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Cranbury Public Library 
                              Personnel Policies: Purpose, Scope, and Disclaimers 
 
Welcome! On behalf of the Library Board of Trustees, and Director, and your fellow employees, 
we welcome you to the Cranbury Public Library and wish you every success during your tenure 
on staff. We believe that each employee contributes directly to the library's success or failure, 
and to our commitment to public service. We are sure you will take pride in being a member of 
our staff. 
 
 Purpose 
This manual includes a compilation of the policies and procedures that govern and affect 
personnel administration of the Cranbury Public Library (“Library”).  The purpose of this 
manual is to maintain the quality of personnel management.  Additionally, it serves as a 
convenient repository that codifies existing rules and procedures relating to personnel 
administration in the Library.  The intent of this document is to provide a clear explanation of 
personnel regulations, and to help ensure the equitable and fair treatment of applicants and 
employees with regard to their hiring, promotion, compensation and separation in accordance 
with Library policies as an Equal Opportunity Employer.   
 
The Library reserves the right to modify, revoke, suspend, terminate or change any or all of these 
policies or procedures, in whole or in part, by resolution of the Board of Trustees.  The language 
appearing in this manual is not intended to create, nor is it intended to be construed as a contract 
between the Library and any one or all of its employees.  The Library has created this Manual to 
further the following goals:  
 To provide a uniform system of personnel administration in the Library. 

 To maintain a public service environment of high competence and character.    

 To promote the recruitment, selection, placement, promotion, retention and separation of 
Library employees based upon employees' qualifications and fitness, free of personal and 
political considerations, and in compliance with Federal and State laws.   

 To provide employees with proper supervision, instruction, and working conditions so that 
they may render the best possible service to the public. 

 To provide a clear explanation of personnel regulations. 

 To make effective consistent use of human resources throughout the Library.   

 To promote communication between supervisors and employees.   

 To ensure, protect and clarify the responsibilities of employees.  
 To ensure that employees do the best work of which they are capable, that they be loyal 

and conscientious, that they present and conduct themselves in a proper, considerate and 
courteous manner.  

 To compensate employees with competitive, performance-based compensation and 
benefits. 

 To carry out public policy as expressed in laws, regulations or otherwise, and to conduct 
the affairs of the Library with courtesy, honesty and integrity.     

 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 
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Cranbury Public Library 
                           Personnel Policies: Purpose, Scope, and Disclaimers 
 
Scope 
 
This Manual shall apply to all Library employees.  This Manual does not apply to independent 
contractors; however, independent contractors will be required to read and observe the 
provisions of this Manual prohibiting harassment and discrimination on Library premises and 
otherwise in the performance of their duties. 
 
In the event of conflict between this Manual and any federal or State law, or municipal 
ordinance, the terms of that law, ordinance or contract, shall prevail.  In all other cases, this 
Manual shall apply.    
 
In the event of the repeal or amendment of any law incorporated into this Manual, or upon which 
it relies, this Manual shall be deemed amended in conformance with those changes.  
 
Disclaimer and Employment at Will Notice 
This Manual is not a contract of employment and the Library makes no promises of any kind in 
this Manual.  Regardless of what this Manual says or provides, the Library remains free to repeal, 
modify or amend this Manual, and to change wages, benefits and all other working conditions, 
without prior notice. 
 
In addition, employment with the Library is expressly declared to be “at will.”  This means that 
any employee has the right to terminate his or her employment at any time, with or without cause, 
and that the Library has the right to terminate any employee’s employment at any time, with or 
without cause.  Any written or oral promises or representations to the contrary are expressly 
disavowed and should not be relied upon by any employee.   

 
An employee’s status as an “at will” employee can only be changed by a written agreement that: 
(1) is formally adopted and approved by the Library Board of Trustees; (2) expressly states that 
the employee’s employment is not “at will;” and (3) sets forth the specific duration and terms of 
the individual's employment.  Under no other circumstances can an employee’s “at will” 
employment status be changed. 
 
The foregoing disclaimers apply to all Library employees, unless an applicable governing law or 
specific written contract provides otherwise. 

 
Nothing in this employee handbook is intended to waive, abrogate, or in any way diminish the 
immunities conferred upon the library pursuant to the New Jersey Tort Claims Act (N.J.S.A. 
59:2-1).  The Library is funded by local taxes and state aid, and the Board is committed to 

operate the Library in a manner consistent with applicable state and local policies. 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 
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Cranbury Public Library 
                            Personnel Policies: Purpose, Scope, and Disclaimers 

 
 
Equal Employment Opportunity  
 
It is the policy of the Cranbury Public Library to afford equal employment opportunity to all 
Library employees and applicants for employment, regardless of race, color, sex, religion, national 
origin, age, marital status, sexual or affectional orientation, veteran status, or disabilities, atypical 
cellular or blood trait, or genetic information or because of a mental/physical disability that does 
not interfere with the ability to do the work required. 
 
