-Halfmoon Public Library policies and procedures. The handbook is not a contract. The Library 
reserves the right to revise, add, or delete from this handbook as we determine to be in our best interest, 
except the policy concerning at-will employment. When changes are made to the policies and guidelines 
contained herein, we will communicate them via email and an updated version on the Intranet. 

3.0    Hiring and Orientation Policies 

3.1    Disability Accommodation 

Clifton Park-Halfmoon Public Library complies with the Americans with Disabilities Act (ADA), the Pregnancy 
Discrimination Act, and all applicable state and local fair employment practices laws, and is committed to 
providing equal employment opportunities to qualified individuals with disabilities, including disabilities related 
to pregnancy, childbirth, and related conditions. Consistent with this commitment, the Library will provide 
reasonable accommodation to otherwise qualified individuals where appropriate to allow the individual to 
perform the essential functions of the job, unless doing so would create an undue hardship on the business. 
 
If you require a reasonablen accommodation because of your disability, it is your responsibility to notify your 
Supervisor. You may be asked to include relevant information such as: 

 The reason you need an accommodation. 

 A description of the proposed accommodation. 

 How the accommodation will help you perform the essential functions of your job. 

After receiving your request, the Library will engage in an interactive dialogue with you to determine the precise 
limitations of your disability and explore potential reasonable accommodations that could overcome those 
limitations. Where appropriate, we may need your permission to obtain additional information from your 
medical provider. All medical information received by tThe Library in connection with a request for 
accommodation will be treated as confidential. 
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The Library encourages you to suggest specific reasonable accommodations that you believe would allow you 
to perform your job. However, tThe Library is not required to make the specific accommodation requested by 
you and may provide an alternative accommodation, to the extent any reasonable accommodation can be 
made without imposing an undue hardship on the Library. 
 
Where state or local law provides greater protections to employees than federal law, the Library will apply the 
law that provides the greatest benefit to employees. 
 
If leave is provided as a reasonable accommodation, such leave may run concurrently with leave under the 
federal Family and Medical Leave Act and/or any other leave where permitted by state and federal law. 
 
The Library will not discriminate or retaliate against employees for requesting an accommodations. 

3.2    Religious Accommodation 

Clifton Park-Halfmoon Public Library recognizes the diversity of religious beliefs and is committed to providing 
equal employment opportunities to all employees, regardless of their religious beliefs and practices or lack 
thereof. Consistent with this commitment, the Library complies with Title VII of the Civil Rights Act of 1964 and 
all applicable state and local laws that prohibit employment discrimination on the basis of religion. The Library 
will reasonably accommodate the sincerely held religious beliefs of employees if the accommodations would 
resolve a conflict between the individual's religious belief or practice and a work requirement, unless doing so 
would create an undue hardship. 

Requesting a Religious Accommodation 

If you need an accommodation because of your religious beliefs or practices, make the request with your 
Supervisor . You may be asked to include relevant information such as: 

 A description of the proposed accommodation. 

 The reason you need the accommodation. 

 How the accommodation will help resolve the conflict between your religious beliefs or practices (or 
lack thereof) and your work requirements. 

After receiving your request, the Library will engage in an interactive dialogue with you to explore potential 
accommodations that could resolve the conflict between your religious beliefs or practices and work 
requirements. The Library encourages you to suggest specific reasonable accommodations. However, the 
Library is not required to make the specific accommodation requested by you and may provide an alternative 
accommodation, to the extent any reasonable accommodation can be made without imposing an undue 
hardship on the Library. 
 
The Library will not discriminate or retaliate against employees who, in good faith, request a religious 
accommodation. under this policy. 

3.3    Conflicts of Interest 

The Board has adopted a Conflicts of Interestthis policy to ensure that the Clifton Park-Halfmoon Public Library 
(Library) trustees and employees act in the Library's best interest. This policy is needed to provide additional 
detail to Article XI (Conflict of Interest) of the Bylaws of the Library and to Section 8 of Policy 7.5 (Antifraud 
Programs and Controls) of the Library and to comply with both the General Municipal Law and the Not-For-
Profit Corporation Law. 

The Conflicts of Interest Policy is #2.4 in the Operational Policies and is included in the Appendix.  All staff will 
be provided with a copy of the Conflicts of Interest Policy and must read and sign a copy that they understand 
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their repsonbility responsibility of disclosure and agree to abide by the Policy. 
 
 

3.4    Diversity 

 
It is the Library's policy to seek to develop and maintain a diverse workforce. Diversity embodies all the 
differences—life experiences, work experiences, perspectives, cultures, ethnicity, gender, age and other 
aspects of life—that make us unique individuals. Inclusion entails building an environment where employee 
differences are valued, and employees are empowered. The Library is committed to enhancing diversity in the 
workplace in such a way that our community, patrons and vendors are aware of our commitment to diversity. 
We believe that encouraging a diverse, inclusive workplace allows us to better understand the community we 
serve and be a more effective organization to our increasingly diverse patron base. 

3.5    Employment Authorization Verification 

In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as amended, and any state 
law requirements, if applicable, Clifton-Park Halfmoon Publicthe Library is committed to employing only 
individuals who are authorized to work in the United States. 
 
New hires will be required to complete Section 1 of federal Form I-9 on the first day of paid employment and 
must present acceptable documents authorized by the U.S. Citizenship and Immigration Services proving 
identity and employment authorization no later than the third business day following the start of employment 
with Clifton Park-Halfmoon Public Library. If you are currently employed and have not complied with this 
requirement or if your status has changed, inform your Supervisor. 
 
If you are authorized to work in this country for a limited period of time, you will be required to submit proof of 
renewed employment eligibility prior to expiration of that period to remain employed by the Library. 

3.6    Employment of Relatives and Friends 

We will not employ friends or relatives in circumstances where actual or potential conflicts may arise that could 
compromise supervision, safety, confidentiality, security, and morale at Clifton Park-Halfmoon Public Library. It 
is your obligation to inform the Library of any such potential conflict so the Library can determine how best to 
respond to the particular situation. See Operational Policy 2.4 "Conflicts of Interest". 

3.7    Job Descriptions 

Clifton Park-Halfmoon Public Library attempts seeks to maintain a job description for each position. If you do 
not have a current copy of your job description, you should request one from your Supervisor. 
 
Job descriptions prepared by the Library serve as an outline only. Due to business needs, you may be required 
to perform job duties that are not within your written job description. Furthermore, the Library may have to 
revise, add to, or delete from your job duties per business needs. On occasion, the Library may need to revise 
job descriptions with or without advance notice to employees. 
 
If you have any questions regarding your job description or the scope of your duties, please speak with your 
Supervisor. 
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3.8    New Hires and Introductory Periods 

Hiring Policy 
 
The Librarys and its hiring practices, conform to Civil Service regulations under the supervision of the Saratoga 
County Personnel Department. All positions in the Library are classified. They are grouped into grades with 
minimum qualifications and responsibilities as specified by the Board. The Library's intent is to select the best-
qualified person to perform the job for each position. All prospective candidates must meet the minimum 
qualifications as specified in the job description and pass any required tests to be considered. 
 
Hiring Procedures 
 
Upon notification of resignation of a staff member, the Library Director, or his or her designee, will inform Civil 
Service of the termination. 
 
The Library Director and other appropriate personnel, as designated by the Library Director, will evaluate the 
vacant position to determine if hiring is required and if there is a need to change the position or arrangement of 
staff due to changes in business practices or staffing 
 
The current job description will be reviewed and updated as needed. 
 
The HR Coordinator or Library Director will contact Civil Service and obtain a current Certification of Eligibles 
list for the position. 
 
Candidates on the list are contacted either directly by the hiring committee or through a canvas letter. 
 
If there is not a current list, the Library Director, or his or her designee, arranges the advertisement for the 
open position. 
 
All applications, will be reviewed by the hiring committee (which will consist of at least two staff members 
designated by the Library Director). The hiring committee will select the appropriate candidates to interview 
based on experience and meeting the minimum qualifications within the job description. 
 
After interviewing, the top candidate will be identified and references will be checked. For internal candidates 
this may include reviewing personnel files. 
 
A background check is required for candidates. Candidate names and contact information are provided to the 
Business Office who requests the appropriate background check depending on the age of the candiate and 
position for which they have applied. 
 
Once the successful candidate is determined, an offer letter will be prepared by the Library Director, or his or 
her designee, specifying the job being offered, the terms, the rate of pay and any applicable benefits. The letter 
must be signed by the Library Director or designee and the successful candidate upon acceptance of the offer. 
 
Upon receipt of acceptance from the successful candidate, the Library Director or designee notifies Civil 
Service of the appointment and the internal hiring process is completed in order to add the employee to payroll. 
The hiring committee will notify the unsuccessful candidates who have been interviewed that the position has 
been filled. 
 
All recruitment paperwork including, but not limited to, the job posting, all applications, and interview notes 
must be submitted to the Business Office where it will be retained for the appropriate time period. 
 
The HR Coordinator will provide the new employee with appropriate federal, state and civil service paperwork 
that must be completed before the third day of employment. The HR Coordinator will also provide orientation to 
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benefits. The hiring Supervisor will provide job specific orientation and introduce the employee to staff. 
 
New Hire Probation 
 
Newly-hired permanent employees will be placed on a probationary period as defined in the offer letter. This 
probationary time is intended to allow the new employee to meet the expectations of the job and to evaluate 
whether the position meets his or her expectations. The Library reserves the right, to extend the probationary 
period in the event the Library is not satisfied that the employee has sufficiently developed or demonstrated the 
skills, attitude, and ability necessary to become a regular employee. This extension of the probationary period 
will not affect the employee's ability to qualify for benefits. The Library will conduct employee reviews at 
intervals appropriate to the position, but no less than two in the first six months of employment. 

3.9    Accommodations for Pregnant Employees 

Clifton Park-Halfmoon Public Library will provide reasonable accommodation to pregnant employees for known 
limitations related to pregnancy, childbirth, or other related medical conditions in accordance with the federal 
Pregnant Workers Fairness Act (PWFA). 
 
Examples of potential reasonable accommodations include: 

 Seating; 

 Closer parking; 

 Flexible hours; 

  

 Additional break time to use the bathroom, eat, and rest; 

 Leave or time off to recover from childbirth; 

 Limitations on strenuous activities; and 

 Limitations on strenuous activities or those that involve exposure to compounds not safe for pregnancy. 

If you require a reasonablen accommodation, notify your Supervisor. If the need for a particular 
accommodation is not obvious, you may be asked to include relevant information such as: 

 The reason you need an accommodation. 

 A description of the proposed accommodation. 

 How the accommodation will address limitations caused by pregnancy, childbirth, or related medical 
conditions. 

The Library will not require you to accept any accommodation without engaging in the interactive process to 
accurately understand your limitations and explore potential accommodations. The Library is not required to 
make your specific requested accommodation and is not required to provide any accommodation that would 
constitute an undue hardship on the Library. 
 
If leave is provided as a reasonable accommodation, it may run concurrently with leave under the federal 
Family and Medical Leave Act and/or any other leave where permitted by law. 
 
The Library will comply with state or local laws that provide additional protections beyond the PWFA. 
 
The Library will not retaliate against employees who request or receive an accommodation. under this policy. 
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4.0    Wage and Hour Policies 

4.1    Attendance 

Poor attendance and excessive tardiness may lead to disciplinary action, up to and including termination of 
employment. If you know ahead of time that you will be absent or late, provide reasonable advance notice to 
your Supervisor. You may be required to provide documentation of any medical or other excuse for being 
absent or late where permitted by applicable law. 
 
Clifton Park-Halfmoon Public Library reserves the right to apply unused vacation, sick time, or other paid time 
off to unauthorized absences where permitted by applicable law. Absences resulting from approved leave, 
vacation, or legal requirements are exceptions to the policy. 

4.2    Employee Classifications 

 
 
Benefits Classification 

For benefit purposes, the Library classifies employees in one of four categories: 
 
Salaried / Full-time employees work 35 hours a week. 
 
Salaried / Part-time employees work 21-34 hours a week. 
 
Hourly / Part-time employees with vacation benefits work 17.5-20 hours per week. 
 
Hourly / Part-time employees without vacation benefits work less than 17.5 hours per week. 
 
FLSA Classification 

For purposes of salary administration and eligibility for overtime payments, the Library classifies its positions in 
accordance with the Fair Labor Standards Act as follows: 
 
· Non-Exempt employees are entitled to overtime pay under specific provisions of federal and state laws. 
Positions of a clerical, technical or service nature, as defined by statute, are included in this classification 
 
· Exempt employees are excluded from certain specific provisions of federal and state wage and hour laws. 
Positions of an executive, administrative or professional nature. 
 
Civil Service Classification 

Under Civil Service Rules and Regulations employees are classified as follows: 
 
· Temporary employees are those who fill positions that have been established for only a limited time period. 
They are paid on an hourly basis and are not eligible to participate in the Library's benefits programs unless 
the appointment is for one year or more. 
 
· Probationary employees are those hired on a permanent basis, either salaried or hourly, who have not yet 
completed their initial probationary period; their mandatory one year probationary period after a Civil Service 
appointment or a probationary appointment due to a promotion or change in position. 
 
· Provisional employees are those hired pending a Civil Service examination. A provisional employee must be 
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reachable for appointment from the resulting eligible list in order to retain his/her position. 
 
· Permanent employees are those who have successfully completed probation after appointment to either a 
competitive position (requiring a Civil Service examination) or non-competitive position (not requiring a Civil 
Service examination). 
 
Non-Supervisory employees will receive salary differential for hours worked on Saturdays, and Sundays. 
Salary differential will be given to non-Supervisory employees for hours worked the day after Thanksgiving. 
Non-Supervisory employees who work on a holiday (see holiday in definitions) will be paid differential. If the 
employee is working more than 40 hours in a week the employee will be paid time and a half for time worked 
over 40 hours. Employees being paid time and a half will not be eligible for differential pay for those hours. 

4.3    Job Abandonment 

If you fail to show up for work or fail to call in with an acceptable reason for the absence for a period of three 
consecutive days, you may be considered to have abandoned your job and voluntarily resigned from Clifton 
Park-Halfmoon Public Library. 

4.4    Salaries 

Employee salaries are established within the rate approved by the Board for the position. The Library Director 
is responsible for establishing the individual's salary within that range. As part of the budget development 
process, the Board of Trustees approves the annual salary rates, which may include a cost of living or merit 
increase. Salary changes are effective January 1. 

4.5    Pay Period and Pay Dates 

The Library pay period is two weeks long (12:00 a.m. Saturday to 11:59 p.m. Friday). 
 
Payday is every other Friday.  

4.6    Direct Deposit 

Direct Deposit enables payroll to be deposited in up to 10 different accounts. In order to have paychecks 
deposited directly into an account, employees can enroll directly on the Library payroll system. At least two 
payroll cycles are needed to process a direct deposit request. 

4.7    Paycheck Deductions 

Clifton Park-Halfmoon Public Library is required by law to make certain deductions from your pay each pay 
period, including deductions for federal income tax, Social Security and Medicare (FICA) taxes, NYS 
Retirement, and any other deductions required under law or by court order for wage garnishments. The 
amount of your tax deductions will depend on your earnings and the information you list on your federal Form 
W-4 and applicable state withholding form. Permissible deductions for exempt employees may also include, 
but are not limited to, deductions for full-day absences for reasons other than sickness or disability and certain 
disciplinary suspensions. You may also authorize certain voluntary deductions from your paycheck where 
permissible under state law. Your deductions will be reflected in your wage statement. If you have any 
questions about deductions from your pay, contact the Business Office. 
 
The Library will not make deductions to your pay that are prohibited by federal, state, or local law. Review your 
paycheck for errors each pay period and immediately report any discrepancies the Business Office. 



 

12 

 
You will be reimbursed in full for any isolated, inadvertent, or improper deductions, as defined by law. If an 
error is found, you will receive an immediate adjustment, which will be paid no later than your next regular 
payday. 

If an overpayment  is made to an employee, the Library will notify the employee, discuss repayment options 
and make the agreed upon payroll deductions.   
 
The Library will not retaliate against employees who report erroneous deductions in accordance with this 
policy. 

4.8    Recording Time 

Accurately recording time is the responsibility of each employee and their Supervisor and must be done within 
the current payroll period. Federal and state laws require the Library to keep an accurate record of time worked 
in order to calculate employee pay and benefits. Time worked is the time actually spent on the job. 
 
Hourly: Hourly employees are to clock in and out of the timecard system. Hourly employees are to clock in no 
earlier than 7 minutes before start time and no later than 7 minutes after the end of their shift. Employees are 
to only work the time they are scheduled and not clock in early or out late to conduct personal business in the 
Library. 
 
Salaried: Salaried employees are given a monthly timesheet reconciliation. Employees are to review the 
timesheet for accuracy. Manual changes can be made on the timesheet if corrections are needed. The 
Supervisor, Business Manager or Library Director must sign off on any changed timesheet 
 
Supervisors are responsible for making sure that time off requests are approved or rejected in a timely manner. 
Supervisors are responsible for making sure that schedule changes are accurately entered into the payroll 
system. If a Supervisor will be out of the office, the Supervisor must make sure that another Supervisor is 
assigned to cover these tasks. 
 
Notify your Supervisor of any pay discrepancies, unrecorded or misrecorded work hours, or any involuntarily 
missed meal or break periods. 

4.9    Safe Harbor Policy for Exempt Employees 

The Clifton Park-Halfmoon Public Library complies with the salary basis requirements of the Fair Labor 
Standards Act (FLSA). The Clifton Park-Halfmoon Public Library does not make improper deductions from the 
salaries of exempt employees. Exempt employees are those employed in a bona fide executive, 
administrative, or professional capacity and who are exempt from the FLSA's overtime pay requirements, as 
defined earlier in this handbook. 
 
Permitted Deductions 
 
There are certain circumstances where deductions from the salaries of exempt employees are permissible. 
Such circumstances include: 
 
· When an exempt employee is absent from work for one or more full days for personal reasons other than 
sickness or disability; 
 
· When an exempt employee is absent for one or more full days due to sickness or disability if the deduction is 
made in accordance with a bona fide plan, policy or practice of providing compensation for salary lost due to 
illness; 
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· To offset amounts received as witness or jury fees, or for military pay; or 
 
· For unpaid disciplinary suspensions of one or more full days imposed in good faith for workplace conduct rule 
infractions. 
 
Also, an employer is not required to pay the full salary in the initial or terminal week of employment; for weeks 
in which an exempt employee takes unpaid medical leave or for penalties imposed in good faith for an 
infraction of safety rules of major significance. In these circumstances, either partial day or full day deductions 
may be made. 

4.10    Standard Workweek 

The standard workweek is thirty-five (35) hours per week worked in a seven day period. 

4.11    Breaks from Work 

Salaried full-time employees are allowed two fifteen-minute break periods—one during the morning work 
period and one in the afternoon work period. Part-time employees are entitled to one 15 minute break for each 
four hours of scheduled work. The time of an employee's break must be arranged with the appropriate 
Supervisor. Employees will be paid for break time. 
 
Employees working a shift of more than six hours are required to take an unpaid 30-60 minute meal break 
(employee's choice). Meal breaks must follow the law, as posted on the bulletin board in the employee break 
area, and should be scheduled to accommodate operational requirements. The Supervisor and employee will 
arrange an agreeable meal break schedule. Changes to an employee's normal meal break can be made with 
the Supervisor's permission. Employees will be relieved of all active responsibilities and restrictions during that 
time period. 

4.12    Personal Time Off 

Hourly and Part-time Salaried employees are not eligible for Personal Time. 
 
Full-time salaried employees are eligible for 3 average working days of personal time per year, which will be 
pro-prated at the time of employment and then annually. Personal time will be awarded the following January 
1. 
 
Personal time expires at the end of the calendar year and will not roll over or be paid out. 

