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Library Policy
Collection Management
Policy

Selection Aids

Local Author Collection

Donor Recognition Policy

Donor Recognition

Fixed Asset Policy
Removal

Hot Spot Policy
Damaged or Lost Hotspots

Overdue Devices

Internal Control Policy and
Procedures

Selection Aids

The following are representative of the aids used for selection of

materials

« Professional Journals: Baker & Taylor Forecast, Booklist,

Horn Book, Kirkus, Library Journal, New York Times Review of Add an "and" after 'Books," and befoe 'School Library Journal'
Books. School Librarv Journal anrd-Videe-Librarian .

To support, encourage, and foster access to local talent, Wells
County Public Library will maintain a Local Author Collection.
The mission of the Local Author Collection is to continually
improve library service to the public by providing free access to
books by local authors, enriching the community with books aré-
rusic-created by local authors and-musicians, and promoting
individual achievements in authorship. This collection features
donated books ard-music from local authors and-artists.

Recomend Accept

* IS NUIALY AN d PrYSISTE UUTHIUT TECUYIIUUT
display with established levels at each facility. Presently

the main library has a donor wall and the branch has a

donor plaque with the following levels indicated: Recomend Accept
patrons ($250-$499), donors ($500-$999), major

donors ($1000-$4999), and benefactors ($5000 up).

When library material assets are no longer usable or needed, they
are discarded according to the collection management policy.
Equipment and furniture are d rded according to usability and
function. When viable, equipment and furniture are offered for
public at Friends of the Library sal All discarded

are marked with a discard date on the fixed asset inventory.
Following the annual report to the State Board of Accounts, these
items are deleted from the inventory.

Recomend Accept

Once a hotspot is checked out to a patron it becomes the
) R 4 A

responslbllltyof that patron. Hetsp: He-Rotb: P
therthan-th d-hold

Overdue devices will have Internet access deactivated within 48
hours after their due dates. The overdue fine will be $5 per day
with maximum $10 fine. Iltems 48 hours overdue w may be
declared lost, and full replacement costs will-be charaed.

Recomend Accept

Component Three: Control Activities [H. IT Controls

Component Four: Information and
Communication

Component Five: Monitoring
Activities

Library Patron Policy
Library Cards
Resident Card

Property Owners

Paid Non-Resident Card

7. Appropriate environmental controls exist to ensure the security
and reliability of equipment. The server room is equipped with an
uninterruptible power supply and the building has a back-up
generator to maintain power at least long enough for a proper shut
down.. Background and reference checks are completed for all
new hires over the age of 18.

WCPL establishes policies and procedures, including internal
control, to address all identified risks. These are included in the
Employee Handbook, and the Employee Handbook is made
available online and in hard copy. A-sStaff cemmrittee-and the
library board review and update the Employee Handbook
annually. Changes are communicated verbally and in writing, and
employees are required to acknowledge in writing that they are
informed and understand any changes made.

Recomend Accept

Recomend Accept

WCPL communicates with its employees through monthly
department head meetings and staff information emails-and-

ings. Internal communication allows supervisors to Recomend Accept
convey responsibilities and issues to their staff. Effective

communication encourages employee involvement.
VWU L HIPISHTIETI LS HEE LUHIU UL GUUVILES U UUYTT PUILIES aiiu

procedures. The library board and a-retated staff eommitiee-
routinely review all sections of the employee handbook on a
regular basis. The mix of members with a long tenure and
familiarity with the policy and those brand new to the organization
brings a much needed fresh perspective to this oversight activity.
Departmental procedures are maintained and updated on a

Recomend Accept

Library cards are issued free of charge and are valid for three (3)
years to residents of Wells County who do not live within the city =~ Recomend Accept
limits of Markle. All adults are required to show proof of address.

Teens cards are issued to children ages 12 through 17. Kids’

cards are issued to children ages 4 through 11. Teens and Klds

cards require a parent/guardian’s signature and p: g . A pt
proof of address. These cards have limited borrowing pnvlleges,

as set by the library director.