This policy shall be applied to all phases of employment such as recruitment, selection, 
appointment, placement, promotion, demotion, transfer, training, wages, benefits, working 
conditions and any personnel action (including, but not limited to, any layoff, recall, discharge, 
disciplinary action and performance evaluation.) 
 
The Library designates its Board of Trustees’ Personnel Committee to serve as the official liaison 
for matters concerning compliance with the equal employment rules. 
 
Employee Acknowledgement 
 
You should familiarize yourself with its contents and acknowledge your review as soon as 
possible during first week of employment. It should answer many of the inevitable questions you 
will have about employment with the Library. 
 
No one other than the Board of Trustees has authority to change any policy herein.  The Director 
will review any revisions with all employees.  Each employee will be given a copy of this manual 
by the Director upon employment and any subsequent revisions or amendments when approved 
and issued by the Board. This Personnel Policy Manual replaces all previous policies and 
management memos that have been issued on subjects covered herein.  If you are uncertain about 
any policy or procedure, please check with the Director. 
 
 
 
 
 
 
 
I have read and understand this policy                          _________________________________ 
                                                                 Signature                                  Date 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 
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Cranbury Public Library 
  Personnel Policies: Personnel Classifications 

 
 
Probationary Employee: There shall be a three (3) month trial and training period for all newly 
hired regular employees during which time it is the responsibility of the employee’s supervisor to 
give weekly guidance concerning job performance.  If at the conclusion of this period, the 
employee has been deemed to have successfully completed the trial and training period, s/he is 
granted Regular Employee status.  However, if at the conclusion of the probationary period, the 
employee has not been deemed by the Director to have satisfactorily completed the probationary 
period, s/he will be dismissed.  Notification of such a decision must be given by the Director one 
week prior to termination of employment.   
 
Exempt Employee: An employee exempt from the wages and overtime rules of the Fair Labor 
Standards Act (FSA).  Exempt employees include the Director and Assistant Director (if such a 
position is filled) whose terms of employment govern salary and benefits.  Non-exempt employees, 
full–time or part-time, are all hourly employees to whom FSA over-time provisions apply. 
 
Regular Full-time Hourly Employee:  A non-exempt hourly employee who is hired to work 
thirty-five (35) hours or more in one calendar week or 1820 hours or more in one calendar year  
 
Regular Part-time Hourly Employee: A non-exempt hourly employee who is hired to work ten 
(10) hours or more in one calendar week or 520 hours or more in one calendar year but less than 
thirty-five (35) hours in one calendar week or less than 1820 hours in one calendar year. 
 
Library Page:  A non-exempt hourly employee who is hired to work less than ten (10) hours in 
one calendar week or less than 520 hours in one calendar year. Library Page employees are not 
eligible for fringe or other benefits contained herein, except as required by law or regulation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
Revised 9/09/04, 2/14/13 
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Cranbury Public Library 
                                            Personnel Policies: Personnel Classifications 
 
Temporary Part-time Employee: An employee who is hired for a specific project, and who will 
be separated from payroll at the end of such period or project. Any employee who is part of a pool 
hired to fill in for regular employees on leaves, vacations, or sick time.  Any such person hired 
will sign a statement indicating that they have read and understand the conditions of such 
employment as stated in this and other library policies. Any Person hired for this position will be 
called only as needed as determined by the Director. Any person filling this position must work 
less than 600 hours in one calendar year and no more than 175 hours in any one (1) quarter of the 
year.  The normal quarterly divisions of the calendar are January through March, April through 
June, July through September, and October through December.  This restriction is necessary to 
avoid liability for unemployment.  This position is in no way a guarantee of a specific number of 
hours.  The selection of persons for fill in hours is solely at the discretion of the Director.  Any 
person filling this position will not be automatically hired for a regular position that may occur.  
However, they may upon application, be considered along with the all other applicants for a regular 
position. Temporary part-time employees, except as required by law or regulation, are not eligible 
for fringe or other benefits contained herein. 
 

Volunteers: Such persons are not employees.  The Library welcomes volunteers of any age.  
Volunteers are utilized to perform routine tasks that can be easily taught and remembered; or 
special projects tailored to talents the volunteer may possess.  They may also be asked to assist 
staff members in her/his duties or to help supervise at library programs.  There is not always a task 
waiting for a volunteer but every attempt will be made to find a task when there is a person willing 
to give of his/her time and knowledge to help the Library. 
 
