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PERSONNEL POLICY I  

 

ADMINISTRATION OF THE PERSONNEL SYSTEM 

 

 Pursuant to California Education Code Section 19647 the Board of Library Trustees (the Board) 

establishes the number of employees, sets their duties and power, and fixes their compensation.  The 

Board delegates administrative authority to the Director.   

 

 The Director has authority, subject to Board approval, to revise these policies.   
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PERSONNEL POLICY II 

 

GENERAL  

 

2.1 Vision.  The Palos Verdes Library District will be an innovative leader and community 

partner in providing outstanding library services that connect people, information and 

ideas. 

 

 

2.2 Mission.  The mission of the Palos Verdes Library District is to provide a welcoming 

and open access to library services and materials that encourage lifelong learning, 

support the educational, informational, cultural and recreational needs of our diverse 

Palos Verdes community and facilitate the preservation of the Peninsula's history. 

 

 

2.3 Personnel Policy.  

 

2.3.1 The District shall seek the best applicants for employment based on 

qualifications and provide equal opportunity for all persons who compete for 

employment.  

 

2.3.2 The District will not discriminate in its employment practice in regard to race, 

color, ancestry, national origin, religious creed, sex, sexual orientation, age, 

physical or mental disability, medical condition, marital status, citizenship status, 

military service, or other basis protected by law.   

 

2.3.3 The District will not discriminate in its employment practices against a qualified 

individual with a disability who can safely perform the essential functions of the 

job with reasonable accommodations. 

 

2.3.4 The tenure of an employee covered by the rules is subject to proper behavior, 

satisfactory work performance, and necessity for the work.  

 

2.4 Applicability.  Unless a policy indicates otherwise, these policies apply to all Non-

Represented Confidential and Management employees except District Director.  

 

2.5 No Contract.  The personnel policies do not create any contract of employment, express 

or implied or any rights in the nature of a contract.  
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PERSONNEL POLICY III 

 

GLOSSARY  

 

Unless otherwise required by the context, words used in these rules shall have the following 

meaning.  

 

3.1 Administrative Leave.  Temporary separation of an employee from the workplace with 

pay at the discretion of the Director.  During periods of administrative leave the 

employee shall be available by telephone during regular working hours.   

 

3.2 Appointing Authority.  The Board, the Director or the person to whom their/his/her 

authority has been delegated.   

 

3.3 At Will Employee.  Those employees who are employed at the will of the appointing 

authority and may be removed at any time without cause or right of appeal.  These 

employees include Introductory Employees, temporary employees, and all part-time 

hourly employees.  

 

3.4 Classification. Classification means a group of positions sufficiently similar in duties, 

authority, responsibilities, and minimum qualifications for employment to permit 

combining them under a single title and applying common standards of selection and 

compensation.  (See Appendix A). 

   

3.5 Classification Series. Shall mean a group of classifications of the same character of work 

but differing as to level of difficulty and responsibility. 

 

3.6 Demotion.  The voluntary or involuntary reduction of an employee to a classification 

having a lower salary range.  

 

3.7 Demotional Introductory Period.  A trial period of six (6) months of actual service 

during which a demoted employee is required to demonstrate that continued 

employment is appropriate by satisfactory performance of the duties of the position.  

  

3.8 Domestic Partner.  An employee who meets the requirements of Family Code Section 

297, ET seq. 

 

3.9 Discharge.  The involuntary separation of an employee from employment as a result of 

disciplinary action.  

  

3.10 Exempt Employee.   An employee in a job classification that is exempt from overtime 

under the Fair Labor Standards Act.  

 

3.11 Full-Time Employee.  An employee who is normally scheduled to work 40 hours per 

week scheduled at the convenience of the District and is paid a salary. 

 

3.12 Immediate Family.  Spouse, child (ren), parent, step-parent, father-in-law, mother-in-

law, grandparent, grandchild, legal dependent, domestic partner, sister, step-sister, 

brother and step-brother. 
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3.13 Non-Exempt Employee.  An employee in a job classification that is subject to the 

minimum wage and overtime under the Fair Labor Standards Act. 

 

3.14 Non-Represented Confidential.  An employee of the District who is designated a 

Confidential Employee by the Director, based on the confidential nature of their 

responsibilities and is not represented by Local Union SEIU 721. (e.g., Executive 

Assistant, Sr. Administrative Assistant and Sr. Accounting Clerk).  

 

3.15 Non-Represented Management.  An employee of the District who is designated a 

Management Employee by the Director, based on the managerial and confidential nature 

of their responsibilities and is not represented by Local Union SEIU 721 (e.g., 

Information Technology Manager, Facilities Manager, Finance Director and Human 

Resources Manager/Safety Officer). 

 

3.16 Part-Time Hourly Employee.  An employee paid at an hourly rate and scheduled to work 

less than 40 hours per week and does not work more than 999 hours per fiscal year 

unless excluded from PERS coverage. 

 

3.17 Part-Time Salaried Employee in the Public Employees’ Retirement System (PERS).   An 

employee scheduled to work at the convenience of the District for no more than 999 

hours per fiscal year (July 1 through June 30) who is already a member of PERS, or an 

employee scheduled to work at the convenience of the District for no more than 960 

hours per calendar year and who receives PERS benefits. 

 

3.18 Part-Time Salaried Employee not in the Public Employees’ Retirement System (PERS).  

An employee scheduled to work at the convenience of the District for no more than 999 

hours per fiscal year (July 1 through June 30) who does not receive PERS benefits. 

 

3.19 Position.  A combination of duties and responsibilities assigned to a single employee.  

 

3.20 Introductory Employee.  An employee serving an introductory period of twelve (12) 

months may be removed at any time without cause or right of appeal.  

 

3.21 Introductory Period.  An introductory period of twelve (12) months of continuous 

service during which an employee is required to demonstrate that continued employment 

is appropriate by satisfactory performance of the duties of the position.  Passing the 

introductory period does not change an employee’s “at will” status for temporary or 

part-time hourly employees. 

 

3.22 Promotion.   The advancement of an employee after a competitive process from a 

position in one class to a position in another class having a higher salary. 

 

3.23 Promotional Introductory Period.  A trial period of six (6) months during which a 

promoted employee is required to demonstrate that continued employment in the 

position is appropriate by satisfactory performance of the duties of the position.  

 

3.24 Reclassification.  A significant change in duties and responsibilities through gradual 

accretion, which results in a change in classification, title and salary. 
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3.25 Regular Employee.  An employee who has successfully completed the probationary 

period.  Regular employees can be full-time salaried employees or part-time salaried 

employees.  

 

3.26 Suspension.  A temporary separation of an employee from the workplace without pay, as 

a result of disciplinary action.  

 

3.27 Temporary Employee.  An employee who is hired to work for a limited duration.  A 

temporary employee may work part-time (i.e., working less than 999 hours per fiscal 

year), or full-time (i.e., working 40 hours per week).  A temporary employee will only 

provide temporary services arising out of a special project, abnormal workload, an 

emergency, or the temporary absence of a District employee. 
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PERSONNEL POLICY IV 

 

RECRUITMENT AND SELECTION  

 

4.1   Recruitment.   

 

4.1.1 Goal of Recruitment Process.  The District’s goal is to hire the most qualified 

employees for District positions.  

 

4.1.2 Declaring a Vacancy.   When a vacancy or new position is created, the 

department manager, who wants to fill the position, must complete an Open 

Requisition form using the District’s on-line application system.   

 

4.1.3 Advertising and Posting.  The Human Resource Manager will be responsible for 

determining the method of announcing the opening and soliciting applicants.  

The Human Resources Manager must approve all advertisements for the open 

position, including the job announcement, employment ads and advertising 

sources.  All vacant positions will be filled after open competitive or 

promotional recruitment at the discretion of the Director.  

 

4.2  Application.  All applicants must complete an on-line employment application using the 

District’s on-line application system.    After the application date for the position closes, 

the applications will be forwarded to the department hiring managers, who along with 

the HR Manager will be responsible for establishing the steps to be followed in 

reviewing applications and selecting candidates.  

 

4.3 Examination.  All interviews and/or tests will be job-related.  Job-related means that any 

question and/or test given to the applicants will be designed to determine whether the 

applicant can perform the duties of the position.  The District will determine the need 

for, method, type and number of tests and/or interviews for each available position. The 

District will determine the weight, which is given to each test and/or interview question 

in determining the qualifications of candidates.  All persons employed by the District 

who meet the minimum qualifications of the position are welcome to apply.  

 

4.4 Termination of Process.  The District may terminate any recruitment, test and/or 

interview at any time for any reason.  The District may select one of the qualified 

candidates, repost the position, or leave the position unfilled. 

 

4.5 Employment. Is contingent upon satisfactory completion of a background check, a pre-

employment medical examination, drug screening and verification of U. S. Citizenship 

or right to work in the United States. 

.  

4.6 Employment Forms.  Once an applicant is selected to be employed the applicant must 

submit a W-4 form, an I-9 form, and any other form required by law or library 

procedure.   

 

4.7 Employment of Relatives.  Relatives or domestic partners of employees or library 

Trustees will not be eligible for employment with the District when actual or potential 

problems of supervision, safety, security, morale, or actual or potential conflicts of 

interest exist and the problem cannot be resolved by reasonable accommodation.  
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“Relatives” are defined as an employee’s parents, child (ren), spouse, brothers, sisters, 

in-laws, grandparents and step relationships.   

 

  If two employees marry, become related, or become domestic partners, and the potential 

or actual problems noted above exist, only one of the employees will be permitted to 

remain employed by the District unless reasonable accommodation will eliminate the 

actual or potential problems.  The decision as to which relative or cohabitant will remain 

employed by the District must be made by the two employees within thirty (30) calendar 

days of the creation of the relationship.  If no decision has been made by the end of the 

thirty (30) calendar days, the District will select the employee to be terminated. 

 

If an employee and a volunteer marry, become related, or cohabitate, and the potential or 

actual problems noted above exist, only one of the individuals will be permitted to 

perform services for the District as an employee or volunteer unless reasonable 

accommodations will eliminate the actual or potential problems.  The decision as to 

which individual will be allowed to continue to provide services to the District must be 

made by the two individuals within thirty (30) calendar days of the creation of the 

relationship.  If no decision has been made by the end of the thirty (30) calendar days, 

the District will select the individual whose relationship with the District will be 

terminated.   

 

If a Library Trustee and an employee or volunteer marry, become related, or become 

domestic partners, and the potential or actual problems noted above exist, the employee 

or volunteer will be permitted to remain employed by the District or to volunteer 

services to the District if reasonable accommodation will eliminate the actual or 

potential problems.  If the actual or potential problems cannot be eliminated by 

reasonable accommodation, or the resignation of the Library Trustee, the employee will 

be terminated or the volunteer will no longer be allowed to volunteer services to the 

District. 

 

If accommodations are made for any of the above situations, these accommodations will 

be documented in writing. 

 

4.8 Temporary Employees.  The District may follow any process it deems appropriate to 

recruit, select and appoint temporary employees.  



Revised & Board of Library Trustee approved – September 11, 2008                                   Page 8                 
 

PERSONNEL POLICY V 

 

 INTRODUCTORY PERIOD 

 

5.1 Purpose.  An introductory period for the employee’s /manager to determine whether 

continued employment is appropriate based on an assessment of the employee’s 

performance of the duties of the position.  

 

5.2 Rejection.   The District can reject the employee at any time during the introductory 

period for any reason, without cause and without right of appeal.  

 

5.3  Introduction. Employees serve an introductory period of twelve (12) months of 

continuous service.  

 

5.4 Promotional Introduction.   Employees who are promoted serve a six (6) month 

introductory period.  A written performance evaluation will be submitted to the Human 

Resources Office, three (3) months and five (5) months after the employee is promoted. 

If the employee is unsuccessful in the promotional position, he/she shall be returned to 

the position previously held, if the position remains vacant. 

 

5.5 Demotion in Lieu of Layoff. If an employee is demoted in lieu of layoff, the employees 

must serve a six (6) month introductory period. If not successful during this period the 

employee will be laid off without right of appeal. 

 

5.6 Transfer in Lieu of Layoff. If an employee is transferred in lieu of layoff, the employee 

must serve a six (6) month introductory period. If not successful during this period, the 

employee will be laid off without right of appeal. 

 

5.7  Extension.  The Director may extend an employee’s introductory period, not to exceed 

three (3) months.  An extension of an employee’s introductory period does not affect the 

District’s right to reject the employee during the extended introductory period without 

cause or right of appeal. 

 

5.8  Performance Evaluation.  During the introductory period, a written performance 

evaluation will be submitted to the Human Resources Office three (3) months, six (6) 

months, nine (9) months and eleven (11) months after the employee is hired. Employees 

who have successfully completed the Introductory Period will be evaluated every six (6) 

months during their second year of employment and annually thereafter 
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PERSONNEL POLICY VI 

 

 COMPENSATION 

 

6.1  Salary Schedule.  Each non-represented Management or Confidential position (apart 

from the District Direct whose compensations is governed by an employment contract) 

is assigned to a classification based on the work of the position and market factors.  The 

classifications for non-represented employees are: 

 

Accountant 

Administrative Assistant I-III 

Finance Director 

Manager- Facilities 

Manager-Human Resources/Safety Officer 

Manager-Information Technology 

 

Each classification contains ten (10) steps. 

 

Classifications for non-represented employees will be reviewed as part of the annual 

budget preparation process and may be adjusted based on economic and market 

conditions, the District’s financial circumstances, and /or to ensure equity with 

represented employees. 

 

6.2  Salary Placement upon Initial Hire.  An employee will be hired at or promoted to Step 1 

of the appropriate range for the classification unless the District Director determines that 

based on training, experience, and market conditions the employee should be placed 

above step 1.  Employees who completes the introductory period for their position to a 

satisfactory standard will be eligible to move to the next higher step in their 

classification at the discretion of the District Director.  The effective date of a step 

increase will be the beginning of the next pay period following the anniversary date of 

the change.  This will not alter the employee’s original anniversary date. 

 

6.3  Step Increases. The District Director will review Management and Confidential salaries 

annually prior to submission of the 3
rd

 reading of the budget and will determine what 

step increases, if any, will be granted.  The budgetary impact of any increases will be 

incorporated into the annual budget process.  Step increases are not automatically 

granted. Step increases may be granted based on: 

 

  -the employee’s work performance 

  -economic and market conditions for that position 

  - issues of internal equity 

 

Step increases may also be granted at any time based on changes to the responsibilities 

of the position. 
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6.4  Salary upon Promotion/Demotion. A full-time Management or Confidential employee 

who is promoted to a new classification will be placed on the lowest step of the new 

classification pay range that results in at least a 2.5% increase in monthly salary. 

 

A Management or Confidential employee who is demoted to a lower classification will 

be placed at the step within the pay range for the new classification that least reduces 

their pay when compared to their pay rate immediately prior to demotion. 

  

6.5  Temporary Employees. Temporary employees will be paid at the rate set by the District. 

 

6.6  Salary upon Acting Assignment. An employee who is temporarily required to serve in a 

higher classification shall be compensated at a higher rate of pay as set forth below:  

 

6.6.1 To be eligible the employee must first work 10 consecutive days in the  

 higher class. 

 

6.6.2 To be eligible the employee must be assuming the full range of duties and 

 responsibilities of the higher-level classification. 

 

6.6.3 The employee shall receive pay at the lowest step of the range for the position 

assumed, which results in at least a 5% increase in salary upon the 11
th

 day and 

until temporary assignment is completed. 

 

6.7  Recording Time Worked.  Nonexempt employees will be required to record their time 

worked by clocking in and out using the electronic time clock system.  Exempt 

employees will only record their exceptions (vacation, sick, personal holiday, etc.). 

Every employee will protect his/her username and password according to section 11.5 

Telecommunication and Computer Systems and Equipment policy. Employees shall not 

clock in or out on another employee’s time report. 

 

6.8  Paydays.   Salaries are paid semi-monthly with paydays falling on the 10
th

 and 25
th

 of 

each month.  Payday on the 10
th

 of the month covers hours worked from the 16
th

 to the 

end of the previous month; payday on the 25
th

 of the month covers hours worked  from 

the 1
st
 through the 15

th
 of that month.   When the 10

th
 or 25

th
 falls on Saturdays, 

Sundays, or holidays when District libraries are closed, payday will fall on the        

preceding workday.  

 

6.9  Pay Checks.  At the discretion of the Director, if a salaried employee is on vacation or is 

absent from the District on one or more paydays, the employee may receive an advance 

paycheck if the employee is not paid through direct deposit.  The employee must request 

such payment in writing to the Finance Director ten (10) calendar days in advance of the 

payday, which falls prior to employee’s vacation.  The pay will be  distributed on the 

last working day prior to the start of vacation. 

 

6.10  Direct Deposit. Automatic direct deposit of paychecks may be arranged at the          

employee’s discretion. 

 

6.11 Mileage & Expense Allowance. Employees shall receive mileage allowance consistent 

with that of the IRS for travel on official library business, providing the travel has been 
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pre-approved. 