Any card not barred or blocked by the library’s system is
considered in “good standing.” Cards in good standmg are eligible

for renewal at no charge—R g and R d A pt
have access to all pl‘\ys\ca\ and electromc matenals 1 accordance
o their age group. AH-eare + harge-

Non-residents who pay property or personal property tax in Wells
County are issued a library card valid for three years. Non-
residents need to show tax receipts at time of card renewal.
Property Owner cards in “good standing” have access to-
eleetronic-materials-the benefits of a resident card

Proposed: "have aceess-te-electronic-materials the same
asa ent card"

First strikeout and additon Recomend Accept

Non-residents may have the privilege of borrowing prirt-ane-ren-
print library materials by purchasing a Wells County Public Library . o
Card. These fees are non-refundable and cards are valid for one 0" the second strikeout and addition: . §
(1) year. Paid non-resident cards in “good standing” have access Proposed: "have access to electronic materials the same benefits
to electronie-materiats-the benefits of a resident card as a resident card”
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Teacher or Institutional Card

PLAC Card

Reciprocal Card

Student Card

Digital Card

Standards of Patron Behavior

Meeting Room Policy
Fees, Penalties & Damage

Responsibilities
Beverages, Food, Smoking
&Decorations

Library Equipment

Capacity

Unsupervised Children

Services Policy
Eauipment Loan
In-House Use Equipment

Public Use Equipment

Individuals who teach in Wells County may have a library card for

use during the school year only. This same type of card may be

issued to nursing homes and other institutions at the discretion of Proposed "have access-to-electronic-materials the same benefits
the library director. Teacher or institutional cards in “good ofac esident card except that teachers may not borrow items
standing” have access to electronic-materials the benefits of a for y)ms(ma\ use on their teacher card.!
resident card except that teachers may not borrow items for

personal use on their teacher card

The Public Library Access Card (PLAC) is the name for the

statewide library card enacted by the Indiana General Assembly in

1993 (Indiana Code 4-23-7.1-5.1). The PLAC program allows
individual to purcha card which allows them to borrow
materials directly from any public library in Indiana. Any individual Recomend Accept
who holds a valid Indiana public library card may obtain a PLAC

card. Each PLAC card is valid for 12 months after issued and have

the benefits of a resident card with the exception of hotspots and

electronic materials.

JLPLAC 4 tand .
i it of & PLAG cart. PLAG Recomend Accept
5 -

Residents or property owners of the Huntington City Township

Public Library district serving Huntington Township, the City of

Huntington and the Town of Markle, Indiana, and residents or

property owners of the Wells County Public Library district serving Recomend Accept
Wells County, Indiana shall have reciprocal borrowing privileges.

The reciprocal patron’s privileges will be the same as a resident

patron with the excepllon of aeeess%e hotspots and electronic

materials. thatrea

Students in grades K-12, who attend a Wells County school but
live outside of Wells County or within Markle city limits, may have a
library card for use during the school year only. Current proof of
attendance is required. Borrowing privileges are the same as the

age appropriate resident card with-the-exception-ef-aceesste-
entertainmentmovies.

Recomend Accept

This card only allows access to our electronic materials. It is valid

for three (3) years. Residents, property owners, and all students

and teachers at Wells County schools are eligible. Those who Recomend Accept
already possess another Wells County Public Library Card of any

kind will not be granted a digital card.

Refrain from the use of all tobacco and vaping

. o . Recomend Accept
products on library property. This includes electronic P

The Library Board of Trustees sets the fees for the use of the
library meeting rooms. Prevailing sales tax will be charged to for-
profit organizations and individuals. Not-for- profit organizations
must provide a copy of theu official tax exempt docum emmuou

F T-105 (i R T

E*emaaenee%c—ate} each vear.

