POLICY AND PROCEDURE HANDBOOK

POLICY TITLE: Unilawful Harassment
POLICY NUMBER: 3210
3210.1 Dixon Public Library District s conunitted to providing a work environment that is free of

unlawful harassment.

32102

32103

32104

3210.1.1  Tae Library District prohibits sexual harassinent, gender harassment and
harassment based on pregnancy, childbirth, or related medical conditions, race,
religious creed, color, national origin or ancestry, physical or mental disability,
medical condition, marital status, age, sexual orientation or any other basis
protected by federal, s%tate or local law or ordinance or regulation.

3210.1.2 It is intended that any change or modification to existing law will become part of
Dixon Public Library District's policy.

In keeping with its anti-harassment principle, Dixon Public Library District strictly prohibits
an employee [rom engaging in any such harassment, including but not limited to ethnic slurs, racial

epithets, derogatory jokes, physical intimidatien, threats of violence. or bodily harm and sexual
harassment.

Dixon Public Library Bistrict's anti-harassment policy appties to all persons involved jn the

operation of Dixon Public Library District, including ¢ wvvevssine 10w Board of | sl Trustees. 1
Whieirs, il cropboy e - mvsnbsss—1 byt yanirsiaien mieraiers s ik npe 1o
Phiwaaty Fuabsbie |obawaarse | Smpemet—eslibed prrsenta sl pradiibsstss ol busmament by nony-coploye:

ol | beseas-Hagle] dof-aapar e hasippis

Prohibited unlawfu] farassment because of sex (sexual harassment, gender harassment and
harassment due to pregnancy, childbirth or related medical condition), race, religion, color, national
origin or ancestry, physical or mental disability, medical condition, marital status, age, sexual
orientation or any other protected basis protected by federal, state or local law, ordinance or
regulation includes, but is not limited to, the following behavior:

3210.4.1 Verbal conduct such as derogatory comments; epithets; slurs; sexua)l innuendos;
jokes or comments that make another employee uncomfortable; slurs or unwanted
sexual advances, invitations or comments.

3210.4.2  Visual conduct such as derogatory and/or sexually oriented posters, photography,
carfocns, drawings or gestures.

3210.43 Physical conduct such as assault, unwanted touching, blocking normal
movement, or interfering with work because of sex, race or any other
protecied basis.



121044  Threats and demands to subimit to sexual requests as a condition of continued
employment, or to avoid seme other loss, and offers of employment benefits in
return for sexual favors.

321045  Retaliation for having reported or threatened to report harassment.

3210.5 Anemployee who believes that she/he has been unlawfully harassed shall provide a written
complaint 1o the | thoi Direviosd tssases §ilwurinn as soon as possible after the incident.

3210.5.1 The employee's complaint shall include details of the incident or incidents, names
of individuals involved and names of any witnesses.

321052 The Loty Iirgs g bigusees b bainr shall immediately undertake an effective,
thorough and objective investigation of the harassmeal allegations. Confidentiality
will be maintained to the fullest extent possible under the circumstances.

3210.5.3 In the event an employee alleges harassment by the | ilyypy | iectond dissie
ilwimsin, the employee shall file her/his complaint with the [fiwnl T e
wlin By © onniinissionn - e i & smiissises shall appoint an
independent investigator.

3210.6 Effective remedial acticn will be taken in accordance with the circumstlances involved if Dixen
Public Library District determines that unlawful harassment has occurred,

3210.6.1
Any employee determined by the Library District to be responsible for unlawfui
harassment will be subject to appropriate disciplinary action up to and including
termination.
3210.6.2

The Library District will take appropriate action to remedy any loss to the employee
resulting from harassment.

321063 ) o ) ) .
The Library District will not retaliate against the employee for filing a complaint and will
not tolerate or permnit retaliation by management, employecs or coworkers.

321064 Disciplinary action may also be taken against any supervisor or manager who condones or
ignores unlawful harassment or otherwise fails to take appropriate action to enferce this
unlawful harassment policy.

3210.7 Dixon Public Library District encourages all employees ta report any incidents of harassment
forbidden by this policy immediately so that complaints can be quickly and fairly resolved.