 

6.11.1 On approved airplane trips, employees will be reimbursed up to cost of one 

round trip coach airfare.  If the destination is within reasonable driving distance, 

the District’s mileage allowance shall be applicable or limited to an equivalent 

round trip coach air fare, whichever is less expensive.  Related parking, taxi or 

bus transportation will also be paid. 

 

6.11.2 Employees may be reimbursed for some or all expenses incurred for attendance 

at professional meetings, workshops, conferences, etc., on  library time or on the 

employee’s own time, providing requests for such reimbursements and/or time 

have been approved in advance by the Director. 

 

6.11.3 The District will pay a single room rate or otherwise lowest available rate  for 

each participant while attending a conference.  Actual meal expenses will be 

reimbursed while attending the conference at the following rates:  breakfast 

$10.00, lunch $15.00, dinner $20.00. 

 

6.11.4 Request for reimbursement for any or all expenses must be documented  with 

original receipts submitted to the business office along with appropriate expense 

reimbursement forms. 

 

 

6.11.5 Every effort will be made to allow staff members to attend appropriate 

professional conferences, provided that adequate staffing of the library can be 

maintained. 

 

6.11.6 The Director must approve attendance of employees at major conferences, such 

as the California Library Association, the American Library Association, or 

Public Library Association. 

 

6.12 Overtime.  Non-exempt employees will be paid at time and one half their regular hourly 

rate of pay for hours worked in excess of 8 hours in a day or 40 hours in a work week.  

Such hours must be scheduled and approved in advance by the employee’s immediate 

supervisor/manager. 

 

Under special circumstances, the Director may grant compensatory time off in lieu of 

additional pay at the request of the employee. 

 

If a non-exempt employee is asked to return to duty following the termination of his/her 

shift, the employee shall receive a minimum pay of four (4) hours work at the rate of 

time and one-half (1 ½) the employee’s regular hourly rate of pay. 
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PERSONNEL POLICY VII 

 

HOURS OF WORK  

 

7.1 Flexibility of Hours.   In order to meet the mission of the Palos Verdes Library District, 

employees are expected to be willing to be flexible in work assignments and scheduled 

work hours so that the District can meet its obligation of service to the community.  

 

7.2 Scheduled Work Hours.  An employee’s workweek is defined as a recurring consecutive 

seven-day period beginning on Sunday 12:01 a.m. and ending Saturday midnight.  

Regularly scheduled workdays and hours for employees are established according to the 

needs of the District.  An employee is required to be at his/her assigned workstation for 

the hours scheduled, at the time their shift is scheduled to begin.  

 

The District shall allow employees to adjust their work schedules to make up for 

approved temporary time off during the same pay period.   

  

7.3 Change of Scheduled Work Hours.  During holiday workweeks, vacation, illnesses, or 

emergency, regularly scheduled hours may have to be changed by supervisors/managers.  

Occasionally, employees may be asked to work part of a day at one location and part of 

a day at another location.  When this occurs, a per-mile allowance consistent with the 

current I.R.S. allowance will be granted for travel expense between locations. 

Employees will be given travel time up to a maximum of 1/2 hours between locations.  

Employees are expected to commence work immediately upon arrival at the assigned 

location.  

 

When a staffing emergency occurs, an employee may be asked to work a split day, i.e., 

morning and evening hours at the same or different locations.  

 

7.4 Meal Breaks.  Employees classified as non-exempt may choose to take either an hour or 

1/2-hour meal breaks on a consistently scheduled basis.  Employees working more than 

six hours are required to take a minimum of ½ hour for a meal break.  Staffing 

conditions may require an employee to take a ½ hour meal break rather than the 

employee’s scheduled hour meal break and the employee may be required to arrive ½ 

hour later or leave ½ hour earlier than scheduled.  

 

  Management Employees are encouraged to take appropriate meal breaks. 

 

 

7.5 Rest Breaks.  Employees classified as non-exempt must take a 15-minute break during a 

four-hour work period. The scheduled rest break may not be used for other purposes, 

i.e., to make up time for tardiness, to extend meal hours, to arrive late, or to leave early.  

 

7.6 Early Quit.  Employees classified as non-exempt are prohibited from leaving their job 

assignment earlier than their scheduled time off without the approval of their supervisor 

or a higher-level employee in the chain of supervision.  

 

7.7 Tardiness.  If an employee is late arriving to work, the employee must report 

immediately to his/her supervisor/manager or to the next higher level of supervision in 

the chain of supervision if the supervisor/manager is not available.  If the employee is 
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going to be more than 15 minutes late, the employee must telephone and report to the 

supervisor/manager, giving reason for the tardiness and expected time of arrival at work.   

 

Based on the recommendation of the supervisor/manager, time lost for tardiness for 

nonexempt employees will be made up either through rescheduling of the employee’s 

hours in the same week, use of the employee’s vacation time, or time lost without pay.  

All tardiness is to be noted on time sheets.  
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PERSONNEL POLICY VIII 

 

PAID LEAVES OF ABSENCE 

 

 

8.1 Holidays.  

Updated and Board of Library Trustee approved December 13, 2007. 

8.1.1 Authorized District Holidays.  

 

All Palos Verdes Library District locations will be closed on New Year’s Day, 

Easter, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, 

Christmas Eve, and Christmas Day. 

 

 If New Year’s Day, Independence Day, Christmas Eve or Christmas Day falls 

on Sunday, the Library will be closed Sunday and Monday. Salaried employees 

will receive holiday pay for only one day. District libraries will close at 5:00 

p.m. on New Year’s Eve. 

 

Easter is a non-compensated authorized District holiday. 

 

8.1.2 Regular Full-Time Salaried Employees. Full-time salaried employees regularly 

scheduled to work on the day on which a holiday falls shall receive pay as if the 

day had been worked.  If the holiday (policy 8.1.1) falls on Saturday, employees 

not scheduled to work Saturday will receive 8 hours compensatory time, which 

must be used in accordance with policy 8.1.4. 

 

8.1.3 Regular Part-Time Salaried Employees.  Part-time salaried employees regularly 

scheduled to work on a day on which a holiday falls shall receive four (4) hours 

holiday pay as if the day had been worked.  If his/her regular work schedule is 

less than four (4) hours, the employee will be credited the difference in 

compensatory time. If his/her regular schedule is more than four (4) hours, 

he/she will be given the holiday pay and have the choice of working additional 

hours on other days during the same pay period or using vacation or personal 

holiday time to make up the missing shift hours.  It is the employee’s 

responsibility to inform his/her manager of which option he/she chooses to make 

up the shift hours.  

 

If a part-time salaried employee is not regularly scheduled to work on a day on 

which a holiday falls, he/she shall receive compensatory holiday time of four (4) 

hours per policy 8.1.3 and schedule compensatory time off per policy 8.1.4. 

 

8.1.4 Compensatory Time. Compensatory accrued time must be taken in the three (3) 

months following the accrual and should be scheduled by the employee and 

his/her manager, so long as the scheduling of the time off does not interfere with 

maintaining service to the community.  Exception: Employees credited with 

compensatory time as a result of holidays in the last three (3) months of any 

calendar year may be permitted to take such time in the first three (3) months of 

the next calendar year. 
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8.2 Personal Holidays. 

 Updated and Board of Library Trustee approved December 13, 2007. 

 

8.2.1 Regular Full-Time Salaried Employees. Regular full-time salaried employees are 

granted 56 hours per year of personal holiday time.  Total hours are granted on 

January 1.   Personal holidays are subject to the approval of the department 

manager and shall be scheduled based on the need to maintain service to the 

community. Employees hired during the year shall be granted personal holidays 

based on the appropriate accrual rate times the number of full months remaining 

in the year. These hours are accrued at a rate of 4.66 hours per month from date 

of hire, if hired after January 1. 

 

8.2.2 Regular Part-Time Salaried Employees.  Regular part-time salaried employees 

are granted 28 hours of personal holiday time.  Total hours are granted on 

January 1.  Employees hired during the year shall be granted personal holidays 

based on the appropriate accrual rate times the number of full months remaining 

in the year. These hours accrued at a rate of 2.33 hours per month from date of 

hire, if hired after January 1.  

 

8.2.3 The Use of Personal Holidays.  The use of personal holidays is requested by 

employees and approved by the manager per policy 8.3.2.  Except as provided 

above, personal holidays must be used in the calendar year in which they are 

granted or credited, or they will be lost.  Exception:  Employees beginning 

employment with the District and credited with personal holiday time in the last 

three (3) months of any calendar year may be permitted to take such time in the 

first three (3) months of the next calendar year.  Personal holidays are not paid 

upon termination.   

 

If the employee has made a good faith effort to schedule his/her personal 

holidays but the District is unable to grant the time off, the employee may 

convert said holidays into vacation time, upon approval from Manager and the 

Director. 

   

8.3 Vacation.  

Updated and Board of Library Trustee approved December 13, 2007. 

 

8.3.1 Vacation Accrual. Except as otherwise provided in this section, vacation time 

accrues each pay period beginning with the date of hire for salaried employees. 

Vacation time may not be used until after the employee passes probation. 

Exceptions may be made with the Director’s approval.  

 

The District will deliver Vacation/Personal Holiday Hour Balance Sheets in 

January of each year to salaried employees. 

 

Years of 

Complete 

Service  

(Full-time) 

 

Annual Accrual 

Rate 

 

Maximum 

Accrual 

   

1 through 4  80 hours  120 hours 
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  3.34 per pay period 

 

  

5 through 10 

 

 

 

More than 10 

 120 hours 

5.00 per pay period 

 

160 hours 

6.67 per pay period 

 160 hours 

 

 

200 hours 

 

 

Years of 

Complete 

Service  

(Part-time 

Salaried) 

 

Annual Accrual 

Rate 

 

Maximum 

Accrual 

   

1 through 4  37 hours  55.50 hours 

  1.54 per pay period 

 

  

5 through 10 

 

More than 

10 

 55.50 hours 

2.31 per pay period 

 

74 hours 

3.08 per pay period 

 74 hours 

 

92.50 hours 

 

It is the District's policy that vacation shall be used annually. The policy and 

practice of the District is to grant employees the opportunity to use accrued 

vacation, so long as the scheduling of vacation does not interfere with 

maintaining service to the community. In all circumstances, management must 

approve the time off before it is taken. 

Should any employee not use vacation, the accrual will cease at the Maximum 

Accrual set forth above until such time that the employee’s accrued balance 

returns to below the maximum amount.  It is the employeeôs responsibility to 

keep track of their accrual balances. 

   

In extraordinary circumstances if the employee has made a good faith effort to 

schedule his/her vacation but the District is unable to grant the time off, the 

employee may carry over more than the maximum accrual with written approval 

from the Director. 

 

8.3.2 Vacation/Personal Holiday Request. All salaried employees will be required to 

use “Request Time Off” form in the EzLabor Management System.   

Temporary employees are not entitled to vacation. 

 

8.3.3 Scheduling Vacation/Personal Holiday. All salaried employees will be required 

to Request Time Off (per policy 8.3.2) as early as possible. The department 

manager will consider (approve or deny) the request as soon as practical, except 

when the request spans an authorized District Holiday (Policy 8.1.1), in which 

case policy 8.3.4 Holiday Periods will apply. Once a department schedule has 

been posted, no further time off requests will be accepted for the scheduled 
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period (except in emergency circumstances).  

 

8.3.4 Holiday Periods. Vacation requests filed in accordance with 8.3.2 for any time 

period spanning an authorized District Holiday will be considered no sooner than 

90 days before that Holiday. The priority will be maintaining adequate coverage 

so that service to the community is not affected.  If more than one employee 

from a department requests time off over the same Holiday period priority will 

be given to employees who did not take time off over that Holiday the previous 

year. 

 

8.3.5 Vacation Denial. When an employee’s vacation cannot be approved, the 

department manager shall schedule the employee’s vacation at the next earliest 

date requested by the employee and deemed appropriate by the manager based 

on the need to maintaining service to the community.   

 

Previously approved vacation/personal holiday requests may be cancelled or 

rescheduled, if inadequate staffing levels in the department occur due to 

unforeseen circumstances. 
.  

8.3.6 Employees may use vacation or personal holidays for religious holidays.   

 

8.3.7 Change from Full-Time to Part-Time.  If an employee has been working full-

time, earning vacation on a full-time basis, and subsequently drops to part-time 

salaried employment, the employee will retain the hours of vacation up to the 

number of hours granted to part-time salaried employees and will receive pay for 

the additional hours earned during the full-time employment.  If the employee 

drops to part-time hourly employment, the employee will be paid for the hours of 

vacation accrued and will cease earning vacation as of the date of hourly 

employment. 

 

8.3.8 Payment upon Termination. Employees terminating employment with the 

District will be paid for all unused, accrued vacation. 

 

8.3.9 Hourly Employees, see Policy 9.3.7 regarding leave of absence without pay. 

 

 

8.4 Sick Leave.  

 

8.4.1 Regular Full-Time Salaried Employees.  Full-time regular salaried employees 

earn 96 hours of sick leave per year accrued at the rate of 8 hours per month.  

Forty-eight (48) hours of accrued sick leave may be used to care for the illness or 

injury of members of the employee’s immediate family or domestic partner.  

Immediate family is defined as spouse, child (ren), parent, grandparent, 

grandchild, legal dependent domestic partner, sister and brother.   

 

8.4.2 Regular Part-Time Salaried Employees.  Regular part-time salaried employees 

earn 48 hours of sick leave per year accrued at a rate of 4 hours per month 

twenty-four hours (24) accrued sick leave may be used to care for the illness or 

injury of members of the employee’s immediate family as defined above.   
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8.4.3 Sick Leave Reporting.  If an employee is ill and scheduled to work, Sunday 

through Saturday, the employee must telephone his/her supervisor/manager or 

the designated department voicemail box no later than 9:00 a.m. regardless of the 

employees work schedule for that day and report illness.  If scheduled to work 

before 9:00 a.m., the employee must telephone at least one hour before the 

designated work schedule.    It is the employee’s responsibility to make every 

effort to report an illness to the Librarian-in-charge on Sundays.  If an employee 

is ill more than one day, the employee must call in daily until returning to work, 

unless an employee reports an absence of one (1) or more weeks from the 

workplace and provides medical verification for such absence.  While the 

employee is responsible for informing the District of any absences from work 

due to sickness as outlined herein, the employee may request that someone else 

contact the District.   The supervisor/manager and/or the Director may find it 

necessary to contact the employee concerning the absence.  If the employee is ill 

for five (5) or more regularly scheduled workdays, a medical certificate for sick 

leave absence will be required.    

 

8.4.4 Medical verification.  The District reserves the right to request medical 

verification of any use of sick leave under suspicious circumstances.   

 

8.4.5 Sick leave usage.   Sick leave may be used for the illness or injury of the 

employee or immediate family member in accordance with 8.4.1 and 8.4.2. Sick 

leave may be used for medical and dental appointments.  

 

At the end of the calendar year, depending upon how many hours of sick leave is 

used, full-time and part-time regular salaried employees may be able to convert 

unused sick leave time into vacation time or personal holiday time (as requested 

by employee) based on the following schedule. The Human Resources Office 

will deliver Sick Leave Conversion forms in January of each year to salaried 

employees.  

 

        FULL-TIME SALARIED  PART-TIME SALARIED 

  

   

 

 

 

8.5 Bereavement Leave.  The District allows full-time and part-time regular salaried 

employees to take five (5) days with pay for attendance at funerals of immediate family 

members as defined in section 3.11.  If additional time is necessary vacation hours may 

be used for this purpose.  

   

8.6 Jury Duty Leave.   Every employee must notify his/her supervisor/manager and the 

Human Resources Office immediately upon notice of being summoned for Jury Duty.  

Every employee will be required to provide a copy of the original summons to the 

Human Resources Office.  

Hours of 

Absence 

Hours 

converted to 

Vacation 

Hours of 

Absence 

Hours converted to 

Vacation 

0 32 0 16 

1 - 16 16 1/2 - 8 8 

17 - 32 8 8 1/2 - 16 4 

Above 32 0 Above 16 0 
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  Upon completion of jury duty, the employee is responsible for providing a  

   copy of the "Certification of Jury Service" to the Human Resource Office. 

 

8.6.1 Payment.  The District will pay full-time and part-time regular salaried 

employees for up to ten (10) working days within a two-year period for service 

on a jury.  The District does not pay mileage or other additional expenses 

incurred while serving as a juror.   

 

8.6.2 Arrangement of Hours. While on jury duty, employees whose regularly 

scheduled hours fall outside the schedule of jury duty hours will be allowed to 

adjust his/her work hours so his/her time at the workplace is reduced by the 

number of hours they served on jury duty that day.  Employees are expected to 

return to work when excused by the court by noon.  If an employee serves five 

(5) consecutive calendar days on jury duty the employee may not be required to 

work more than one (1) day on the following weekend.   