Recomend Accept

The kitchen areas at the Main | ibrary and Ossian Branch Library

may be used to serve food and beverages. The kitchenette in

Ossian includes a refrigerator and microwave for the renter’s use.

The Parlor and Large IVieeting Room at the Main Library include =~ Recomend Accept
an oven, refrigerator and microwave. The Small Meeting Room at
the Main Library includes a microwave and small drink refrigerator
with freezer

Refrain from the use of all tobacco and vaping products on library
property. This includes electronic cigarettes.

Subiject to prior booking, the following equipment is available to
use in the meeting room: pipe and drape. overhead projector,
opaque projector, slide projector, T vides/BVD media player,

Recomend Accept

cd/cassette player, vie - projection screen, podium, Changes before last sentence Recomend Accept
portable stage, T\/multi-media projector, portable speaker Proposed add: ", as to" after "time" and before "which"
system keyboard and a flip chart/marker board stand. Fhe-pipe-
e table-stag t Inquire ahead of
time w mm equipmen L is available at the Ossian Branch Library.
Parlor
* 24 people with tables and chairs Recomend Accept

* 49 people with chairs only

Children should be provided with adult supervision before, during,

and after programs, activities, and meetings held in the library’s

meeting rooms and should not be expected to entertain Recomend Accept
themselves or use the library unsupervised. Trips to rest rooms

and in and out of the building likewise require supervision.

Equipment is available according to procedures determined by the
library director. The equipment for library use in designated areas
includes, but is not limited to the following: computers,
copiers/scanners/printers, a typewriter,

magnifying glasses, video players, video projectors, and dlgltal
piano.

The library loans several pieces of equipment, including but not
limited to the following: multi-media projector, overhead projector,
slide projector, screen.

Recomend Accept

Equipment loan criteria:

e Patrons with a valid adult library card may check out the

equipment for a period up to 72-heurs 3 days. Equipment mustbe Recomend Accept
picked up and returned to the main library or branch.

" b -up-t th o &

P i Y Recomend Accept

E
=
Med B N

i o
Rl 4 v Recomend Accept
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Exam Proctoring All qualified staff, full and part-time, are able to proctor exams, as
allowed by their work schedule. Fh for-P g
S # hould-be turned-in-to-th tor-wh heduling

Exam Proctoring criteria

Notary Public

Outreach Services
Homebound Services

Materials Loaned

Special Room Use

Children's Story Hour Room

Study Rooms

Personnel Policy

Non-Discrimination Policy

Recomend Accept

the-test-atleast 7-day o ~Tests will be scheduled during
the proctor’s regular work hours. Tests must be completed 30
minutes before the library closes.

e The student patron will allow sufficient time to take the
examination before the deadline that has been i by the P
institution.

e The student patron will be required to present a valid picture
1.D. at the time of the exam.

e Proctors will not monitor a student patron continuously during
an exam, but may check on the student patron periodically. The ~ Recomend Accept
Library does not quarantee that a quiet studv room will be

« Proctors will enforce any time limits that are placed on the
exam, as well as other rules set forth in the examination materials.
The use of cell phones or visiting with others is prohibited. Any
perceived violation of the posted rules for the exam will be
reported to the educational institution.

e Tests offered in a computer format must be compatible with
the hardware and software available on the Library workstations.

« Prior contact between the testing institution and the proctor is
required so that credibility and testing requirements can be

e Librarians cannot proctor exams that students patrons bring in
themselves.

e Librarians will not sign a proctoring verification that attests to
more than the staff member has been able to do.