4.13    Requesting Substitute Status 

Staff members may request to give up regularly scheduled hours and go down to substitute status if they 
require additional time off or a more flexible schedule (subject to Supervisor and Director approval).  Staff on 
substitute status are not guaranteed to receive shifts nor are they guaranteed to regain regularly scheduled 
shifts if they wish to return to part-time or full-time status. 
 
If a staff member does not work a shift within a 3 month period without prior written permission, the staff 
member may be terminated. 
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4.14    Vacation - Hourly Employees 

Hourly employees who are scheduled, on a regular basis, to work 910-1091 hours per year (17.5 to under 21 
hours per week) are eligible to accrue one week of paid vacation and can taken one additional week of unpaid 
vacation per calendar year.   

Hourly Employees who work less than 17.5 hours per week, may take up to two weeks of unpaid vacation 
(Leave Without Pay) per calendar year. 
 
Additional time off is subject to the needs of the Library and the discretion of the Director and the Department 
Supervisor.  If too many shifts are missed, even with substitute coverage, a schedule review may occur and 
scheduled shifts may be modified. 

4.15    Vacation - Salaried Employees 

Salaried employees will receive a vacation accrual each month of service. For example, a new full time 
employee will be earning a monthly vacation accrual amount of 8.75 hours per month based on a 35-hour work 
week.  Annual vacation time starts at three (3) weeks of vacation according to the chart below. 

Vacation accruals will be credited to employees on the last day of the month and can be taken when earned.   
 
Offer letters will include information about vacation accrual amounts.  New employees may take vacation as it 
is earned.   

 
Unused vacation leave may be carried over from one calendar year to the next. Carried over vacation leave 
shall not exceed  the equivalent of two weeks of vacation leave unless approved by the Director.  Vacation 
accrued in December should be included in the two weeks of carry over vacation leave. 
 
 

Year Days Hours 

Monthly 

Accrual 

0 15 105 8.75 

1 15 105 8.75 

2 16 112 9.33 

3 16.5 115.5 9.63 

4 17 119 9.92 

5 17.5 122.5 10.21 

6 18 126 10.50 

7 18.5 129.5 10.79 

8 19 133 11.08 

9 19.5 136.5 11.38 

10 20 140 11.67 

11 20.5 143.5 11.96 

12 21 147 12.25 

13 21.5 150.5 12.54 

14 22 154 12.83 
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15 22.5 157.5 13.13 

16 23 161 13.42 

17 23.5 164.5 13.71 

18 24 168 14.00 

19 24.5 171.5 14.29 

20 25 175 14.58 

21 25 175 14.58 

Salaried employees who work 37.5 hours/week or less than 35 hours/week will have this formula adjusted 
accordingly. 

4.16    Vacation Scheduling 

Employees should request vacation time by using the online time and attendance system. Every effort will be 
made to grant vacations requested by employees. Vacation requests should be made as far in advance as 
possible to enable the approval of the maximum number of requested dates; however, a request should be 
made at least ten work days in advance.  Final approval to schedule vacations rests with the employee's 
Supervisor. Minimum staffing levels must be maintained during peak holiday periods. 
 
An employee may request to take more than their maximum rollover into the next year, by making a request in 
writing to the Library Director. 

4.17    Work Schedules and Average Work Day 

Work Schedules 
 
A schedule is maintained for each staff member's assigned hours. Schedules and hours maycan change 
according to the business needs of the Library. 
 
Any staff member may be asked to work evenings, Saturdays and Sundays according to the needs of the 
Library. 
 
Average Work Day 
 
The calculation of the average work day for the benefit of awarding floater time will be as follows: 
 
Average work day is based on total number of hours worked in a two week period, divided by ten (10) days. 
 
Example 1:  Person A works 7 hours per day, 5 days a week.  Total 70 hours divided by 10 for 7 hours. 
Example 2: Person B works 4 days a week, two 6 hour days and two 5 hour days, for a total of 44 hours, 
divided by 10 is 4.4 hours. 

5.0    Performance, Discipline, Layoff, and Termination 

5.1    Disciplinary Process 
 

The Library uses meetings and discussions with employees and the annual performance evaluation process to 
resolve problems with an employee's job performance. Supervisors must document problems in a letter of 
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counseling to an employee following a work performance meeting. If there is inadequate improvement in job 
performance, or an employee has violated Library policies or the terms and conditions of employment, then 
disciplinary action may be a necessary recourse. 
 
The disciplinary process can result in any or all of the following actions, depending on the nature of the 
problem or previous disciplinary actions taken in regard to the problem: 
 
· verbal warning 
 
· written warning 
 
· suspension with pay or without pay for up to two months 
 
· demotion in grade or title 
 
· termination of employment 
 
Any of the above disciplinary actions preceding termination will be documented and put into the employee's 
personnel file.  
 
Employees covered by Section 75 of the Civil Service Law are entitled to a hearing before suspension, 
demotion, or termination can take place. The following employees have rights to a hearing under Section 75 of 
the Civil Service Law: 
 
· permanent competitive employees. 
 
· non-competitive employees with five years of continuous service. 
 
· employees with veteran status as defined in Section 85 of the Civil Service Law. 
 
· employees who are exempt volunteer firefighters as defined in the General Municipal Law. 
 
The Library Director is responsible for seeing that this policy is enforced. 

 

5.2    Open Door Policy 

The Library recognizes that from time to time employees may have concerns about their jobs, Supervisors, co-
workers, or the Library in general. Employees are encouraged to voluntarily discuss these concerns with their 
Supervisor, HR Coordinator, Business Manager or Library Director. The best way to avoid problems is to 
address them when they first arise. The Library will make every effort to address or resolve concerns raised by 
employees. 
 
Discussions with employees will be kept confidential to the extent possible. OThat is, only other employees 
with a business need to know will be told about any discussions. 

5.3    Performance Improvement 

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 
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strengths, and discuss positive, purposeful approaches for meeting goals. 
 
Supervisors at the Library review each employee's performance on an annual basis. The review process gives 
the employee and Supervisor an opportunity for a private review of the employee's performance, workload and 
a frank discussion about anything that would affect working conditions, productivity and the accomplishment of 
the Library's mission. Existing job descriptions will be reviewed and revised to ensure that they are current. 
Periodically, job descriptions may need to be rewritten to reflect changes in the position's duties and 
responsibilities. Employees who disagree with their evaluation and are unable to resolve the situation with their 
Supervisor may attach a written explanation to their performance evaluation. If the employee is not satisfied, 
the may follow the steps outlined in the Employee Problem Solution section of this handbook. 

5.4    Resignation Policy 

Resignations should be submitted in writing to the Library Director. At least 20 working days' notice is desirable 
from professional staff and at least 10 working days' notice from other staff. 
 
All property that belongs to the Library must be returned to the Library by the last day of employment. These 
items include, but are not limited to, computers, thumb drives, keys, payroll swipe cards, security access cards, 
laptops, and files. Any property not returned may be billable to the employee. 
 
Termination 
 
The Library Director has the authority to terminate an employee based upon employee misconduct or poor 
work performance in accordance with Saratoga County Civil Service. Dismissed eligible employees will be paid 
for all accrued vacation leave. There is no compensation for unused sick days or personal leave. 
 
Notice of resignation by the employee is given to the Library Director who informs the Board. Terminations for 
cause are brought by the Library Director to the immediate attention of the Board President. The President 
determines whether or not any action needs full Board approval. 
 
Vacation/Comp Time Pay upon Termination of Employment 
 
When an employee terminates employment for any reason, the awarded yet unused vacation and comp will be 
included in the employee's final paycheck or will be paid out the following payroll period. 
 
Sick and Personal Leave upon Termination of Employment 
 
When an employee terminates employment, the sick leave days for that year, and any accumulated banked 
sick time, will expire and will not be available or paid out. 
 
Re-Employment 
 
The Library values the knowledge and skills that employees develop while working here. The Library is willing 
to rehire former employees provided they left on good terms and meet the requirements for an open position 
and are the best candidate.. Anyone seeking re-employment with the Library must submit an application. 
 
Permanent employees, who were originally appointed from a Saratoga County Civil Service list to a 
competitive position and resign from their position, may request to be reinstated to their former title within one 
year from the date of resignation without taking another examination. If there is an available position, they may 
be reinstated and will not be required to serve a new probation period. 
 
Beyond the one-year period, additional conditions must be satisfied before a former employee may be 
reinstated. The Library must provide documentation or explanation to Saratoga County Civil Service that 
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demonstrates to the satisfaction of the Personnel Officer that the individual requested to be reinstated 
possesses current knowledge and skill in the occupation field to which reinstatement is sought. The individual 
must also satisfy any medical or physical agility tests that may have been required for the original appointment. 

5.5    Exit Interview 

You may be asked to participate in an exit interview, or complete an online exit survey when you leave 
employement with the Clifton Park-Halfmoon Public Library. The purpose of the exit interview is to provide 
management with greater insight into your decision to leave employment; identify any trends requiring attention 
or opportunities for improvement; and to assist tThe Library in developing effective recruitment and retention 
strategies. Your cooperation in the exit interview process is appreciated. 

5.6    Post-Employment References 

Requests for information about a former or current employee from a prospective employer or other outside 
source will be limited to the employee's dates of employment and position title(s). An authorization form will be 
provided to employees upon resignation. When requested to provide additional information to an outside 
source, such information will be provided with the employee's signed authorization and release from all claims 
against the Library for providing such information. The authorization form may be recinded by the former 
employee at any time. 

6.0    General Policies 

6.1    Business Expenses 

Reimbursement of Expenses 
 
There are times when it will be necessary to purchase items on behalf of the Library. Purchases made by an 
employee can be made by using cash. Employees purchasing items for the Library must use a tax exempt 
form so the Library is not charged tax. Employees may not use personal credit cards in conjunction with a 
library tax exempt form. Expenses are to be recorded on an expense reimbursement form with the proper 
receipts stapled to the back of the form. The form with receipts must be given to the Business Manager. When 
possible, it is preferred that the employee use the Library credit card. 
 
Use of Library Credit Card 
 
Employees who need to make purchases on behalf of the Library and need the Library credit card must first 
read and sign the Purchasing Policy and Financial Procedures Credit Card Responsibility and Use form. 

6.2    Business Travel Expenses 

Employees may be reimbursed for reasonable expenses incurred in the course of library business or 
attendance at professional conferences or other continuing education activities that have been pre-approved 
by the appropriate department head and the Library Director.  Receipts are required. 
 
Expenses that maygenerally will be reimbursed include the following: 
 
· Mileage for use of personal vehicles, only when less expensive transportation is not available. 
Reimbursement is at the current maximum rate allowed by the IRS, for the most direct route, plus tolls and 
parking. 
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· Standard accommodation costs for hotels, motels, or similar lodgings. Non-profit, government or group rates 
should be requested whenever possible. 
 
· Meal allowances for travel or conferences will be calculated at the current GSA meal rates. 
 
· If a meal is included with conference registration, the reimbursement will not include that meal. 
 
· Airfare or train fare for travel in coach or economy class or the lowest available fare. 
 
· Car rental fees, for compact or economy. Authorization for reimbursement of a rental vehicle must be 
obtained prior to the start of travel. 
 
· Shuttle or airport bus service fees; costs of public transportation for other ground travel. 
 
· Tips and gratuities. 

6.3    Computer Security and Copying of Software 

Computer and technology resources (including but not limited to computers, tablets, e-readers, phones or 
other mobile devices, software, network, electronic mail system, telephone systems, website, Internet 
applications and social media sites or services) are provided by the Library to employees to support the 
delivery of services and to support the continuing education and professional development of employees. 
 
All employees who require access to the staff network will be required to annually agree to and sign the JA 
(Joint Automation) information security policy. 
 
Library equipment may not be removed from the building without prior written authorization from the Library 
Director or designeate. 
 
Only library system and vendor equipment necessary for library operations will be connected to the Library's 
wired networks. 
 
Employees may not introduce software from any outside source without explicit prior authorization by the 
Library Director or designeeate. Only software that serves a business purpose will be installed on library 
computers. 
 
Employees should maintain the confidentiality and security of usernames and passwords, and not disclose 
these to unauthorized individuals or leave them visible or easily accessible. 
 
Employees are responsible for maintaining the confidentiality of employee and patron information stored on the 
Library's computer systems and therefore must follow the following procedures: 
 
· Employees working on public service desks must logon to Polaris with their own individual username and 
password. 
 
· Employees must log off from Polaris at the end of their shift 
 
·. 
 
· All staff computers must be locked or logged off at the end of a shift and at closing. 
 
Employees are responsible for their behavior and communications in the use of all technical resources and to 
use such technical resources in a professional manner, consistent with their appointed responsibilities. 
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Inappropriate use shall result in disciplinary actions. Questions about compliance should be directed to the 
Library Director. 

6.4    Employee Privacy 

Employee files and the personal information they contain are considered to be confidential by the Library. The 
Library recognizes that release of this personal information could lead to identity theft or violations of federal 
and state laws. As such, the Library will limit disclosure of any information in employee files to situations in 
which the Library determines release of the information is necessary due to business or legal reasons. In 
situations where the request for disclosure is not supported by a business or legal reason, disclosure of 
employee information will generally be limited to those circumstances in which an employee or former 
employee has signed a written consent form agreeing to the disclosure. 
 
Employees who, because of their job duties, have access to personnel files will be expected to maintain the 
confidentiality of this personal information in those files or be subject to disciplinary action for an unwarranted 
disclosure. 

6.5    Employee Problem Solution 

Personnel problems not solved by reference to written policies or procedures should be brought to the 
attention of Supervisory personnel as soon as possible., before they develop into grievances that could be 
harmful to morale. Any difficulty should be discussed promptly and privately with the employee's Supervisor. If 
it cannot be settled at that level, the employee may consult with the HR Coordinator or Director. If the 
employee still feels aggrieved, he or she may then bring the situation to the Board of Trustees Personnel 
Committee, and may further request a meeting with the Executive Committee, consisting of the President, Vice 
President and Treasurer. 
 
The HR Coordinator, Supervisors and the Library Director are responsible for maintaining a work climate that 
serves to obviate the occurrence of personnel problems insofar as practical, and for quickly responding to any 
expressed or discerned problems that do arise. 

6.6    Employer Sponsored Training 

Staff Development Day 

The Board feels strongly that staff development is a key ingredient towards professional excellence. One day is 
set aside annually for this purpose. Staff attendance is strongly encouraged. All staff are paid for in person 
attendance or online attendance, if it is an option. 
 
Staff Meetings 
 
The Library has regularly scheduled staff meetings to (1) pPromote communication between administration 
and staff, and among staff members, (2) encourage staff to identify issues which need attention and initiate 
changes, and (3) inform the staff of plans, policies and decisions of the Board which are appropriate to the 
staff. Staff meetings are held once a month. Staff members are encouraged to submit items for the agenda. 
The Library Director or an Assistant Library Director schedules the meetings and prepares an agenda. All staff 
members are strongly encouraged to attend in person or online . Acceptable reasons for non-attendance are 
illness, vacation, other gainful employment or school. Staff members not present are provided the recording to 
watch. 
 
Hourly employees will clock in and out using their payroll swipe card so they will be paid for the meeting. If the 
meeting ends early, their Supervisor should round their time up to show no less than one hour of attendance. 
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Salaried employees will indicate the amount of time the employee attended the meeting above and beyond 
regularly scheduled hours & indicate if pay or comp time is preferred. 
 
Continuing Education and Staff Development 
 
The Library encourages additional education and training in order to broaden professional knowledge and is 
committed to having a well trained workforce. Training plans will be developed based on an employee's job 
requirements, experience, and education needs for a particular position. Staff members are encouraged to 
attend appropriate training and development opportunities and conferences as long as these do not interfere 
with efficient library services. 
 
Training and the expenses involved must be pre-approved by the employee's Supervisor and the Library 
Director. Pre-payment and/or reimbursement for expenses will be based on the Library's policy on business 
travel expenses. 
 
Employees are responsible for sharing information learned as appropriate. 

6.7    Patron Problems and Complaints 

Occurrences of significant dissatisfaction expressed by or seen in the attitude of Library users are, is reported 
to the Board. A written Incident Statement is prepared online, via Intranet, by any employee or Supervisory 
employee who becomes aware of unsatisfactory client contact. If several employees are involved, one may 
write the report for all.  The Library staff's actions and recommendations for resolution of the problems are also 
included. All employees are responsible for maintaining good relations with the public being served. 
Employees are expected to recognize, understand, and report signs of patron dissatisfaction in the form of 
written reports submitted online. The Library Director has the ultimate responsibility to ensure compliance. with 
this policy. 

6.8    Personal Appearance 

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the 
business image the Library presents to the public. The Library seeks to present a positive business-like 
appearance through its employees. Employees are expected to be clean and well-groomed at all times and 
dress in a manner appropriate for their jobs. For instance, open toed shoes are not appropriate when shelving 
materials as falling objects could cause injury. 

6.9    Personal Cars and other Vehicles 

In the course of a normal workday, employees may be required to use their personal cars on Library business, 
such as to travel to another location, pick up presenter's, supplies, or make deliveries for the Library. Use of a 
personal vehicle must be approved in advance and should occur rarely. The Library requires that employees 
who use their personal vehicles for work-related tasks, possess current licenses necessary to operate the 
vehicle, and that the vehicle be fully insured, even if not required by state or local law. 
 
If an employee on duty is involved in a motor vehicle accident, such accident must be reported as soon as 
reasonabley possibleimmediately to the HR Coordinator, Business Manager or Director, in writing. 

6.10    Personal Cell Phone/Mobile Device Use 

The Library recognizes that many employees have cell phones that they bring to work. The use of such 
cellphones, however, must not interfere with an employee's duties or performance. An employee whose cell 
phone use becomes disruptive or interferes with the employee's or co-worker's ability to do their job, will be 
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asked not to utilize their phone unless on breaks and in a private area or outside the building. Cellphones are 
not to be used while driving unless the appropriate hands-free devices are being utilized by the employee and 
all other laws regarding such use are complied with. 

6.11    Personal Data Changes 

Personnel files are business records of the Library and remain the sole property of the Library. If your personal 
data changes, you may log in to the Library's payroll system and update your information. 
 
The Library maintains three employee files for each employee: 

1. A personnel file is maintained for each employee. The personnel files contain confidential documents 
and are managed and maintained by the business office staff. Typical documents in a personnel file 
include the employment application, documented disciplinary action history, a resume, employee 
handbook and confidentiality sign-off sheets, current personal information, and job references. Not all 
personnel files contain the same documents but each personnel file has some documents that are the 
same. Only personnel who have a legitimate reason to review information in this file will be allowed to 
do so. 

2. Protected employee files are also maintained; these files contain documents with social security 
numbers including the Civil Service forms, compensation changes, direct depsit forms, emergency 
contact information and NYSLRS enrollment and waiver forms.  a history of the employee's jobs, 
departments, compensation changes, and so on. 

3. An employee medical file is also maintained. The contents of the medical file are not available to 
anyone except business office designated staff and the employee whose records are retained in the 
file. Medical files receive the highest degree of safe storage and confidentiality. 

4. In addition to the above, there are I-9 files and Wage Theft Protection files in these safely stored and 
protected files. 

An employee may view his or her personnel file by contacting the Library Director, Business Manager or HR 
Coordinator during normal business hours. No employee may alter or remove any document in his or her 
personnel file which must be viewed in the presence of the Business Manager or Library Director. 

6.12    Restraining Order 

Employees should promptly inform Supervisors and the HR Coordinator of any protective or restraining order 
that they have obtained that lists the workplace as a protected area. Employees are encouraged to report 
safety concerns with regard to anyone mentioned in the restraining order(s). An appropriate plan of action will 
be developed depending on the circumstance of the restraining order. 

6.13    Retirees 

To be considered for retirement, an Employee must be at least 55 years of age and have at least 10 years of 
service with the Library. 
 