     

8.7 Voting Leave.   If an employee does not have sufficient time outside the assigned 

working hours to vote at any general election, the employee may request up to two (2) 

hours working time without loss of pay in order to vote.  Prior approval by the Director 

is required and the Director may require the employee to take voting time at the 

beginning or end of a shift.  The employee’s supervisor/manager may also ask the 

employee to present a voter’s receipt before being paid for voting time off.   
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PERSONNEL POLICY IX 

 

UNPAID LEAVES OF ABSENCE  

 

9.1 Family and Medical Leave.   

 

9.1.1 To the extent not already provided for under current leave policies and 

provisions, the District will provide family and medical care leave for eligible 

employees as required by state and federal law.  Rights and obligations, which 

are not specifically set forth below, are set forth in the Department of Labor 

regulations implementing the Federal Family and Medical Leave Act of 1993 

("FMLA"), and the regulations of the California Family Rights Act ("CFRA"). 

Unless otherwise provided by this article, "Leave" under this article shall mean 

leave pursuant to the FMLA and CFRA. 

 

9.1.2 Definitions:   

 

9.1.2.1 "12-Month Period" means a rolling 12-month period measured backward 

from the date leave is taken and continuous with each additional leave 

day taken. 

 

9.1.2.2 "Child" means a child under the age of 18 years of age, or 18 years of age 

or older who is incapable of self-care because of a mental or physical 

disability. An employee's child is one for whom the employee has actual 

day-to-day responsibility for care and includes, a biological, adopted, 

foster or step-child, legal ward, or a child of a person standing in loco 

parentis. 

 

9.1.2.3 A child is "incapable of self care" if he/she requires active assistance or 

supervision to provide daily self-care in three or more of the activities of 

daily living or instrumental activities of daily living such as, caring for 

grooming and hygiene, bathing, dressing and eating, cooking, cleaning 

shopping, taking public transportation, paying bills, maintaining a 

residence, using telephones and directories, etc. 

 

9.1.2.4 "Parent" means the biological parent of an employee or an individual 

who stands or stood in loco parentis (in place of a parent) to an employee 

when the employee was a child. This term does not include 

parents-in-law. 

 

9.1.2.5 "Spouse" means a husband or wife as defined or recognized under 

California State law for purposes of marriage and a domestic partner as 

defined in Section 237 of the Family Code. 
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9.1.2.6 "Serious health condition" means:  an illness, injury impairment, or 

physical or mental condition that involves: Inpatient Care (i.e., an 

overnight stay) in a hospital, hospice, or residential medical care facility, 

including any period of incapacity (i.e., inability to work, or perform 

other regular daily activities due to the serious health condition, treatment 

involved, or recovery there from); or 

 

9.1.2.7 “Continuing treatment by a health care provider” means a serious health 

condition involving continuing treatment by a health care provider 

includes any one or more of the following: 

 

9.1.2.7.1 A period of incapacity (i.e., inability to work, or perform other 

regular daily activities due to serious health condition of more 

than three consecutive calendar days, and any subsequent 

treatment or period of incapacity relating to the same 

condition, that also involves treatment two or more times by a 

health care provider or treatment by a health care provider on 

at least one occasion which results in a regimen of continuing 

treatment under the supervision of the health care provider. 

9.1.2.7.2 Any period of incapacity due to pregnancy or for prenatal 

care. (This entitles the employee to FMLA leave, but not 

CFRA leave. An employee disabled by pregnancy is entitled 

to pregnancy disability leave as set forth in Section 8.8).   

9.1.2.7.3 Any period of incapacity or treatment for such incapacity due 

to a chronic serious health condition. A chronic serious health 

condition is one, which requires periodic visits for treatment 

by a health care provider. Continues over an extended period 

of time (including recurring episodes of a single underlying 

condition); and may cause episodic rather than a continuing 

period of incapacity (e.g., asthma, diabetes, epilepsy, etc.). 

Absences for such incapacity qualify for leave even if the 

absence lasts only one day.  

9.1.2.7.4 A period of incapacity, which is permanent or long-term due 

to a condition for which treatment may not be effective. The 

employee or family member must be under the continuing 

supervision of, but need not be receiving active treatment by, 

a health care provider. 

9.1.2.7.5 Any period of absence to receive multiple treatments 

(including any period of recovery there from) by a health care 

provider or by a provider of health care services under orders 

of, or on referral by, a health care provider, either for 

restorative surgery after an accident or other injury, or for a 

condition that would likely result in a period of incapacity of 

more than three consecutive calendar days in the absence of 

medical intervention or treatment. 



Revised & Board of Library Trustee approved – September 11, 2008                                   Page 22                 
 

 

9.1.2.8 "Health Care Provider" means: 

 

9.1.2.8.1 A doctor of medicine or osteopathy who is authorized to 

practice medicine or surgery by the State of California; 

9.1.2.8.2 Individuals duly licensed as a physician, surgeon, or 

Osteopathic physician or surgeon in another state or 

jurisdiction, including another country, who directly treats or 

supervises treatment of a serious health condition; 

9.1.2.8.3 Podiatrists, dentists, clinical psychologists, optometrists, and 

chiropractors (limited to treatment consisting of manual 

manipulation of the spine to correct a subluxation as 

demonstrated by X-ray to exist) authorized to practice in 

California and performing within the scope of his/her practice 

as defined under California State law; 

9.1.2.8.4 Nurse practitioners and nurse midwives and clinical social 

workers who are authorized to practice under California State 

law and who are performing within the scope of his/her 

practice as defined under California State law; 

9.1.2.8.5 Christian Science practitioners listed with the First Church of 

Christ, Scientist in Boston, Massachusetts; and  

9.1.2.8.6 Any health care provider from whom an employer or group 

health plan's benefits manager will accept certification of the 

existence of a serious health condition to substantiate a claim 

for benefits. 

 

9.1.3 Reasons for Leave:  Leave is only permitted for the following reasons: 

 

9.1.3.1 The birth of a child or to care for a newborn of an employee; 

 

9.1.3.2 The placement of a child with an employee in connection with the 

adoption or foster care of a child; 

 

9.1.3.3 Leave to care for a child, parent, spouse or domestic partner who has a 

serious health condition; or 

 

9.1.3.4 Leave because of a serious health condition that makes the employee 

unable to perform the functions of his/her position. 

 

9.1.3.5 To care for a “covered servicemember” with a serious health injury or 
illness incurred in the line of duty on active duty (Military Caregiver 

Leave). 

 

9.1.3.6 Qualifying Exigency Military Leave for any employee who needs to take 

a leave of absence due to a spouse, son, daughter or parent on active duty 

or being notified of an impending call to active duty status in support of a 

contingency operation (refer to policy 9.2). 

 

9.1.4 Employees Eligible for Leave:  An employee is eligible for leave if the 

employee: 
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9.1.4.1 Has been employed for at least 12 months; and 

 

9.1.4.2 Has worked for at least 1,250 hours during the 12-month period 

immediately preceding the commencement of the leave. 

 

9.1.5 Amount of Leave:  Eligible employees are entitled to a total of 12 workweeks of 

leave during any 12-month period.  

 

9.1.5.1 Minimum Duration of Leave:  If leave is requested for the birth, adoption 

or foster care placement of a child of the employee, leave must be 

concluded within one year of the birth or placement of the child. In 

addition, the basic minimum duration of such leave is two weeks. 

However, an employee is entitled to leave for one of these purposes (e.g., 

bonding with a newborn) for at least one day, but less than two weeks 

duration on any two occasions.  

 

9.1.5.1.1 Minimum Duration of Leave for Military Leave: If leave is 

requested for a “covered servicemember” serious injury or 

illness, the basic minimum duration of FMLA leave is 26 

workweek entitlement and is a one-time entitlement applied 

on a per-servicemember, per injury basis, meaning that an 

eligible employee may take 26 workweeks of leave to care for 

one servicemember in a single 12-month period. 

 

If leave is requested to care for a child, parent, spouse or the employee 

him/herself with a serious health condition, there is no minimum 

amount of leave that must be taken. However, the notice and medical 

certification provisions of this policy must be complied with. 

 

 

9.1.5.2 Spouses Both Employed By District:  In any case in which a husband and 

wife both employed by District are entitled to leave, the aggregate 

number of workweeks of leave to which both may be entitled may be 

limited to 12 workweeks during any 12-month period if leave is taken for 

the birth or placement for adoption or foster care of the employees' child 

(i.e., bonding leave).  This limitation does not apply to any other type of 

leave under this policy. 

 

9.1.5.3 Employee Benefits While on Leave:  Leave under this policy is unpaid. 

While on leave, employees will continue to be covered by the group 

health insurance (which includes dental and vision) to the same extent 

that coverage is provided while the employee is on the job.  However, 

employees will not continue to be covered under the non-health benefit 

plans.  

 

Employees may make the appropriate contributions for continued 

coverage under the preceding non-health benefit plans by payroll 

deductions or direct payments made to these plans.  Depending on the 

particular plan, the District will inform you whether the premiums 
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should be paid to the carrier or to the District.  Your coverage on a 

particular plan may be dropped if you are more than 30 days late in 

making a premium payment.  Employee contribution rates are subject 

to any change in rates that occurs while the employee is on leave.  

 

If an employee fails to return to work after his/her leave entitlement 

has been exhausted or expires, the District shall have the right to 

recover its share of health plan premiums for the entire leave period, 

unless the employee does not return because of the continuation, 

recurrence, or onset of a serious health condition of the employee or 

his/her family member which would entitle the employee to leave, or 

because of circumstances beyond the employee's control. The District 

shall have the right to recover premiums through deduction from the 

employee (e.g. unpaid wages, vacation pay, etc.). 

 

9.1.6 Substitution of Paid Accrued Leaves:  While on leave under this policy an 

employee may elect to concurrently use paid accrued leaves.  Similarly, the 

District will require an employee to concurrently use paid accrued leaves and 

may also require an employee to use Family and Medical Care Leave 

concurrently with a non-FMLA/CFRA leave which is FMLA/CFRA-qualifying.   

 

9.1.7 Medical Certification:  Employees who request leave for his/her own serious 

health condition or to care for a child, parent or a spouse who has a serious 

health condition must provide written certification from the health care provider 

of the individual requiring care if requested by District.  

 

If the leave is requested because of the employee's own serious health condition, 

the certification must include a statement that the employee is unable to work at 

all or is unable to perform the essential functions of his/her position. 

 

9.1.8 Time to Provide a Certification:  When an employee's leave is foreseeable and if 

a medical certification is requested, the employee must provide it 30 days before 

the leave begins. When this is not possible, the employee must provide the 

requested certification to the District within the time frame requested by the 

District which must allow at least 15 calendar days after the employer's request, 

unless it is not practicable under the particular circumstances to do so despite the 

employee's diligent, good faith efforts.  

 

9.1.9 Consequences for failure to provide an adequate or timely certification:  If an 

employee provides an incomplete medical certification, the employee will be 

given a reasonable opportunity to cure any such deficiency. However, if an 

employee fails to provide a medical certification within the time frame 

established by this policy, the District may delay the taking of FMLA/CFRA 

leave until the required certification is provided.  

 

9.1.10 Recertification:  If the District has reason to doubt the validity of a certification, 

the District may require a medical opinion of a second health care provider 

chosen and paid for by the District. If the second opinion is different from the 

first, the District may require the opinion of a third provider jointly approved by 

the District and the employee, but paid for by the District. The opinion of the 
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third provider will be binding. An employee may request a copy of the health 

care provider's opinions when there is a re-certification.  

 

9.1.11 Intermittent Leave or Leave on a Reduced Leave Schedule:  If an employee 

requests leave intermittently (a few days or hours at a time) or on a reduced leave 

schedule to care for an immediate family member with a serious health 

condition, the employee must provide medical certification that such leave is 

medically necessary. "Medically necessary" means there must be a medical need 

for the leave and that the leave can best be accomplished through an intermittent 

or reduced leave schedule.  

 

9.1.12 Employee Notice of Leave:  Although District recognizes that emergencies arise 

which may require employees to request immediate leave, employees are 

required to give as much notice as possible of his/her need for leave. If leave is 

foreseeable, at least 30 days notice is required. In addition, if an employee knows 

that he/she will need leave in the future, but does not know the exact date(s) (e.g. 

for the birth of a child or to take care of a newborn), the employee shall inform 

his/her supervisor/manager as soon as possible that such leave will be needed. 

Such notice may be orally given. If the District determines that an employee's 

notice is inadequate or the employee knew about the requested leave in advance 

of the request, the District may delay the granting of the leave until it can, in its 

discretion; adequately cover the position with a substitute. 

 

9.1.13 Reinstatement upon Return from Leave:  Upon expiration of leave, an employee 

is entitled to be reinstated to the position of employment held when the leave 

commenced, or to an equivalent position with equivalent employment benefits, 

pay, and other terms and conditions of employment. Employees have no greater 

rights to reinstatement, benefits and other conditions of employment than if the 

employee had been continuously employed during the leave period.  

 

Employees will be required to report weekly on his/her status and intent to return 

to work. This will avoid any delays to reinstatement when the employee is ready 

to return.  

 

9.1.14 Fitness for Duty Certification:  As a condition of reinstatement of an employee 

whose leave was due to the employee's own serious health condition, which 

made the employee unable to perform his/her, job, the employee must obtain and 

present a fitness-for-duty certification from the health care provider that the 

employee is able to resume work. Failure to provide such certification will result 

in denial of reinstatement.  

 

9.1.15 Reinstatement of "Key Employees":  The District may deny reinstatement to a 

"key" employee (i.e., an employee who is among the highest paid 10 percent of 

all employed) if such denial is necessary to prevent substantial and grievous 

economic injury to the operations of the District, and the employee is notified of 

the District’s intent to deny reinstatement on such basis at the time the employer 

determines that such injury would occur.  
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9.1.16 Required Forms:  Employees must fill out the applicable forms in connection 

with leave under this policy as provided by the Administration/Personnel office. 

 

9.1.17 Employees may be eligible for six (6) weeks of leave paid for as SDI. The family 

temporary disability insurance leave (SDI) will run concurrently with FMLA or 

CFRA leave. 

   

9.2 Military Qualifying Exigency Leave.   

An employee may take up to 12 weeks of FMLA leave for any qualifying exigency due 

to a spouse, son, daughter or parent of the employee being on active duty or being 

notified of an impending call to active duty status in support of a contingency operation. 

Qualifying exigency leave is available to employees who have a spouse, son, daughter, 

or parent called to active duty as part of the Reserve components and the National 

Guard, or a retired member of the Regular Armed Forces or Reserve.  An employee who 

family member is a member of the Regular Armed Forces is not entitled to qualifying 

exigency leave. 

 

9.2.1 Short-notice deployment. To address any issue that arises due to a covered 

military member being notified of an impending call or order to active duty 

seven or less calendar days prior to the date of deployment. 

 

9.2.2 Military events and related activities. To attend any official ceremony, program, 

or event sponsored by the military and to attend family support and assistance 

programs and informational briefings sponsored or promoted by the military, 

military service organizations, or the American Red Cross that are related to the 

active duty or call to active duty status of a covered military member. 

 

9.2.3 Childcare and school activities. To arrange childcare or attend certain school 

activities for a child of the covered military member, who is either under the age 

of 18 or age 18 or older and incapable of self-care.  This leave may be taken to 

arrange for alternative childcare, to provide urgent, immediate, non-routine 

childcare, to enroll the child in a new school or day care facility, or to attend 

meetings with staff at a school or day care facility (e.g. disciplinary meetings, 

parent-teacher conferences, meetings with school counselors). 

 

9.2.4 Financial and legal arrangements. To make or update financial or legal 

arrangements to address the covered military member’s absence while on active 

duty or call to active duty status, such as preparing and executing financial and 

healthcare powers or attorney, transferring bank account signature authority, 

enrolling in the Defense Enrollment Eligibility Reporting System, obtaining 

military identification cards, or preparing or updating a will or living trust.  The 

leave can also be used for acting as the military member’s representative for 

purposes of obtaining, or appealing military service benefits while the covered 

military member is on active duty or call to active duty status. 

 

9.2.5 Counseling.  To attend counseling provided military member, or for the child of 

the covered military member who is either under the age or 18 or age 18 or older 

and incapable of self-care, provided that the need for counseling arises from the 

active duty or call to active duty status of a covered military member. 
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9.2.6 Rest and recuperation. To spend time with a covered military member who is on 

short-term, temporary rest and recuperation leave during the period of 

deployment.  Eligible employees may take up to five (5) days of leave for each 

instance of rest and recuperation. 

 

9.2.7 Post-Deployment activities.  To attend arrival ceremonies, reintegration briefings 

and events, and any other official ceremony or program sponsored by the 

military for a period of 90 days following the termination of the covered military 

member’s active duty and to address issues that arise from the death of a covered 

military member while on active duty status, such as meeting and recovering the 

body of the covered military member and making funeral arrangements. 

 

9.2.8 Additional Activities. To address other events which arise out of the covered 

military member’s active duty or call to active duty status provided that the 

employer and employee agree that such leave shall qualify as an exigency, and 

agree to both the timing and duration of such leave. 