* The Library will not be responsible for any delayed tests, nor
for any completed tests once they leave the library’s possession
and have been mailed or emailed back to the educational

e The Library will not be responsible for tests that are
interrupted by Library emergencies, power failures, or computer
hardware or software failures.

e The Library reserves the right to substitute a proctor in the

event of the oriainal proctor’s absence.
ication-for-P Serviee iH-be-retained-by-th

Recomend Accept

Recomend Accept

o £j
oo tor o oo ot o e e ot th Recomend Accept

Responsibilities of the test taker include:

¢ Read the Exam Proctorina Policv.
o__Filltoutth ion-for-P ing-Servicef d-ret

t
G
to-the Adult Servicas Dask atleast o ot Recomend Accept

Notary public service is provided for a $2:06-charge fee for each use of
a notary stamp. As this service is subject to the availability of the
notary public on staff and may not be available during all library hours
patrons should call prior to comina to the librarv.

Recomend Accept

Homebound patrons of the Wells County Public Library have
access to the followina services:

« Materials are selected by staff. Materials are picked up and
returned by a third party.

* Materials are selected, delivered, and returned by staff or

approved volunteer for patrons who reside in local residential Recomend Accept
facilities.

e Materials are delivered to the patron's home by staff or

approved volunteer. Such service is available on an individual Recomend Accept

basis. The library determines eliaibility.
Materials Loaned:
* Homebound patrons may borrow books, audio books and

movies for up to six weeks.-witheut-fines—unless-th terial P

heme-location-s-New:

The Main library and the Ossian branch library have several rooms
available for patron use. Library proaramming always has priority
The Ossian Branch library’s story hour room is used for library
programming. All other activities may be approved at the

discretion of the director or branch librarian. Library-pregramming-

Recomend Accept

Recomend Accept

Rooms are available to adults and young adults at the discretion

of the librarian te-adulis-and-young-adulis. Room capacities vary

and are based on fire code regulations. Reservations may be Recomend Accept
made in two (2) hour increments. Reservations may be made up

to two (2) weeks in advance.

1.1 Equal Employment Opportunity Wells County Public Library (WCPL) is committed to

Policy

1.3 Anti-Harassment Policy

nondiscrimination in the consideration of employment and the
employment terms and conditions of all WCPL applicants and
employees. No applicant or employee will be discriminated
against or treated unfavorably because of race, gender, color,
religion, creed, national origin, age, gender identity, military service
status, pregnancy, childbirth or related medical condition, veteran
status, . genetic information (including family medical history),
mental/physical disability (except where the disability prevents the
individual from being able to perform the essential functions of the
job and cannot be reasonably accommodated in full compliance
with the law), or other legally-protected status. All WCPL policies
and procedures will be regularly reviewed to assure the full
adherence to our equal employment opportunity objectives.

Recomend Accept

It is against policy for any employee, whether a manager,

supervisor or coworker, to harass another employee or board

member. Prohibited harassment occurs when verbal or physical

conduct that defames or shows hostility toward an individual

because of his or her race, color, religion, gender, national origin,

age, mental or physical disability or other legally- protected status, A "
or that of the individual’s relatives, friends, or associates, creates
or is intended to create an intimidating, hostile, or offensive
working environment; interferes with or is intended to interfere with
an individual’s work performance; or otherwise adversely affects
an individual’s employment opportunities. WCPL ¢ prohibits
harassment of third parties, including vendors or visitors
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1.5 Employee Protection Policy

Employment Policies
2.5 Selection of Emplovees
Employment of Relatives

Compensation & Work Week
Policies

3.2 Wages

Pay Raises

3.3 Work Week
Definition

3.4 Attendance

3.8 Payday and Release of Direct...

3.10 Compensation

(added hyphens)

Workplace Policies
4.9 Library Van Use

Any employee who believes he or she has been harassed in

violation of this policy should report the conduct immediately to the-

Human Resources or the Director. No victim retaliation or

discrimination will result from any good-faith complaint made

under this policy.

If any employee reasonably believes that a policy, practice, or

activity of WCPL (or another individual or entity with whom WCPL

has a business relationship) is in violation of law or clear mandate

of public policy, a written complaint must be filed by that employee removal of ":" replaced with *," and adding an "s" tp practice
with the Director. Examples of reportable activities would include ~ Recomend Accept
such activities as discrimination/harassment/retaliation ;-

questionable accounting practices ; stealing, safety violations ;-

criminal conduct : or any other violation of law.