Health Benefits for Retirees (For employees hired prior to January 1, 2024) 
 
The Library will contribute toward eligible retiree's health benefits provided the retiree participated in the library 
group health insurance plan at the time of retirement and fits one of the following criteria: 
 
· For an employee retiring at age 55, or older, with at least 15 years of service, the Library will pay 25% of the 
individual insurance premium provided through the Library group health plan. 
 

http://humanresources.about.com/od/legalissues/qt/personnel-file.htm
http://humanresources.about.com/od/glossaryp/g/payroll-file-contents.htm
http://humanresources.about.com/od/glossarym/g/medical-file-contents.htm
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· For an employee retiring at age 55, or older, with at least 20 years of service, the Library will pay 50% of the 
individual insurance premium provided through the Library group health plan. 
 
· For administrators (Library Director, assistant Library Director, Business Manager, and department heads) 
retiring with at least 10 years of service, the Library will pay 50% of the individual insurance premium provided 
through the Library group health plan. 
 
The retiring employee's medical benefits will be either the health plan offered to employees, or if the employee 
is Medicare eligible, the Library will provide coverage to the retiree through the Library's Medicare group health 
plan. Because insurance companies terminate coverage at the end of every policy year, the Library must 
choose a new plan for employees and retirees. Any change in plan may affect benefits, premiums and/or costs 
to the employee and Library. 
 
Retirees are responsible for paying the retiree portion of the group insurance premiums and must send a check 
to the Business Manager by the first of every month. The Library has a right to collect a 2% administration fee 
from the retiree if the payment is received by the Business Manager after the first of the month. If the payment 
is not received by the first of the next month, the retiree will be dropped from the group health insurance plan. 
 
Health Benefits for Retirees (For employees hired after January 1, 2024) 
 
Eligible employees hired prior to January 1, 2024 will be offered the original retirement health benefit or the 
new retirement health benefit. Employees hired on or after January 1, 2024 will be offered the new health 
retirement benefit. 
 
The Library will contribute toward eligible retiree's health benefits provided the retiree participated in the library 
group health insurance plan for at least 12 months prior to the time of retirement according to the following 
criteria: 
 
· For an employee retiring at age 55, or older, with at least 20 years of FTE service, the Library will pay the 
current percent approved by the Board for the individual insurance premium provided through the Library group 
health plan. 
 
· No spousal or dependent health insurance will be provided for retirees. 
 
The retiring employee's medical benefits will be either the health plan offered to employees, or if the employee 
is Medicare eligible, the Library will provide coverage to the retiree through the Library's Medicare group health 
plan.   Because insurance companies terminate coverage at the end of every policy year, the Library must 
choose a new plan for employees and retirees.  Any change in plan may affect benefits, premiums and/or 
costs to the employee and Library. 
 
Retirees are responsible for paying the retiree portion of the group insurance premiums and must send a check 
to the Business Manager by the first of every month.  The Library has a right to collect a 2% administration fee 
from the retiree if the payment is received by the Business Manager after the first of the month.  If the payment 
is not received by the first of the next month, the retiree will be dropped from the group health insurance plan. 

6.14    Smoking/Vaping Policy 

Smoking and/or vVaping are not permitted in the Library facility or on Library property. 

6.15    Social Media 

At Clifton Park-Halfmoon Public Library, we recognize the Internet provides unique opportunities to participate 
in interactive discussions and share information using a wide variety of social media. However, use of social 
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media also presents certain risks and carries with it certain responsibilities. To minimize risks to the Library, 
you are expected to follow our guidelines for appropriate use of social media. 
 
This policy applies to all employees who work for the Library. 

Guidelines 

For purposes of this policy, social media includes all means of communicating or posting information or 
content of any sort on the Internet, including to your own or someone else's web log or blog, journal or diary, 
personal website, social networking or affinity website, web bulletin board or a chat room, whether associated 
or affiliated with the Library, as well as any other form of electronic communication. 
 
Library principles, guidelines, and policies apply to online activities just as they apply to other areas of work. 
Ultimately, you are solely responsible for what you communicate in social media. You may be personally 
responsible for any litigation that may arise should you make unlawful defamatory, slanderous, or libelous 
statements against any patron, manager, owner, or employees of the Library. 

Know and Follow the Rules 

Ensure your postings are consistent with these guidelines. Postings that include unlawful discriminatory 
remarks, harassment, and threats of violence or other unlawful conduct will not be tolerated and may subject 
you to disciplinary action up to and including termination. 

Be Respectful 

The Library cannot force or mandate respectful and courteous activity by employees on social media during 
nonworking time. If you decide to post complaints or criticism, avoid using statements, photographs, video, or 
audio that reasonably could be viewed as unlawful, slanderous, threatening, or that might constitute unlawful 
harassment. Examples of such conduct might include defamatory or slanderous posts meant to harm 
someone's reputation or posts that could contribute to a hostile work environment on the basis of race, sex, 
disability, age, national origin, religion, veteran status, or any other status or class protected by law or Library 
policy. Your personal posts and social media activity should not reflect upon or refer to the Library. 

Maintain Accuracy and Confidentiality 

When posting information: 

 Do not create a link from your personal blog, website, or other social networking site to twebsite that 
identifies you as speaking on behalf of the Library. 

 Never represent yourself as a spokesperson for the Library. If the Library is a subject of the content you 
are creating, do not represent yourself as speaking on behalf of the Library. Make it clear in your social 
media activity that you are speaking on your own behalf. 

 Respect copyright, trademark, third-party rights, and similar laws and use such protected information in 
compliance with applicable legal standards. 

Using Social Media at Work 

Do not use social media while on your work time, unless it is work related as authorized by your manager or 
consistent with policies that cover equipment owned by the Library. 

Media Contacts 

If you are not authorized to speak on behalf of the Library, do not speak to the media on behalf of the Library. 
Direct all media inquiries for official Library responses to the Director. 



 

25 

Retaliation and Your Rights 

Retaliation or any other negative action is prohibited against anyone who, based on a reasonable belief, 
reports a possible deviation from this policy or cooperates in an investigation. Those who retaliate against 
others for reporting a possible deviation from this policy or for cooperating in an investigation will be subject to 
disciplinary action, up to and including termination. 
 
Nothing in this policy is designed to interfere with, restrain, or prevent employees from communications 
regarding wages, hours, or other terms and conditions of employment, or to restrain employees in exercising 
any other right protected by law. All employees have the right to engage in or refrain from such activities. 

6.16    Standards of Service 

The Library serves the community by providing informational resources to meet diverse educational, cultural, 
and recreational needs. To efficiently and effectively deliver library and information services, the Library staff 
must place highest priority on providing courteous, timely and accurate responses to patrons' requests. All 
persons regardless of age, social standing, or any other factor, receive equal attention. Suggestions for 
improving library service are sought and openly received whether originating from staff members or patrons. 
Supervisors are to forward suggestions to the Library Director. The Library Director is responsible for setting, 
and maintaining, and enforcing proper standards for the Library staff, and for enforcing the intent of this Policy. 

6.17    Third Party Disclosures 

From time to time, Clifton Park-Halfmoon Public Library may become involved in news stories or potential or 
actual legal proceedings of various kinds. When that happens, lawyers, former employees, newspapers, law 
enforcement agencies, and other outside persons may contact our employees to obtain information about the 
incident or the actual or potential lawsuit. 
 
If you receive such a contact, you should not speak on behalf of the Library and should refer any call 
requesting the position of the Library to the Library Director. If you have any questions about this policy or are 
not certain what to do when such a contact is made, contact the Library Director. 

6.18    Unpaid Administrative Leave 

An employees who is arrested or convicted of a crime, must report such arrest or conviction to the Library 
Director or Business Manager immediately. Depending upon the circumstances, the employee may be placed 
on administrative leave until the matter for which the individual was arrested is resolved. Once the employee 
produces documentation of how the matter was resolved, the Business Manager will contact the employee 
about returning to work. 

6.19    Use of Library Technology 

All technology resources and all communications created on, received by, stored on or transmitted through 
those systems are the sole property of the Clifton Park-Halfmoon Public Library. As such, employees should 
not maintain any expectation of privacy relating to these devices. The Library reserves the right, to the extent 
permitted by law, to monitor all Internet and email traffic, and retrieve and read any messages or data 
composed, sent or received through online connections and stored on the Library's computer systems. 
 
Data that is composed, transmitted, or received via the Library's computer communications systems (whether 
via the Internet or through email) may be considered part of the official records of the Library, and, as such, 
subject to disclosure to law enforcement or other third parties, possibly through a freedom of information 
request. Consequently, employees should always ensure that the business information contained in email 
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messages and other transmissions is accurate, appropriate, ethical and lawful. Do not assume that email 
messages are less permanent than written letters, memos or reports. When writing email, always assume that 
your messages may someday become available to third parties. 
 
The Library makes no warranties of any kind, whether expressed or implied, for the technology services it is 
providing. While the Library will make every effort to preserve data, the responsibility for it lies with the 
employees. The Library will not be held responsible for any damages staff may suffer, including but not limited 
to, loss of data resulting from delays, non-deliveries, or service interruption caused by its own negligence or 
staff error or omissions. The Library specifically denies any responsibility for the accuracy or quality of 
information obtained through its technology resources. All employees must fully understand that the use of any 
information obtained through the Internet is at their own risk. 
 
Anti-Virus and malware software is installed on all Library computers and scans are scheduled regularly. 
Employees must not interfere with the scanning processes and should notify IT staff immediately of all security 
related messages appearing on Library computers. The Library cannot guarantee that all viruses or malware 
will be stopped and therefore caution should be used when transferring files to personal computers. Viruses 
frequently come from email and employees must use caution when opening email attachments and when 
downloading files or accessing flash drives. Flash drives or other removable storage of unknown origin may not 
be accessed on Library computers. 
 
The Library email system should not be used as a substitute for a business record file management system. 
Employees should not assume that any emails sent or received by them will be indefinitely available for 
retrieval from Library's servers. The Library may backup and save email records, but due to space limitations 
these records will be archived only for a short period. Moreover, this policy is secondary to the Library's record 
retention policies. Accordingly, all employees are responsible for reviewing and saving all business records, 
including email attachments, as a hard copy or in some other format, in conformity with the retention periods 
set forth in applicable record retention policy. 

6.20    Volunteers 

The Library recognizes that volunteers are a valuable resource who support and enhance the activities 
performed by paid staff. They provide a positive bridge between the community and the Library and often serve 
as advocates for the Library. By offering volunteer positions the Library also creates opportunities for 
community members to achieve personal satisfaction in providing important service to the Library. 
 
Volunteers are considered representatives of the Library and as such are subject to the same work and 
behavior codes as paid staff, especially those that relate to patron privacy and confidentiality. Volunteers serve 
on an "at will" status and the Library has the right to terminate the volunteer's working association with the 
Library at any time. 
 
Persons interested in volunteering are required to fill out a Volunteer Application which will be sent to the 
appropriate Supervisor based on the skills/interests of the applicant. Supervisors will review applications and 
make decisions based on current need. Volunteers may be asked to submit to a background check, sign the 
sexual harassment prevention policy, and provide references, particularly if they are working with children. In 
some cases volunteers will also be interviewed to better determine their interest and levels of experience. 
 
The Library reserves the right to limit the number of volunteers that are accepted and the number of hours per 
volunteer. 
 
There is a separate enrollment process for youth volunteers in the Summer Reading Program requiring online 
registration. 
 
Youth volunteers under the age of 18  and also require parental permission to perform service hours at the 
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Library, and must provide emergency contact information 
 
The Library accepts volunteers requiring court-ordered community service at the discretion of the Library 
Director. 

6.21    Working with Vendors 

No officer or employee shall directly or indirectly solicit or receive any money, whether in the form of cash, 
check, loan, credit, or any other form in any amount, or solicit any gifts, or accept or receive any individual 
annual gift, having a value of seventy-five dollars or more, whether in the form of services, loan, travel, 
entertainment, hospitality, thing or promise, or any other form, under any circumstances in which it could be 
reasonably inferred that the money or gift was intended to influence or could be reasonably expected to 
influence him/her in the performance of official duties or was intended as a reward for any official action. 
 
Upon hiring, all employees must read the Library's Conflicts of Interest policy and sign the attestation. 

6.22    Workplace Monitoring 

As part of its program to control theft, vandalism, and inappropriate behavior from patrons and vendors, the 
Library has installed video surveillance cameras at various locations inside and outside the facility to monitor 
activity at each entrance and exit as well as the parking lot. Although directed primarily at protecting the facility 
and identifying those who violate trespass laws when the facility is closed, the cameras operate 24 hours a 
day, 7 days a week. Employees who are caught on video violating any Library policies or procedures or 
misappropriating property of the Library, its patrons, vendors or employees will be subject to disciplinary action, 
up to and including termination. 
 
The Library does not intend to monitor employees in areas such as restrooms, employee lounges, or lactation 
areas. The Library reserves the right to place other cameras throughout the facility, without notifying 
employees of their installation or location. 

6.23    Workplace Privacy and Right to Inspect 

Clifton Park-Halfmoon Public Library property, including but not limited to lockers, phones, computers, tablets, 
desks, work place areas, vehicles, or machinery, remains under the control of the Library and is subject to 
inspection at any time, without notice to any employees, and without their presence. 
 
You should have no expectation of privacy in any of these areas. We assume no responsibility for the loss of, 
or damage to, your property maintained on library premises including that kept in lockers and desks. 

6.24 Telecommuting 

Telecommuting allows employees to work remotely for all or part of their workweek. The Clifton Park-Halfmoon 

Public Library considers telecommuting to be a viable, flexible work option when both the employee and the job 

are suited to such an arrangement. Telecommuting may be appropriate for some employees and jobs but not 

for others. Telecommuting is not an entitlement, it is not a Library-wide benefit, and it in no way changes the 

terms and conditions of employment with the Library. 

Telecommuting can be informal, such as working from home for a short-term project or on the road during 

business travel, or a formal, set schedule of working away from the office as described below.  
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Any telecommuting arrangement made will be on a trial basis and may be discontinued at the request of either 

the telecommuter or the Library. Every effort will be made to provide notice of such change to accommodate 

commuting, child care, and other issues that may arise from the termination of a telecommuting arrangement. 

There may be instances, however, when no notice is possible. 

Eligibility 

Only exempt (i.e., not subject to the overtime provisions of the Fair Labor Standards Act) employees are 

eligible to be considered for regular, occasional and emergency telecommuting. Non-exempt employees are 

eligible for occasional and emergency telecommuting where their function is appropriate to continue Library 

functions, operations, and services. Eligibility may also be adjusted for an employee who requests a 

reasonable accommodation for a disability. 

Before entering into any telecommuting arrangement, the employee and supervisor, with the assistance of the 

Library Director and/or Business Manager, will evaluate the suitability of such an arrangement taking into 

consideration, among other things,  job duties and responsibilities, scheduling and on-site requirements, 

employee work and performance history, equipment and workspace needs, security issues, tax and legal 

implications, or  any other relevant facts.   

If the employee and supervisor agree, and the Library Director concurs, a draft telecommuting agreement will 

be prepared and signed by all parties. 

Evaluation of telecommuter performance will include regular interaction by phone and email between the 

employee and the supervisor, and regular face-to-face meetings to discuss work progress and problems. 

An appropriate level of communication between the telecommuter and supervisor will be agreed to as part of 

the eligibility discussion process. The telecommuter and supervisor will communicate at a level consistent with 

employees working at the Library or in a manner and frequency that is appropriate for the job and the 

individuals involved. 

Regular, Occasional, and Emergency Telecommuting 

There are three types of telecommuting: regular, occasional, and emergency. 

 Regular Telecommuting.  The employee will have an established, predictable schedule. For example: 

Tuesdays and Thursdays, or every other Wednesday. Another form of regular telecommuting could be 

for an entire workweek(s) but only for a limited period of time. The regular telecommuting days and the 

duration of the telecommuting arrangement, if for a limited period of time, are identified and agreed to at 

the outset and are specified in the Telecommuting Agreement. They may be changed upon agreement 

between the employee and the supervisor. Employees may be required to be available during core 

business hours to enhance communications and member library support. 

 Occasional Telecommuting. This is characterized by situations when an employee will telecommute 

sporadically, generally on an as-needed basis. Examples of occasional telecommuting are instances 

when an employee might not have transportation to work or times of extremely inclement weather. 

Because occasional telecommuting will only occur once in a while, departments should keep that in 

mind when evaluating the employee’s and the position’s suitability. To handle an occasional 

telecommuting scenario, the department and employee can establish the parameters of the 
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telecommuting arrangement in advance, such as identifying the telecommuting location and specifying 

how often the employee is expected to check email and return phone calls on telecommuting days. 

 Emergency Telecommuting. This is a one-time-only arrangement whereby, during a crisis or 

emergency situation at the Library, the employee telecommutes because his or her job responsibilities 

must still be fulfilled to provide for continuity of operations. Examples of a crisis or emergency situation 

are a pandemic, natural disaster, weather emergency, or other situation that presents a significant 

overall threat to the Library staff and facilities.  

 

 

Equipment  

On a case-by-case basis, the Library will determine, with information supplied by the employee and the 

supervisor, the appropriate equipment needs (including hardware, software, modems, phone and data lines 

and other office equipment) for each telecommuting arrangement. The supervisor and IT Department will serve 

as resources in this matter. 

Equipment supplied by the library will be maintained by the library. Equipment supplied by the employee, if 

deemed appropriate by the organization, will be maintained by the employee. The Library accepts no 

responsibility for damage or repairs to employee-owned equipment. The Library reserves the right to make 

determinations as to appropriate equipment, subject to change at any time. Equipment supplied by the Library 

is to be used for business purposes only. The telecommuter must sign an inventory of all Library property 

received and agree to take appropriate action to protect the items from damage or theft. Upon termination of 

employment, all Library property will be returned to the Library, unless other arrangements have been made. 

The Library will supply the employee with appropriate office supplies (pens, paper, etc.) as deemed necessary. 

The Library may reimburse the employee for other business expenses (mailing letters or packages, etc.) that 

are reasonable incurred in carrying out the employee’s job.  

The employee will establish an appropriate work environment within his or her home for work purposes. The 

Library will not be responsible for costs associated with the setup of the employee’s home office, such as 

remodeling, furniture or lighting, nor for repairs or modifications to the home office space. 

Security 

Consistent with the Library’s expectations of information security for employees working at the Library, 

telecommuting employees will be expected to ensure the protection of library business and patron information 

accessible from their home office. Steps include the use of locked file cabinets and desks, regular password 

maintenance, any other measures appropriate for the job and the environment. 

Safety 

Employees are expected to maintain their remote workspace in a safe manner, free from safety hazards. 

Injuries sustained by the employee while working at a remote location  and in conjunction with his or her 

regular work duties may be covered by the Library’s workers’ compensation policy. Telecommuting employees 
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are responsible for notifying their supervisor of such injuries as soon as practicable. The Library is not liable for 

any injuries sustained by visitors to the employee’s remote worksite. 

Caregiving 

Telecommuting is not designed to be a replacement for appropriate family care. Although an individual 

employee’s schedule may be modified to accommodate family care needs, the focus of the arrangement must 

remain on job performance and meeting business demands. Prospective telecommuters are encouraged to 

discuss expectations of telecommuting with family members prior to entering a trial period. 

Time Worked 

Telecommuting employees will be required to accurately record all hours worked using the Library’s 

timekeeping system.  For those who are not exempt from the overtime requirements of the Fair Labor 

Standards Act, hours worked in excess of those scheduled per day and per workweek require the advance 

approval of the telecommuter’s supervisor.   Failure to comply with this requirement may result in the 

immediate termination of the telecommuting agreement. 

Ad Hoc Arrangements 

Other informal, short-term arrangements may be made for employees on family or medical leave to the extent 

practical for the employee and the Library and with the consent of the employee’s health care provider, if 

appropriate. 