3210.7.1 The employee should alsc be aware that the Federal Equal Employment
Opportunity Commission and the California Departinent of Fair Employment
and Housing may investigate and prosecute complaints of prohibited
harassment in employment. If an employee thinks that he/she has been
harassed or retaliated against for resisting or comptaining, the



employee may file a complaint with the appropriate agency.

Adepted 02/27/2006
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POLICY AND PROCEDURE HANDBOOK

POLICY TITLE: Equal Employment Opportunity " J | Formatted: Space After: 0 pt
POLICY NUMBER: 3220

3220.1 Dixon Public Library District is an equat employment opportunity einployer and makes employment
decisions on the basis of merit. The Library Disirict wants to have the best available persons in every job.

3220.1.1  The Library District prohibits unlawfui discrimination based on race, color,
creed, sex, gender, religion, maritat status, age, national origin or ancestry,
physical or memntal disability, veteran status, sexual orientation or medical
condition including genetic characteristics ol verwsss poobidied by luw

3220.1.2  The Library District also prohibits unlawful discrimmination based on the perception
that anyone has any of those characteristics, or is employed with a person who has

or is perceived as having any of those characteristics, v m cihierwiar prihituiod by
[RT

3220.1.3 Dixos Public Library District considers the attainment of equal employment a major
agency objective, and 1s committed to providing equal employment opportunities to
all qualified persons.

Adopted 02/27/2006
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POLICY TITLE: Amecricans with Disabilities Act
POLICY NUMBER: 3225

3225.1 Dixon Public Library District seeks to fully comply with the Americans with Disabilities Act, seeks te
provide access for all to its facility, services and programs, and seeks 10 ensure equal employment opportunity
for atl qualified persons with disabilities.

3225.1.1 The Library District is commitied to ensuring non-discrimination in all terms, conditions
and privileges of employment.

3225.1.2 The Library District will strive to make reasonable accommodations for the known
physical or mental limitations of an otherwise qualified individual with a disability who is
an applicant or an employee untess undue [ilwirv-hardship would result 10 e corpliyg

3225.2 Qualified individuals with disabilities are entitled to equal pay and other forms of compensation as
well as equal treatment and reasonable accommodation in job assignments.

3225.2.1 Employment decisions are based upon the essential responsibilities of the position, in
accordarce with defined criteria, and not the disability of the individual.

3225.2.2 During the interview process. Library District staff may inquire generally as to whether a
prospective employee can perform the essential functions of a job, with or without
accommedation, but cannot inquire as to whether or not an individual has any type of
disability.

32253 To effectively accomplish its objectives, the Library District will use the following guidelines:

3225.3.1 An applicant or employee who requires an accommodation in order to perform the
essential functions of the job should contact the | lniry Lhinvciin (et Libirsie and
specify what accommodation is needed to perform the job.

322532 The Labwary [hcete Distoad | eismraan or designee will conduct an investigation to identify
the barriers that make it difficult for the applicant or employee to have an equal
opperttunily to perform the job. The Library District will identify possible
accommodsations, if any, that will help eliminate the limitation. If the accommodation is
reasonable and will net impose an undue hardship o (e cinpliever, the 8 ibrary i

will make the accommodation.

| Formatted: Space After; 0ot



322533 An employee who believes that he or she has been subject to any form of unlawful
discrimination shall provide a written complaint to the [y [hceion D v §absiziig
The complaint should be specific and should include the names of the individuals
involved and the names of any witnesses.

322534 The Libsears Pl i Eiesirsit | bt bneor designee shall immediately undertake an
effective, thorough and objective investigation and attempt to resolve the situation.

3225341 0f the Lilwapy Dhrevtorbbessrses—sbpon determines that unlawful
discrimination has occurred, effective remedial action will be taken
commensurale with the severity of the offense.

3225.3.4.2 Appropriate action will also be taken 1o deter any future discrimination.
Whatever action is taken will be made known (o the affected employee and
the Library District will take appropriate action to rernedy any toss to the
emplovee as a result of the discrimination.

3225343 The Library District will not retaliate against the employee for filing a
complaint and will not knowingly permit retaliation by management
employees or coworkers,

32254 [n the event the employee alleges discrimination by the [l [hicetprhwedvt—Eboarn, the
employee shall files his/her complaint with the D o0 Tipsicveb by Ut and the Woon
Presees by Conmni=sinirshall appoint an independent investigator.