WCPL is committed to hiring and retaining qualified persons. At
the same time, WCPL recognizes that hiring and retaining close
relatives of current employees might raise serious questions
regarding the objectivity of the hiring decision, work assignments,
confidentiality preservation, performance evaluations, and other
employment decisions despite qualifications. WCPL will not
employ close relatives of Library Board members or the Director. g a4 A
WCPL will not employ close relatives if such empls 1t results
in an individual being placed in a position under, or having
supervisory influence over (actual or perceived), a relative or
partner. Employees who are married to each other, or live
together in a spousal relationship though not married, may not
work in the same department. However, all employment decisions
will be administered on a case-by-case basis.

If an employee subsequently becomes a manager with
supervisory influence over a relative, as described above, they
must immediately bring the relationship to the attention of the
Director for an emplovment decision to be made.

For the purpose of this puhcy. a relatlve Eaﬁy—ae%sm%&

lated-by-blood ith-th

ge; P
to-that of p h lated-by-blood

geSp |ncludmgw pouses, parents, children,
grandparems grandchildren, brothers, sisters or in-laws (mother,
father, sister, brother) and partners. Failure to follow this policy
may result in discipline, up to and including dismissal.

| e
Proy

Recomend Accept

Pay raises are granted with the approval of the Library Board. No
step raise is given until the employee has 1 year of service at the
Ilbrary Any cost of h ing

or annual raise is-g# -th ploy P
¢ _the-employee will be
recelved anﬁualmses on January 1.

The work week is defined as a 7-day, 40-hour work week. The
work week begins at 12:01 a.m. Tuesday and ends at 12:00
midnight on Monday. No non-exempt employee may work more
than 10 hours in 1 day without permission of the library director.

Recomend Accept

A

vworL aticast ou 1

UYSES HiuSL GUTTETT Uy e P
to their starting time to report their absence from work. In all cases
of absence or tardiness, employees must provide their supervisor
(or on-call personnel when applicable) with an honest reason or
explanation. Documentation of the reason may be required.
Employees must also inform their supervisor (or on-call personnel
when applicable) of the expected duration of any absence. In the
event of an extenuating circumstance in which an employee will
be absent and not reporting to work for their regular starting time,
the employee must eatHn notify the library by an all staff email or

Recomend Accept

phone call as soon as possible. While appreciated, only texting
your supervisor is not an acceptable means of notification. This
applies to any day on which the em ployee is scheduled to work.
Fexting 3 ier- Not notifying

contacting WCPL in advance of their regular starting time on any
d y may result in discipline and, if repeated, may result in

Employees are paid bi-weekly (every other Friday). Each pay
represents wages earned by the employee during the two-week
period ending on the previous Monday at mid- night. If payday is a
holiday, WCPL releases pay the prior work day. If an error is found
in pay, it should be reported to the Accountant Beekkeeper
immediately.

Recomend Accept

Overtime
Non-exempt employees may choose to receive compensation for

N Recomend Accept
overtime in one of two forms

e Payment for overtime hours at the rate of one and one half the
employee's hourly wage for each hour of overtime worked, or

e In lieu of monetary compensation, compensatory time as time
off for overtime hours at a rate not less than one and one
hours for each hour of overtime worked shall be given and must
be taken within the next pay period.

Non-exempt employees will be allowed to schedule and work
overtime only with the permission of the department head and
library director.

Workmen’s Compensation

When a work-related injury or illness occurs, the following steps
must be taken immediately:

Recomend Accept

Recomend Accept

Recomend Accept

WCPL’s van should be used for work-related travel whenever
possible, rather than personal vehicles. The library van shall be
used by licensed staff members when doing library business and
for the transport of library materials. The Library Board must be
given notification of out-of-state meetings or overnight use of the
van. Remember-you Staff should be mindful they are in the library
van with our logo and should operate the vehicle in a safe,
courteous and efficient manner. A binder with the Library Van Use
Policy can be found in the van‘s-glevebex.