 

If an employee requests leave for a qualifying exigency, the employee must 

provide sufficient information that indicates that a family member is on active 

duty or call to active duty status that the requested leave is for one of the 

qualifying exigencies listed in the regulations, and the anticipated duration of the 

absence.  

 

For qualifying exigency leave, an employer may require an employee to provide 

a copy of the covered military member’s active duty orders or other 

documentation issued by the military which indicates that the covered military 

member is on active duty (or has been notified or an impending call or order to 

active duty) in support of a contingency operation, and the dates of the covered 

military member’s active duty service. 

 

 

9.3 Military Caregiver Leave.  

 

An eligible employee who is the spouse, son, daughter, parent, or next of kin of a 

covered servicemember may take 26 weeks of leave during a single 12-month period to 

care for the servicemember.  An eligible employee may take FMLA leave to care for a 

covered servicemember with a serious injury or illness incurred in the line of duty on 

active duty for which the servicemember is (1) undergoing medical treatment, 

recuperation, or therapy; or (2) otherwise in outpatient status; (3) otherwise on the 

temporary disability retired list.  As with leave for other FMLA-qualifying reasons, an 

employee on military caregiver leave is entitled to paid health benefits as if the 

employee continued to work. 

 

9.3.1 Who is entitled to take military Caregiver Leave.  The term “covered 

servicemember” includes current member of the Regular Armed Forces, current 

members of the National Guard or Reserves, and the members of the Regular 

Armed Forces, the National Guard and the Reserves who are on the temporary 

disability retired list.  Former members of the National Guard and Reserves, and 

members on the permanent disability retired list are not considered covered 

servicemember. 
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9.3.2 An employer may request that an employee seeking to take military caregiver 

leave obtain appropriate certification that a servicemember’s serious injury or 

illness was incurred in the line of duty on active duty. 

 

9.3.3 For purposes of military caregiver leave, a “son or daughter of a covered 
servicemember” is the covered servicemember’s biological, adopted, or foster 

child, stepchild, legal ward, or a child for whom the covered servicemember 

stood in loco parentis, and who is of any age.  The definition does not apply to 

leave taken for other FMLA-qualifying reasons. 

 

9.3.4 A servicemember’s “next of Kin” is the servicemember’s nearest blood relative, 
other than the covered servicemember’s spouse, parent, son or daughter, in the 

following order of priority: blood relatives who have been granted legal custody 

of the servicemember by court decree or statutory provisions, brothers and 

sisters, grandparents, aunts and uncles, and first cousins, unless the covered 

servicemember has specifically designated in writing another blood relative as 

his or her nearest blood relative for purposes of military caregiver leave under 

FMLA, in which case the designated individual shall be considered the covered 

servicemember’s next of kin. 

 

9.3.5 When an employer wants proof of an individual’s status as a covered 
servicemember’s next of kin, the employee must provide reasonable 

documentation of the familial relationship.  If the servicemember has not 

designated a next of kin, a simple statement from the employee outlining the 

employee’s familial relationship to the servicemember will suffice.  

 

9.3.6 When leave is taken to care for a covered service member with a serious injury 

or illness, an employer may require an employee to support his or her request for 

leave with a sufficient certification from on the specified, authorized health care 

providers.  The certification may include: (1) Whether the servicemember has 

incurred a serious injury or illness; (2) whether the injury or illness may render 

the servicemember medically unfit to perform the duties of the member’s office, 

grade, rand, or rating; (3) whether the injury or illness was incurred by the 

member in the line of duty on active duty; and (4) whether the servicemember is 

undergoing medical treatment, recuperation, or therapy, is otherwise on 

outpatient status, or is otherwise on the temporary disability retired list.  The 

certification should also include information about the need for leave that is also 

required of individuals requesting FMLA leave to care for a family member with 

a serious health condition: (1) the probable duration of the injury or illness; (2) 

frequency and duration of leave required; (3) if leave is requested on an 

intermittent or reduced schedule basis, an estimate of the frequency and duration 

of such leave; and (4) the family relationship of the eligible employee to the 

covered servicemember. 

9.3.7 Circumstances under which Military Leave may be taken: 

 

9.3.7.1 The 26 workweek entitlement is a one-time entitlement applied on a per 

servicemember, per injury basis, meaning that an eligible employee may 

take 26 weeks of leave to care for one covered servicemember in a 

“single 12-month period”. 
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9.3.7.2 Military caregiver leave is not a yearly entitlement that renews each year. 

Thus, if an eligible employee is caring for a covered servicemember who 

serious injury or illness extends beyond the employee’s 26 week leave 

entitlement, the employee is not eligible for an additional 26-week 

entitlement to continue to care for the covered servicemember in the next 

year defined by the employer. 

 

9.3.7.2.1 Notably, even after an employee has exhausted his or her 

military caregiver leave entitlement, the employee may be 

entitled to use his or her normal 12-week FMLA leave 

entitlement to provide care to the servicemember due to the 

same injury or illness.  In other words, employers are 

prohibited from counting leave that qualifies for both military 

caregiver leave and leave for other qualifying reasons 

concurrently.   

 

Consequently, although an employee may not satisfy the 1250 

hour eligibility requirement when he or she uses the FMLA 

leave to care for a family member with a serious health 

condition, he or she will be eligible for the leave if he or she 

satisfied the eligibility requirements when he or she 

commenced the military caretaker leave for the same 

condition. 

 

9.3.7.2.1.1 The single 12-month period for military caregiver 

leave begins on the first day the eligible employee 

takes the leave and ends 12 months after that date, 

regardless of the method used by the employer to 

determine the employee’s 12 week leave entitlement 

for other FMLA-qualifying reasons. 

 

9.3.7.2.1.2 While the “single 12-month period” for military 

caregiver leave begins on the first day the employee 

takes the leave, an employer may establish the 12-

month period for other FMLA-qualifying leave.  This 

means that an employer may need to track an 

employee under two (2) different 12-month leave 

periods. 

 

9.3.7.2.1.3 An eligible employee is entitled to a combined total of 

26 weeks of leave of military caregiver leave and leave 

for any other FMLA-qualifying reason in a “single 12-

month period”, provided that the employee may not 

take more the 12 weeks of leave for any other FMLA-

qualifying reason.  

 

9.3.7.2.1.4 The same designation rules apply to leave taken to 

care for a covered servicemember and leave taken for 

other FMLA-qualifying reasons.  Consequently, it is 

the employer’s responsibility to designate leave, paid 
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or unpaid, as FMLA-qualifying, and to give notice of 

the designation to the employee.  Rules regarding 

retroactive designations also apply to military 

caregiver leave.  

 

9.3.7.2.1.5 In case of leave that qualifies as both military 

caregiver leave and leave to care for a family member 

with a serious health condition, the employer must 

designate such leave as military caregiver leave first. 

Leave for Disability Related to Pregnancy, Childbirth 

or Related Medical Condition.   

 

 

9.4 Leave for Disability Related to Pregnancy, Childbirth or Related Medical Condition. 

 

Any female employee shall be entitled to take a leave on account of pregnancy, 

childbirth, or related medical conditions for the period of disability up to four (4) 

months.  The employee shall be entitled to utilize any accrued sick leave, vacation leave 

or compensatory time during this period of time.  An employee shall not accrue 

additional vacation during this leave or sick leave during any unpaid portion of this 

leave. 

 

A husband is entitled to FMLA leave if he is needed to care for his wife who is 

incapacitated due to her pregnancy provided she has a serious health condition.  A 

husband’s right to take leave when needed to care for his pregnant spouse due to her 

serious health condition but emphasize that his right is not available to a boyfriend or 

fiancé’ who is the father of the unborn child (although a boyfriend or fiancé may be 

entitled to bonding leave). 

 

 

9.5 Catastrophic Leave Bank 

Board of Library Trustees Approved March 12, 2009 effective date April 1, 2009 

The Catastrophic Leave Bank affords District employees (donors) the opportunity to 

assist fellow employees (recipients) who have experienced personal or family 

catastrophic illness/injury which may result in the loss of income.   A catastrophic 

illness/injury is a serious, debilitating illness/injury that incapacitates the employee or a 

member of the employee’s immediate family (Policy 3.11) and creates a financial 

hardship because the employee has exhausted all eligible paid leaves. 

 

The purpose of this policy is to establish a Leave Bank that will provide temporary 

financial assistance to a qualified salaried employee who has exhausted all paid leave 

time and is facing a catastrophic illness/injury.  The Leave bank will be established from 

voluntary contributions of vacation and personal holiday leave by salaried employees 

and administered by the Human Resource Office (HRO) in accordance with the policy. 

 

The District provides employees with a generous leave package and encourages 

employees to plan and prepare for unforeseen emergencies by accruing sick leave.  Sick 

leave will not be transferrable into the Catastrophic Leave Bank. 
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9.5.1   Donations salaried employees may voluntarily donate to the Leave Bank if the employee 

 has been employed by the District for a minimum of twelve (12) months and has passed 

 her/his initial introductory period. 

 

  9.5.1.1 Employees must submit a Catastrophic Leave Bank Donation Form requesting 

   the HRO to transfer vacation and/or personal holiday to the Leave Bank. Sick 

   leave will not be transferrable to the Catastrophic Leave Bank. Donations are 

   irrevocable once the transfer is made. 

 

9.5.2  Eligibility Salaried employees are eligible to request use of the Leave Bank if the 

employee has been employed by the District for a minimum of twelve (12) months and 

has passed his/her introductory period. Salaried employees who are facing a catastrophic 

illness/injury may request use of the Leave Bank by completing a Family and Medical 

Leave Act (FMLA) form and a Request to Receive Catastrophic Leave Bank (RCLB) 

form as soon as possible.  If the employee is unable to request forms, the department 

manager or an immediate family member may request the forms. 

 

   9.5.2.1 An employee shall become eligible after the HRO receives the  

    completed FMLA and RCLB forms with the proper documentation.   

 

   9.5.2.2  An employee requesting Catastrophic Leave benefits must exhaust all 

               paid sick, vacation and personal holiday time before using any leave time 

    from the Leave Bank. 

 

   9.5.2.3  An employee will continue to accrue sick leave and vacation leave under 

      this policy and will be required to use those hours before using any 

                 leave time from the leave bank. 

 

   9.5.2.4 An employee requesting benefits for their own illness or injury shall be 

    entitled to a maximum of 480 hours (12 weeks) or the number of hours 

    required satisfying his/her waiting period for short or long term disability 

    benefits, whichever is less. 

 

   9.5.2.5 An employee requesting benefits for the care of an immediate family 

    member, shall be entitled to a maximum benefit period of 480 hours (12 

    weeks). 

 

  9.5.3  Administration Human Resources Office (HRO) will administer all records 

   relating to the Leave Bank.   

 

   9.5.3.1  HRO will maintain the Leave Bank balance in total hours. The balance 

    will be equal to the number of hours donated, minus the total hours used. 

 

 9.5.3.2 HRO will solicit donations when the Leave Bank balance is less than 

  approved requests for benefits. 

 

9.6 Leave of Absence without Pay.    

 

The Director, upon the recommendation of the supervisor/manager, may grant a leave of 

absence without pay to regular full-time and regular part-time employees. 
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9.6.1 Length of Leave. The leave shall not exceed twelve (12) weeks. 

 

9.6.2 Written Request. Leave of absence without pay will only be considered 

upon written request of the employee setting forth the reason for the 

request.  

 

9.6.3 Return to Work.  Upon conclusion of a leave of absence without pay, the 

employee is entitled to return to his or her former position or a 

comparable position unless: (1) the position has ceased to exist for a 

legitimate business reason; (2) the position could not be kept open or 

filled by a temporary employee without substantially undermining the 

District’s ability to operate safely and efficiently, in which case, the 

District shall provide notice to the employee of the situation as soon as 

possible and where appropriate give the employee the option of returning 

to that position; (3) the employee has directly or indirectly indicated an 

intention not to return to the position; (4) the leave of absence expires and 

the employee does not contact his/her supervisor/manager concerning a 

date to return to work,  the employee will be considered to have 

voluntarily terminated employment; (5) the employee is no longer able to 

perform the essential functions of the job with or without reasonable 

accommodation; or (6) the employee is no longer qualified for the job.   

 

9.6.4 Offer of Similar Position.  If the District cannot reinstate the employee to 

his/her previous position, the District will offer the employee a 

substantially similar position provided that a substantially similar 

position exists and is available, and filling the available position would 

not substantially undermine the District’s ability to operate safely and 

efficiently; and the employee is qualified for the position.    

 

9.6.5 Paid Leave Not Earned.  Vacation, personal holiday and sick leave will 

not be earned during the leave and holidays with pay will not be given.   

 

9.6.6 Part-time hourly employees may request one (1) week’s leave without 

pay after six (6) months of employment.  After one year, such employees 

may request annual leave without pay up to a maximum of two (2) 

weeks. 

 

9.6.6.1  Time Off Request. Employees will be required to submit 

  a Time Off Request Form to their immediate department 

  manager as early as possible.  The department manager 

  will consider (approve or deny) the request as soon as 

  practical, except when the request spans an authorized 

  District holiday, in which case policy 8.3.4 Holiday  

  Periods will apply.  Once a department schedule has been 

  posted, no further time off requests will be accepted 

  (except in an emergency). 

 

9.6.6.2  Time Off Denials. When an employee’s request for 

time off cannot be approved, the department 
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manager shall schedule the employee’s time off at 

the next earliest date requested by the employee and 

deemed appropriate by the manager based on the 

need to maintain service to the community. 

 

Previously approved time off requests may be 

cancelled or rescheduled if inadequate staffing 

levels in the department occur due to unforeseen 

circumstances. 

 

 

9.6.7 Health Insurance.  District contributions to monthly premium cost of 

health insurance will be suspended after one (1) calendar month.  After 

one (1) month the employee must make arrangements with the Human 

Resources Office to continue to pay his/ her normal monthly premium 

cost for insurance under COBRA provisions or lose coverage. 
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PERSONNEL POLICY X 

 

 EMPLOYEE BENEFITS 

 

 

10.1 Retirement.  All full-time and eligible employees are covered by the District for 

retirement benefits under the Public Employees’ Retirement System (PERS) of the State 

of California on the first day of employment.  Benefits will be provided in accordance 

with the contract between PERS and the District.  The District will pay both the 

employer and the employee contribution to PERS.  

 

The District has no mandatory retirement age for employees.   

   

10.2 Medical Benefits. All full-time salaried employees and his/her eligible dependents are 

entitled to enroll in one of the health insurance plans offered by the District.  The 

District's contribution to the cost of a regular, full-time salaried employees and his/her 

eligible dependents' health insurance premium is set forth in Appendix B.  Typically the 

carrier has a 30-day waiting period from the 1
st
 of the month after date of hire. 

 

  All Part-time employees who work a minimum of 17 hours per week may   

  purchase any of the current medical benefits and shall pay the entire premium  

  themselves through an automatic payroll deduction. 

  

The District reserves the right to change insurance carriers or plans at its option.  

Specific insurance policy provisions or coverage are contained in the policy document 

for the given plan.  Questions regarding insurance policy provisions or coverage should 

be referred to the insurance carrier. 

 

After termination from employment with the District, employees and his/her eligible 

dependents may continue temporary insurance coverage at their own expense under the 

federal statute commonly called COBRA. 

   

10.3 Dental Insurance.  All full-time salaried employees and his/her eligible dependents are 

entitled to enroll in the dental insurance plan offered by the District.  The District's 

contribution to the cost of a regular, full-time salaried employees and his/her eligible 

dependents' dental insurance premium is set forth in Appendix B.  Typically the carrier 

has a 30-day waiting period from the 1
st
 of the month after date of hire. 

  

  All Part-time employees who work a minimum of 17 hours per week may   

  purchase any of the current dental benefits and shall pay the entire premium  

  themselves through an automatic payroll deduction. 

 

 

10.4 Vision Care Insurance.  All full-time salaried employees and his/her eligible dependents 

are entitled to enroll in the vision insurance plan offered by the District.  The District's 

contribution to the cost of a regular, full-time salaried employees and his/her eligible 

dependents' vision insurance premium is set forth in Appendix B.  Typically the carrier 

has a 30-day waiting period from the 1
st
 of the month after date of hire. 
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  All Part-time employees who work a minimum of 17 hours per week may   

  purchase any of the current vision benefits and shall pay the entire premium  

  themselves through an automatic payroll deduction. 

  

10.5 Long Term Disability Insurance.  After ninety (90) calendar days of consecutive 

employment, all full-time and part-time salaried employees are covered by the District's 

long-term disability insurance plan.  The long-term disability insurance plan shall pay 

benefits as outlined in the Group Long Term Disability Insurance Policy.  

 

10.6 Life Insurance.  All salaried employees classified as Non-Represented Confidential will 

receive a $6,000.00 life insurance benefit. All employees classified as Non-Represented 

Management will receive a $10,000.00 life insurance benefit. All employees shall be 

offered the option of subscribing to additional life insurance coverage at their expense.  

 

10.7 State Disability Insurance.  The District will enroll all employees in the Employee-

Funded State Disability Insurance (SDI) Program.  SDI benefits will be integrated with 

employee’s sick leave for those employees eligible for sick leave benefits.  