Adopted 0272 7/20046
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POLICY AND PROCLEDURE HANDBOOK

| POLICY TITLE: Employment of Close Relatives Formatted: Space After: 0 pt

POLICY NUMBER: 3230
3230.1 Dixon Public Library District policy i8 10 1117y~ the best possible candidates i somsnbrminens lin
wcingihosrient, There will be no jlsqluie bar to il (el apspneaii s bof close retatives in any staff

category so long as the following standard 1s met:

3230.1.1  For the purpose of this policy, "close relative” is defined as spouse, parent, sibling,
child, stepchild, in-Jaw, aunt, uncle or grandparent, domestic partners and their children.

3230.1.2  No employee will vole, make recommendations, or in any way participale in decisions
about any personnel rnatter that may directly affect the selection, rplhi

1 .I|l|"|l'|'||"|"\.'|I N
promotion, termination, other employment status, or interest of a close relative.
3230.2 When an individual who is a close relative of an employee is considered for
gl sgspe wivi s, notice of this fact sludl e oy i) do dbiee Pged ol T fsesteen fim Uin
L/l b-res gkl w ol ] ppepeaininge i
Adopted 02/27/2006
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POLICY AND PROCEDURE HANDBOOK

POLICY TITLE: Qutside Employment | Formatted: Space After: 0 pt
POLICY NUMBER: 3240

3240.1 California Jaw gives employees protection against discrimination by employers for lawful activities
outside of work {incleding moonlighting) and the Library District seeks to fully comply with such law.

3240.2 The Library District does not seek to interfere with the off-duty and personal conduct of its
employees, but nonetheless has determined that there are certain types of off-duty conduct which may
interlere with the Library District's legitimate business interests. For this reason, employees are expected
to conduct their personal affairs in a manner that does not adversely affect the Library District's or thexr
own infcgrity, reputation or credibility. Illegal or iummoral off-duty conduct by an employee that
adverscly affects the Library District's legitimate business interests or the employee's ability to perforin
his or her jeb will not be tolerated winl jruiy b gl S FLT] Lt 0o aend melinkiong tenngdom

3240.3  While employed by the Library District, employees are expected to devote their energies to their
jobs. The foifowing types of employment elsewhere are strictly prohibited:

3240.3.1 Additional employment that conflicts with an employee's work schedule, duties and
responsibilities at the Library District.

3240.3.2  Additional employment that creates a conflict of interest or is incompatible with the
employze's position with the Library District.

3240.3.3 Additional employment that impairs or has a detrimental effect on the
employee's work performance with the Library District.

3240.3.4 Additional employment that requires the employee to conduct work or related activities
on the Library District’s property during the employee's working hours or using District
facilities and/or equipment.

3240.3.5  Additional employment that requires the employee {o use Library Disirict facifities
and/or equipment.

3240.3.6  Additional employment that directly or indirecily competes with the business or the
interests of the Library District.
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POLICY AND PROCEDURE HANDBOOK

POLICY TITLE: Separation from Employment: Susgionssomn
POLICY NUMBER: 3250

3250.1 An employee may choose to resign from her/his position and thereby terminate employment
with the Library District.

3250.1.1 To resign from Library District employment in good standing, an employee must file a

written notice of gy iyt wssivrised kot with the Lty Whrector or designes Prestises L ibssrpoat least
ten (10) business days before the effective date. The | sy Lipve for b hssbind Librapias may, however,
grant good standing with {ess notice if he/she determines the ciscuinstances warrant, il | L

ool Do e o o T,

3250,1.2  Resignations =hull be cdbecaive wlwh fvrleivd disl may not be withdrawn s bt 4§

LARsrri e s

32502 An employee may be terminated as a result of disciplinary action, as provided for by Library
District pl'oliey 21000

3250.3  Whenever, in the judginent of the {wswerinng -Board of | ilniey Trustees, it becomes necessary,
due to the lack of work, lack ef funds, or other economic reason, or because the necessity for a position r:o
longer exists, the (s e Board of | iwis-Trustees may abolish any position of employment, and the
employee helding such position may be laid off or demoted.

3250.3.1 Employees to be laid off will be given notice at least fourteen (14) calendar days in
advance of the layoff date.