All informal telecommuting arrangements are made on a case-by-case basis, focusing first on the business 

needs of the Library. 

Procedure 

Complete the following forms and submit a copy to your supervisor: 

1. Telecommuting Agreement (see appendix) 

 

 

7.0    Benefits 

7.1    Optional Retirement Savings Plans Plan 

403(b) Plan 
 
Employees are eligible to participate in the Library sponsored 403(b) investment plan. This plan enables 
salaried employees to defer a portion (determined by current IRS legislation) of their compensation from 
current federal and New York State income taxation. The tax-deferred contributions accumulate until 
distributed, generally during retirement. Employees wishing to participate in the 403(b) plan will need to getmay 
obtain a plan booklet from the Business Manager to enroll in the plan. For more information, contact the 
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Business Manager. 
 
457(b) 
 
Employees are eligible to participate in the Library sponsored 457(b) retirement savings plan. This plan is a 
voluntary retirement savings plan offered by New York State and your employer, to allow public employees like 
you to put aside money from each paycheck toward retirement. The Plan can help bridge the gap between 
what you have in your pension and Social Security, and how much you'll need in retirement. The Plan offers 
both traditional pre-tax and Roth 457(b) accounts to provide you with retirement savings choices. 
 
The Plan is a voluntary retirement savings plan that provides quality investment options, investment 
educational programs and related services to help State and local public employees achieve their retirement 
savings goals. click here to learn more https://www.nysdcp.com/rsc-web-preauth/about 
 
The Plan can be easily adopted. You can: 

 Call the HELPLINE at 1-800-422-8463 and an Account Executive will help you 

 Or you may meet with an Account Executive to set up the Plan 

7.2    Bereavement Leave 

Only salaried employees are eligible for paid bereavement leave. Up to 5 days leave will be granted, in the 
event of the death of an immediate family member (see section 2.3 Definitions), for bereavement leave. 
Bereavement leave days may be taken consecutively or be split, as needed. The Library also acknowledges 
other family members (aunts, uncles, cousins) and allows for up to 2 days leave. 
 
Employees may be required to provide documentation of the date of death and/or of the date of the funeral or 
memorial service in order to be eligible for paid leave or in order to use other accrued time. If the employee 
does not provide requested documentation within three days after returning from leave, the time will be 
considered unpaid leave. 

7.3    COBRA 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives workers who work for employers 
with 20 or more employees and their families the right to continue to purchase group health insurance for 
limited periods of time when they would otherwise lose coverage due to certain events. Qualifying events 
include voluntary or involuntary job loss, reduction in hours, transition between jobs, death, divorce and other 
life events. 
 
Qualified individuals may be required to pay up to 102% of the premium cost. The length of time that a person 
may have federal COBRA coverage depends on why the person is losing coverage and can be from 18 to 36 
months. 
 
Contact the HR Coordinator or Business Manager to learn more about your COBRA rights. 

7.4    Compensatory Time and Overtime Pay 

On occasion a salaried staff member may be asked to work hours in excess of their normal work week. At the 
discretion of the Supervisor, tThe salaried staff member will be paid  for those excess hours or can earn 
compensatory time. If you are nonexempt, you may qualify for overtime pay.  All overtime must be approved in 
advance by your supervisor. The supervisor requesting the excess hours is responsible for making every effort 

https://www.nysdcp.com/rsc-web-preauth/about
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to schedule such work as far in advance as possible with due regard for its impact on employees and the 
service need of our patrons.   

Any unscheduled compensatory time earned prior to December 1st, will be paid out with the last pay check of 
the year in an effort to avoid compensatory time carryover.  Time earned in December may be carried over in 
to January. 

 

 
 
Government workers, including nonexempt Library employees, can earn compensatory time in lieu of overtime 
pay.  The decision as to whether an employee receives overtime pay or compensatory time will be made by 
the employee and supervisor before the time is allocated to the employee.  
Exempt employees are not, by law, entitled to overtime, however the Library will allow compensatory time or 
pay to be awarded equal to the excess number of hours worked. 

Unless otherwise required or exempted by law, overtime pay of one and one-half times your regular rate of pay 
is paid for any hours worked in excess of 40 hours in a workweek.  Holidays, vacation days, and sick leave 
days do not count as time worked for computer compensatory overtime.   

Government workers, including nonexempt Library employees, can earn compensatory time in lieu of overtime 
pay.  The decision as to whether an employee receives overtime pay or compensatory time will be made by 
the employee and supervisor before the time is allocated to the employee.  
Exempt employees are not, by law, entitled to overtime, however the Library will allow compensatory time or 
pay to be awarded equal to the excess number of hours worked. 

At certain time the Library may require you to work time beyond your regular work day.  The supervisor 
requesting overtime is responsible for making every effort to schedule such overtime work as far in advance as 
possible with due regard for its impact on employees and the service need of our patrons. 
 
Any unscheduled compensatory time earned prior to December 1st, will be paid out with the last pay check of 
the year in an effort to avoid compensatory time carryover.  Time earned in December may be carried over in 
to January. 

7.5    Credit Union Membership 

Library employees are eligible to participate in banking and financial services at area Federal Credit Unions. 
The benefits of a credit union includes lower fees or no fees for checking accounts and ATM access, lower 
APR on most loan types and better rates of return on savings accounts and certificates of deposit. For more 
information please see the HR Coordinator. 

7.6    Dental Insurance 

Salaried employees have the option of being covered under the Library's dental insurance plan. Enrollment is 
one time a year, unless the employee has a qualifying event that makes the employee or their dependents 
eligible. The health plan is a pre-tax premium plan. 
 
Salaried employees who wish to opt out of the Library's dental insurance plan must sign a waiver of Health 
Insurance Benefits form. 
 
The Library contributes 60% of the rate toward dental insurance. The Board of Trustees will set the contribution 
amount each calendar year and employees will be notified of any change that will be effective at the next 
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insurance renewal. The contributions toward employee benefits are part of the Library's overall budget and 
must be passed in the annual budget vote. 
 
Hourly employees are not eligible for the Library's insurance benefit program. 
 
Employee contributions toward dental coverage will be deducted bi-weekly through payroll. Employees will be 
notified, in writing, of the premium costs, plan details and amount of money to be deducted through payroll. 
Employees who are on FMLA leave are responsible for paying their portion of the insurance premiums. 
Payment must be received by the Business Manager before the first of every month that the employee is out of 
work. The Library has a right to collect a 2% administration fee from the employee if the payment is received 
by the Business Manager after the first of the month. After 45 days of non-payment the employee will be 
dropped from the group health insurance plan. 
 
The Library reserves the right to amend, modify or terminate any of the benefits not mandated by law, at any 
time, in its sole discretion. 

7.7    Discounts on Personal Book Purchases 

Employees are able to purchase books at a discounted rate. All book purchases are subject to New York State 
sales tax. See the Business Manager for details. 

7.8    Donated Leave Bank 

The Library recognizes that there may be situations in which, due to hardships, employees may not have 
sufficient paid leave time to take time off from work. The Library also recognizes that some employees desire 
to donate some of their accrued, paid leave time to other employees in such situations. Accordingly, the Library 
has established a Donated Leave Bank that may be accessed by eligible employees who have exhausted their 
own paid leave time. Employees can donate as much paid leave time to the bank as they have accrued at year 
end. Unless the donee returns the banked time, that leave time cannot be returned to the donating employee. 
The Library will accept donations to the Donated Leave Bank for a specific employee up to a maximum of 4 
weeks of the donee's scheduled hours. 
 
Employees who meet the following criteria will be eligible to apply to use donated leave time: 
 
1. Must be a salaried employee 
 
2. At least five years' continuous employment. 
 
3. Has exhausted accrued paid leave. 
 
4. Is still eligible for employment. 
 
5. Is not on probation. 
 
At the Library Director's discretion, eligible employees may apply to receive up to 4 weeks donated leave. 
 
Employees may donate all or part of their accrued paid leave time by completing a donation request form.  

7.9    Employee Assistance Program (EAP) 

The Employee Assistance Program (EAP) is available to all employees, employee spouse or domestic partner, 
and children up to age 26. Eligibility begins the first day of employment and ends on the last day of 



 

34 

employment. 
 
EAP services are free and confidential. They include a limited number of counseling sessions, legal referrals, 
financial referrals, and workshops. EAP generally assists employees with preventing or solving personal or 
work-related problems. The EAP also serves as a resource to Managers and Supervisors to assist in the 
identification and intervention of work performance issues. 

7.10    Employer-Sponsored Disability Benefits 

The Library provides a New York State short-term disability (STD) benefits plan to full and part-time employees 
who are unable to work because of an off-the-job qualifying disability due to an injury, illness or pregnancy. 
Students who work part-time after school or during their regular vacation periods are not covered. 
 
Payments may commence after the employee has missed seven (7) calendar days of work. Employees may 
elect to use any accrued sick time, vacation or personal time off for illness or injury, but payments under this 
policy will not begin until the 8th day of disability. 
 
If a disability is the result of an automobile accident and the employee filed a claim for no-fault benefits, the 
employee must also file a claim for disability benefits. If the employee does not apply for disability benefits, the 
no-fault insurer may reduce no-fault payments. If an employee is determined not entitled to disability benefits, 
the employee must immediately advise the no-fault insurance carrier. 
 
Disability payments will be made from a third-party insurance carrier and will be considered taxable income. In 
order to receive short term disability benefits, the employee must provide medical certification of the inability to 
work. Disability is independent of whether or not the employee is also on Family and Medical Leave, the FMLA 
medical certification forms must be submitted to the Business Manager. 
 
Before returning to work, an employee on short term disability, must provide written documentation from a 
healthcare provider that the employee is able to return to work, if the employee has any restrictions and what 
those restrictions are or if there are no restrictions the documentation must state that there are no restrictions. 
The documentation should be sent to the HR Coordinator. The HR Coordinator will notify the Supervisor that 
the employee is able to return to work and at what capacity. The employee's Supervisor will then contact the 
employee with a plan for returning to work. 
 
Disabilities arising from pregnancy or pregnancy-related illness are treated the same as any other illness that 
prevents an employee from working. Disabilities covered by workers' compensation are excluded from short 
term disability coverage. For details of the short term disability benefits plan including benefit amounts, when 
they are payable, and limitations, restrictions, and other exclusions contact the Business Manager or HR 
Coordinator. 

7.11    Family and Medical Leave (FMLA) 

In accordance with the Family and Medical Leave Act of 1993 (FMLA), Clifton Park-Halfmoon Public Library 
provides up to 12 or 26 weeks of unpaid, job-protected leave in a 12-month period to covered employees in 
certain circumstances. 

Eligibility 

To qualify for FMLA leave, you must: 

 Have worked for The Library for at least 12 months, although that time need not be consecutive; 

 Have worked at least 1,250 hours in the last 12 months; and 

 Be employed at a worksite that has 50 or more employees within 75 miles. 
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Reasons for Leave 

You may take up to 12 weeks of unpaid FMLA leave in a 12-month period, which is a calendar year, for any of 
the following reasons: 

 The birth of a child and to care for that child (leave must be completed within one year of the child's 
birth); 

 The adoption or foster care placement of a child with you and in order to care for the newly placed child 
(leave must be completed within one year of the child's placement); 

 To care for a spouse, child, or parent with a serious health condition; 

 To care for your own serious health condition, which makes you unable to perform the essential 
functions of your position; or 

 A qualifying urgent need of a spouse, child, or parent who is a military member on covered active duty 
or called to covered active-duty status (or has been notified of an impending call or order to covered 
active duty). 

You may take up to 26 weeks of unpaid FMLA leave in a single 12-month period, beginning on the first day 
that you take FMLA leave to care for a spouse, child, parent, or next of kin who is a covered service member 
and who has a serious injury or illness related to active-duty service. 
 
As used in this policy: 

 Spouse means a husband or wife as recognized under state law for the purposes of marriage in the 
state or other territory or country where the marriage took place. 

 Child means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person 
standing in loco parentis, who is either under age 18 or age 18 or older and incapable of self-care 
because of a mental or physical disability at the time FMLA leave is to commence. A child for the 
purposes of military exigency or military care leave can be of any age. 

 Parent means a biological, adoptive, step, or foster parent or any other individual who stood in loco 
parentis to you when you were a child. 

 Next of kin for the purposes of military care leave is a blood relative other than a spouse, parent, or 
child in the following order: brothers and sisters, grandparents, aunts and uncles, and first cousins. If a 
military service member designates in writing another blood relative as their caregiver, that individual 
will be the only next of kin. In appropriate circumstances, you may be required to provide 
documentation of next of kin status. 

Notice 

If the need for leave is foreseeable because of an expected birth, adoption, or a planned medical treatment, 
you must give at least 30 days' notice. If 30 days' notice is not possible, give notice as soon as practical (within 
one or two business days of learning of your need for leave). Failure to provide appropriate notice may result in 
the delay or denial of leave. 
 
In addition, if you are seeking intermittent or reduced schedule leave that is foreseeable due to a planned 
medical treatment or a series of treatments for yourself, a family member, or covered service member, you 
must first consult with The Library regarding the dates of this treatment to work out a schedule that best suits 
your needs or the needs of the covered military member, if applicable, and the Library. 
 
If the need for leave is unforeseeable, provide notice as soon as possible. Normal call-in procedures apply to 
all absences from work, including those for which leave under this policy may be requested. Failure to provide 
appropriate notice may result in the delay or denial of leave. 
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Certification 

If you are requesting leave because of your own or a covered relative's serious health condition, you and the 
relevant healthcare provider must supply appropriate medical certification. You may obtain medical certification 
forms from name of appropriate department. When you request leave, the Library will notify you of the 
requirement for medical certification and when it is due (at least 15 days after you request leave). If you 
provide at least 30 days' notice of medical leave, you should also provide the medical certification before leave 
begins. Failure to provide requested medical certification in a timely manner may result in denial of FMLA-
covered leave until it is provided. 
 
At our expense, the Library may require an examination by a second healthcare provider designated by us. If 
the second healthcare provider's opinion conflicts with the original medical certification, we, at our expense, 
may require a third, mutually agreeable, healthcare provider to conduct an examination and provide a final and 
binding opinion. Subsequent medical recertification may also be required. Failure to provide requested 
certification within 15 days, when practical, may result in delay of further leave until it is provided. 
 
The Library also reserves the right to require certification from a covered military member's healthcare provider 
if you are requesting military caregiver leave and certification in connection with military exigency leave. 

Paid Leave Utilization During FMLA Leave 

FMLA leave is unpaid; however, you may/will be required to use available paid leave (e.g., vacation/paid time 
off/sick days/personal days) during FMLA leave as permitted by law. 
 
FMLA leave runs concurrently with other leaves, such as accrued paid leave that is substituted for unpaid 
FMLA leave and any state family leave laws, to the extent allowed by applicable law. The substitution of paid 
leave for unpaid FMLA leave does not extend the 12 or 26 weeks (whichever is applicable) of FMLA leave. In 
addition, the substitution of paid leave for unpaid leave may not result in your receipt of more than 100% of 
your salary. 
 
If you are receiving short- or long-term disability or workers' compensation benefits during a personal medical 
leave, you will not be required to utilize accrued paid leave. However, where state law permits, you may elect 
to use accrued paid leave to supplement these benefits. 

Leave Increments 

Intermittent Leave 

If medically necessary, FMLA leave for a serious health condition may be taken intermittently (in separate 
blocks of time due to a serious health condition) or on a reduced leave schedule (reducing the usual number of 
hours you work per workweek or workday). FMLA leave may also be taken intermittently or on a reduced leave 
schedule for a qualifying exigency relating to covered military service. 
 
As FMLA leave is unpaid, the Library will reduce your salary based on the amount of time actually worked. In 
addition, while you are on an intermittent or reduced schedule leave that is foreseeable due to planned medical 
treatments, the Library may temporarily transfer you to an available alternative position that better 
accommodates your leave schedule and has equivalent pay and benefits. 

Parental Leave 

Parental leave must be completed within 12 months of the birth or placement of the child; however, you may 
use parental leave before the placement of an adopted or foster child to consult with attorneys, appear in court, 
attend counseling sessions, etc. Parental leave may also be taken intermittently with the employer’s approve 
and must conclude within 12 months after the birth or placement. 
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Family Care, Personal Medical, Military Exigency, and Military Care Leave 

Leave taken for these reasons may be taken in a block or blocks of time. In addition, if a healthcare provider 
deems it necessary or if the nature of a qualifying exigency requires, leave for these reasons can be taken on 
an intermittent or reduced schedule basis. 

Fitness for Duty Requirements 

If you take leave because of your own serious health condition (except if you are taking intermittent leave), you 
are required, as are all employees returning from other types of medical leave, to provide medical certification 
that you are fit to resume work. You will not be permitted to resume work until certification is provided. 

Health Insurance 

Maintaining Coverage During Leave 

Your health insurance coverage will be maintained by the Library during leave on the same basis as if you 
were still working. You must continue to make timely payments of your share of the premiums for such 
coverage. Failure to pay premiums within 30 days of when they are due may result in a lapse of coverage. If 
this occurs, you will be notified 15 days before the date coverage lapses that coverage will terminate unless 
payments are promptly made. 

Payment of Premiums 

Alternatively, at our option, the Library may pay your share of the premiums during the leave and recover the 
costs of this insurance upon your return to work. Coverage that lapses due to nonpayment of premiums will be 
reinstated immediately upon return to work without a waiting period. Under most circumstances, if you do not 
return to work at the end of leave, the Library may require reimbursement for the health insurance premiums 
paid during the leave. 

Reinstatement 

Upon returning to work at the end of leave, you will generally be placed in your original job or an equivalent job 
with equivalent pay and benefits. You will not lose any benefits that accrued before leave was taken. 

Spouse Aggregation 

If both you and your spouse work at the Library, you are collectively eligible for a combined12 weeks of leave 
for the birth or placement of a child or to care for a parent with a serious health condition. Similarly, spouses 
employed by the Library will be limited to a combined total of 26 weeks of leave to care for a military service 
member. This 26-week leave period will be reduced, however, by the amount of leave taken for other qualifying 
FMLA events. This type of leave aggregation does not apply to leave needed for your own serious health 
condition, to care for a spouse or child with a serious health condition, or because of a qualifying exigency. 

Failure to Return 

If you fail to return to work or fail to make a request for an extension of leave prior to the expiration of the leave, 
you will be deemed to have voluntarily terminated your employment. The Library is not required to grant 
requests for open-ended leaves with no reasonable return date under these policies or as disability 
accommodations. 

Alternative Employment 

While on a leave of absence, you may not work or be gainfully employed either for yourself or others unless 
express, written permission to perform such outside work has been granted by the Library. If you are on a 



 

38 

leave of absence and are found to be working elsewhere without permission, you will be subject to disciplinary 
action up to and including termination. 

Interaction with State and Local Laws 

Where state or local laws intersect with the FMLA, the Library will comply with the law that is the most 
favorable to you. 

Abuse of Leave 

If you are found to have provided a false reason for a leave, you will be subject to disciplinary action up to and 
including termination. 

Designation of Leave 

If the Library becomes aware of any qualifying reason for FMLA leave, the Library will designate it as such. 
You may not refuse FMLA designation under this policy. 

Retaliation 

The Library will not retaliate against employees who request or take leave in accordance with this policy. 

7.12    Fine Exempt Status 

Employees of the Library are exempt from paying fines on late returns of library material. Employees are still 
required to pay for or replace items that have been lost, damaged or stolen. Employees who retire from the 
Library will maintain their fine exempt status. 

7.13    Flexible Spending Account (FSA) 

Clifton Park-Halfmoon Public Library provides Flexible Spending Account (FSA) benefits for eligible 
employees. FSA's provide tax-free reimbursement to employees for health care and/or dependent care 
expenses that are not reimbursed by any other insurance or reimbursement program. 
 