Why be non-specific about the location of the policy?

The binder is too big to fit in the glovebox, so it is usually just next

to the driver's seat.
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4.13 Community Events Speakers-and-Performers
| Horttob o ity-partner—the lib o
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Recomend Accept

Recomend Accept

Recomend Accept

Recomend Accept

Recomend Accept

Recomend Accept

Recomend Accept

e-proet
Speakers and Performers

To main consistency between departments and to help prevent
competition in the library for media attention and publicity, when
working with outside speakers and performers, staff need to follow
these aeneral quidelines.

Should begin with "To maintain”, if changed
Recommend Accept

Adult Services Proara
THE CONnnuniy Rerau

Widliager Will UE UIE priiary Luiiact
with outside speakers/performers for adult events, including those

for adult services and library committees. A staff member with a

personal relationship to a potential speaker/performer can make  Recomend Accept
the initial contact, but the Community Relations Manager needs to

be brought into the process prior to confirming a date for the
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Employee Benefits
5.6 Leave of Absence

Teen and Children’s Events
FOI S aIU LIS S SVETILS, Stall 1IESU WU UHISUR WILT IS

Community Relations Manager for current procedures including

(but not limited to) information needed for publicity, contract

specifications (if a contract is needed), how payments will be

handled, and if there are competing events happening on the

same date within the community or at the library. Staff can also Recomend Accept
request that the Community Relations Manager be the primary

contact for outside speakers. Staff need to check with the

Accountant regarding payment of invoices at least one month prior

to the scheduled event date and if any extra paperwork would be

Event Calendar/Software

Person in charge of event is required to input the information on

the Sign-up software and provide information about the event to Recomend Accept
the Community Relations Manager.

Request for Funds
All requests for funds for events must be into the Friends of the

. R mend A
Library before the event is publicized and occurs. ecomend Accept

Wells County Public Library is not covered under the Family
Medical Leave Act (FMLA). The library does not employee 50 or -~ Recomend Accept
more emplovees. WCPL offers Leave of Absence to eligible

Eligible Employee

An eligible employee is a current employee who has been

employed by WCPL for at least 12 months and who has worked at Recomend Accept
least 1,250 hours in the past 12 months

LIIPIVYSES HIUSLYIVE YW UL at 1ast oumuays 1IUUUE Ul UISH s it
to leave of absence if the leave is foreseeable. If the leave is not

foreseeable, employees must make a good faith effort to provide

notice as soon as practicable and must generally comply with recommend "...30-days notice of their intent to request a leave..."
WCPL customary call-in requirements. Any employee who fails to

give the requisite notice may be delayed in receiving authorization

The library director and Library Board must approve leaves of
absence. All leaves must be submitted on WCPL's Leave of
Absence Request Form in-writing-with-the-date-of departureand-
date-of et ifiec-in-writing- A leave of is defined as
an absence without pay and may be requested for the following
reasons:

Recomend Accept

* Parenting Leave - Leave to care for the employee’s new
child. includina birth. by adoption or by foster-care placement.

e Family Medical Leave — Leave to care for the serious health
condition of the emplovee’s spouse, child or parent.

e Employee Medical Leave — Leave for the employee’s own
serious health condition, if the condition renders the employee Recomend Accept
unable to perform their iob functions.