3250.3.2  Except as otherwise provided, whenever there is a reduction in the work force, the
Lthmore Beccine Disiset Db | oy first demote the affected employee to a vacancy, if any,

in a lower position for which the employee is qualified.

3250.3.3  Anemployee affected by layoff may have retreat rights to displace an employee who

has less <hail il setvie willif Iy Phstned senseiiy-in a lower position i 1l Lyl it
il employee has previously occupied or supervised || Liwir puosition. For the purpose of this
b, sty Lot bl coplenucin corve includes all periods of full-time service at or
above the retreat position being considerend, s Joscrbid T Lilenes Dostroct Policy W0

3250.3.4  In order to retreat {0 a former or lower position, an employee must request displacement
action in writing to the T by Eirccior Eisiviol Libsassan within five (5) working days of receipl of
the tayoff notice.

GO60X7.00001 _t
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3250.3.4.1 Employees retreating to a lower position will be placed at the salary step
representing the least loss of pay. In no case will the salary be above the top of the
range of the lwciew position.

3250.3.5 The names of persons laid off or demoted in accordance with this policy will be entered
upon the Library Distrct's re-employment list, i b fibil by Edsuoiet P ey 30T

3250.3.6  Names of persons laid off will be carried on the re-employment list for one (1) yeat,
except that persons cunplivyedd spweinied 1 et in positions of the same level as that from which
they were laid off, will upon such cptvmenitappoinisseni, be removed from the list. Persons who
refuse re-ermployment will be removed from the list. Persons re-employed in a lower position in the
same classification, or on a temporary basis, will be continued on the list for the higher position for
one (1} year. At the discretion of the | ibeary Drirectorfsisiol Fitwarinn, the list may be extended for
an additional year suliy i e appwasvad by e Boond of T

Adopted 02/27/2006
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POLICY AND PROCEDURE HANDBOOK

POLICY TITLE: Confidentiality Regarding Resignations
POLICY NUMBER: 3251

3251.1 To the extent permitted by law, the Libravy | e tioe e dosippce Frissont wnff will keep confidential the

circumstances giving rise to an employee's resignation from the Library District. This policy is itgelf a public
record which the Library District must release upon request.

Adopted 02/27/2006
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| POLICY TITLE: Letters of Recommendation . { Formmtted: Space Afier: 0 pt

POLICY NUMBER: 3255

3255.1 Inasmuch as the Dixon Public Library Distoct faces exposure o significant liability through the
provision of letters of recommendation by Library District employees, it is, therejore, in the best interests of
the District to ensure that letters of recommendation issued by individuals in their capacity as Library District
employecs, or which could be reasonably interpreted as written in the individual's capacity as a Library District
employee, be accurate and conform to all requirements of law.

l 325511 The Lipwery Dhivegtand estsiet-tibsitinn or designee will process all requests for
references, letters of recomniendation, or information about the reasons for separation regarding all

| Al strict employees other than himself/herself. The Library Director or designee must approve all
letters of recommendation to be issued on behalf of the Library District for current or formmer
employees,

| 3255.1.2 At histher discretion, the | (limrs [0 kbt | i or designee wmay refuse 10
give a recornmendation.

3255.1.3  Any recommendation provided by the Library District will provide a caveful, truthful,
and complete account ¢f the employee's job performance and qualifications.

Adopted 0272772006
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POLICY AND PROCEDURE HANDDOOK

POLICY TITLE: Progressive Discipline
POLICY NUMBER: 3260

3260.1 It is essential that employees perform 1o the best of their ability at all times. 1t is expected that
employees understand and demonstrate certain standards of job performance, interpersonal skills and conduct.

3260.2  Emplowess of e Libwirey Distepct e al-will amd serve of il Ll ol W W] ol Fipstecs
[t 1o Bt Codle soctis 1EA1] _When an employee does not perforin to the best of his or her
ability or does not meet expecied standards of performance and conduct, the Library District il iy apply

the processes and procedures of Progressive Discipline to effect corrective action, or, to determine that the
employee cannot or will not act to correct his or her behavior.

3260.2.1 Progressive discipline miny includes verbal warnings, written wamings, suspension with or
without pay. and/or termination.