An FSA provides eligible employees the opportunity to pay for medical expenses on a pretax basis that are not 
reimbursed by an insurance plan. Both the amount you contribute, and the amount you are reimbursed from 
your Health Care FSA, are income tax free. The FSA is for employees that do not have an HSA. 
 
All regular full-time/part-time employees are eligible for the above FSA benefits. 
 
If eligible, you may elect an annual amount to contribute, which will be divided and deducted from your pay 
each pay period, and may be used to pay for eligible expenses. Annual elections are limited by established 
plan maximums and are subject to applicable IRS forfeiture and rollover provisions. 
 
A limited purpose FSA is also available for employees who have an HSA. This benefit allows you to put away 
pretax dollars for dental and vision expenses. 
 
Contact the HR Coordinator for more information. 

7.14    Health Savings Account (HSA) 

The Library offers an HSA (Health Saving Account).  A Health Savings Account is a savings product that offers 
a different way for you to pay for your health care. A Health Savings Account is often referred to as a "medical 
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IRA" plan. It is a personal bank and investment account which provides you with a tax savings vehicle to pay 
for your health, prescription, dental, and vision care needs not covered by your insurance plans. HSA's enable 
you to pay for current health expenses and save for future qualified medical and retiree health expenses on a 
tax-free basis.  If you have an HSA from a prior employer, you can roll that over into your new plan. 
 
To be eligible for an HSA, you:    

 Must be enrolled in a High Deductible Health Plan    

 Cannot be covered under another health insurance plan that is not a High Deductible Health Plan    

 Cannot be enrolled in Medicare    

 Must read and acknowledge the HSA Electronic Disclosure, Patriot Act, and Custodial Agreement 
forms found on the election confirmation statement.    

 

7.15    Health Insurance 

Salaried employees have the option of being covered under the Library's health insurance plans. Enrollment is 
one time a year, unless the employee has a qualifying event that makes the employee or their dependents 
eligible. The health plan is a pre-tax premium plan. 
 
Salaried employees who wish to opt out of the Library's health insurance plan must sign a waiver of Health 
Insurance Benefits form. 
 
Employees may register for Individual or Family coverage. The Library contributes a defined percent toward 
health insurance. The Board of Trustees will set the contribution amount each calendar year and employees 
will be notified of any change that will be effective at the next insurance renewal. The contributions toward 
employee benefits are part of the Library's overall budget and must be passed in the annual budget vote. 
 
Hourly employees are not eligible for the Library's health insurance benefit program. 
 
Employee contributions toward health coverage will be deducted bi-weekly through payroll. Employees will be 
notified, in writing, of the premium costs, plan details and amount of money to be deducted through payroll. 
Employees who are on FMLA leave are responsible for paying their portion of the insurance premiums. 
Payment must be received by the Business Manager before the first of every month that the employee is out of 
work. The Library has a right to collect a 2% administration fee from the employee if the payment is received 
by the Business Manager after the first of the month. After 45 days of non-payment the employee will be 
dropped from the group health insurance plan. 
 
Section 125 Plan 
 
A Section 125 Plan is an employee benefits program designed to take advantage of Section 125 of the Internal 
Revenue Code. Employees pay health insurance premium on a pre-tax basis, thereby reducing total taxable 
income and increasing spendable take-home income. 
 
The Library reserves the right to amend, modify or terminate any of the benefits not mandated by law, at any 
time, in its' sole discretion. 

7.16    Holidays and Floaters 

The Library is closed for the following holidays and salaried staff is paid for these days. 
 
New Year's Day 
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January 2, 2023 (When New Year's falls on a Sunday) 
 
Martin Luther King, Jr. Day 
 
President's Day 
 
Easter Sunday 
 
Memorial Day 
 
Juneteenth Day 
 
Fourth of July 
 
Labor Day 
 
Columbus Day/Indigenous People's Day 
 
Veterans Day 
 
Thanksgiving Day 
 
Christmas Eve Day 
 
Christmas Day 
 
December 26 (When Christmas falls on a Sunday) 
 
If one of the holidays listed above falls on a day a salaried staff person does not normally work, the employee 
shall be entitled to floater time equivalent to an average working day for the employee.  
 
If scheduled to work, a staff member (hourly or salaried) can request off any combination of two of the following 
four days: 

 Wednesday - day before Thanksgiving 

 Friday - day after Thanksgiving 

 Christmas Eve 

 Day after Christmas 
o Note:  

 You must have the time in order to request it. 
 All other days surrounding the holidays are subject to "normal" time-off rules and the 

needs of the Library. 
 Normal weekend procedures for swapping still apply. 
 Extenuating circumstances will be considered on an individual basis. 

Please speak with your supervisor if you have any questions. 
 
When Christmas Day and New Year's Day fall on Sunday, the Library will close on the following Monday and 
salaried employees will receive the day off on Monday as compensation for the holiday. The Library will close 
at 5pm on Thanksgiving Eve, and New Year's Eve. 
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7.17    Other Insurance Options 

The Library currently offers employees the option of securing other types of insurance through AFLAC. AFLAC 
offers a variety of plans, including Cancer, Accident, etc. 
Please see the HR Coordinator for information on AFLAC. 

7.19    Sick Pay 

Hourly Employees 
 
Hourly employees are not eligible for paid sick leave benefits. Any sick time (at the Supervisor's discretion) 
may be made up. 
 
Salaried Employees 
 
The Library provides paid time off in the form of sick leave to prevent loss of pay for incidental illness of short 
duration. Sick leave may be used by salaried employees who are absent from work due to personal illness or 
injury, for medical and dental appointments or to attend to personal illness or injury of family members (spouse, 
children, parents). 
 
Salaried Employees are eligible for two times the number of normally scheduled hours per work week in sick 
leave for any 12 month period. 
 
Unused Sick Leave 
 
All unused sick leave remaining at the end of the calendar year is carried over or "banked" for use at a later 
time, if needed. Employees may accrue up to 12 weeks of sick time. 

7.20    Special Recognition Award 

The Library recognizes that there are employees whose performance is outstanding and has created a Special 
Recognition Award as a motivator for employees willing to expend the extra effort. Awards can vary from $500 
to $2,000 for salaried employees. The award for hourly staff members can be less than the minimum. The 
award is considered a bonus and not a permanent increase to the staff member's base pay. 
 
Throughout the year, Supervisors may recommend a member of their staff for a Special Recognition Award 
based on their performance. The Library Director and assistant Library Directors review the recommendations 
for approval or denial. Awards are presented at the monthly staff meeting.  

7.21    Unemployment Compensation Insurance 

The Library is Self-Insured for Unemployment Compensation Insurance. 

7.22    Vision Care Insurance 

The Library offers voluntary vision coverage available via payroll deduction. This benefit is available for 
salaried employees only. 
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7.23    Workers' Compensation Insurance 

Workers' compensation is a no-fault system designed to provide benefits to all employees for work-related 
injuries. Workers' compensation insurance coverage is paid for by employers and governed by state law. The 
workers' compensation system provides for coverage of medical treatment and expenses, occupational 
disability leave, and rehabilitation services, as well as payment for lost wages due to work related injuries. If 
you are injured on the job while working at Clifton Park-Halfmoon Public Library, no matter how slightly, you 
are to report the incident immediately to your Supervisor. Consistent with applicable state law, failure to report 
an injury within a reasonable period of time could jeopardize your claim for benefits. 
 
To receive workers' compensation benefits, notify your Supervisor and the HR Coordinator immediately of your 
claim. If your injury is the result of an on-the-job accident, you must fill out an incident report. You will be 
required to submit a medical release before you can return to work. 
 
Before returning to work, an employee on Workers' Compensation, must provide written documentation from a 
healthcare provider that the employee is able to return to work, if the employee has any restrictions and what 
those restrictions are or if there are no restrictions the documentation must state that there are no restrictions. 
The documentation should be sent to the Human Resources Coordinator. The HR Coordinator will notify the 
Supervisor that the employee is able to return to work and at what capacity. The employee's Supervisor will 
then contact the employee with a plan for returning to work. 

8.0    Safety and Loss Prevention 

8.1    Business Closure and Emergencies 

Safety Statement 
 
Establishment and maintenance of a safe work environment are shared responsibilities of the Library and all 
employees of the Library. The Library will attempt to do everything within its control to assure a safe 
environment and compliance with federal, state, and local safety regulations. Employees are expected to obey 
safety rules and to exercise caution in all their work activities. As part of this expectation, all employees should 
read and become familiar with the Safety and Security Manual. 
 
Employees have an absolute obligation to immediately report any unsafe conditions to their supervisor. Not 
only supervisors, but employees at all levels of the organization are expected to correct unsafe conditions as 
promptly as possible. The Library will not retaliate against an employee who comes forth with a safety 
recommendation or refuses to operate any equipment or work in an area they reasonably feel is unsafe. 
 
All accidents, especially those that result in injury, must be reported immediately to Human Recourses, the 
Library Director, or Assistant Library Director, regardless of how insignificant they may appear. Such reports 
are necessary to comply with federal and state laws and initiate insurance and workers' compensation 
procedures. 
 
The Library has a written procedure to be followed during emergencies. 
 
All staff members are required to learn all emergency procedures. New procedures will be reviewed with all 
staff members, and all emergency procedures are reviewed on a regular basis with all staff members. 
 
At times, emergencies such as severe weather and power failures can disrupt Library operations. These 
circumstances may necessitate the closing of the Library facility. Only the Library Director or designee is 
authorized to close the library facility. 
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When operations are officially closed due to emergency, non-pandemic related conditions, the time off from 
scheduled work will be paid to employees scheduled to work during the time of the emergency closure. To be 
paid for their full shift, employees must work the proportion of their shift the Library is open. 
 
Employees who have requested to use sick, vacation, personal leave or floater on a day that the Library is 
unexpectedly closed will not have their accruals returned. 
 
Safety & Health Responsibilities 
 
Administrative Staff (Director, Assistant Director, Business Manager, HR Coordinator, Department 
Supervisors) 
 
· Oversees design, practice, and maintenance of the safety and loss prevention program 
 
· Provides leadership and resources for an effective safety and loss prevention program 
 
· Sets a good example by following required safety and health rules and practices 
 
· Keep current on safety and health requirements 
 
· Reviews incident/accident reports and makes changes to procedures or programs where necessary; 
investigates accidents and near-miss incident to determine the root cause 
 
· Ensures there is a system in place for staff to report conditions or situations that could be hazardous 
 
· Provide continuing on-the-job training on safe work procedures 
 
· Ensure accurate records are maintained. 
 
· Analyze hazards when introducing new equipment, processes and design changes 
 
All Employees 
 
· Be aware of the safety and losos prevention programs and follow all safety and health rules, work practices, 
and regulation 
 
· Use all required safety devices and PPE 
 
· Perform work tasks in a safe manner 
 
· Keep work area tidy and free of hazards 
 
· Report any and all injuries, or near-misses to supervisor 
 
· Be aware of procedures to follow in case of an emergency 

8.2    Drugs and Alcohol Policy 

It is thethe Library's desire to provides a drug-free, healthful, and safe workplace. While on Library premises, 
and while conducting business-related activities off Library premises, no employee may use, possess, 
distribute, sell, or be under the influence of alcohol, marijuana or illegal drugs. Violations of this policy may lead 
to disciplinary action, up to and including immediate termination of employment and forfeiture of benefits. 
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The legal use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to 
perform the essential functions of the job effectively and areis used in a safe manner that does not endanger 
other individuals in the workplace. 

8.3    General Safety 

Security 
 
The Library strives to provide a secure workplace for all employees. The Library encourages employees to 
report to the Library Director or Business Manager any condition an employee believes may constitute a 
security hazard such as broken locks, broken or missing alarm boxes, or any suspicious activity occurring on 
or near Library property. 
 
The Library recognizes that employees may have to work late from time to time. Any employee working when 
the Library is not open to the public is encouraged to arrive and leave with another employee. Employees 
working when the Library is not open to the public should report any suspicious activity directly to the local 
police department. Also, at the employee's request, a Security Guard (if one is on duty) will walk employee's to 
their vehicles. 
 
Employees need to work carefully for their own safety and the safety of others. Equipment should be used only 
for the purpose it was intended. Employees should use only the machines or equipment assigned or 
specifically authorized to operate. Employees should follow all safety procedures. Employees will be trained on 
equipment before use if applicable and there may be time hazardous chemical are present and/or used where 
wmployees should review and understand Material Safely Data Sheets (MSDS) and other instructions. Any 
accidents or injuries sustained on the job should be reported immediately to a Supervisor, who should make 
sure the Business Manager has been informed. Any accident or injury to an employee should be reported on 
an accident report and given to the Business Manager within 24 hours. 
 
Employees must report any damaged property or defective work immediately upon discovery. 
 
Employees should not label or otherwise make identifiable the Library keys, proximity cards or payroll swipe 
card. The Business Manager must be notified immediately if any keys, and/or payroll or access cards are lost 
or stolen. 
 
Employees should wear clothing suitable for the job being performed. For example, someone wheeling carts or 
carrying boxes should wear closed-toed shoes. 

8.4    Visitors in the Workplace 

To provide for the safety and security of employees, the facilities and equipment at the Library, visitors to non-
public areas are expected to stop at the Welcome Desk to identify themselves to the receptionist. Authorized 
visitors will receive directions or be escorted to their destination. Employees are responsible for the conduct 
and safety of their visitors. 

8.5    Weapons 

Employees are prohibited from bringing onto Library premises any firearms, weapons, explosives, incendiary 
devices, or similar material at any time. This policy includes a prohibition against having prohibited material in 
your vehicle while stored in or parked on Library property. Employees who have licenses to carry weapons 
must also comply with this policy at all times. Violations of the policy may result in discipline, up to and 
including termination. 
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8.6    Workplace Violence 

Workplace violence is also a form of harassment. The Clifton Park-Halfmoon Public Library strives to provide 
an environment that is safe and secure for all employees, vendors, patrons, business associates and 
visitors/guests of the Clifton Park-Halfmoon Public Library. Behavior that is threatening, harassing, intimidating 
or in any way dangerous or violent is strictly prohibited and will result in serious responsive action. 
 
The Clifton Park-Halfmoon Public Library considers the following types of behavior examples of workplace 
violence: 
 
· Verbal or physical harassment. 
 
· Verbal or physical threats (e.g., gossip, rumors, e-mails, non-verbal behavior). 
 
· Assaults or other violence (e.g., hitting, punching, slamming or throwing an object). 
 
· Any other behavior that causes others to feel unsafe (e.g., bullying, sexual harassment, etc.). 
 
While no Library is completely immune from acts of violence, clear policies and procedures help reduce the 
likelihood of such events and guide appropriate responses to situations that do arise. 
 
Employees are expected to refrain from conduct that may be dangerous to others. Conduct that threatens, 
intimidates or coerces another employee, vendor, customer/client, business associate or visitor/guest will not 
be tolerated. Clifton - Park Halfmoon Public Library resources may not be used to threaten, stalk or harass 
anyone at the workplace or outside the workplace. The Clifton Park-Halfmoon Public Library treats threats 
coming from an abusive personal relationship as it does other forms of workplace violence. 
 
Retaliation 
 
Retaliation is defined as any "adverse action" taken against an employee based on their complaint of 
harassment or discrimination. "Adverse action" may include a significant change in employment status, such 
as hiring, firing, failing to promote, reassignment with significantly different responsibilities or a decision 
causing a significant change in benefits. 
 
Retaliation against an employee for reporting harassment or discrimination, or for participating in an 
investigation of a claim of harassment, discrimination, bullying or any other protected activity, is a serious 
violation of this policy, and like harassment, discrimination or bullying itself, will be subject to disciplinary 
action, up to, and including, termination. 
 
Hostile Work Environment 
 
A hostile work environment exists when an employee experiences workplace harassment and fears going to 
work because of the offensive, intimidating or oppressive atmosphere generated by the harasser. A hostile 
work environment interferes with an employee's ability to perform their job and creates an abusive or offensive 
work environment for the employee being harassed. A hostile work environment can also affect those working 
in the same environment as the individual being harassed and the harasser. 
 
Individuals and Conduct Covered 
 
These policies apply to all applicants and employees, whether related to conduct engaged in by fellow 
employees or someone not directly connected to the Clifton Park-Halfmoon Public Library (e.g., an outside 
vendor, business associate, customer/client or visitor/guest. Conduct prohibited by these policies is 
unacceptable in the workplace and in any work-related setting outside of the workplace, such as during 
business trips, business meetings and business-related social events. 
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Reporting an Incident of Harassment, Discrimination or Retaliation 
 
Harassment, discrimination or retaliation can be intentional or unintentional. The focus of any investigation by 
the Clifton Park - Halfmoon Public Library will be on the effect of the alleged harassment on the complaining 
employee. 
 
Clifton - Park HalfmoonThe Public Library encourages the prompt reporting of complaints or concerns so that 
prompt investigations can be conducted. Therefore, although no fixed reporting period has been established, 
early reporting and intervention are encouraged because they have been proven to be the most effective 
method of resolving actual or perceived incidents of harassment, discrimination or retaliation, as defined by this 
policy. 
 
When possible, the Clifton Park-Halfmoon Public Library encourages employees who believe they are being 
subjected to such conduct to promptly advise the offender that his or her behavior is unwelcome and request 
that it be discontinued. Often, this action alone will resolve the problem. The Clifton Park-Halfmoon Public 
Library recognizes, however, that an employee may prefer to pursue the matter through a formal complaint 
procedure. Do not direct any formal complaints to the alleged harasser. 
 
Formal Complaint Procedure 
 
Clifton - Park Halfmoon Public Library encourages reporting of all perceived incidents of harassment, 
discrimination or retaliation regardless of the offender's identity or position. Employees who believe that they 
have been the victim of such conduct should discuss their concerns with their Supervisor or the Business 
Manager. 
 
Reporting Violent Behavior 
 
All employees of the Clifton Park - Halfmoon Public Library have a responsibility to report violent or threatening 
behavior. Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or 
activities should be reported as soon as possible to their Supervisor, or the Business Manager, not necessarily 
in that order. 

8.7    Incident Reporting 

An incident is any accident, medical emergency, theft, report of lost children, vandalism, harassment of 
patron(s), staff and any other unusual circumstance, event or inappropriate conduct occurring in the Library or 
on library grounds. 
 
Instructions for Reporting Incidents 
 
1. Any employee involved in an incident or who observes an incident, is required to complete an Incident 
Report form. Incident Report forms are available on the Staff Intranet.  
 
2. The Incident Report form should be completed as soon as possible. 
 
3. All incidents should be reported, even if the situation seems minor. Depending on the incident, information 
may be shared with other staff members or departments. The documentation provides the Library with a 
written record of an event for legal or other purposes. 
 
4. When reporting an accident or injury involving an employee, an Incident Report form and a Workers' 
Compensation Employee Claim form C-3 must be completed. Both reports should be sent to the HR 
Coordinator in paper copies. 
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Police should be called immediately if there is a threat to the safety of staff or patrons. 
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New York Policies 
 

 

Hiring and Orientation Policies 

EEO Statement and Nonharassment Policy 

Equal Employment Opportunity Policy 

Clifton Park-Halfmoon Public Library is committed to complying with all federal, state, and local equal 
employment laws. To that end, the Library is dedicated to maintaining a work environment that is free from 
harassment and discrimination on the basis of age, race, creed, color, national origin (including ancestry), 
religion, gender or sex, sexual orientation (including transgender status, gender identity or expression), 
pregnancy (including childbirth, lactation, and related medical conditions), disability, reproductive health 
decision making (including, but not limited to, the decision to use or access a particular drug, device, or 
medical service), marital status, partnership status, caregiver status, domestic violence victim status, familial 
status, military status, unemployment status, citizenship or immigration status, genetic information (including 
genetic characteristics), or any other protected status under federal, state, or local laws. The Library is 
dedicated to the fulfillment of this policy with respect to all aspects of employment, including, but not limited to, 
recruiting, hiring, placement, transfer, training, promotion, compensation, termination, and all other terms, 
conditions, and privileges of employment. 
 