« Military Family Exigency Leave — Leave because of a
qualifying exigency arising from the fact that the employee’s
spouse, child or parent is a covered servicemember who is on, or
has been notified of a call or ordered to, covered active duty in the
U.S. Armed Forces. Qualifying exigencies include things such as:
making arrangements necessitated by short-term deployments;
attending certain military events and related activities; assisting the
servicemember with alternative childcare arrangements when the
active duty or call to active duty status necessitates a change in
the existing arrangements; and assisting the servicemember with
certain financial and legal arrangements related to active duty or
the call to active duty.

e Covered Servicemember Leave — Leave to care for the
employee’s spouse, child or parent who is a covered
servicemember with a serious illness or injury incurred or Recomend Accept
aggravated in the line of duty on active duty. This leave may also

be taken by an emplovee who is next of kin of the covered
O LUVEIEU SETVIGEIIEIIUET U1 US> PUTPUSE HIEaIS a 1HENIUE!

of the Armed Forces who is undergoing medical treatment,

recuperation or therapy, is otherwise in outpatient status or is

otherwise on the military’s temporary disability retired list for the

serious illness or injury. “Covered servicemember” also means a

veteran who is undergoing medical treatment, recuperation or Recomend Accept
therapy for a serious illness or injury and who was a member of

the Armed Forces at any time during the firve-year period

preceding the date on which the veteran undergoes that medical

treatment, recuperation, or therapy. (“Veteran” is defined in 38

Recomend Accept

Recomend Accept

Recomend Accept

o “Serious illness or injury” for this purpose, with respect to a

member of the Armed Forces, means an injury or illness incurred

or aggravated in the line of duty on active duty that renders the

covered servicemember unfit to perform the duties of their office,

grade, rank or rating. With respect to a veteran, a serious ilness ~ Recomend Accept
or injury means a qualifying illness or injury (as defined by the

Secretary of Labor) that was incurred or aggravated in the line of

duty on active duty in the Armed Forces that manifested itself

before or after the member became a veteran.

A “serious health condition” is defined as an illness, injury,
impairment, or physical or mental condition that involves inpatient
care or involves continuing treatment by a health care provider
that includes one or more of the followina:

« Aperiod of incapacity (e.qg., inability to work, attend school or
perform other regular daily activities) of more than three
consecutive, full calendar days that also involves treatment two or
more times, within 30 days of the first day of incapacity, by or
under the direct supervision of a health care provider (or treatment Recomend Accept
by a health care provider one time with a regimen of supervised

continuing treatment). For these purposes, the first (or only, if

applicable) in-person treatment visit must take place within seven

days of the first day of incapacity.

s Any period of incapacity due to pregnancy or for prenatal care. Recomend Accept
e Any period of incapacity or treatment for such incapacity due
to a chronic serious health condition (e.g., asthma, diabetes,
epilepsy, etc.). In order to qualify, the condition must require visits
for treatment at least twice per vear.

Recomend Accept

Recomend Accept




Policy and Section

Staff Proposed Updates | Policy Committee Recommendations

Additional Background

5.7 Health Insurance

5.14 Professional Organizations

Appendix A - Schedules
Borrower/User Fee
Schedule

e Anperiod of incapacity that is permanent or long-term due to a
condition for which treatment may not be effective (e.g.
Alzheimer’s disease, severe stroke, terminal stages of disease.)

e Any period of absence to receive multiple treatments either for
restorative surgery after an accident or other injury or for a
condition that likely would result in a period of incapacity of more
than three consecutive calendar days if left untreated (e.g., cancer
[chemotherapy], severe arthritis [physical therapy], kidney disease
[dialysis])

Recomend Accept

Recomend Accept

Amount of Leave
111E SHIPIVYSE 1> SHUITU W @ Wial Ul L2 WUIRWEERS Ul Iave

(based on the employee’s normal hours per week) during a 12-
month period, for leave other than covered servicemember leave.
The 12-month period measures forward from the date the
employee’s first leave of absence begins. In some cases
employees can take a leave of absence in continuous weeks. In
others, they may break the leave down into intermittent leave or

Recomend Accept

Recomend Accept

ILETITIUENLICAVE  1HEAIIS UIE IEAVE 15 LaKET IS SEPEl dle DIUUKS
of time due to a single iliness or injury, and it may include time

periods as small as one hour. For example, an employee may be Recomend Accept
eligible to take time off occasionally for medical appointments or

“Reduced schedule leave” means a leave schedule that

reduces an employee’s usual number of working hours per week

or per day. In other words, a reduced leave schedule is a change  Recomend Accept
in the employee’s schedule for a period of time, usually from full-

time to part-time

When an employee takes intermittent leave or reduced schedule
leave, only the time actually taken off counts against the
emplovee's 12-week leave allotment.