3260.2.1 Progression from one disciplinary level to another 11y occurs when an employee does not
show improvement to a satisfactory level.

3260.1.3 Although one or more actions may be taken in procicssive decipdimodoiiploses silos,
the disciplinary action taken (e ol st sl pesesssir by bave se-follow il stated order il Tl
will be commensurate with the offense.

3260.2 The Library District expects efficiency, productivity and cooperation among its staff employees. The
following are examples of types of conduct that are not permitted and that may result in disciplinary action,
including immediate termination. Although it is not possible to provide an exhaustive tist of all types of
unacceptable conduct, performance, or group interaction, the following are examples of types of conduct that
are not permitted and that may result in disciplinary action, including immediate termination:

3260.2.1 [nsubordination, el lcaeney. or o CTIRTLETIE st b b - e opEr-donduey il i

Sbirn et v MY i ar—asp—pa s -dis el - Dk el by Mibiviimmitcnlive
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3260.2.2  Possession, disiribution, sale, use, or being under the influence of alcoholic beverages or
illegal drugs or controlled substances {other than prescription drugs for personal use) while on
Library District property or while on duty.

3260.2.3 Theft or unauthorized removal or possession of property from the Library District, other
employees, or anyone on Library District property.




3260.2.4  Violaticn of Library District policies, procedures, rules, regulations or codes of
.conduct.

3260.2.5  Intentionally falsifying or making a material omission on an employiment application,
or on other Library District records or docurments.

3260.2.6  Misusing, destroying, or intentionally or negligently damaging property of the Library
District, another employee or a Library District visitor.

3260.2.7  Actual or threatened physical violence; threatening, intimidating, and/or coercing any
member of the Library District community; use of vulgar or abusive language.

3260.2.8  Possession or use of dangerous or unauthorized materials, such as explosives,
firearms, or other similar items, while on Library District property or while on duty.

3260.29 Unsatisfactory performance, including poor accuracy, quantity, or quality of work
product; lack of coopzration.

3260.2.10  Intentional or gross misconduct; (i lihing gambling on premises.
3260.2.11  Unlawfuf harassment of ancther person,

3260.2.12  Excessive tardiness or absentecisim, including abuse of any of the Library policies or
procedures relating to leaves or breaks.

3260.2.13  Dishonesty.
3260.2.14  Sleeping, or giving the appearance of sleeping, while on duty.

3260.2.15  Failure to follow instructions or safety guidelines.

3260.2.16  Failure to comply with "confidentiality of library records” requirements of the California
Governunent Code.

3260.3 The Library District's processes and procedures of Progressive Discipline are designed to achieve
corrective action and/or performance improvement, and are shown below:

3260.3.1 As a fust step, there inuvwill be a Verbal Counseling Session.

3260.3.1.1  The | by | o [ FEER I o lasbeiasdanibive B Mannges slml |
i1y eounsel the employee verbally, specifying the unacceptable behavior and identify
the comective action or behavior needed to meet a satisfactory level of performance.
3260.3.1.2 The | iIv ar Phrevton o dosign Nl - S e A s shall
provide an opportumity for the employee 10 express concemns and mutually agree on a
course of action to improve performance, allow for positive two-way communication,
and establish a reasonable target date for the follow-up review.

QUGOSTANNNL_|
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3260.3.1.3 Documentation will include date and time of incident, date of counseling, responses
given by the empleyee, and planned follow-up review.

3260.3.1.4 A follow-up review date should be scheduled far enough in advance to allow
sufficient opportunity and time for the employee's performance to improve. The employee shall
be advised that failure to correct the behavior/performance may result in additional disciplinary
action, up to and inciuding termination of employment.

3260.3.2  As a second and third step, there iy will be Written Disciplinary Wamings (Reprimands}.

3260.3.2.1 If the employee does not improve after 1he 1 verbal counseling session or if there are
repeated incidents of unacceptable behavior or performance, or if the appropriate disciplinary
action given the namre of the offense is a written waming, 1w the | ifraey Fiecctiog on dbosiincs
hdironti i e — Syt — M —abndl  ay ssoc il e weipiliis @ written
S ORI RLTERLES Rl BREILIEE The wiilii RIMTHIE FepIv el will include:
3260.3.2.1.1 A restating of the problem. or issues with a clear and precise
explanation of how the Library District's expectations and standards have not been
met.