The Library will conduct a prompt and thorough investigation of all allegations of discrimination, harassment, or 
retaliation, or any violation of the Equal Employment Opportunity Policy in a confidential manner. The Library 
will take appropriate corrective action, if and where warranted. The Library prohibits retaliation against 
employees who provide information about, complain about, or assist in the investigation of any complaint of 
discrimination or violation of the Equal Employment Opportunity Policy. 
 
We are all responsible for upholding this policy. You may discuss questions regarding equal employment 
opportunity with your Supervisor, HR Coordinator or any member of management. 

Policy Against Workplace Harassment 

Clifton Park-Halfmoon Public Library has a strict policy against all types of workplace harassment, including 
sexual harassment and other forms of workplace harassment based upon an individual's age, race, creed, 
color, national origin (including ancestry), religion, gender or sex, sexual orientation (including transgender 
status, gender identity or expression), pregnancy (including childbirth, lactation, and related medical 
conditions), disability, reproductive health decision making (including, but not limited to, the decision to use or 
access a particular drug, device, or medical service), marital status, partnership status, caregiver status, 
domestic violence victim status, familial status, military status, unemployment status, citizenship or immigration 
status, genetic information (including genetic characteristics), or any other protected status under federal, 
state, or local laws. All forms of harassment of, or by, employees, vendors, visitors, customers, and clients are 
strictly prohibited and will not be tolerated. 

Sexual Harassment 

The Library is committed to maintaining a workplace free from sexual harassment, which is unlawful and 
subjects the Library to liability. The Library prohibits any form of sexual harassment, and all employees are 
required to work in a manner that prevents sexual harassment. 
 
For additional information on sexual harassment, including how to file a claim, see the Sexual Harassment 
Policy. 
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Other Harassment 

Other workplace harassment is verbal or physical conduct that insults or shows hostility or aversion toward an 
individual because of the individual's age, race, creed, color, national origin (including ancestry), religion, 
gender or sex, sexual orientation (including transgender status, gender identity or expression), pregnancy 
(including childbirth, lactation, and related medical conditions), disability, reproductive health decision making 
(including, but not limited to, the decision to use or access a particular drug, device, or medical service), marital 
status, partnership status, caregiver status, domestic violence victim status, familial status, military status, 
unemployment status, citizenship or immigration status, genetic information (including genetic characteristics), 
or any other protected status under federal, state, or local laws. 
 
Again, while it is not possible to list all the circumstances that may constitute other forms of workplace 
harassment, the following are some examples of conduct that may constitute workplace harassment: 

 The use of disparaging or abusive words or phrases, slurs, negative stereotyping, or threatening, 
intimidating, or hostile acts that relate to the above-protected categories; 

 Written or graphic material that insults, stereotypes, or shows aversion or hostility toward an individual 
or group because of one of the above-protected categories and that is placed on walls, bulletin boards, 
or elsewhere on our premises, in emails or voicemails, or otherwise circulated in the workplace; and 

 A display of symbols, slogans, or items that are associated with hate or intolerance toward any select 
group. 

Reporting Discrimination and Harassment 

If you feel that you have witnessed or have been subjected to any form of discrimination or harassment, 
immediately notify your Supervisor, HR Coordinator or any member of management. 
 
The Library prohibits retaliation against any employees who provide information about, complain about, or 
assist in the investigation of any complaint of harassment or discrimination. 
 
The Library will promptly and thoroughly investigate any claim and take appropriate action where we find a 
claim has merit. To the extent possible, the Library will retain the confidentiality of those who report suspected 
or alleged violations of the harassment policy. 
 
Discipline for violation of this policy may include, but is not limited to, reprimand, suspension, demotion, 
transfer, and discharge. If the Library determines that harassment or discrimination occurred, corrective action 
will be taken to effectively end the harassment. As necessary, the Library may monitor any incident of 
harassment or discrimination to assure the inappropriate behavior has stopped. 

Alternative Reporting and Remedies 

The Library encourages all employees to report incidents of discrimination and harassment internally. 
However, employee's who believe they have been subjected to discrimination or harassment in the workplace 
may file a private civil action or seek relief by either: 

 Filing a complaint alleging violation of the New York State Human Rights law with the Division of 
Human Rights, or in the New York State Supreme Court; or 

 Filing a charge of discrimination with the Equal Employment Opportunity Commission (EEOC) for 
violation of federal antidiscrimination laws, including Title VII of the Civil Rights Act of 1964 (Title VII). 

To file a complaint, contact the appropriate agency below. 

Contact Information 
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New York Division of Human Rights 
 
Agency Building 1, 2nd Floor 
Empire State Plaza 
Albany, NY 12220 

518-474-2705 
 
718-741-8322 (fax) 
 
1-800-HARASS-3 (1-800-427-2773): Toll-free, confidential hotline for complaints of workplace sexual 
harassment 
 
www.dhr.ny.gov 
 
Equal Employment Opportunity Commission (EEOC) 
 
800-669-4000 
 
TTY: 800-669-6820 
 
info@eeoc.gov 
 
www.eeoc.gov 
 
 

Sexual Harassment Prevention 

Purpose and Goals 

Clifton Park-Halfmoon Public Library is committed to maintaining a workplace free from harassment and 
discrimination. Sexual harassment is a form of workplace discrimination that subjects an employee to inferior 
conditions of employment due to their gender, gender identity, gender expression (perceived or actual), and/or 
sexual orientation. Sexual harassment is often viewed simply as a form of gender-based discrimination, but the 
Library recognizes that discrimination can be related to or affected by other identities beyond gender (see NY 
EEO Statement and Nonharassment Policy). Our different identities impact our understanding of the world 
and how others perceive us. For example, an individual's race, ability, or immigration status may impact their 
experience with gender discrimination in the workplace. While this policy is focused on sexual harassment and 
gender discrimination, the methods for reporting and investigating discrimination based on other protected 
identities are the same. The purpose of this policy is to teach employees to recognize discrimination, including 
discrimination due to an individual's intersecting identities, and provide the tools to take action when it occurs. 
All employees, managers, and supervisors are required to work in a manner designed to prevent sexual 
harassment and discrimination in the workplace. This policy is one component of the Library's commitment to a 
discrimination-free work environment. 

Goals of this Policy 

Sexual harassment and discrimination are against the law. After reading this policy, employees will understand 
their right to a workplace free from harassment. Employees will also learn what harassment and discrimination 
look like, what actions they can take to prevent and report harassment, and how they are protected from 
retaliation after taking action. The policy will also explain the investigation process into any claims of 
harassment. Employees are encouraged to report sexual harassment or discrimination by filing a complaint 
internally with the Library, with a government agency, or in court under federal, state, or local antidiscrimination 

http://www.dhr.ny.gov/
http://www.dhr.ny.gov/
http://www.dhr.ny.gov/
mailto:info@eeoc.gov
mailto:info@eeoc.gov
mailto:info@eeoc.gov
mailto:info@eeoc.gov
http://www.eeoc.gov/
http://www.eeoc.gov/
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laws. To file a complaint internally, use the complaint form attached to the end of this handbook and submit it 
to appropriate person or department. To file an employment complaint with the New York State Division of 
Human Rights, visit https://dhr.ny.gov/complaint. To file a complaint with the United States Equal Employment 
Opportunity Commission, visit https://www.eeoc.gov/filing-charge-discrimination. 

Sexual Harassment and Discrimination Prevention Policy 

1. Clifton Park-Halfmoon Public Library's policy applies to all employees, applicants for employment, and 
interns, whether paid or unpaid, and volunteers. The policy also applies to additional covered 
individuals. It applies to anyone who is (or is employed by) a contractor, subcontractor, vendor, 
consultant, or anyone providing services in our workplace. These individuals include persons commonly 
referred to as independent contractors, gig workers, and temporary workers. Also included are persons 
providing equipment repair, cleaning services, or any other services through a contract with the Library. 
For the remainder of this policy, we will use the term "covered individual" to refer to these individuals 
who are not direct employees of the Library. 

2. Sexual harassment is unacceptable. Any employee or covered individual who engages in sexual 
harassment, discrimination, or retaliation will be subject to action, including appropriate discipline for 
employees. In New York, harassment does not need to be severe or pervasive to be illegal. Employees 
and covered individuals should not feel discouraged from reporting harassment because they do not 
believe it is bad enough, or conversely because they do not want to see a colleague fired over less 
severe behavior. Just as harassment can happen in different degrees, potential discipline for engaging 
in sexual harassment will depend on the degree of harassment and might include education and 
counseling. It may lead to suspension or termination when appropriate. 

3. Retaliation is prohibited. Any employee or covered individual that reports an incident of sexual 
harassment or discrimination, provides information, or otherwise assists in any investigation of a sexual 
harassment or discrimination complaint is protected from retaliation. No one should fear reporting 
sexual harassment if they believe it has occurred. So long as a person reasonably believes that they 
have witnessed or experienced such behavior, they are protected from retaliation. Any employee of the 
Library who retaliates against anyone involved in a sexual harassment or discrimination investigation 
will face disciplinary action, up to and including termination. All employees and covered individuals 
working in the workplace who believe they have been subject to such retaliation should inform their 
Supervisor or appropriate person or department. All employees and covered individuals who believe 
they have been a target of such retaliation may also seek relief from government agencies, as 
explained in the Legal Protections section below. 

4. Discrimination of any kind, including sexual harassment, is a violation of our policies, is unlawful, and 
may subject the Library to liability for the harm experienced by targets of discrimination. Harassers may 
also be individually subject to liability, and employers or supervisors who fail to report or act on 
harassment may be liable for aiding and abetting such behavior. Employees at every level who engage 
in harassment or discrimination, including managers and supervisors who engage in harassment or 
discrimination or who allow such behavior to continue, will be penalized for such misconduct. 

5. The Library will conduct a prompt and thorough investigation that is fair to all parties. An investigation 
will happen whenever management receives a complaint about discrimination or sexual harassment, or 
when management otherwise knows of possible discrimination or sexual harassment occurring. The 
Library will keep the investigation confidential to the extent possible. If an investigation ends with the 
finding that discrimination or sexual harassment occurred, the Library will act as required. In addition to 
any required discipline, the Library will also take steps to ensure a safe work environment for the 
employee(s) who experienced the discrimination or harassment. All employees, including managers 
and supervisors, are required to cooperate with any internal investigation of discrimination or sexual 
harassment. 

6. All employees and covered individuals are encouraged to report any harassment or behaviors that 
violate this policy. All employees will have access to a complaint form to report harassment and file 
complaints. Use of this form is not required. For anyone who would rather make a complaint verbally, or 
by email, these complaints will be treated with equal priority. Employees who prefer not to report 
harassment to their Supervisor or the Library may instead report harassment to the New York State 

https://dhr.ny.gov/complaint
https://www.eeoc.gov/filing-charge-discrimination
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Division of Human Rights and/or the United States Equal Employment Opportunity Commission. 
Complaints may be made to both the employer and a government agency. Managers and supervisors 
are required to report any complaint that they receive, or any harassment that they observe or become 
aware of, to appropriate person or department. 

7. This policy applies to all employees and covered individuals, such as contractors, subcontractors, 
vendors, consultants, or anyone providing services in the workplace, and all must follow and uphold this 
policy. This policy must be provided to all employees in person or digitally through email upon hiring 
and will be posted prominently in all work locations. For those offices operating remotely, in addition to 
sending the policy through email, it will also be available on the Library's shared network. 

What Is Sexual Harassment? 

Sexual harassment is a form of gender-based discrimination that is unlawful under federal, state, and (where 
applicable) local law. Sexual harassment includes harassment on the basis of sex, sexual orientation, self-
identified or perceived sex, gender expression, gender identity, and the status of being transgender. Sexual 
harassment is not limited to sexual contact, touching, or expressions of a sexually suggestive nature. Sexual 
harassment includes all forms of gender discrimination, including gender role stereotyping and treating 
employees differently because of their gender. 
 
Understanding gender diversity is essential to recognizing sexual harassment because discrimination based on 
sex stereotypes, gender expression, and perceived identity are all forms of sexual harassment. The gender 
spectrum is nuanced, but the three most common ways people identify are cisgender, transgender, and non-
binary. A cisgender person is someone whose gender aligns with the sex they were assigned at birth. 
Generally, this gender will align with the binary of male or female. A transgender person is someone whose 
gender is different than the sex they were assigned at birth. A non-binary person does not identify exclusively 
as a man or a woman. They might identify as both, somewhere in between, or completely outside the gender 
binary. Some may identify as transgender, but not all do. Respecting an individual's gender identity is a 
necessary first step in establishing a safe workplace. 
 
Sexual harassment is unlawful when it subjects an individual to inferior terms, conditions, or privileges of 
employment. Harassment does not need to be severe or pervasive to be illegal. It can be any harassing 
behavior that rises above petty slights or trivial inconveniences. Every instance of harassment is unique to 
those experiencing it, and there is no single boundary between petty slights and harassing behavior. However, 
the Human Rights Law specifies that whether harassing conduct is considered petty or trivial is to be viewed 
from the standpoint of a reasonable victim of discrimination with the same protected characteristics. Generally, 
any behavior in which an employee or covered individual is treated worse because of their gender (perceived 
or actual), sexual orientation, or gender expression is considered a violation of the Library's policy. The intent 
of the behavior, for example, making a joke, does not neutralize a harassment claim. Not intending to harass is 
not a defense. The impact of the behavior on a person is what counts. Sexual harassment includes any 
unwelcome conduct that is either directed at an individual because of that individual's gender identity or 
expression (perceived or actual), or is of a sexual nature when: 

 The purpose or effect of this behavior unreasonably interferes with an individual's work performance or 
creates an intimidating, hostile, or offensive work environment. The impacted person does not need to 
be the intended target of the sexual harassment; 

 Employment depends implicitly or explicitly on accepting such unwelcome behavior; or 

 Decisions regarding an individual's employment are based on an individual's acceptance or rejection of 
such behavior. Such decisions can include what shifts and how many hours an employee might work, 
project assignments, as well as salary and promotion decisions. 

There are two main types of sexual harassment: 

 Behaviors that contribute to a hostile work environment include, but are not limited to, words, signs, 
jokes, pranks, intimidation, or physical violence that are of a sexual nature or that are directed at an 
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individual because of that individual's sex, gender identity, or gender expression. Sexual harassment 
also consists of any unwanted verbal or physical advances, sexually explicit derogatory, or 
discriminatory statements that an employee finds offensive or objectionable, causes an employee 
discomfort or humiliation, or interferes with their job performance. 

 Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual favors. 
This can include hiring, promotion, continued employment, or any other terms, conditions, or privileges 
of employment. This is also called quid pro quo harassment. 

Any employee or covered individual who feels harassed is encouraged to report the behavior so that any 
violation of this policy can be corrected promptly. Any harassing conduct, even a single incident, can be 
discrimination and is covered by this policy. 

Examples of Sexual Harassment 

The following describes some of the types of acts that may be unlawful sexual harassment and that are strictly 
prohibited. This list is just a sample of behaviors and should not be considered exhaustive. Any 
employee who believes they have experienced sexual harassment, even if it does not appear on this list, 
should feel encouraged to report it. 

 Physical acts of a sexual nature, such as:  
o Touching, pinching, patting, kissing, hugging, grabbing, or brushing against or poking another 

employee's body; or 
o Rape, sexual battery, molestation, or attempts to commit these assaults, which may be 

considered criminal conduct outside the scope of this policy (contact local law enforcement if 
you wish to pursue criminal charges). 

 Unwanted sexual comments, advances, or propositions, such as:  
o Requests for sexual favors accompanied by implied or overt threats concerning the target's job 

performance evaluation, a promotion, or other job benefits (can include sexual 
advances/pressure placed on a service industry employee by customers or clients, especially 
those industries where hospitality and tips are essential to the customer/employee relationship); 

o Subtle or obvious pressure for unwelcome sexual activities; or 
o Repeated requests for dates or romantic gestures, including gift-giving. 

 Sexually oriented gestures, noises, remarks, or jokes, or questions and comments about a person's 
sexuality, sexual experience, or romantic history that create a hostile work environment. This is not 
limited to interactions in person. Remarks made over virtual platforms and in messaging apps when 
employees are working remotely can create a similarly hostile work environment. 

 Sex stereotyping, which occurs when someone's conduct or personality traits are judged based on 
other people's ideas or perceptions about how individuals of a particular sex should act or look:  

o Remarks regarding an employee's gender expression, such as wearing a garment typically 
associated with a different gender identity; or 

o Asking employees to take on traditionally gendered roles, such as asking a woman to serve 
meeting refreshments when it is not part of, or appropriate to, her job duties. 

 Sexual or discriminatory displays or publications anywhere in the workplace, such as displaying 
pictures, posters, calendars, graffiti, objects, promotional material, reading materials, or other materials 
that are sexually demeaning or pornographic. This includes such sexual displays on workplace 
computers or cell phones and sharing such displays while in the workplace. This also extends to the 
virtual or remote workspace and can include having such materials visible in the background of one's 
home during a virtual meeting. 

 Hostile actions taken against an individual because of that individual's sex, sexual orientation, gender 
identity, or gender expression, such as:  

o Interfering with, destroying, or damaging a person's workstation, tools, or equipment, or 
otherwise interfering with the individual's ability to perform the job; 

o Sabotaging an individual's work; 
o Bullying, yelling, or name-calling; 
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o Intentional misuse of an individual's preferred pronouns; or 
o Creating different expectations for individuals based on their perceived identities, such as dress 

codes that place more emphasis on women's attire, or leaving parents/caregivers out of 
meetings. 

Who Can Be a Target of Sexual Harassment? 

Sexual harassment can occur between any individuals, regardless of their sex or gender. Harassment does not 
have to be between members of the opposite sex or gender. New York law protects employees and all covered 
individuals described earlier in the policy. Harassers can be anyone in the workplace. A supervisor, a 
supervisee, or a coworker can all be harassers. Anyone else in the workplace can also be a harasser, 
including an independent contractor, contract worker, vendor, client, customer, patient, constituent, or visitor. 
 
Sexual harassment does not happen in a vacuum, and discrimination experienced by an employee can be 
impacted by biases and identities beyond an individual's gender. For example: 

 Placing different demands or expectations on Black female employees than White female employees 
can be both racial and gender discrimination; 

 An individual's immigration status may lead to perceptions of vulnerability and increased concerns 
around illegal retaliation for reporting sexual harassment; or 

 Past experiences as a survivor of domestic or sexual violence may lead an individual to feel 
retraumatized by someone's behaviors in the workplace. 

Individuals bring personal history with them to the workplace that might impact how they interact with certain 
behavior. It is especially important for all employees to be aware of how words or actions might impact 
someone with a different experience than their own in the interest of creating a safe and equitable workplace. 

Where Can Sexual Harassment Occur? 

Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while employees are 
traveling for business or at employer- or industry-sponsored events or parties. Calls, texts, emails, and social 
media usage by employees or covered individuals can constitute unlawful workplace harassment, even if they 
occur away from the workplace premises, on personal devices, or during nonwork hours. 
 
Sexual harassment can occur when employees are working remotely from home as well. Any behaviors 
outlined above that leave an employee feeling uncomfortable, humiliated, or unable to meet their job 
requirements constitutes harassment even if the employee is at home when the harassment occurs. 
Harassment can happen on virtual meeting platforms, in messaging apps, and after working hours between 
personal cell phones. 

Retaliation 

Retaliation is unlawful and is any action by an employer or supervisor that punishes an individual upon learning 
of a harassment claim, that seeks to discourage a worker or covered individual from making a formal complaint 
or supporting a sexual harassment or discrimination claim, or that punishes those who have come forward. 
These actions need not be job related or occur in the workplace to constitute unlawful retaliation. For example, 
threats of physical violence outside of work hours or disparaging someone on social media would be covered 
as retaliation under this policy. 
 
