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4.04 **PERSONAL LEAVE   
 March 2009October 2017 
 

Employees who are absent due to personal matters may be eligible to be paid through our library's 
personal leave plan. 

 

ELIGIBILITY 

Full-time employees receive three personal days annually.  Part-time employees (excluding pages and 
aides) working 20 hours or more each week receive 12 hours of personal leave annually.  Employees 
will be credited with this leave on July 1 of each year. New staff members beginning their position 
before October 1 will be credited with two days of personal leave. New staff members beginning their 
positions between October 1 and February 1, will be credited with one personal day.  

Personal leave is to be used for personal business that cannot be done outside of the employee’s 
workday.  Except in cases of extreme emergency, the request should be submitted as far in advance as 
possible to the director or supervisor for approval.  The director or supervisor has the right to limit the 
number of employees on personal leave according to work requirements.  Personal leave must be taken 
in hourly increments but may not be used in combination with vacation days or holidays.  Unused 
personal leave days will be added to an employee’s sick leave bank annually.   
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4.16 **DEATH IN FAMILY   
 March 2010October 2017 
 

In the event of a death in your immediate family, you may take a leave immediately following the death 
for the purpose of making arrangements and attending the funeral.  

 

COMPENSATION 

Full-time employees and part-time employees regularly scheduled to work at least 20 hours a week will 
receive up to five days off with pay in the event of a death in the immediate family.  Pages and aides are 
not eligible.  Members of the immediate family include spouse/domestic partner, parents, children, 
stepchildren, sisters, brothers, parents-in-law, aunts, uncles, cousins, sons/daughters-in-law, 
stepparents, stepparents-in-law, grandparents, and grandchildren. , and any other member of the 
household. 

This benefittime off is available for up toup to a maximum of  ten days per year. Personal leave or 
vacation time may be used to attend other funerals.  and can be extended at the discretion of the 
director. 
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4.18 BONE MARROW & BLOOD DONATION LEAVE   
 March 2009October 2017 
 

In accordance with New York State law, our library offers employees a leave of absence for the purpose 
of bone marrow and blood donation, or employees can choose to use their own paid time off..   

 

TIME AWAY FROM WORK 

Any employee who seeks to undergo a medical procedure to donate bone marrow will be granted a 
leave of absence no longer than 24 work hours.  This leave is unpaid. 

Employees who work at least 20 hours per week may be granted three hours unpaid leave in any 12-
month period of time for the purposes of donating blood.  

LIBRARY-SPONSORED BLOOD DONATION DRIVES 

If the library sponsors a blood drive, employees donating blood will be granted paid leave time without 
requiring the employee to use vacation or personal leave time.  

VERIFICATION 

Employees are requested to give as much advance notice as possible. Employees who donate bone 
marrow must provide the Director with verification from a physician as to the purpose and length of 
leave requested.   
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5.04 SMOKE-FREE & VAPING-FREE WORKPLACE   
 March 2009October 2017 
 

The following smoking provisions have been adopted in the interest of providing a safe and healthy 
environment for both employees and visitors to our building. 

 

SMOKING & VAPING RESTRICTIONS 

In accordance with New York State law, smoking is not permitted in our any building. Employees are 
expected to refrain from smoking near any building entrance where other employees and/or visitors 
would be exposed to second-hand smoke. 

In addition, vaping is not permitted in our building or near any building entrances by employees or 
visitors. 

COMPLIANCE 

Employees and visitors are required to comply with this smoking policy while on the library premises.  
Violations of this policy are subject to disciplinary action, up to and including termination. 
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6.05 PROFESSIONAL ATTIRE & APPEARANCE   
 October 2009October 2017 
 

The impression that we make on visitors to the Fairport Public Library is important.  There is no 
substitute for neatness, propriety of dress, good grooming and speech, appearance, and a professional 
attitude.  Sensitivity to these areas will ensure that our good relationships with patrons are maintained 
and fostered. 

DRESS CODE 

Although no formal dress code exists, you are asked to wear conventional attire which is appropriate 
for your position and the work that you do.  Your clothing should be neat, clean, in good taste and not 
constitute a safety hazard. Check with your supervisor for guidelines for clothing that is appropriate to 
your position. 
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6.11 PERSONNEL FILES   
 March 2009October 2017 
 

The library maintains an official personnel file for each employee that contains necessary job related 
and personal information. These files are confidential and guidelines exist to safeguard against 
improper disclosure. 

 

SECURITY AND STORAGE OF INFORMATION 

All paper-based documents relating to the library’s personnel record system are kept in secure, locked 
files.  These files are accessible only to authorized Human Resources personnel, management, and 
supervisors who have a valid, demonstrable need to obtain specific information from an employee's 
personnel record. Employees also are granted access to their personnel files and records in accordance 
with the access procedures outlined below.  

ACCESS TO PERSONNEL FILE 

As an active employee, you may see information which is kept in your own personnel file if you wish, 
except for confidential materials such as job references or information relating to other employees. You 
may request and receive copies of all documents you have signed at the time you are asked for your 
signature. Please ask your supervisor to make arrangements for you with the Director. 

Internal availability and access to personnel files is limited to those with proper authorization and a 
business need to know. 

INQUIRIES ABOUT EMPLOYEES 

All inquiries or requests for information about employees (active or inactive) from people outside the 
library should be referred to the Director, or his or her designee. This applies to all requests, whether 
written or verbal. 

Personal information about employees may not be released to anyone except by the Director or 
Assistant Director.  See policy 6.07 for a list of personal information. 

DISPOSAL OF PERSONAL RECORDS 

The library is committed to ensuring that records containing personal information are disposed in 
accordance with state law.  Personal information is disposed in a manner that ensures no unauthorized 
person will have access to employee personal information.   
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6.12 EMPLOYMENT OF RELATIVES    
 March 2010October 2017 
 

The employment of relatives is a sensitive issue that could possibly create a conflict of interest situation 
for the related individuals.  Such hiring must be handled in accordance with the following provision. 

 

DEFINITION 

An applicant will not be considered for a position when a member of the applicant’s immediate family 
is an employee or trustee of the Library.  The term “immediate family” refers to spouse/domestic 
partners, parents, children, parents of spouse/domestic partner, sisters, brothers, grandchildren, 
grandparents, or any person who resides in the employee’s household.  Exceptions can be made for 
pages who are siblings.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