Recomend Accept

An eligible employee also may be asked to furnish WCPL with
subsequent health care provider certifications on a reasonable
basis during the employee’s leave period except if the employee is
on leave to care for a covered servicemember. An eligible
employee’s failure to furnish subsequent certifications may result
in termination of the employee’s right to leave

Recomend Accept

Return to Work

An employee returning to work from leave of absence must be
able to perform the essential functions of his or her job with or
without reasonable accommodation. If reasonable
accommodation is required, the employee must notify Human
Resources. An eligible employee on leave must submit to WCPL
a medical release (i.e., fitness for duty certification) indicating that Recomend Accept
the employee is able to return to work and perform the essential

functions of the employee’s position. WCPL will furnish the

employee with a list of essential functions to facilitate this process.

Failure to submit a medical release will preclude the employee

from being restored to his or her employment with WCPL.

Recomend Accept
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Coverage for ellglble employees begins at their hire date. the-first-
-4 iting-period: The waiting period
begins on the date of hire or the date that an existing employee
becomes eligible. Following the initial waiting period, eligible
employees may only elect health coverage during an annual open
enrollment that is 30 days prior to the library’s policy renewal.

Shouldn't the length of the waiting period be defined?

The ||brary is an |nsmut|onal member of the Indlana Library
Fed: N and-th Library -and-pas

Indi Lib Trust iation-dues for-the Library Board p

lerary staff members are encouraged to join the Indiana lerary
ion-ane-the-American-Library +at their

For workshop and conference registrations, the library will pay the

professional member rate. Non-member staff will pay the

difference for non-member registration.
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There is no longer a waiting perod for health insurance coverage.
The companies will now insure an emplovee at their hire date.



Policy and Section

Staff Proposed Updates Policy Committee Recommendations Additional Background
Hotspots
Charging Unit $15.00
Case $10.00
Hotspot Value of Device$96-06 Recomend Accept

Appendix B - Forms

Hotspot Agreement

FMLA-Leave Request Form

Wi-Fi hotspots circulate for a period of 7 days. The overdue fine
will be $5 per day. Items 48 hours overdue will be declared lost,
and full replacement costs will be charged. Services will be shut
off 48 hours after due date.

e The devices may be renewed 1 time. They cannot be renewed
if another person is waiting for the item.

o Hotspets may be checked out at a WCPL eiredlation desk
during-operating-hours— Recomend Accept

* All components must be returned in the same condition they

were received, including the hotspot device, its instruction manual,

USB eable; AC adapter charging unit and case. We will not accept

substitutions of case-adapter-er-cable-or charaina unit. Recomend Accept

e Patrons are responsible for costs associated with damage,

loss, or theft of hotspots and their accessories. Patrons should

make all reasonable efforts to maintain the security of the hotspot

to avoid theft or damage.

+ If a hotspot device is lost or damaged, the patron will be Itis assummed that if the 'bullet' is being removed that the
charged a $96 reptacement fee the value of the hotspot plus a resulting

processing fee. If any other items are missing or replaced, the new paragraph will be moved out to align with the paragraph
patron will be subjeet required to pay current replacement costs- above.

TFhese-cests-will-be: If so, Recomend Accept.

Charging-Unit $15:.00 Recomend Accept

= $5-p 6+ P

See PDF Version or Summary Recomend Accept

| think that is a formating error. The bullet should remain.