Examples of retaliation may include, but are not limited to: 

 Demoting, terminating, denying accommodations, reduced hours, or the assignment of less desirable 
shifts; 

 Publicly releasing personnel files; 

 Refusing to provide a reference or providing an unwarranted negative reference; 
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 Labeling an employee as "difficult" and excluding them from projects to avoid "drama"; 

 Undermining an individual's immigration status; or 

 Reducing work responsibilities, passing over for a promotion, or moving an individual's desk to a less 
desirable office location. 

Such retaliation is unlawful under federal, state, and (where applicable) local law. The New York State Human 
Rights Law protects any individual who has engaged in "protected activity." Protected activity occurs when a 
person has: 

 Made a complaint of sexual harassment or discrimination, either internally or with any government 
agency; 

 Testified or assisted in a proceeding involving sexual harassment or discrimination under the Human 
Rights Law or any other antidiscrimination law; 

 Opposed sexual harassment or discrimination by making a verbal or informal complaint to 
management, or by simply informing a supervisor or manager of suspected harassment; 

 Reported that another employee has been sexually harassed or discriminated against; or 

 Encouraged another employee to report harassment. 

Even if the alleged harassment does not turn out to rise to the level of a violation of law, the individual is 
protected from retaliation if the person had a good faith belief that the practices were unlawful. However, the 
retaliation provision is not intended to protect persons making intentionally false charges of harassment. 

Reporting Sexual Harassment 

Everyone must work toward preventing sexual harassment, but leadership matters. Supervisors and 
managers have a special responsibility to make sure employees feel safe at work and that workplaces 
are free from harassment and discrimination. Any employee or covered individual is encouraged to report 
harassing or discriminatory behavior to their Supervisor or appropriate person or department. Anyone who 
witnesses or becomes aware of potential instances of sexual harassment should report such behavior to their 
Supervisor or appropriate person or department]. 
 
Reports of sexual harassment may be made verbally or in writing. A written complaint form is attached to this 
policy for employees to use, but the complaint form is not required. If you are reporting sexual harassment on 
behalf of someone else, you may use the complaint form and should note that it is on another's behalf. A 
verbal or otherwise written complaint (such as an email) on behalf of oneself or another is also acceptable. 
 
Employees and covered individuals who believe they have been a target of sexual harassment may at any 
time seek assistance in additional available forums, as explained in the Legal Protections section below. 

Supervisory Responsibilities 

Supervisors and managers have a responsibility to address sexual harassment and discrimination. All 
supervisors and managers who receive a complaint or information about suspected sexual harassment, 
observe what may be sexually harassing or discriminatory behavior, or for any reason suspect that sexual 
harassment or discrimination is occurring, are required to report such suspected sexual harassment to 
appropriate person or department. Managers and supervisors should not be passive and wait for an employee 
to make a claim of harassment. If they observe such behavior, they must act. 
 
Supervisors and managers can be disciplined if they engage in sexually harassing or discriminatory behavior 
themselves. Supervisors and managers can also be disciplined for failing to report suspected sexual 
harassment or allowing sexual harassment to continue after they know about it. 
 
Supervisors and managers will also be subject to discipline for engaging in any retaliation. 
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While supervisors and managers have a responsibility to report harassment and discrimination, they must be 
mindful of the impact that harassment and a subsequent investigation has on victims. Being identified as a 
possible victim of harassment and questioned about harassment and discrimination can be intimidating, 
uncomfortable, and re-traumatizing for individuals. Supervisors and managers must accommodate the needs 
of individuals who have experienced harassment to ensure the workplace is safe, supportive, and free from 
retaliation for them during and after any investigation. 

Complaints and Investigations of Sexual Harassment 

All complaints or information about sexual harassment will be investigated, whether that information was 
reported in verbal or written form. An investigation of any complaint, information, or knowledge of suspected 
sexual harassment will be prompt, thorough, and started and completed as soon as possible. The investigation 
will be kept confidential to the extent possible. All individuals involved, including those making a harassment 
claim, witnesses, and alleged harassers, deserve a fair and impartial investigation. 
 
Any employee may be required to cooperate as needed in an investigation of suspected sexual harassment. 
The Library will take disciplinary action against anyone engaging in retaliation against employees who file 
complaints, support another's complaint, or participate in harassment investigations. 
 
The Library recognizes that participating in a harassment investigation can be uncomfortable and has the 
potential to retraumatize an individual. Those receiving claims and leading investigations will handle complaints 
and questions with sensitivity toward those participating. 
 
While the process may vary from case to case, investigations will be done in accordance with the following 
steps. Upon receipt of a complaint, appropriate person or department will: 

1. Conduct a prompt review of the allegations, assess the appropriate scope of the investigation, and take 
any interim actions (for example, instructing the individual(s) about whom the complaint was made to 
refrain from communications with the individual(s) who reported the harassment), as appropriate. If the 
complaint is verbal, request that the individual completes the complaint form in writing. If the person 
reporting prefers not to fill out the form, appropriate person or department will prepare a complaint form 
or equivalent documentation based on the verbal reporting; 

2. Take steps to obtain, review, and preserve documents sufficient to assess the allegations, including 
documents, emails, or phone records that may be relevant to the investigation. Appropriate person or 
department will consider and implement appropriate document request, review, and preservation 
measures, including for electronic communications; 

3. Seek to interview all parties involved, including any relevant witnesses; 
4. Create a written documentation of the investigation (such as a letter, memo, or email), which contains 

the following:  
o A list of all documents reviewed, along with a detailed summary of relevant documents; 
o A list of names of those interviewed, along with a detailed summary of their statements; 
o A timeline of events; 
o A summary of any prior relevant incidents disclosed in the investigation, reported or unreported; 

and 
o The basis for the decision and final resolution of the complaint, together with any corrective 

action(s). 
5. Keep the written documentation and associated documents in a secure and confidential location; 
6. Promptly notify the individual(s) who reported the harassment and the individual(s) about whom the 

complaint was made that the investigation has been completed and implement any corrective actions 
identified in the written document; and 

7. Inform the individual(s) who reported of the right to file a complaint or charge externally as outlined in 
the next section. 

Legal Protections and External Remedies 
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Sexual harassment is not only prohibited by the Library, but it is also prohibited by state, federal, and, where 
applicable, local law. 
 
The internal process outlined in this policy is one way for employees to report sexual harassment. Employees 
and covered individuals may also choose to pursue legal remedies with the following governmental entities. 
While a private attorney is not required to file a complaint with a governmental agency, you may also seek the 
legal advice of an attorney. 

New York State Division of Human Rights 

The New York State Human Rights Law, N.Y. Executive Law, art. 15, § 290 et seq., applies to all employers in 
New York State and protects employees and covered individuals, regardless of immigration status. A complaint 
alleging violation of the Human Rights Law may be filed either with the New York State Division of Human 
Rights (DHR) or in the New York State Supreme Court. 
 
If someone feels they have been discriminated against they can file a complaint with the Division of Hyman 
Rights.  Once a complaint is filed the Division of Human Rights will investigate and may present toe case in a 
public hearing.  

For acts that occurred before 2/15/2024, you must file you complaint within one year of the most recent act 
of alleged discrimination.  If you were terminated, you must file within one year of the date you were first 
informed you would be terminated. 

If you are alleging sexual harassment in the workplace that occurred after 8/12/2020, you may file within three 
years from the most recent incident. 

For act that occurred on or after 2/15/2024, you must file your complaint within three years of the most 
recent act of alleged discrimination.  If you were termainated, you must file within three years of the date you 
were first informed you would be terminated. 

 
Complaining internally to the Library does not extend your time to file with DHR or in court. The three years are 
counted from the date of the most recent incident of harassment. 
 
You do not need an attorney to file a complaint with DHR, and there is no cost to file with DHR. 
 
DHR will investigate your complaint and determine whether there is probable cause to believe that sexual 
harassment occurred. Probable cause cases receive a public hearing before an administrative law judge. If 
sexual harassment is found at the hearing, DHR has the power to award relief. Relief varies, but it may include 
requiring your employer to take action to stop the harassment or repair the damage caused by the harassment, 
including paying monetary damages, punitive damages, attorney's fees, and civil fines. 
 
DHR's main office contact information is: NYS Division of Human Rights, One Fordham Plaza, Fourth Floor, 
Bronx, New York 10458. You may call (718) 741-8400 or visit www.dhr.ny.gov. 
 
Go to dhr.ny.gov/complaint for more information about filing a complaint with DHR. The website has a digital 
complaint process that can be completed on your computer or mobile device from start to finish. The website 
has a complaint form that can be downloaded, filled out, and mailed to DHR, as well as a form that can be 
submitted online. The website also contains contact information for DHR's regional offices across New York 
State. 
 
Call the DHR sexual harassment hotline at 1-(800)-HARASS3 for more information about filing a sexual 
harassment complaint. This hotline can also provide you with a referral to a volunteer attorney experienced in 
sexual harassment matters who can provide you with limited free assistance and counsel over the phone. 
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The United States Equal Employment Opportunity Commission 

The United States Equal Employment Opportunity Commission (EEOC) enforces federal antidiscrimination 
laws, including Title VII of the 1964 federal Civil Rights Act, 42 U.S.C. § 2000e et seq. An individual can file a 
complaint with the EEOC anytime within 300 days from the most recent incident of harassment. There is no 
cost to file a complaint with the EEOC. The EEOC will investigate the complaint and determine whether there 
is reasonable cause to believe that discrimination has occurred. If the EEOC determines that the law may have 
been violated, the EEOC will try to reach a voluntary settlement with the employer. If the EEOC cannot reach a 
settlement, the EEOC (or the Department of Justice in certain cases) will decide whether to file a lawsuit. The 
EEOC will issue a Notice of Right to Sue permitting workers to file a lawsuit in federal court if the EEOC closes 
the charge, is unable to determine if federal employment discrimination laws may have been violated, or 
believes that unlawful discrimination occurred by does not file a lawsuit. 
 
Individuals may obtain relief in mediation, settlement, or conciliation. In addition, federal courts may award 
remedies if discrimination is found to have occurred. In general, private employers must have at least 15 
employees to come within the jurisdiction of the EEOC. 
 
An employee alleging discrimination at work can file a "Charge of Discrimination." The EEOC has district, area, 
and field offices where complaints can be filed. Contact the EEOC by calling 1-800-669-4000 (TTY: 1-800-669-
6820), visiting their website at www.eeoc.gov, or via email at info@eeoc.gov. 
 
If an individual filed an administrative complaint with the New York State Division of Human Rights, DHR will 
automatically file the complaint with the EEOC to preserve the right to proceed in federal court. 

Local Protections 

Many localities enforce laws protecting individuals from sexual harassment and discrimination. An individual 
should contact the county, city, or town in which they live to find out if such a law exists.  

Contact the Local Police Department 

If the harassment involves unwanted physical touching, coerced physical confinement, or coerced sex acts, the 
conduct may constitute a crime. Those wishing to pursue criminal charges are encouraged to contact the local 
police department where the harassment has occurred.  

Conclusion 

The policy outlined above is aimed at providing Clifton Park-Halfmoon Public Library employees and covered 
individuals an understanding of their rights to a discrimination- and harassment-free workplace. Everyone 
should feel safe at work. Though the focus of this policy is on sexual harassment and gender discrimination, 
the New York State Human Rights law protects against discrimination in several protected classes, including 
sex, sexual orientation, gender identity or expression, age, race, creed, color, national origin, military status, 
disability, predisposing genetic characteristics, familial status, marital status, criminal history, or domestic 
violence survivor status. The prevention policies outlined above should be considered applicable to all 
protected classes. 

Wage and Hour Policies 

Accommodations for Nursing Mothers 
NY State Labor Law § 206-c 

Clifton Park-Halfmoon Public Library provides accommodations for nursing mothers to express milk in the 
workplace in accordance with federal and New York law. 
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Reasonable Break Time to Express Milk 

The Library will provide nursing mothers reasonable break time to express milk for their infant child each time 
the mother has the need to express milk for up to three years following the child's birth. 
 
The break time must, if possible, run concurrently with any break time already provided. If you are nonexempt, 
clock in and out/record the start and end time for any time taken that does not run concurrently with normally 
scheduled rest periods. Break time may be unpaid where permissible by applicable law. 
 
You are encouraged to discuss the length and frequency of these breaks with your Supervisor. 

Lactation Location 

The Library will provide nursing mothers with a private room or other location, other than a restroom, to 
express milk. The room or location will be well lit, in close proximity to the work area, and be shielded from 
view and free from intrusion from coworkers and the public. The room or location will have a chair, a working 
surface, nearby access to clean running water, and an electrical outlet. 
 
If the sole purpose or function of the room or location is not dedicated for use by employees to express breast 
milk, employees who need the room for expressing milk will be given priority use of the room, and their 
pumping needs will determine the availability of the room for other purposes. The Library will notify employees 
as soon as practical when the room or location has been designated for use by employees to express breast 
milk. 
 
When compliance with the room/location requirements would impose an undue hardship on the Library, the 
Library will make reasonable efforts to provide a room or other location, other than a restroom or toilet stall, 
that is in close proximity to the work area where employees can express breast milk in privacy. You may 
submit a lactation location request through appropriate person or department. The Library will respond to your 
request within five business days. 

Milk Storage 

INFORM EMPLOYEES WHERE THEY MAY STORE EXPRESSED MILK: Expressed milk can be stored [in 
library refrigerators, refrigerators provided in the lactation room, or other location]. Sufficiently mark or label 
your milk to avoid confusion for other employees who may share the refrigerator. You may also bring a 
personal cooler for storage. 

Retaliation 

The Library will not discriminate or retaliate against employees who express breast milk in the workplace in 
accordance with this policy. 

Meal Periods 
NY State Labor Law § 162 

Clifton Park-Halfmoon Public Library strives to provide a safe and healthy work environment and complies with 
all federal and state regulations regarding meal periods. Under New York law: 

 Workers employed in, or in connection with, a factory are entitled to a 60-minute unpaid meal period 
between 11 a.m. and 2 p.m., and a 60-minute unpaid meal period midway between the beginning and 
end of any shift that starts between 1 p.m. and 6 a.m. and lasts more than six hours. 

 Non-factory workers are entitled to a 30-minute unpaid meal period between 11 a.m. and 2 p.m. for 
shifts six hours or longer that extend over that period, and a 45-minute unpaid meal period midway 
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between the beginning and end of a shift that starts between 1 p.m. and 6 a.m. and lasts more than six 
hours. 

 All workers are entitled to an additional 20-minute unpaid meal period between 5 p.m. and 7 p.m. for 
workdays that extend from before 11 a.m. to after 7 p.m. 

Applicable law also provides that Tte Library may limit meal periods to a minimum of 30 minutes as long as 
there is no indication of hardship to the employees. 
 
You will not be required to work during your meal period unless otherwise permitted under applicable law. 
 
Check with your Supervisor regarding procedures and schedules for meal periods. 
 
 If you know in advance that you may not be able to take your scheduled meal period or are not fully relieved of 
all duties, let your Supervisor know; in addition, notify your Supervisor as soon as possible if you were unable 
to take or were prohibited from taking a meal period. 

Wage Disclosure Protection 
NY State Labor Law § 194 

In accordance with New York law, Clifton Park-Halfmoon Public Library will not prohibit you from inquiring 
about, discussing, or disclosing your wages or the wages of other employees. 
 
 
 
 

General Policies 

Availability of Required Postings 

Digital versions of all postings required to be displayed by New York State employers are available on the 
Library Intranet, by email, or both. 

Benefits 

Accommodations for Victims of Domestic Violence 

Clifton Park-Halfmoon Public Library will provide reasonable accommodations to employees who are victims of 
domestic violence who must be absent from work for a reasonable time, unless such accommodation would 
cause an undue hardship on the Library. 
 
Accommodations include reasonable time off to: 

 Seek medical attention for injuries caused by domestic violence, including for a child who is the victim 
of domestic violence; 

 Obtain services from a domestic violence shelter, program, or rape crisis center as a result of domestic 
violence; 

 Obtain psychological counseling related to an incident or incidents of domestic violence, including for a 
child who is the victim of domestic violence; 
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 Participate in safety planning or other action taken to increase safety from future incidents of domestic 
violence (e.g., temporary or permanent relocation); or 

 Obtain legal services, assist in the prosecution of an offense, or appear in court related to an incident of 
domestic violence. 

A victim of domestic violence is any person who is older than 16, married, or is a parent accompanied by a 
minor child in a situation where the individual or minor child is the victim of an act committed by a family or 
household member in violation of New York penal law. The act must have resulted in actual physical or 
emotional injury or created a substantial risk of physical or emotional harm to the person or their child. 

Notice 

You must provide reasonable advance notice of your intention to take time off for the above reasons unless 
advanced notice is not feasible. If an unscheduled absence occurs, you must provide the following 
documentation within a reasonable amount of time after your absence: 

 A police report indicating that you or your child was a victim of domestic violence; 

 A court order protecting or separating you or your child from the perpetrator of the domestic violence; 

 Other evidence from the court or prosecuting attorney that you appeared in court; or 

 Documentation from a medical professional, domestic violence advocate, health care provider, or 
counselor that you or your child underwent counseling or treatment for physical or mental injuries or 
abuse resulting from the domestic violence. 

Confidentiality 

The Library will maintain the confidentiality of any information regarding your status as a victim of domestic 
violence, except as required by federal or state law or as necessary to protect your safety in the workplace. 

Compensation 

The time off may be charged against any paid time off to which you are entitled. If you have no available paid 
time off, the time off may be treated as unpaid time. 

Retaliation 

The Library will not retaliate against a victim of domestic violence for requesting or obtaining reasonable 
accommodation in accordance with this policy. 

Blood and Bone Marrow Donation Leave  

NY Labor Law § 202-j  and NY Labor Law § 202-a 

Clifton Park-Halfmoon Public Library provides those employees who work an average of 20 or more hours per 
week: 

 Up to three hours of unpaid leave in any calendar year to donate blood. You must give reasonable 
notice of at least three working days of your intent to take leave to give blood. Provide documentation to 
your Supervisor immediately after such leave is taken. 

 Unpaid time off, as determined by your physician, not to exceed 24 hours without Library approval to 
undergo a medical procedure to donate bone marrow. If you seek leave to donate bone marrow, you 
must provide verification from a physician setting forth the purpose and length of each leave required. 

The Library will not retaliate against employees who request or take leave in accordance with this policy. 
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Cancer Screening Leave  
NY State Civil Service Law Chapter 465, Laws of 2017 

New York State Civil Service Law (Chapter 465, Laws of 2017) entitles library employees to take up to four 
hours of paid leave annually, without charge to leave credits, for cancer screening.  Absence beyond the four 
hours must be charged to the employee’s time off balance or the time will be unpaid.  The leave is not 
cumulative and expires at the close of business on the last day of each calendar year.  Employees who 
undergo screenings outside of their regular work schedule do so on their own time.   

COVID-19 Sick Leave 

If you are, or your minor dependent child is, subject to an individual order of mandatory or precautionary 
quarantine or isolation issued by New York State, the New York State Department of Health, a local board of 
health, or any other government entity authorized to issue such order due to COVID-19 (Individual Quarantine 
Order), you may be eligible for paid and/or unpaid leave in addition to paid family leave benefits (PFLB) and 
disability benefits (DB). 

Program Specifics 

For the duration of the Individual Quarantine Order the Library is required to provide you with at least 14 days 
of paid sick leave. Leave will be provided without the loss of any accrued sick leave. 

Eligibility 

You are not eligible for leave if you are deemed asymptomatic or have not yet been diagnosed with a medical 
condition and are physically able to work remotely or through other means while under an Individual 
Quarantine Order. 
 