  

10.8 Worker’s Compensation.  The District provides workers compensation coverage 

benefits as required by law.      

 

10.9 Borrowing Privileges.  All employees are eligible for District library cards, which entitle 

employees to the same borrowing privileges available to the public, with the exception 

that employees are exempt from fines on overdue materials and fees for audio books, 

movies and video games.  Effective January 1, 2009, employees will pay current fees 

and fines for rental books and ILL (interlibrary loan). Employees are responsible for all 

charges for lost or damaged materials.  Revised and Board of Library Trustee approved- 

December 11, 2008 

 

10.10 Personal Purchase Discounts.  Employees may purchase books for their personal use at 

the same cost as paid by the Palos Verdes Library District.  

 

10.11 Credit Union.  Applications are available to all employees for membership in the South 

Bay Credit Union.    

 

10.12   Continuing Education. Full-time employees with a minimum of one (1) year of 

satisfactory work performance will be eligible for tuition reimbursement for continuing 

education through a California accredited college or university.  Reimbursement will be 

made following successful completion of a course, and cover course fees up to the rate 

for “in state” tuition at any university within the California State University system.  The 

cost of required books and materials will also be reimbursed.   Reimbursement will not 

be made for expenses for which the employee receives payment from other sources (for 

example scholarships, grants).  The maximum amount of reimbursement in any fiscal 

year will be $500.00 to any one employee. 

    

  10.12.1 Courses must relate specifically to the current employee's job duties  

   or assist employees to prepare for promotional and /or transfer   

    opportunities with the District. 
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 10.12.2 The employee shall require written approval in advance from the   

      Department Manager and Director in order to participate and   

     receive tuition reimbursement. 

 

  10.12.3 The employee must receive a passing grade of "C" or better. 

 

  10.12.4 Employees seeking reimbursement will sign an agreement that if they leave 

  PVLD within one year of the date of reimbursement, the amount paid will be 

  deducted from their final paycheck. 

 

 10.12.5 In order to encourage the continuing education of professional employees, the 

  Director may approve registration of one course per semester to be taken on 

  library time (class time only), provided scheduling within the department does 

  not interfere with library operations.  Approval depends on departmental work 

  schedules and the relevancy of the selected course to employee's work  

  assignment. 

 

10.13   Deferred Compensation.  Applications are available to all employees for participation in 

the Section 457 Deferred Compensation plans. 

 

10.14  Membership and Professional Associations.  All full-time and part-time salaried 

employees who have been employed for more than one year shall be reimbursed up to 

50% of the basic membership costs of two approved professional associations. 

 

10.15  Part-Time Hourly Employee and Temporary Employee Benefits.  Part-time hourly and 

temporary employees receive only the following benefits:  Worker’s Compensation 

insurance, social security, personal purchase discounts, participation in the credit union, 

deferred compensation.   

 

 Part-time hourly employees, who work at a minimum of 17 hours per week may 

purchase any of the current medical benefits and shall pay the entire premium 

themselves through an automatic payroll deduction. 
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PERSONNEL POLICY XI 

 

 STANDARDS OF CONDUCT 

 

11.1 Injury and Illness Prevention Program. The District is committed to providing and 

maintaining a healthy and safe work environment for all employees.  Accordingly, the 

District has instituted an Injury and Illness Prevention Program designed to protect the 

health and safety of all personnel.  The program is administered by the Director and/or 

designee.  The program will include periodic inspections to find and eliminate unsafe 

working conditions or practices and investigate occupational injuries and illnesses.  Each 

employee will receive training in this program 

 

The District is committed to providing and maintaining a healthy and safe work 

environment for all employees.  Accordingly, the District has instituted an Injury and 

Illness Prevention Program designed to protect the health and safety of all personnel.  

The program is administered by the Director and/or designee.  The program will include 

periodic inspections to find and eliminate unsafe working conditions or practices and 

investigate occupational injuries and illnesses.  Each employee will receive training in 

this program. 

 

Each employee at all times is expected to plan and carry out work assignments with 

regard to his/her own personal safety and the safety of others.  All employees must 

report immediately any accidents involving District-owned equipment or involving 

personnel on District time to their supervisor/manager so that the District can take 

corrective action as soon as possible.  If the supervisor/manager is not available, the 

employees shall report the accident to the next higher level of supervision or the Human 

Resources Office.  Any damage to District-owned property or any accident involving 

District personnel must be reported to the Human Resources Office.  Failure to report an 

accident may be grounds for disciplinary action, up to and including termination 

 

11.2 Harassment/Discrimination/Retaliation Prevention Policy. 

 

It is the District’s intent and the purpose of this policy to provide all employees, 

applicants, and contractors with an environment that is free from any form of 

discriminatory harassment, discrimination or retaliation as defined in the policy. This 

policy prohibits harassment or discrimination on the basis of any of the following 

protected classifications: an individual’s race, religion, color, sex, gender identity, 

sexual orientation (including heterosexuality, homosexuality and bisexuality), national 

origin, ancestry, citizenship status, uniformed service member status, marital status, 

pregnancy, age, medical condition and physical or mental disability (whether perceived 

or actual).  It is also the policy of the District to provide a procedure for investigating 

alleged harassment, discrimination and retaliation in violation of this policy. 

 

The protection from discrimination includes the protection from retaliation for having 

taken action either as a complainant, or for assisting a complainant in taking action, or 

for acting as a witness or advocate on behalf of an employee in a legal or other 

proceeding to obtain a remedy for a breach of this policy. 

 

11.2.1 POLICY. The District has a ZERO tolerance for any conduct that violates this 

policy. Conduct need not rise to the level of a violation of law in order to violate 
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this policy.  Instead, a single act can violate the policy and provide grounds for 

discipline or other appropriate sanctions. If you are in doubt as to whether or not 

any particular conduct may violate this policy, do not engage in the conduct, and 

seek guidance from a manager or the Human Resources Manager.    

 

 

11.2.2  DEFEINITIONS 

 

11.2.2.1 Protected Classifications. This policy prohibits harassment or 

discrimination because of an individual’s protected classification(s). 

“Protected Classification” includes race, religion, color, sex, gender 

identity, sexual orientation (including heterosexuality, homosexuality and 

bisexuality), national origin, ancestry, citizenship status, uniformed 

service member status, marital status, pregnancy, age, medical condition 

and physical or mental disability (whether perceived or actual).  

 

11.2.2.2 Policy Coverage. This policy prohibits elected officials, officers, 

employees and contractors from harassing or discriminating against 

applicants, officers, officials, employees and contractors because: (1) of 

an individual’s protected classification, (2) of the perception of an 

individual protected classification, or (3) the individual associates with a 

person who has or is perceived to have a protected classification.. 

 

11.2.2.3 Discrimination. This policy prohibits treating individuals differently 

because of the individual’s protected classification as defined by this 

policy. 

 

11.2.2.4 Harassment. Harassment means unsolicited words or conduct which 

subjectively and objectively offend another person. Harassment includes, 

but is not limited to, the following examples of behavior undertaken 

because of an individual’s protected classification. 

 

11.2.2.4.1 Verbal harassment, such as epithets (nicknames and slang 

terms), derogatory or suggestive comments, propositioning, 

jokes or slurs, including graphic verbal commentaries about 

an individual’s body, or that identify a person on the basis 

of his/her protected classification. Verbal harassment 

includes comments on appearance and stories that tend to 

disparage those of a protected classification. 

 

11.2.2.4.2 Visual forms of harassment, such as derogatory posters, 

notices, bulletins, cartoons, drawings, sexually suggestive 

objects, or emails on the basis of a protected classification. 

 

11.2.2.4.3 Physical harassment, such as assault, touching, impeding or 

blocking movement, grabbing, patting, leering, making 

express or implied job-related threats in return for 

submission to physical acts, mimicking, taunting, or any 

physical interference with normal work or movement. 
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11.2.2.4.4 Sexual harassment, such as unwelcome sexual advances, 

requests for sexual favors, and other verbal or physical 

conduct of a sexual nature or any of the above described 

conduct when: 

 

11.2.2.4.4.1 Submission to such conduct is either an 

expressed or implied term or condition of 

an individual’s employment or 

 

11.2.2.4.4.2 Submission to or rejection of such conduct 

is used as the basis for employment 

decisions affecting such individual, or 

 

11.2.2.4.4.3 Such conduct has the purpose or effect of 

unreasonably interfering with an 

individual’s work performance or creating 

a hostile, intimidating or offensive work 

environment. 

 

11.2.2.4.4.4 By definition, sexual harassment is not 

within the course and scope of an 

individual’s employment with the District. 

 

11.2.3 Romantic and Sexual Relationships between Managers and Subordinates. 

Romantic or sexual relationships between managers and subordinate employees 

are discouraged.  There is an inherent imbalance of power and potential for 

exploitation in such relationships.  The relationship may create an appearance of 

impropriety and lead to charges of favoritism by other employees.  A welcome 

sexual relationship may change, with the result that sexual conduct that was once 

welcome becomes unwelcome and harassing. 

 

11.2.4 Retaliation. Retaliation against a person (and his or her associates) that reports or 

provides information about harassment or discrimination is strictly prohibited. 

Any act or reprisal violates this policy and will result in appropriate disciplinary 

action. Examples or actions that might be retaliation against a complainant, 

witness or other participant in the complaint process include: (1) singling a 

person out for harsher treatment; (2) lowering a performance evaluation; (3) 

failing to hire, failing to promote, withholding pay increases, assigning more 

onerous work, abolishing a position, demotion or discharge; or (4) real or 

implied threats or intimidation to prevent an individual from reporting 

harassment or discrimination. 

 

Well-intentioned attempts to insulate or protect a complainant by changing 

his/her work environment or schedule or duties or by transferring the 

complainant to another officer may be retaliatory.  Before a manager takes such 

action, the manager should contact the Human Resources Manager. 

 

Any act of retaliation will be treated as a separate and distinct incident, 

regardless of the outcome of the harassment or discrimination complaint. 
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11.2.5 Reporting Harassment, Discrimination or Retaliation. An applicant, employee, 

officer, official or contractor who feels he/she has been harassed, discriminated 

against or retaliated against in violation of the policy should report the conduct 

immediately as outlined below so that the complaint can be resolved quickly and 

fairly.  All employees involved in the complaint process may be represented by a 

person of their choosing and at their own expense. 

 

11.2.5.1 Object of the Conduct. Sometimes an individual is unaware that his/her 

conduct is offensive.  The offensive behavior may be eliminated by 

simply informing the offender that the conduct or language in question 

is unwelcome and offensive and request that it be discontinued 

immediately.  A person who believes he/she is being harassed is 

encouraged to use this process.  When the conduct in question 

continues after the offending person has been informed it is offensive, 

or if a person does not feel comfortable talking to the offending person 

directly, the employee should make a report in accordance with 

11.2.5.2 below or go directly to the formal reporting process. 

 

11.2.5.2 Oral Report. If a person who believes that this policy has been violated 

does not want to confront the offending person, he/she should report 

the conduct to a manager, department manager or and District 

management employee.  The individual may also seek the advice, 

assistance or consultation of a manager, department manager, or 

District employee.  Any supervisory or management employee who 

receives such a report must in turn direct it to the Human Resources 

Manager. The Human Resources Manager will determine what level or 

investigation and response is necessary. 

 

11.2.5.3 Written Process. An Individual who believes this policy has been 

violated may provide a written complaint to a manager, department 

manager or any management employee who in turn must direct the 

complaint to the Human Resources Manager. Individuals are 

encouraged to report any violation of this policy. 

 

11.2.5.4 Option to Report to Outside Administrative Agencies. Applicants, 

employees, officers, officials and contractors have the option to report 

harassment, discrimination or retaliation to the U. S. Equal 

Employment Opportunity Commission (EEOC) or the California 

Department of Fair Employment and Housing (DFEH). 

 

11.2.6  District’s Response to complaint of Harassment, Discrimination or Retaliation.  

 

11.2.6.1 Investigation. Upon receipt of a complaint of alleged harassment, 

discrimination or retaliation, the Human Resources Manager will be 

responsible for coordination a thorough investigation (unless he/she is 

named in the complaint). The Human Resources Manager may 

coordinate the investigation with the complainant’s department 

manager and may hire an outside investigator if the District deems 

appropriate.  The type of investigation undertaken, and the party 

chosen to conduct the investigation will depend on the nature of the 
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complaint made and will be determined by the Human Resources 

Manager.  The Human Resources Manager will report the status of 

investigations to the District Director as appropriate. 

 

The Human Resources Manager, in concurrence with the District 

Director, may take interim action to diffuse volatile circumstances, 

such as placing the alleged perpetrator on paid administrative leave or 

temporarily transferring the alleged perpetrator.  Generally, no interim 

action should be taken to change the complaining individual’s working 

conditions unless the complaining individual voluntarily consents to 

the temporary change.  The investigator will review the complaint 

allegations in an objective manner and to the extent that the District 

deems necessary.  The investigation will normally include interviews 

with the reporting individual, the accused, and any other person who is 

believed to have relevant knowledge concerning the allegations.  The 

investigator will remind all witnesses to maintain the confidentiality of 

the interview and that retaliation against those who report alleged 

harassment or who participate in the investigation is prohibited.  The 

District takes a proactive approach to potential policy violations and 

will conduct an investigation if its officers or managers become aware 

that harassment, discrimination or retaliation may be occurring, 

regardless of whether or not the recipient of the alleged action or a 

third party reports a potential violation. 

 

11.2.6.2 Remedial and Disciplinary Action. If the investigation determines that 

the alleged conduct occurred and that the conduct violated this policy, 

the District will notify the complainant and perpetrator of the general 

conclusions(s) of the investigation and take effective remedial action 

that is designed to end the violation(s). Any employee determined to 

have violated this policy will be subject to disciplinary action, up to 

and including termination.  Disciplinary action may also be taken 

against any official, or manager who condones or ignores potential 

violations of this policy, or who otherwise fails to take appropriate 

actions to enforce this policy.  Any official or contractor found to have 

violated this policy will be subject to appropriate sanctions. 

 

11.2.6.3 Closure.  At the conclusion of the investigation, the Human Resources 

Manager will notify the complainant in general terms of the outcome 

of the investigation. 

 

11.2.6.4 Confidentiality.  Every possible effort will be made to assure the 

confidentiality of complaints made under this policy.  Complete 

confidentiality cannot occur, however, due to the need to fully 

investigate potential policy violation and take effective remedial 

action. An individual who is interviewed during the course of an 

investigation is prohibited from discussing the substance of the 

interview, except as otherwise directed by a manager or the Human 

Resources Manger. 
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11.2.7  Responsibilities of Employees and Management Employees. 

 

11.2.7.1 Employees. In order to establish and maintain a professional working 

environment, while at the same time preventing harassment, 

discrimination and retaliation, employees are expected to: 

 

11.2.7.1.1 Set an example of acceptable conduct by not participating 

in or provoking behavior that violates this policy. Try not to 

be angry or insulted if an individual tells you that your 

behavior is offensive. People have different ethical values 

and standards and may be offended by behavior you think is 

proper. Tell the individual you did not realize your behavior 

was offensive, and immediately cease the conduct. 

 

11.2.7.1.2 Let fellow employees know when you consider behavior 

offensive. The District hires people from a wide variety of 

cultural and ethnic backgrounds, and an individual may not 

realize behavior he or she thinks is proper could be seen by 

others as offensive. 

 

11.2.7.1.3 Report harassment, discrimination or retaliation as quickly 

as possible, whether the employee is the target of the 

conduct or a witness. 

 

11.2.7.1.4 If an employee witness’s harassment, he or she should tell 

the individual being harassed that the District has a policy 

prohibiting such behavior, and that he or she can demand 

that the harasser cease the behavior. 

 

11.2.7.1.5 Maintain confidentiality as required by this policy. 

 

11.2.7.1.6 Fully cooperate with the District’s investigation of 
complaints made under this policy. 

 

11.2.7.2 Managers. In addition to the responsibilities listed above, managers are 

responsible for the following: 

 

11.2.7.2.1 Implementing this policy by taking all complaints seriously 

and modeling behavior that is consistent with the policy.  

Direct all complaints to the Human Resources Manager. 

 

11.2.7.2.2 Taking positive steps to eliminate any form of harassment, 

discrimination or retaliation observed or brought to his/her 

attention. 

 

11.2.7.2.3 Making sure no department manager, supervisor or other 

employee retaliates through any action of intimidation, 

restraint, coercion or discrimination. 
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11.2.7.2.4 Monitoring the work environment and taking appropriate 

action to stop potential policy violations. 

 

11.2.7.2.5 Following up with those who have complained to ensure the 

behavior complained of has ceased. 

 

11.2.7.2.6 Informing complainants of their option to contact the EEOC 

or DFEH regarding a potential policy violation. 

 

11.2.8 Mandatory Training. As part of its commitment to ensuring a work environment 

free from harassment and discrimination, the District requires of its employees 

receive training on this policy at least once every two years.  Human Resources 

will schedule multiple training sessions each year to ensure that employees are 

able to schedule the mandatory training.  Attendance at the training will be 

documented. 