32603.2.1.2 A description of the acceptable levels of performance.
3260.3.2.1.3 Specific examples and ideas for improvement, and an outline of a
plan to correct the problem.

3260.3.2.1.4 A, calendar of dates for regular follow-up and a reasonable date by
when the problem must be eliminated or corrected.

32603.2.1.5 Notice that [ailure to correct the problem may lead to additional
disciplinary action up {0 and including termination of employment.

3260.3.2.2  If, by the target date identified in the woiiicn wnming bt sepwiinmnad, the employee
is not performing up to the stated standards, the employee sl gy he fsancd sevesve a D
writter pog sl i

3260.3.2.3  Copies of any written v il or reprimands shall be retained in the employee's

personnel file.

3260.3.3  As a fourth step. Suspension from service with loss of pay may be iinposed.

3260.3.3.1 In marters regarding suspension, the 1 ¢ Lincir st | dsisise will consult
with the Loy D0t - Jy0] counsel to ensure that all procedures meet legal requirements.
3260.3.3.2  [f the suspension is for more than five (5] (=i days, the employee will be
noticed of the Library District's intent to suspend and will be given the opportunity to meet with
thee |y Uhines s dsisieied | ilsarion to discuss the suspension prior 1o the effective date of the
suspension. 1T § fpy Dovcedor will issue a ol wai fevisi Wil 1in e 651 [iLk:

e ity The written notice will;

3260.3.3.2.1 State the intended corrective action, (he reason for the corrective action
and the effective date of such action.
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3260.3.3.2.2 Include a copy of the charges and materials upon vwiicly thal ti
corrective action is based;

3260.3.3.2.3 State that the employee has the right to ot wills (L ks
| Wit il o respond in writing before the effective date of the action;

3260.3.3.2.4 State the employee's right o oy ol e cuspeeac b e B of

Pty comsesient wirks (g prowass in_ 320003 4 2 0be-a 4 e g il

it Hikbs-mhemi-after the Dby 13 fonl wrnlen dock cril n

snaii] el Wsap e di b

3260.3.4 As a fifih and final step, Termination of employment may occur.

3260.3.4.1 If the § by et | hsteies | aisarisg decides upon an action of termination, the
employee will be netified in writing of the intent to terminate il will b wrven e oppnimily e
TERAS Y | LT .'.I-..i|"_. Pdpegnw e ghsenea abie permmmd jong - pise o e _otleehive e of iy
dornimmlionk, e Dbty DHecetor will Sssom o Pl weitten deoigion wiilpi (ve 48] buspoess by

ufber e vt The written notice will:

3260.3.4.1.1 State the intended corrective action, the reason for the corrective
action and the effective date of such action;

3260.3.4.1.2 Include a copy of the charges and materials upon that the corrective
action is based;

3260.3.4.1.3 State that the employee has the right to request a wccling 1
ippeal-sidevlee with the Uiy Diectia b ool fo thie chargest hatrsd
| shneiin, within five (11 huanes days of receipt of the notice;

3260.3.4.1.4  State the employee's right to i eul tlie

0 3 el
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3260343 When appealed, the | {lwmry | brochon sk balworvwms disen s psmimi v
fimiay uphold the termination or reduce the disciplinary action.

3260.3.4.4 After the appeal process is completed, the | bywey | o Ertima Febsman will
procvinle gyl e Bl ol Trostoes” wyltlon decio i) mbvise-the employee- sl el s
ezt v g dsmiinl oo 1T the recommendation to terminate is upheld; the employee will be
advised of his/her final date of employment.

3260.3.4.5  Laiplisressvwy appreal e bmimabions bt Labiney- snmbson - The Doand of
Liviglpas | Hhmmsy @ smmmissien ' decision will be final.

3260.34.6 If (erminated, on the last day of employment, the employee will eropty any desk or




locker, turn in keys, [D badge and any cther items that belong to the Library. All such items must
be turned in before the employee receives the final paycheck.
3260.3.4.6.1 The employee will reccive the final paycheck on the last day of
employment, or if requested, it will be sent to the employee by certified mail.

Adopted 02/27/2006

Rewised (EANI2013