If you have returned to the United States after non-business-related travel to a country from which the Centers 
for Disease Control and Prevention (CDC) has issued a level two or three travel health notice, you are not 
eligible for these benefits if you were provided notice of the travel advisory, were warned that you would not be 
eligible for such benefits if you elected to travel to such countries, and chose to travel anyway. All employees in 
this category are entitled to use any accrued leave provided by the Library. If you do not have any accrued 
leave, you may use unpaid leave for the duration of the quarantine or isolation. 

Restoration 

Upon return from leave, you will be restored to the same position you held prior to the leave with the same pay 
and other terms and conditions of your employment. 

How to Apply for Benefits 

Information on how to apply for DB and/or PFLB when you are under an Individual Quarantine Order is 
available at https://paidfamilyleave.ny.gov/if-you-are-quarantined-yourself#how-to-apply. 

Business Closure 

If the Library temporarily closes due to COVID-19, you may not be eligible for the above-mentioned benefits 
and should immediately apply for unemployment insurance. The unemployment insurance benefits one-week 
waiting period has been waived. Information on how to file a claim can be obtained at 
https://labor.ny.gov/unemploymentassistance.shtm. 

Discrimination and Retaliation 

The Library will not discriminate or retaliate against employees who take leave in accordance with this policy. 

https://paidfamilyleave.ny.gov/if-you-are-quarantined-yourself#how-to-apply
https://labor.ny.gov/unemploymentassistance.shtm
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COVID-19 Vaccination Leave 

Clifton Park-Halfmoon Public Library will provide all employees sufficient paid leave to obtain a COVID-19 
vaccination. Sufficient paid leave means up to four hours per vaccine injection. 
 
If the need for leave is foreseeable, provide as much advance notice as possible and make reasonable efforts 
to schedule the leave so that it does not unduly disrupt Library operations. If unforeseeable, provide notice as 
soon as practical. 
 
You will be compensated at your regular rate of pay for the time missed from work. The leave will not be 
charged against any other leave benefit to which you are entitled, including sick leave. 
 
The Library will not retaliate against employees who request or take leave in accordance with this policy. 
 
This policy expires on December 31, 2023. 

Crime Victim and Witness Leave 
NY Penal Law § 215.14 

Clifton Park-Halfmoon Public Library will provide eligible employees with time off from work, without pay, for 
any of the following reasons: 

 To comply with a subpoena to testify in a criminal proceeding (including time off to consult with the 
district attorney); 

 To give a victim impact statement at a pre-sentencing proceeding; 

 To give a statement at a sentencing proceeding; or 

 To give a statement at a parole board hearing. 

You are eligible for time off under this policy if you are: 

 The victim of the crime at issue in the proceedings; 

 The victim's next of kin; 

 The victim's representative if the victim is deceased as a result of the offense; 

 A "Good Samaritan"; or 

 Pursuing an application or the enforcement of an order of protection as provided under relevant law. 

For purpose of this policy: 

 Good Samaritan means someone who acts in good faith to apprehend a person who has committed a 
crime in his or her presence, to prevent a crime or an attempted crime from occurring, or to aid a law 
enforcement officer in effecting an arrest. 

 Victim's representative means a person who represents or stands in the place of another person, 
including but not limited to, an agent, attorney, guardian, conservator, executor, heir, or parent of a 
minor. 

If you are required to attend a criminal proceeding either as a witness or as a crime victim (or a close family 
member of a crime victim), you must notify your Supervisor as soon as possible and at least one day before 
taking leave to make scheduling arrangements. The Library reserves the right to require employees to provide 
proof of the need to attend the criminal proceedings to the extent authorized by law. 
 
The Library will not retaliate against employees who request or take leave in accordance with this policy. 
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Jury Duty Leave 
NY Jud. Law § 519 

Clifton Park-Halfmoon Public Library encourage employees to fulfill their civic duties related to jury duty. If you 
are summoned for jury duty, notify your Supervisor as soon as possible to make scheduling arrangements. 
 
You will be paid a minimum of $40 per day for the first three days of juror service or any part thereof. For any 
additional days, time spent on jury duty will be unpaid. You may opt to use personal or vacation time in place of 
unpaid leave. 
 
The Library reserves the right to require employees to provide proof of jury duty service to the extent 
authorized by law. 
 
The Library will not retaliate against employees who request or take leave in accordance with this policy. 

Military Spouse Leave 
NY State Labor Law § 202-i 

Clifton Park-Halfmoon Public Library provides up to 10 days of unpaid leave to employees who are the spouse 
of a military member who is home on leave during a period of military deployment. 
 
To be eligible for military spouse leave you must: 

 Work an average of 20 or more hours per week; and 

 Be the spouse of a member of the U.S. Armed Forces, National Guard, or Reserves who has been 
deployed during a period of military conflict to a combat theater or combat zone of operations. 

A period of military conflict means a period of war declared by the U.S. Congress or a period during which a 
member of the Reserves is ordered to active duty under federal authority. 
 
If you need to take military spouse leave, notify your Supervisor as soon as reasonably possible. The Library 
reserves the right to ask for documents supporting the need for leave. 
 
You may elect to use any available paid time off for which you are eligible under Library policy for the purpose 
of taking military spouse leave, and such paid time off will run concurrently with the leave afforded under this 
policy. 
 
The Library will not discriminate or retaliate against employees who request or take leave in accordance with 
this policy. 

Paid Family Leave 

New York's Paid Family Leave (PFL) program provides eligible employees with job-protected, paid time off to: 

 Bond with a newly born, adopted, or foster child. 

 Care for a family member with a serious health condition. 

 Assist in situations when a spouse, domestic partner, child, or parent is deployed abroad on active 
military service. 

Eligibility 

Eligible employees may take PFL leave as follows: 
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 If you work full time (a regular schedule of 20 or more hours per week), you are eligible after 26 
consecutive weeks of employment. 

 If you work part time (a regular schedule of less than 20 hours per week), you are eligible after working 
175 days, which do not need to be consecutive. 

Amount of Benefit 

You will be provided up to 12 weeks of leave at 67 percent of your weekly pay (capped at 67 percent of 
statewide average pay). 
 
You may use accrued paid leave in order to receive full pay while on PFL. 

Funding 

PFL is funded through employee payroll contributions that are set each year to match the cost of coverage. 
The rate of employee contributions is reviewed annually and is subject to change by the New York State 
Department of Financial Services. 
 
If you are not eligible for PFL, you will be provided a waiver to sign, and PFL contributions will not be deducted 
from your wages. 

Qualifying Events 

If you are eligible, you may use PFL for the following reasons: 

 New child: You may take PFL during the first 12 months following the birth, adoption, or fostering of a 
child. Expectant mothers cannot take PFL for their own pregnancy. PFL for the birth of a child begins 
after the child's birth and is not available for prenatal conditions. 

 Serious health condition: You may take PFL to care for a family member with a serious health 
condition. The relative may live outside of New York State and even outside the country. You cannot 
take PFL for your own health condition. 

 Military active service deployment: You may take PFL when your spouse, domestic partner, child, or 
parent is deployed abroad on active military service or has been notified of an impending military 
deployment abroad. You cannot use PFL for your own qualifying military event. 

As used in this policy: 

 Family member includes a spouse, domestic partner, child and stepchild, parent and stepparent, 
parent-in-law, grandparent, grandchild, and sibling (biological, adopted, half, and step). 

 Serious health condition is an illness, injury, impairment, or physical or mental condition, including 
transplant preparation and recovery from surgery related to organ or tissue donation, that involves 
inpatient care in a hospital, hospice, or residential medical facility; or continuing medical treatment or 
continuing supervision by a health care provider. 

Health Insurance 

Your health insurance will continue while you are on leave; however, if you contribute to the cost of your health 
insurance, you must continue to pay your portion of the premium cost while on leave. 

Interaction with Other Laws 

PFL may be taken by employees who are eligible for time off under the federal Family and Medical Leave Act 
(FMLA). PFL will run concurrently with designated FMLA leave when the reason for leave qualifies under both 
PFL and FMLA. Eligible employees must then apply for both PFL and FMLA. 
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You may not receive short-term disability and PFL benefits at the same time. You may not take more than 26 
combined weeks of short-term disability and PFL in a 52-week period. 
 
If you are unable to work and qualify for workers' compensation benefits, you may not use PFL benefits at the 
same time as you are receiving workers' compensation benefits. If you are receiving reduced earnings, you 
may be eligible for PFL. 

Notice and Required Documentation 

Notify your Supervisor or HR Coordinator if you intend to use PFL. If leave is foreseeable, you must give 30 
days' advance notice so the Library can plan for your absence. If the event was not foreseeable, notify your 
Supervisor or HR Coordinator as soon as possible. If you fail to give notice without unusual circumstances 
justifying the failure, PFL may be delayed or partially denied. 
 
You must provide documentation in support of your PFL request within 30 days after the leave begins. The 
Library may require additional proof during your leave, but not more often than once a week. Proof must 
include a statement of disability from the leave recipient's health care provider. 

Returning to Work 

On return from PFL, you will be reinstated to your original position, or if no longer available, an equivalent 
position with equivalent terms and conditions of employment, including pay and employment benefits. 
 
Use of PFL will not result in the loss of any employment benefit that accrued before the start of your family 
leave that was not used during your family leave. 

Retaliation 

The Library will not retaliate against employees who request or take leave in accordance with this policy. 

Additional Information 

If you have additional questions regarding PFL, contact the HR Coordinator or visit 
https://paidfamilyleave.ny.gov/. 

Voting Leave 
NY State Election Law § 3-110 

Clifton Park-Halfmoon Public Library encourages all employees to fulfill their civic responsibility and to vote in 
public elections. Most work schedules provide sufficient time to vote either before or after working hours. If the 
polls are open for at least four consecutive hours before or after the work shift, you will be deemed to have 
sufficient time outside of work hours to vote. 
 
If you do not have sufficient time before or after work to vote, you may take enough time off at the beginning or 
end of your work shift to vote. Up to two hours' time off for this purpose will be provided without loss of pay. 
 
You must request time off to vote from your Supervisor at least two working days prior to Election Day so that 
the necessary time off can be scheduled at the beginning or end of the work shift, whichever provides the least 
disruption to normal business operations. 
 
The Library will not retaliate or tolerate retaliation against employees who request or take leave under this 
policy. If you believe that you are being retaliated against because you requested or took leave under this 
policy, immediately report it to your Supervisor or HR Coordinator. 

https://paidfamilyleave.ny.gov/
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Airborne Infectious Disease Exposure Prevention Plan 

See the Library's Pandemic-Operations Policy attached. 
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Custom Policies 
 

 

Custom Policies 

Nonsolicitation/Nondistribution Policy 

See Operational Policies 
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Closing Statement 
 

 

Thank you for reading our handbook. We hope it has provided you with an understanding of our mission, 
history, and structure as well as our current policies and guidelines. We look forward to working with you to 
create a successful Library and a safe, productive, and pleasant workplace. 
 
Alexandra Gutelius, Director 
 
Clifton Park-Halfmoon Public Library 
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Acknowledgment of Receipt and Review 
 

 

By signing below, I acknowledge that I have received a copy of the Clifton Park-Halfmoon Public Library 
Employee Handbook (handbook) and that I have read it, understand it, and agree to comply with it. I 
understand that the Library has the maximum discretion permitted by law to interpret, administer, change, 
modify, or delete the rules, regulations, procedures, and benefits contained in the handbook at any time with or 
without notice. No statement or representation by a supervisor, manager, or any other employee, whether oral 
or written, can supplement or modify this handbook. Changes can only be made if approved in writing by the 
Library Board. I also understand that any delay or failure by the Library to enforce any rule, regulation, or 
procedure contained in the handbook does not constitute a waiver on behalf of the Library or affect the right of 
the Library to enforce such rule, regulation, or procedure in the future. 
 
I understand that neither this handbook nor any other communication by a management representative or 
other, whether oral or written, is intended in any way to create a contract of employment. I further understand 
that, unless I have a written employment agreement signed by an authorized Company representative, I am 
employed "at-will" (to the extent permitted by law) and this handbook does not modify my "at-will" employment 
status. 
 
If I am covered by a written employment agreement (signed by an authorized Company representative) or a 
collective bargaining agreement that conflicts with the terms of this handbook, I understand that the terms of 
the employment agreement or collective bargaining agreement will control. 
 
This handbook is not intended to preclude or dissuade employees from engaging in legally protected activities 
under the National Labor Relations Act (NLRA). This handbook is not intended to violate any local, state, or 
federal law. No provision or policy applies or will be enforced if it conflicts with or is superseded by any 
requirement or prohibition contained in federal, state, or local law, or regulation. Furthermore, nothing in this 
handbook prohibits an employee from reporting concerns to, filing a charge or complaint with, making lawful 
disclosures to, providing documents or other information to, or participating in an investigation or hearing 
conducted by the Equal Employment Opportunity Commission (EEOC), National Labor Relations Board 
(NLRB), Securities and Exchange Commission (SEC), or any other federal, state, or local agency charged with 
the enforcement of any laws. 
 
This handbook supersedes any previous handbook or policy statements, whether written or oral, issued by 
Clifton Park-Halfmoon Public Library. 
 
If I have any questions about the content or interpretation of this handbook, I will contact the HR Coordinator. 

 

 

[sig|req|signer1]                                                    [date|req|signer1] 
_________________________                           _________________________ 

 Signature                                                                     Date 

 

[text|req|signer1] 
_________________________ 
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 Print Name
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                        APPENDIX 



Adoption of this form does not constitute a conclusive defense to charges of unlawful sexual harassment. Each claim of 
sexual harassment will be determined in accordance with existing legal standards, with due consideration of the particular 
facts and circumstances of the claim, including but not limited to the existence of an effective anti-harassment policy and 
procedure. 

 

 

 
 

 
New York State Labor Law requires all employers to adopt a sexual harassment prevention policy that 
includes a complaint form to report alleged incidents of sexual harassment.  
 
If you believe that you have been subjected to sexual harassment or gender discrimination, you are 
encouraged, but not required, to complete this form and submit it to the appropriate person or department 
indicated in the New York Sexual Harassment Prevention policy in this handbook. No employee will be 
retaliated against for filing a complaint. 
 
If you are more comfortable reporting verbally or in another manner, your employer should complete this form, 
provide you with a copy, and follow its sexual harassment prevention policy by investigating the claims. 
 

For additional resources, visit: ny.gov/programs/combating-sexual-harassment-workplace  
 
 
 
COMPLAINANT INFORMATION 
 
Name:         
  
Work Address:        Work Phone:        
 
 
Job Title:        Email:        
 
Select Preferred Communication Method:         Email   Phone   In person 
 
 
 
SUPERVISORY INFORMATION 
 
Immediate Supervisor’s Name:        
 
Title:        
 
Work Phone:        Work Address:       
 
 
 
 
 
 
  

Complaint Form for  
Reporting Sexual Harassment 
 



 

  
 

 
 
 
 
COMPLAINT INFORMATION 
 
1. Your complaint of sexual harassment is made about: 
 

Name:        Title:        
 
Work Address:           Work Phone:       
 
Relationship to you: Supervisor   Supervisee   Co-Worker   Other (please specify) 
 
 

2. Please describe what happened and include as many details as possible. You may use additional sheets 
of paper if necessary. If you have any relevant documents, please include them. . 

 
      

 
 
3. Date(s) sexual harassment occurred:       

 
Is the sexual harassment continuing? Yes No 
 
 

4. If possible, please list the name and contact information of any witnesses or individuals who may have 
information related to your complaint: 
 
      
 
 

The last question is optional, but may help the investigation. 
 

5. Have you previously provided information (verbal or written) about related incidents? If yes, when and to 
whom did you provide information? 
 
      
 

 
This is not required, but if you have retained legal counsel and would like us to work with them, please provide 
their contact information. 

 
 

 
 
 
Signature: __________________________ Date: __________________ 
 
 



 

 

The following constitutes a cooperation agreement between the Friends of the Clifton Park Halfmoon 

Public Library (hereafter referred to as “the Friends”) and the Clifton Park Halfmoon Public Library 

(hereafter referred to as “the Library”), both with principal places of business at 475 Moe Road, Clifton 

Park, NY 12065. This arrangement shall be binding for three years following the date of signatures below, 

but may be terminated by either party on thirty days written notice. 

 The mission of the Friends of the Clifton Park Halfmoon Public Library is to raise money for the Library 

and raise public awareness of the Library in the community and to support the services and programs of 

the Library. As a nonprofit 501(c)(3) organization, the Friends is a legally separate, independent entity 

and is not a part of the Library. The Staff Liaison to the Friends (the Library Director or a staff designee) 

is an ex officio position, serving in an advisory capacity on projects that benefit the Library.  

The Library agrees to:  

1. Inform the Friends of its long-range plans to ensure that the Friends are aware of the goals and 

direction of the Library.  

2. Share with the Friends the Library’s strategic initiatives on at least an annual basis and discuss 

with the Friends how the organization’s volunteer and financial resources might help advance 

these projects. 

3. Furnish the Friends with a list each year that indicates the Library’s anticipated needs for Friends 

support.  

4. To the extent possible, assist the Friends in planning for communications, including but not 

limited to, the Friends newsletter, promotional emailing, signage, and social media.  

5. Provide public space for Friends membership brochures, signage and promotional materials. 

6. Make adequate space and resources available in the library for the volunteers to carry out their 

work. 

7. Include the Friends activities, on and off-site in its Liability Insurance Policy.  The Friends will be 

charged for a prorated share of the expense.  The Library must be the signatory on all liability 

waiver requests. 

8. All decisions regarding the management and operation of the Library shall be in the sole and 

exclusive discretion of the Library’s Board of Trustees and, to the extent delegated to her, the 

Library’s Executive Director. 

 

The Friends agree to:  

1. Publicly support the Library and its policies. 

2. Discuss and vote on items requested by the Library and supply funding for agreed upon 

expenditures in a timely manner upon receipt of an invoice from the Library. 



   
 

   
 

3. That, apart from the group’s administrative, program, and fundraising expenses, any and all 

monies raised will be spent to enhance library programs, services, and other Library-defined 

needs unless otherwise agreed to by both the Friends and the Library.  

4. That the Library Board of Trustees has the final say in accepting or declining any and all gifts made 

to the Library.  

5. Engage in advocacy efforts on behalf of the Library under the guidance of the Library 

administration and the Library’s Board of Trustees.  

6. Inform the Library in advance of any new initiatives, programs and fundraising efforts, highlighting 

any requirements involving the Library facility and staff. 

7. To the extent possible, integrate agreed upon branding and messaging into communications and 

promotions.  
 

 

 

 

___________________________________________________________  ___________________________________ 

Signature – President, Library Board of Trustees               Date  Printed Name 
 
 
 
___________________________________________________________  ___________________________________ 

Signature – President, Friends of the Library                      Date  Printed Name 
 



 
  Front Entrance and Lobby Renovation Project 

    Revolving Door and Curtain Wall Removal Bid 
              April 15, 2024 
                

 
 

The Front Entrance and Lobby Renovation Project includes the removal of the current 
doors and curtain wall and the installation of a new revolving door.  Because of the high 
cost of this portion of the project, competitive bidding is required.   
 
A competitive bid was issued by Synthesis Architects on behalf of the Library for the 
furnishing and installation of a complete Automatic Revolving Door System that includes 
curved side walls, tracks, canopy, ceiling, door wings, display cases, hardware, glass, 
matwell ring, drive system sensor systems and emergency collapsing mechanism.   
 
The competitive bid was issued on March 20th and bid packages were delivered to five 
interested companies.  The due date for bids was April 9, 2024 at 10am.  At that time, only 
one company submitted a bid, Architectural Glass & Metal based in Clifton Park. 
 
The bid form is attached. 
 
The bid amount of $247,000 is in line with the estimates that were developed when the 
grant was submitted for this project in 2022. 
 
 
 
It is recommended that the Library Board approve the bid  submitted by Architectural 
Glass & Metal of $247,000 for the furnishing and installation of a complete Automatic 
Revolving Door System.   
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