 

 

11.3  Drug and Alcohol Policy – Revised DATE:   July 1, 2008  

11.3.1 INTENT.  It is the intention of this policy to ensure the absence of substance 

abuse and its effects in the workplace by encouraging employees to confront and 

acknowledge any substance abuse problems in the knowledge that if they do so 

his/her employment will not be jeopardized merely by that act. This policy 

reiterates the District's expectation that employees be able to perform his/her 

duties safely and efficiently in the interests of other employees, the public and 

themselves. Each employee is hereby notified that the unlawful manufacture, 

distribution, dispensing, possession or use of a controlled substance is prohibited 

in all buildings (including adjacent grounds) and vehicles owned by the District.  

District buildings and grounds are defined as property or portions of property 

owned, leased or occupied by the District. 

 

11.3.2 PURPOSE.  

11.3.2.1 To provide a drug and alcohol free workplace in accordance with the 

Drug Free Workplace Act of 1988 and the PVLD Personnel Policies. 

 

11.3.2.2 To assure the safe and efficient delivery of services to the public. 

 

11.3.2.3 To contribute to a safe work environment. 

 

11.3.2.4 To represent PVLD in a professional manner 

 

11.3.3 DEFINITION  

 

11.3.3.1 Impairment is the emotional or physical inability of an employee to 

safely and effectively perform his or her job. 

 

11.3.3.2 Reasonable suspicion is a belief based on objective facts and physical 

indicators, sufficient to lead a reasonable, prudent person to believe 

that an employee is currently under the influence of, or in possession 

of, drugs or alcohol. Factors which may be considered include the 
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following: 

 

11.3.3.2.1 The employee appears confused or exhibits erratic behavior. 

The employee exhibits paranoia, slurred speech, or 

irrational behavior. 

 

11.3.3.2.2 The employee has had a single, or a series of safety-related 

incidents that rise questions about his/her physical and 

emotional state.  

 

11.3.4 POLICY  

 

11.3.4.1 This policy is applicable to all employees.  

 

11.3.4.2 Employees shall not report for duty if they are impaired due to his/her 

use of drugs or alcohol. 

 

11.3.4.3 Employees shall not use alcohol or impairing drugs during the assigned 

workday/shift (including meal periods and breaks). 

 

11.3.4.4 An employee who is off duty and is called back to work shall decline 

the assignment if the employee believes that he or she is impaired due 

to his or her use, while off duty, of alcohol or drugs. 

 

11.3.4.5 Possession, use, sale or distribution of illegal or impairing drugs in the 

workplace is prohibited. Sale or distribution of any impairing drug in 

the workplace is also prohibited. 

 

11.3.4.6 Possession, use, or sale of opened containers of alcohol is prohibited in 

the workplace. Possession of alcoholic beverages in District vehicles is 

prohibited.  

 

11.3.4.6.1 Special events held by the District at which alcoholic 

beverages are available.  Employees are advised that his/her 

consumption of alcoholic beverages at these events must 

not impair his/her ability to appropriately represent the 

District or to perform his/her required duties, and must not 

compromise his/her safety or the safety of others. 

 

11.3.4.7 Upon reasonable suspicion that an employee cannot safely or 

effectively perform the duties of the job, the employee's Manager will 

privately counsel the employee.  If the Manager suspects that the 

employee is impaired by alcohol or illegal drugs, the Manager and the 

Human Resources Manager will ask the employee to seek professional 

help.  

 

11.3.4.7.1 First Offense: The employee will be removed from duty by 

the Manager for the remainder of the shift.   The employee 

will be allowed to return to work on the next scheduled 

shift.  The Manager will document this episode as a written 
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warning. 

 

11.3.4.7.1.1 If the Manager or Human Resources Office 

believes that the employee is so impaired as to cause harm 

to the public, the District will make arrangements for the 

employee to get home.  This may include a relative, 

manager or taxi. 

 

11.3.4.7.2 Second Offense: The Manager will report to the Human 

Resources Office that a reasonable suspicion exists and it 

may be the employee's second offense.  The 

Manager/Human Resource Office will direct the employee 

to submit to a fitness for duty exam including an alcohol & 

drug test at the District's expense. Refusal to report for the 

fitness for duty exam or to submit to any alcohol or drug 

testing recommended by the District's medical authority 

shall be considered insubordination and subject the 

employee to disciplinary actions. 

 

11.3.4.7.2.1 If the tests results are negative, the 

employee will be allowed to return to work at the next 

scheduled shift. 

 

11.3.4.7.2.2 If the tests results are positive, the 

employee will be in violation of this policy and subject to 

disciplinary action, up to and including termination. 

 

11.3.4.8 Employees who are involved in workplace accidents that result in 

injury or damage to District property may upon reasonable suspicion 

be required to undergo immediate drug testing.  

 

11.3.4.9 Upon reasonable suspicion by two (2) or more managers, the District 

shall have the right to search District owned property, vehicles, desks, 

closets and lockers, to the extent allowed by law for alcohol or drugs 

when the employee and/or the employee's union representative is 

present. If the employee has a personal lock on the locker, the 

employee shall remove it. 

 

 

11.4 Maintaining a Current Driver’s License and Insurance.   

 

Employees who are required to drive a District vehicle or drive his/her own vehicle to 

perform work for the District must have a current driver’s license and be in compliance 

with existing District insurance requirements. An employee who uses his/her automobile 

for District business must maintain the minimum automobile insurance coverage 

required by the state of California.  Written verification confirming such insurance shall 

be provided to the District. 

 

In accordance with the District’s Liability Insurance Company, the District participates 

in the EPN Program (Employee Pull Notice Program) with California State DMV.  The 
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program allows the District to monitor DL records of employees who drive on the 

District’s behalf.  This monitoring determines and accomplishes the following: 

 Lowers the Districts Liability Insurance Premiums 

  Determines if each driver has a valid Driver’s License 

 Improves public safety 

   Reveals problem drivers 

 Helps to minimize employee's liability  

 

Traffic Violation Limit:  Employee must comply with the existing insurance company’s 

maximum point policy.  Policy may be obtained in the Human Resources offices. 

  

11.5 Telecommunications and Computer Systems and Equipment  

        

Telecommunications and computer systems and equipment are provided to employees 

of the Palos Verdes Library District (PVLD) for work-related use.   

 

Telecommunications and computer systems and equipment include all telephones, cell 

phones, voicemail, desktop computers, laptop computers, hand held computers, printers, 

networks, PVLD’s Integrated Library System (Dynix), software, electronic mail, and 

Internet access. 

 

It is the responsibility of all employees to ensure that these information systems are used 

in an efficient, ethical, and lawful manner.  PVLD reserves the right to specify how 

PVLD’s computer and information system resources will be used and administered to 

comply with this policy. 

 

All telecommunications and computer systems and equipment are the property of PVLD 

and are to be used for work-related activities.  Incidental personal use during non-work 

time is acceptable only if it does not interfere or conflict with PVLD policies, efficient 

District operation, or job performance. 

 

All information stored on PVLD’s telecommunications and computer systems and 

equipment is to be treated as confidential, proprietary information.  Only certain 

information printed out for public correspondence may be considered non-confidential 

or non-proprietary. 

 

Employees are responsible for maintaining the confidentiality of the information to 

which they have access.  Employees may not access information stored on another 

employee’s computer or in another employee’s password-protected voicemail or 

computer network files or accounts without the permission of that employee, that 

employee’s supervisor/manager, or the District Director.  The sole exception is members 

of the ASD staff who may access computers, files, and network accounts as required to 

maintain the integrity, security, and operability of PVLD’s telecommunications and 

computer systems and equipment. 

 

Employees are responsible for protecting his/her own passwords and for following 

password policies set by ASD.  Sharing user identifications, passwords, and access 

codes is not allowed except with members of ASD and with approval of the employee or 

Director.  Employees may be held responsible for misuse that occurs through 

unauthorized access. 
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In order to provide PVLD with access to all information and data stored on its 

telecommunications and computer systems and equipment no employee is permitted to 

use encryption devices on a PVLD computer without the written authorization of the 

District Director.  Any employee authorized to use encryption coding devices and other 

security protecting devices must provide the applicable keys and codes in a sealed 

envelope to the Manager of the Automation Services Department. 

 

Introducing or using software designed to destroy or corrupt PVLD’s 

telecommunications or computer systems is strictly prohibited.  Employees are 

prohibited from altering/tampering with the major configuration settings on his/her PCs.  

Employees are not allowed to interfere with any of the routine maintenance processes, 

such as anti-virus software virus definition file updates, etc., run by ASD. 

 

Employees are prohibited from installing any software, including computer games and 

screenshots, etc., on PVLD-owned computers.  Software installation is to be performed 

by ASD only. 

 

Employees are strictly forbidden to connect his/her own personal laptops or desktops to 

the PVLD LAN except when authorized by ASD. 

 

All PVLD policies pertaining to standards of conduct, harassment and discrimination 

apply to employees’ use of PVLD telecommunications and computer systems and 

equipment.  

 

Fraudulent, harassing, threatening, discriminatory, sexually explicit, foul, offensive or 

obscene messages and/or materials are not to be transmitted, printed or stored using 

PVLD telecommunications and computer systems and equipment.   

 

PVLD’s telecommunications and computer systems and equipment must not be used to 

solicit for business ventures, personal social events, non-work related meetings, political 

or religious causes, or other matters not connected with PVLD’s legitimate operations.  

Chain letters, solicitations, and other forms of mass mailings are prohibited with the 

exception of the distribution of materials related to legitimate PVLD business. 

 

Employees are prohibited from accessing pornographic, gambling-related, or other 

inappropriate websites or phone lines.   

 

PVLD email address may not be used for non-work related internet purchases, 

promotions, on-line newsletters, listservs, newsgroups, user groups, etc.  

 

Employees who participate in listservs, newsgroups, user groups, etc. are prohibited 

from attributing his/her opinions or comments to PVLD. 

 

Use of PVLD’s telecommunications and computer systems and equipment is not private.  

Authorized representatives of PVLD may monitor the use of, and information stored on, 

PVLD computer systems and equipment as required to ensure that his/her use is 

consistent with PVLD’s policies and legitimate business interests. 
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Failure to comply with this policy may lead to discipline up to and including termination 

of employment. 

 

Employees will be required to sign a form acknowledging that they have read and 

understood this policy. 

 

11.6 Dress Code.   

 

The general appearance of employees should be neat, businesslike and professional. 

Your attire should not make your co-workers and/or patrons feel uncomfortable nor 

should it be distracting to others. 

Clothing such as blue denim jeans, coveralls, sweat shirts, sweat pants and shorts are not 

acceptable.  Except: Senior Pages and Library Pages who are not working the circulation 

desk may wear blue denim jeans but they must be neat, clean and in good condition.  

Information Technology Department staff may wear neat and clean blue denim jeans or 

other clothing appropriate for manual labor as appropriate to perform his/her work. 

 

11.6.1 Clothing with spaghetti straps; clothing revealing bare backs, midriffs or 

 shoulders; or any revealing or provocative clothing is not allowed. 

 

11.6.2 Polo shirts, golf shirts and other types of T-shirts that are solid in color, striped, 

 or with an appropriate pattern (e.g. plaid or floral) are acceptable. 

 

11.6.3 T-shirts with graphics and words printed on them are not acceptable.  T-shirts 

 displaying PVLD promotional messages such as Summer Reading Program T-

 shirts may be worn when authorized by the District Director. 

 

11.6.4 Employees (except Maintenance Staff) may wear open-toed shoes.  Casual 

 sandals such as those worn at the beach or swimming pools, for example, flip-

 flops, will not be allowed.  Each Department Manager is responsible for ensuring 

 appropriate standards for his/her department. 

 

District employees shall be expected to dress appropriately for his/her job duties.  

Department managers are responsible for monitoring and enforcing the dress code 

policy.  If an employee’s attire is questionable, the manager will hold a private 

discussion with the employee regarding the inappropriateness of the attire.  If an obvious 

policy violation occurs, the employee will be sent home immediately, instructed to 

return dressed in more appropriate clothing, and placed on authorized leave. Exempt 

employees will be expected to use accrued personal leave. Non-exempt employees will 

not be paid for his/her time away from work.  

 

 

11.7 Disability Discrimination 

 

It is the policy of the Palos Verdes Library District (PVLD or The District) to abide by 

both the letter and spirit of the Fair Employment and Housing Act (FEHA) and the 

Americans with Disabilities Act (ADA).  Both acts prohibits discrimination in all 

employment practices, including job application procedures, hiring, firing, advancement, 

compensation, training, and other terms, conditions, and privileges of employment.  It 
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applies to recruitment, advertising, tenure, layoff, leave, fringe benefits, and all other 

employment-related activities. 

 

The District prohibits all discrimination against “qualified individuals with disabilities.”  

This includes applicants for employment and current employees.  An individual is 

considered to have a “disability” if he/she has a physical or mental impairment that 

substantially limits one or more major life activities, has a record of such impairment, or 

is regarded as having such impairment.  The District also forbids discrimination against 

persons because they have a known association or relationship with an individual with a 

disability. 

 

The District considers a qualified individual with a disability as a person who meets 

legitimate skill, experience, education, or other requirements of an employment position 

that he/she holds or seeks. 

 

The District requires the ability to perform “essential” functions to assure that an 

individual with a disability will not be considered unqualified simply because of 

inability to perform marginal or incidental job functions.  If the individual is qualified to 

perform essential job functions, except for limits caused by a disability, the District will 

consider whether the individual could perform these functions with a reasonable 

accommodation. The District will not consider mitigating measures when determining 

whether or not an individual is disabled  

 

The District will not ask or require a job applicant to take a medical examination before 

making a job offer.  Except under lawful circumstances, the District will not make any 

pre-employment inquiry about a disability or the nature or severity of a disability.  The 

District will ask questions about the ability to perform specific job functions and may, 

with certain limitations, ask an individual with a disability to describe or demonstrate 

how he/she would perform these functions. 

 

Employment will be conditional on the satisfactory completion of a post-offer medical 

examination or medical inquiry, when this is required of all entering employees in the 

same job category.  The District reserves the right to use a post-offer medical 

examination to disqualify an individual if it demonstrates that the individual would post 

a “direct threat” in the workplace (i.e., a significant risk of substantial harm to the health 

or safety of others) that cannot be eliminated or reduced below the “direct threat” level 

through reasonable accommodation. 

 

The District retains the right to conduct employee medical examinations where there is 

evidence of a job performance or safety problems, to determine current “fitness” to 

perform a particular job, and on a voluntary basis as part of employee health programs. 

 

Information from all medical examinations and inquiries will be kept apart from general 

personnel files as a separate, confidential medical record, available only under limited 

conditions. 

 

Tests for illegal use of drugs are not medical examinations under the ADA and are not 

subject to restrictions of such examinations.  The District reserves the right to conduct 

them according to District policy and current federal, state, and local laws. 
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If an employee feels that he/she has been subjected to discrimination based on a 

disability by this District, a vendor, a customer, etc., the employee may file a complaint 

with the Human Resources Department or the District Director. 

 

The District’s established attendance and leave policies will be uniformly applied to all 

employees, regardless of disability.  The District may also make adjustments in leave 

policies as a reasonable accommodation, and all leave policies will be integrated with 

the Family and Medical Leave Act. 

 

This District provides all of its employees, including employees with disabilities, with 

the opportunity to participate in training to improve job performance and for career 

advancement.  The District will not deny training opportunities because they may 

require that we make reasonable accommodations to the training process or facility for 

employees with disabilities, unless accommodation would create an undue hardship. 

 

11.8  Accommodation 

 

The Palos Verdes Library District (PVLD or the District) will provide reasonable 

accommodation to enable a qualified applicant to perform the essential functions of the 

job that he/she is seeking, and to enable a qualified employee with a disability to 

perform the essential functions of a job currently held. 

 

Modifications or adjustments may be required in the work environment, in the manner 

or circumstances in which the job is customarily performed, or in employment policies.  

The goal is to allow an employee with a disability to enjoy the benefits and privileges of 

employment, equal to those enjoyed by similarly-situated employees without 

disabilities. 

 

As examples of reasonable accommodation, the District will consider: making existing 

facilities used by employees readily accessible to and usable by an individual with a 

disability; restructuring a job; modifying work schedules; acquiring or modifying 

equipment; providing qualified readers or interpreters; and appropriately modifying 

examinations, training, or other programs. 

 

Reasonable accommodation may also include reassigning a current employee to a vacant 

position for which the individual is qualified, if the person is unable to do the original 

job because of a disability even with an accommodation.  However, the District is under 

no obligation to find a position for an applicant who is not qualified for the position 

sought.  The District is not required to lower quality or quantity standards as an 

accommodation, nor provide personal use items, such as glasses or hearing aids. 

 

The District will not be able to make an accommodation that would impose an undue 

hardship on the operation of the business.  The Americans with Disabilities Act defines 

an undue hardship as an action that requires significant difficulty or expense.  Each 

accommodation request will be handled on a case-by-case basis, and every effort will be 

made to comply with the Act. 

 

Employees who decide to request reasonable accommodation must let the District know 

that they need an adjustment or change at work for a reason related to a medical 
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condition.  To request accommodation, an individual need not mention the law or use 

the phrase “reasonable accommodation.” 

 

The District may ask an employee for documentation when the employee requests 

reasonable accommodation for the job.  When the need for accommodation is not 

obvious, the District may ask any employee for reasonable documentation about his/her 

disability and functional limitations.  The District is entitled to know that the employee 

has a covered disability for which he/she needs a reasonable accommodation.   

 

If a particular accommodation would be an undue hardship, we will try to identify 

another accommodation that will not pose such a hardship.  Also, if the cost of an 

accommodation would impose an undue hardship on the District, the individual with a 

disability will be given the option of either paying the portion of the cost that would 

constitute an undue hardship or providing the accommodation. The District will enter 

into an interactive process with the individual with a disability to clarify what the 

individual needs and identify the appropriate reasonable accommodation. 

 

In many instances, both the disability and the type of accommodation required will be 

obvious, and thus there may be little or no need to engage in any discussion.  In other 

situations, the District may need to ask questions concerning the nature of the disability 

and the individual’s functional limitations in order to identify an effective 

accommodation.  While the individual with a disability does not have to be able to 

specify the precise accommodation, he/she does need to describe the problems posed by 

the workplace barrier.  Additionally, suggestions from the individual with a disability 

may assist the District in determining the type of reasonable accommodation to provide. 

 

The District retains the right to discipline an individual with a disability for violating a 

workplace conduct standard, even if the misconduct results from a disability, providing 

the conduct standard is job-related for the position in question and is consistent with 

business necessity.  The District may only discipline an employee with a disability for 

engaging in such misconduct if it would impose the same discipline on an employee 

without a disability. 

 

The District retains the right to lawfully exclude an individual from employment for 

safety reasons if employment of the individual would pose a “direct threat.”  “Direct 

threat” means “a significant risk of substantial harm to the health or safety of the 

individual or others that cannot be eliminated or reduced by reasonable 

accommodation.”  The determination that an individual poses a “direct threat” will be 

based on an individualized assessment of the individual’s current ability to safely 

perform the functions of the job, considering a reasonable medical judgment relying on 

the most current medical knowledge and/or the best available objective evidence. 

 

 

11.9 Equal Employment Opportunity 

 
It is the policy of the Palos Verdes Library District (PVLD or District) that an 

individual’s race, color, religion, sex, disability, age, sexual orientation, marital status, 

sexual identity, medical condition, or national origin are not and will not be considered 

in any personnel or management decisions.  We affirm our commitment to these 

fundamental policies. 
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All recruiting, hiring, training, and promoting for all job classifications is done without 

regard to race, color, religion, sex, disability, sexual orientation, marital status, sexual 

identity, medical condition, national origin, or age.  All decisions on employment are 

made to abide by the principle of equal employment. 

 

All promotion decisions will continue to be made in accordance with equal employment 

opportunity principles and only valid job requirements will be used. 

 

All other personnel actions such as compensation, benefits, transfers, layoffs, and return 

from layoffs, will be administered without regard to race, color, religion, sex, age, 

disability, marital status, sexual identity, medical condition, or national origin, except 

when there is a bona fide occupational qualification. 

 

The District also prohibits any harassment based on race, color, religion, age, sex, sexual 

orientation, marital status, sexual identity, medical condition, national origin, or 

disability.  Harassment is verbal or physical conduct directed at a person because of 

these protected characteristics and has the purpose or effect of creating an intimidating, 

hostile, or offensive working environment or unreasonably interferes with an 

individual’s work performance; or otherwise adversely affects an individual’s 

employment opportunities. 

 

Any employee of this District, whether supervisory or non-supervisory, who practices 

discrimination or harassment will be subject to disciplinary action.  If an employee 

believes that an incident has occurred that is offensive or objectionable, causes 

discomfort or humiliation, creates a hostile environment, or interferes with job 

performance or advancement opportunities, they are urged to bring the matter promptly 

to the attention of any supervisor or manager, or the Personnel department.  No 

employee will be subjected to any form of discipline or retaliation for reporting 

incidents of unlawful discrimination or harassment. 

 

 

11.10 Religious  Discrimination  

 

It is against the Palos Verdes Library District (PVLD or District) policy to discriminate 

against any person based on religious beliefs or practices. PVLD will not ask employees 

about their religious conviction or practices. When an offer of employment is extended, 

applicants will be informed of the regular schedule and potential for overtime work in 

the jobs, and potential conflicts will be explored. 

 

It is our policy to accommodate the religious beliefs of our employees whenever 

possible. The accommodation, however, can’t exert undue hardship on other employees 

or create a financial burden for the District. If the accommodation is not possible, the 

employee will be expected to assume his/her usual duties as previously scheduled. No 

employee will be allowed to wear any religious clothing or headpiece in violation of 

safety rules or the District’s dress code. 

 

Both the District and employees have obligations with regards to reasonable 

accommodation for religious beliefs. Employees are required to bring any conflict 
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between a work requirement and the employee’s religious beliefs or practice to the 

District’s attention. 

 

NO District employees, especially in a supervisory capacity, are allowed to impose their 

religious beliefs on others.  Religious harassment is strictly prohibited. All violations 

may be subject to discipline, up to and including discharge. 

 

In order to provide reasonable accommodation for religious needs, employees may 

request to change shifts with other employees by mutual agreement. Employees will be 

permitted to use vacation or personal holiday as “personal” days for religious 

observance, to observe a period of mourning prescribed by religious or ethical beliefs, or 

to prepare for religious observances. Employees are requested to give their supervisors 

at least two (2) weeks’ notice of observance of religious holidays. 
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PERSONNEL POLICY XII 

 

 PERFORMANCE REVIEWS 

 

 

12.1. Performance Reviews.    

 

12.1.1. The District’s Performance Review system provides a formal periodic  

  review  throughout the year of the performance of each employee in  

  relationship to the performance expectations of his/her    

  supervisor/manager. 

 

12.1.2.  If the evaluation supervisor/manager has not supervised the employee for the 

  entire evaluation period, the evaluation will identify the period of evaluation. 

 

12.1.3. After successful completion of the introductory period, an employee will receive 

  semi-annual written performance evaluations during the second year of  

  employment and annual performance reviews thereafter..   

 

12.1.4. If an employee’s performance is not satisfactory after the employee has passed 

  his/her original introductory performance evaluation, disciplinary actions  

  involving possible discharge, demotion, or suspension may be recommended.  If 

  an employee receives an overall evaluation of needs improvement, the District 

  may require that an employee be placed on a plan for improvement to be  

  completed within three (3) months followed by an additional evaluation.   If an 

  employee does not obtain a “meets standard” or higher rating in the performance 

  evaluation a step increase will be withheld and the District may take action to 

  either extend the improvement period or discipline the employee.  

 

12.1.5. An employee and their supervisor/manager should, as needed, update and amend 

  the performance plan and job description to reflect any changes during the year.   

 

12.1.6. An employee has the right to submit their comments related to the performance 

  evaluation for inclusion in the employee’s personnel file.  
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PERSONNEL POLICY XIII  

 

TRANSFER  

 

13.1 Transfer.    

 

Although an employee may be hired for a position in a particular department or location 

with a specific schedule of work hours, conditions may require a change of location or 

work hours on a temporary or permanent basis.  This may include a transfer within the 

same classification to a similar position in another department or location, or a demotion 

and reassignment of duties.  Such transfers or reassignments will be undertaken for the 

benefit of the District as a whole in developing an employee's capabilities and, at the 

same time, achieving the objectives of the District more effectively. 
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PERSONNEL POLICY XIV  

 

NON-DISCIPLINARY SEPARATION FROM EMPLOYMENT  

 

 

14.1 Layoff.    

 

14.1.1 Basis for Lay-Off.  The Board or the Director, for any lawful purpose, may lay 

off employees or demote employees in lieu of lay off.  Lay off means a 

reduction in workforce caused by a reduction in services, reduction in funding, 

reorganization, or whenever advisable in the interest of economy, efficiency, 

productivity, or any other lawful non-disciplinary reason. 

 

14.1.2 Order of Layoffs.  Employees shall be selected for layoff based on: 

 

 1. The needs of the District for retained skills and capabilities. 

 

  2. The demonstrated ability of each employee to contribute to the District's 

       effectiveness, as may be evidenced by performance evaluations and other 

       supervisory evaluations of job performance. 

 

                       14.1.3 No appeal.  An employee laid off or demoted in lieu of lay off may not file 

  written charges and may not appeal the lay off.  

 

14.1.4 Notice.  The Director shall, if possible, notify employees to be laid off at least 

 thirty (30) calendar days in advance of the effective date of  such lay off.  

 Employees may be paid the equivalent of their salary or normal wage for the 

 balance of the notice period and laid off immediately.    

 

14.1.5  Laid off employees will also be provided with 2 weeks of severance pay. 

 

14.1.6 Demotion in Lieu of Layoff. When the Board designates a layoff, the Director, if 

 authorized by the Board, may demote an employee in lieu of layoff.  When the 

 Director designates a layoff, the Director may, in his/her sole discretion, subject 

 only to the approval of the Board, demote employees in lieu of layoff.   

 

Employees demoted in lieu of layoff shall be placed at the step within their pay 

range for the new classification that least reduces their pay when compared to 

their pay rate immediately prior to demotion.  

 

14.1.7 A Probationary Period.  Any person demoted must successfully complete a six 

 (6) month probationary period prior to receiving appointment to the new 

 position.  During the probationary period, the employee may be terminated 

 without cause. 

 

14.1.8 Transfer in Lieu of Layoff. Employees designated for layoff, prior to the 

 effective date of layoff, may request to be transferred to any vacant position for 

 which they are qualified.  The Director may, in his/her discretion and subject to 

 approval of the Board, appoint qualified employees designated for layoff to any 

 vacant position for which they qualify without competitive examination, posting, 
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 or recruitment.  In the event two employees designated for layoff request transfer 

 to the same position, the Director shall select the employee with the most 

 seniority with the District.  Transfer may be made to any classification for which 

 employees designated for layoff are qualified, including lateral, and demotional.  

 Transfer to a vacant position at a lower level under this section is different from 

 demotion in lieu of layoff and does not qualify an employee for placement on a 

 reinstatement list. 

 

14.1.9 Probationary period.  Any person transferred must successfully complete a six 

 (6) month probationary period prior to receiving appointment to the new 

 position.  During that probationary period, the District may terminate the 

 employee without cause.  However, once the employee has successfully 

 completed the probationary period, the employee may only be terminated for 

 cause. 

   

14.2 Job Abandonment.  An employee is deemed to have resigned if the employee is absent 

for three (3) consecutive workdays without prior authorization and without notification 

during the period of absence.  On the third working day of unauthorized absence, the 

supervisor shall send a telegram or overnight letter to the employee’s last known address 

informing the employee that if the employee fails to report to work within two (2) 

workdays, or receive authorization for such absence, the employee will be deemed to 

have resigned.  Employees separated from employment for job abandonment will be 

reinstated with such charge removed from the employee’s record upon presentation of 

justification for absence such as severe accident, severe illness, false arrest, or mental or 

physical impairment, which prevented notification.  Employees have no right to appeal 

if deemed to have resigned as a result of job abandonment. 

 

14.3 Resignation.  Employees are requested to complete the District's resignation form 

announcing intention to resign at least one month in advance for Management 

employees and two weeks in advance for Confidential employees. 

 

  The resignation form consists of comments by the employee, including reason for 

resignation, and comments by the employee's supervisor and by the "exit interviewer", 

plus a checklist of the employee's clearance responsibilities. 

 

When an employee leaves the District, the employee must return all supplies, keys, and 

other District property.  If an employee owes any money to the District, the employee 

will be asked to make arrangements for repayment at that time.   
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PERSONNEL POLICY XV 

 

DISCIPLINARY AND GRIEVANCE PROCEDURES  

 

 

15.1 Grounds for Discipline.  Regular employees may be disciplined, including reprimand, 

discharge, demotion, or suspension for cause.  This section does not apply to 

temporary, part-time hourly, probationary and at-will employees.  Each of the 

following constitutes cause for discipline of an employee.  It is the intent of these 

Rules to include as a cause for discipline any action or non-action by an employee 

which impedes or disrupts the performance of the District and its organizational 

component units, is detrimental to employee or public safety, violates properly 

established rules and procedures, or adversely affects the reputation of the District, its 

trustees, or employees.  Examples of causes for discipline include, but are not limited 

to:    

 

15.1.1 Any violation of any written rule or regulation promulgated by the District 

related to conduct or performance. 

 

15.1.2 Fraud. 

 

15.1.3 Incompetence. 

 

15.1.4 Inefficiency. 

 

15.1.5 Neglect of duty. 

 

15.1.6 Dishonesty or lying to a supervisor or superior. 

 

15.1.7 Violation of any law relating to conflicts of interest, whether contractual or 

financial. 

 

15.1.8 Use, possession, purchase, sale, manufacture, distribution, transportation, or 

dispensation of controlled substances or alcohol while on duty or on District 

premises, except for the use of prescribed controlled substances (1) as directed 

by the licensed health care provider prescribing such substances and in 

accordance with the manufacturer's directions, and (2) in a manner not 

otherwise in violation of these Rules. 

 

15.1.9 The use of any substance, controlled or purchased over the counter, which 

impairs the employee's performance of his/her duties. 

 

15.1.10 Unexcused absences. 

 

15.1.11 Conviction of a felony or conviction of a misdemeanor which is job related.  A 

plea or verdict of guilty or nolo contendere to a charge of a felony or any 

offense is deemed to be a conviction within the meaning of this section. 
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15.1.12 Defrauding the District by making a false claim for compensation, benefits, or 

reimbursements. 

 

15.1.13 Making a false Workers' Compensation Claim against the District.  

 

15.1.14 Improper political activity which prevents the employee or other employees 

from the efficient performance of employment with the District, or which has a 

disruptive effect on the efficiency or integrity of the District service or the 

department in which such employee is employed. 

 

15.1.15 Failure or refusal to cooperate with supervisory personnel or other employees. 

 

15.1.16 Failure to participate or cooperate in an internal administrative investigation. 

 

15.1.17 Misuse or misappropriation of District property or funds. 

 

15.1.18 Gambling for money or articles of value on District property or during working 

hours. 

 

15.1.19 Tardiness. 

 

15.1.20 Abuse of sick leave privileges, including but not limited to reporting sick when 

not sick, and obtaining sick leave pay falsely or under false pretenses. 

 

15.1.21 Excessive absenteeism which impairs the District's ability to provide services 

or function effectively or efficiently. 

 

15.1.22 Refusal to take and subscribe any oath or affirmation which is required by law 

or these Rules in connection with his/her employment. 

 

15.1.23 Refusing to report on official call in an emergency. 

 

15.1.24 Violation of the District’s policies and procedures. 

 

15.1.25 Intentionally misrepresenting information or facts in any statement, 

declaration, or affidavit duly required of an employee. 

 

15.1.26 Failure or refusal to carry out an order or directive of a superior. 

 

15.1.27 Asking, receiving, or agreeing to receive any bribe, gratuity, or reward of any 

kind upon any understanding that any employee's action shall be influenced 

thereby, or shall be given in any particular manner, or upon any particular 

question or matter upon which any employee may be required to act in the 

employee's capacity; or attempting by menace, deceit, suppression of truth, or 

any corrupt means to influence any employee to commit any act, conduct, or 

omission which is clearly inconsistent, incompatible, in conflict with, or 

inimical to the best interests of the District. 
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15.1.28 Failure to observe or comply with safe working standards, to endanger, to 

injure, or to damage public property or the private property of an employee or 

member of the public through negligent, improper, or careless conduct or use 

of equipment; or to permit such actions on the part of any employee under 

his/her supervision or control. 

 

15.1.29 Conduct that is discourteous or abusive towards the public, elected and 

appointed District officials, supervisors, superiors, department managers, co-

workers. 

 

15.1.30 Working overtime without authorization. 

 

15.1.31 Bringing a weapon to work.   

 

In cases involving a possible discharge, demotion or suspension for cause of any 

employee, the following procedures shall be followed (probationary and promotional 

probationary, temporary, part-time hourly, and at-will employees are excluded from 

this policy). 

 

15.2 Procedure for Discipline.    

 

15.2.1 Notice.  The employee must receive preliminary written Notice of Intent from 

the Director or a designee in case of suspension, demotion or discharge, which 

provides the following: 

 

15.2.1.1 The disciplinary action intended; 

 

15.2.1.2 The specific charges upon which the action is based; 

 

15.2.1.3 A summary of the facts upon which the charges are based; 

 

15.2.1.4 A copy of all written materials, reports, or documents upon which the 

discipline is based; 

 

15.2.1.5 Notice of the employee’s right to respond to the charges either orally 

or in writing to the appropriate authority; 

 

15.2.1.6 The date, time and person before whom the employee may respond is 

no less than five (5) working days; 

 

15.2.1.7 Notice that failure to respond at the time specified shall constitute a 

waiver of the right to respond prior to the final discipline being 

imposed. 

 

15.2.1.8 The Notice shall also contain a "statement of delivery or mailing" 

indicating the date on which the Notice was personally delivered or 

deposited in the United States Mail to the employee.  Such date of 

delivery or mailing shall be the "date of issuance" of the Notice.  As 
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long as the Notice contains a "statement of delivery or mailing," it is 

conclusively presumed that the employee received the Notice. 

 

15.2.1.9 Response.  The employee has the right to respond either orally or in 

writing to the Director or the designee within ten (10) workdays of 

the date of issuance of the Notice.  Workdays are defined as Monday 

through Friday except for recognized District holidays.  The 

employee has a right to representation at this level.  The employee 

shall notify the Director or the designee who the representative shall 

be in order to permit the Director or the designee to make the 

necessary staffing arrangements.  In cases of suspension, demotion or 

discharge the employee’s response will be considered before action is 

taken. 

 

15.2.1.10 Final Notice.  After the response or the expiration of the employee’s 

time to respond to the notice of intent, the appropriate authority shall: 

(1) dismiss the notice of intent and take no disciplinary action against 

the employee or (2) modify the intended disciplinary action or (3) 

prepare and serve upon the employee a final notice of disciplinary 

action.  The final notice of disciplinary action shall include the 

following: 

 

15.2.1.10.1 The disciplinary action taken. 

 

15.2.1.10.2 The effective date of the disciplinary action taken; 

 

15.2.1.10.3 Specific charges upon which the action is based; 

 

15.2.1.10.4 A summary of the facts upon which the charges are        

based; 

 

15.2.1.10.5 The written materials, reports and documents upon which 

the disciplinary action is based; 

 

15.2.1.10.6 The employee’s right to appeal. 

 

15.2.1.11 Arbitration.  Within ten (10) days after final notice, the employee or 

the employee’s representative may file an appeal to the Director for 

advisory arbitration. 

 

The employee and the District shall attempt to agree upon an advisory 

arbitrator.  If no agreement can be reached, they shall request the 

State Conciliation Service to supply a panel of five (5) names of 

persons experienced in hearing grievances in government agencies.  

Each party shall alternately strike a name until only one name 

remains.  The remaining panel member shall be the advisory 

arbitrator.  The order of the striking shall be determined by lot. 
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The fees and expenses of the arbitrator and the hearing shall be borne 

equally by the District and the employee.  All other expenses shall be 

borne by the party incurring them. 

 

The arbitrator shall, as soon as possible, hear evidence and render a 

recommendation on the issue or issues submitted to him/her.   

 

After a hearing and after both parties have had an opportunity to 

make written arguments, the arbitrator shall submit in writing to all 

parties his/her findings and recommendations. 

 

In the event that either party is not satisfied with the recommendation 

or recommendations of the arbitrator, he/she may appeal the decision 

in writing within ten (10) workdays after service of the arbitrator's 

recommendation to the Board.  

 

The Board alone has the power to render a final and binding decision.  

If the Board determines that they are unable to render a final 

determination on the record, they may reopen the record for the 

taking of additional evidence. 

 

15.2.1.12 Mediation.  The parties can mutually agree to mediation at any state 

in the process. 

 

15.3 Grievance Procedure. 

 

15.3.1 Definitions.  

 

15.3.1.1 Grievance: A grievance is a written allegation by an employee 

claiming violation(s) of a specific express term of the MOU or these 

rules for which there is no other specific method of review provided 

by District rules or policies. 

 

15.3.1.2 Grievant: A grievant is an employee or group of employees adversely 

affected by an act or omission of the District. 

 

15.3.1.3 Day: A day is any day the administration office is open to the public. 

 

15.3.2 Exclusions from the Grievance Procedure 

 

15.3.2.1 This procedure is not to be used for the purpose of making changes in 

wages, hours and working conditions. 

 

15.3.2.2 This procedure is not to be used to challenge the content of employee 

evaluations or performance reviews.  Exception:  if a step increase is 

denied, an employee can challenge the overall rating either through 

higher review or the grievance procedure. 

 

15.3.2.3 This procedure is not to be used to challenge a reclassification, layoff, 

transfer or denial of reinstatement. 
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15.3.2.4 This procedure is not to be used to challenge violation of law or past 

practice unless the contract expressly refers to same. 

 

15.3.2.5 This procedure is not to be used to challenge examinations or 

appointment to positions. 

 

15.3.3 Informal Level 

 

Before filing a formal written grievance, the employee should attempt to resolve 

it by an informal conference with his/her immediate supervisor within ten (10) 

workdays after the occurrence of the act or omission giving rise to the 

grievance. 

 

15.3.4 Formal Level I. 

 

15.3.4.1 Within five (5) workdays after presentation of the grievance at the 

"informal level," (or 15 days after the occurrence) the employee may, 

if the grievance is still unresolved, present his/her grievance in 

writing to his/her immediate supervisor. 

 

15.3.4.2 This statement shall be a clear, concise statement of the grievance 

setting forth the section of the MOU or these rules allegedly violated, 

the circumstances involved, the decision rendered at the informal 

conference, and the specific remedy sought. 

 

15.3.4.3 The supervisor shall communicate his/her decision to the employee in 

writing within ten (10) workdays after receiving the grievance.  If the 

supervisor does not respond within the time limits, the employee may 

appeal to the next level. 

 

15.3.4.4 Within the above limits, either party may request a personal 

conference. 

 

15.3.5 Formal Level II 

 

15.3.5.1 If the employee is not satisfied with the decision at Level I, he/she 

may within five (5) workdays appeal the decision in writing to the 

next level of supervision.  For those employee’s who report to the 

Director, your next level of supervision is the Board.  The Board's 

decision is final. 

 

15.3.5.2 This statement shall include a copy of the original grievance, the 

decision rendered, and a clear, concise statement of the reasons for 

the appeal. 

 

15.3.5.3 The supervisor shall communicate his/her decision to the employee in 

writing within ten (10) workdays after receiving the grievance.  If the 

supervisor does not respond within the time limits, the employee may 

appeal to the next level.  
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15.3.6 Formal Level III 

 

If the employee is not satisfied with the decision at Level II, he/she may within 

five (5) workdays appeal the decision in writing to the Director. 

 

The Director shall communicate his/her decision to the grievant in writing 

within ten (10) workdays after receiving the grievance. The decision of the 

Director is final. 

 

15.3.7 General Provisions 

 

15.3.7.1 The employee has the right to representation on all grievances.  The 

Director shall be notified of the representative, if any. 

 

15.3.7.2 The Director shall meet with the employee at Level I if the grievance 

resulted from a decision, act or omission of the Director. 

 

15.3.7.3 Time limits may be waived by the mutual consent of the grievant and 

the Director. 

 

15.3.7.4 Employees are assured freedom from reprisal for using the grievance 

procedures. 

 

15.3.7.5 The parties can mutually agree to mediation at any stage in the 

process.
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 PERSONNEL POLICY XVI 

 

REINSTATEMENT   

 

An employee laid off or demoted in lieu of layoff may have his/her name placed on a 

reinstatement list established by the Director for his/her former job classification.    

 

16.1 Reappointment. Qualified employees on a reinstatement list may be reappointed to their 

former classification if a vacancy in such classification occurs within one (1) year of the 

effective day of their lay off or demotion in lieu of layoff. 

 

16.2 Order of Reinstatement.  Qualified employees on a reinstatement list may be reappointed 

to their former classification without participating in a competitive process or 

recruitment.  A position may be filled from a reinstatement list without competitive 

examination, posting or recruitment. Where there is more than one qualified employee 

on a reinstatement list, reinstatement shall be in direct order of seniority within the 

designated classification.  Any employees not selected shall remain on the reinstatement 

list until their right to be reinstated expires. 

 

16.3 Expiration of the Right to Reinstatement.  The right to be reinstated to a former 

classification shall expire on the earliest of the following:  

 

16.3.1 One (1) year from the effective date of layoff or demotion in lieu of layoff. 

 

16.3.2 Ten (10) calendar days after receiving an offer of reappointment to the former 

classification if the employee has not accepted the offer in writing, unless other 

arrangements acceptable to the District have been made. 

 

16.3.3 Ten (10) calendar days after the District mails to the employee an offer of 

reappointment to the former classification if the notice is returned undeliverable 

due to address unknown, unless other arrangements acceptable to the District 

have been made.  

 

16.3.4 Immediately upon declining an offer of reappointment to the former 

classification. 

 

16.4 Notice to District.  Employees on a reinstatement list shall notify the Director, in 

writing, of one (1) current address where notices may be sent by United States Mail, 

overnight delivery service, courier service, and personal delivery.  The District may 

choose whichever means it wishes to deliver notice of a vacancy to an employee on a 

re-employment list, including certified mail.  Employees on a reinstatement list shall 

notify the Director, in writing, of any change in the qualifications. 
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PERSONNEL POLICY XVII 

 

PERSONNEL RECORDS 

 

17.1 General.  The District maintains a personnel file on each employee.  An employee’s 

personnel file shall contain only material that is necessary and relevant to the 

administration of the District’s personnel program.  Personnel files are the property of 

the District, and access to the information they contain is restricted. 

 

17.2 Notifying the District of Changes in Personal Information.  Each employee is 

responsible to promptly notify the Human Resources office of any changes in relevant 

personal information, including mailing address, telephone number and persons to 

contact in an emergency. 

 

17.3 Medical Information.  

 

17.3.1 Separate Confidential Files.  All medical information about an employee or 

applicant is kept separately and is treated as confidential. 

 

17.3.2  Information in Medical Files.  The District will not obtain medical information 

about an employee or applicant except in compliance with the California 

confidentiality of Medical Information Act.  To enable the District to obtain 

certain medical information, the employee or applicant may need to sign an 

authorization for release of employee medical information. 

 

17.3.3  Access to Medical Information.  Access to employee or applicant medical 

information shall be strictly limited to only those with a legitimate need to have 

such information for District business reasons.  In the case of an employee with a 

disability, managers and supervisors may be informed regarding necessary 

restrictions on the work or duties of the employee and necessary 

accommodations. 

 

The District will not provide employee or applicant medical information to a 

third party (except as permitted under the California Confidentiality of Medical 

Information Act) unless the employee signs an authorization for release of 

employee medical information.  The District will release only the medical 

information that is identified in the employee’s authorization.  If the employee’s 

authorization indicates any limitations regarding the use of the medical 

information, the District will communicate those limitations to the person or 

entity to which it discloses the medial information. 

 



Revised & Board of Library Trustee approved – September 11, 2008                                   Page 67                 
 

17.4 References and Release of Information in Personnel Files.  

 

17.4.1 Public Information.  Upon request, the District will release to the public 

information about its employees as required by the Public Records Act. 

 

17.4.2 Reference Checks:  All requests from outside the District for reference checks or 

verification of employment concerning any current or former employee must be 

referred to the Human Resource Office.  Information will be released only if the 

employee signs an authorization for release of employment information, except 

that without such authorization the following limited information will be 

provided:  dates of employment and salary upon departure.  Department 

Managers and Supervisors should not provide information in response to 

requests for reference checks or verification of employment and letters of 

reference, unless specifically approved by the Human Resource Office on a case-

by-case basis. 

 

17.5 Employee Access to Personnel File.  

 

17.5.1 Inspection of File:  An employee may inspect his or her own personnel file at 

reasonable times and at reasonable intervals.  An employee who wishes to 

review his or her file should contact the Human Resources office to arrange an 

appointment.  The review must be done in the presence of a Human Resource 

office employee.  Employees do not have access to pre-employment documents. 

 

17.5.2 Copies:  On request, the District will provide an employee single copies of any 

documents in his or her personnel file.  The District may charge a reasonable fee 

for the copies. 

 

17.6 Supervisor’s File.  Supervisors may have a separate file from the personnel file.  

Employees do not have access to the Supervisor’s file.  Employees cannot be disciplined 

based upon documents in the Supervisor’s file. 
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DISTRICT LIBRARIES 

 

 

PENINSULA CENTER LIBRARY 

 

 701 Silver Spur Road 

 Rolling Hills Estates, CA 90274 

 

 310-377-9584  Phone 

 310-564-6807 Fax 

 

 

MALAGA COVE LIBRARY 

 

 2400 Via Campesina 

 Palos Verdes Estates, CA 90274 

 

 310-377-9584, ext. 550 

 310-373-7594  Fax 

 

 

MIRALESTE LIBRARY 

 

 29089 Palos Verdes Drive East 

 Rancho Palos Verdes, CA 90275 

 

 310-377-9584, ext. 452 

 310-540-4067  Fax 
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APPENDIX A 

 

NON-REPRESENTED PERSONNEL 

 

Confidential - Management 

 

   

 

  Classifications       Job Description Title 

 

  Accountant       Sr. Accounting Clerk 

 

  Administrative Assistant I     un-filled 

 

  Administrative Assistant II     Sr. Administrative Assistant 

 

  Administrative Assistant III     Executive Assistant 

 

  Finance Director      Finance Director 

 

  Manager- Facilities       Manager-Facilities 

 

  Manager-Human Resources/Safety Officer   Manager-Human Resources/Safety Officer 

 

  Manager-Information Technology    Manager-Information technology 
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APPENDIX B 

 

Health Insurance 

 

The District’s contribution to the cost of a full-time salaried employee’s health insurance 

premium shall be 100% for individual employee coverage.  If an employee selects health 

insurance coverage for himself/herself and one dependent, the District’s contribution to the cost 

of health insurance for the individual employee plus one dependent shall be increased by fifty 

percent (50%) of the difference between the premium for the single employee and the premium 

for the employee plus one dependent.  If any employee selects health insurance coverage for 

himself/herself plus two dependents, the District’s contribution to the cost of health insurance 

for the employee plus two dependents shall be increased by fifty percent (50%) of the difference 

between the premium for the single employee and the premium for the employee plus two 

dependents. 

 

Dental Insurance 

 

The District’s contribution to the cost of a full-time salaried employee’s dental insurance 

premium shall be 100% for individual employee coverage.  If an employee selects dental 

insurance coverage for himself/herself and one dependent, the District’s contribution to the cost 

of dental insurance for the individual employee plus one dependent shall be increased by fifty 

percent (50%) of the difference between the premium for the single employee and the premium 

for the employee plus one dependent.  If any employee selects dental insurance coverage for 

himself/herself plus two dependents, the District’s contribution to the cost of dental insurance 

for the employee plus two dependents shall be increased by fifty percent (50%) of the difference 

between the premium for the single employee and the premium for the employee plus two 

dependents. 

 

 

Vision Insurance 

 

The District’s contribution to the cost of a full-time salaried employee’s vision insurance 

premium shall be 100% for individual employee coverage.  If an employee selects vision 

insurance coverage for himself/herself and one dependent, the District’s contribution to the cost 

of vision insurance for the individual employee plus one dependent shall be increased by fifty 

percent (50%) of the difference between the premium for the single employee and the premium 

for the employee plus one dependent.  If any employee selects vision insurance coverage for 

himself/herself plus two dependents, the District’s contribution to the cost of vision insurance 

for the employee plus two dependents shall be increased by fifty percent (50%) of the difference 

between the premium for the single employee and the premium for the employee plus two 

dependents. 

 

 

Beginning in FY 2009-10: 

  Effective July 1, 2009, full-time employees will be provided with a benefits allowance to  be 

 used towards the purchase of medical, dental, and vision insurance and/or any other benefits 

 such as supplemental life insurance that may be offered by PVLD.  Employees must enroll in 

 PVLD medical insurance to be eligible for the benefits allowance. 
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  For FY 2009-10 the proposed allowance for full-time employees will be as follows: 

Employee only = $535 

Employee +Spouse or Child = $755 

Employee + family = $1035 

  Employees who were enrolled in the PPO in FY 2007-08 will be grandfathered into the PPO 

 and PVLD will pay their premiums at Employee Only level. 

 

  Beginning in FY 2009-10 additional employees may elect to use their benefits allowance 

 towards PPO coverage. 

 

  A joint labor/management committee will be formed and will meet each year to solicit and 

 review benefits proposals and recommend plan designs to be offered in the following year.  

 Actual plans offered in any given year will be determined by PVLD with input from the joint 

 labor/management committee. 

 

  The benefits allowance will be increased by 12% annually.  If the actual increase in the total 

 cost of medical, dental and vision premiums combined is less than 9% or greater than 15%, the 

 joint labor/management committee will recommend strategies for addressing the variance.  

 Any changes to the allowance must be approved by the PVLD Board of Library Trustees. 

   

 

 Benefits for part-time employees:  Part-time employees who work a minimum of 17 hours per 

 week may purchase any of the current medical benefits and shall pay the entire premium 

 themselves through a payroll deduction.  

 

  Beginning July 1, 2008: part-time employees with two or more years of service will be 

 provided with an allowance of $50/month provided they enroll in PVLD medical insurance. 

 