Community Service Workers: Such persons are not employees.  The Library will attempt to 
provide duties for community service workers whenever there are persons who need to work such 
hours, but the Library also reserves the right to turn away such workers when there is no suitable 
work, or if there is any question as to the suitability of the worker for the Library.  Community 
workers must show up on time, give advance notice of their arrival, carry out the work assigned in 
an efficient and courteous manner, and let the Library know how many hours they are required to 
work, in order to be allowed to work at the Library.  
 
Consultants, Independent Contractors, and Subcontractors:   
 
These individuals or entities are independent consultants or contractors who are not employees 
of the Library.  They perform specifically authorized work pursuant to a contract or purchase 
order authorized by the Director or the Board of Trustees. 
  
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04                                          
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                                          Cranbury Public Library 
                                   Personnel Policies: Work Hours  
 
Hours of Work 
 
The Library may be open to the public 7 days a week. The Library may require that employees 
work morning, afternoon, evening and/or weekend hours as scheduled throughout the Library's 
calendar year.  The Director will establish daily hours of operation as approved by the Board of 
Trustees. 
 
Meal Periods 
 
Employees are entitled to take up to a one (1) hour meal period per daily work period.  Meal 
periods are not compensated.  
 
Breaks 
 
Employees are entitled to 1 (one) fifteen-minute break during every three and one half hours 
worked consecutively, or 2 (two) breaks a day. Breaks must be taken in a whole 15-minute block 
of time; they cannot be broken in smaller increments of time throughout the day.  Breaks are 
compensated time. 
 
Employees may take their break time at any time during their shift so long as the desk is adequately 
covered. Employees who work the longest shift shall have first choice of break time if there is a 
conflict.  
 
Employees who smoke must use their designated break time for this purpose. There will be no 
other time taken during the working day for this purpose.  
 
Breaks are an employee privilege, not a right of employment, and should not be abused. Breaks 
may not be "saved" or combined to allow more time for lunch or dinner hours, or to come in early 
or late. They are designed to allow staff to relax. 
 
Attendance 
 
All employees are expected to report to work at their scheduled time. Habitual tardiness or 
unexcused absence will result in disciplinary action or dismissal. 
 
Work Schedules 
 
The Director shall approve all work schedules for all employees.  However, a minimum of two (2) 
staff/employees must be present in the Library all times that the Library is open to the public.  The 
Director may fill-in as the second employee in event of emergencies/breaks/meal periods. 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 11/15/0, 2/14/13 
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                                           Cranbury Public Library 
                                       Personnel Policies: Payroll Process  
 
Rate Of Pay 
 
Each year the Director will put together as part of the budget the proposed salary increases for the 
following year.  These increases will be reviewed annually and will affect the salaries of all regular 
exempt and non-exempt employees.  Current economic circumstances and budget figures 
projected for the coming year will be used to determine these increases as will employee 
performance evaluations. These pay rates are reviewed and approved by the Board of Trustees for 
each fiscal year within the first quarter of that fiscal year.  Such employees with less than six (6) 
months service at the beginning of the fiscal year will not be eligible for annual adjustment until 
they have completed their six (6) months of service.  The Board must approve any changes in pay 
rates. 
 
Time Reports 
 
Employees must complete accurate work records including work, education, professional leave, 
bereavement, jury duty, and Paid Time Off (PTO) time on a weekly basis. 
 
Employees must insure that their time reports in formats provided by the Library are completed, 
signed by themselves and their supervisor and/or Director by the date set.  Time periods worked 
and reported on time sheets may be in no less than one-quarter (1/4) hour increments. 
 
The Director shall present a general report at each monthly Board of Trustees meeting on her/his 
past month’s work schedule and any previously unannounced and planned absences from the 
Library. 

Absences  

Absences from work are classified as “Excused” or “Unexcused” and are to be so noted on the 
time reports along with the reason for the absence.  An “Unexcused” absence is an absence taken 
without prior permission and notification and shall be without pay. 
 
All library employees who are absent from work, except for pre-approved absences, shall report 
to the Director or designee before the beginning of the employee's scheduled period of work to 
explain the reason(s) for the absence.  Failure to report shall result in the absence deemed 
unexcused, unless the failure to notify was due to unavoidable circumstances. The Director or 
designee shall have the authority to reclassify the unexcused absence to an excused absence.  
Employees with more than three (3) unexcused absences in a single year, or who are habitually 
tardy, may be subject to discipline, up to and including dismissal. Employees absent for three (3) 
consecutive days without notifying the Director shall be deemed to have voluntarily resigned. 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 

     Policy approved by the Cranbury Public Library Board of Trustees.  
     Revised 11/15/04 
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                                           Cranbury Public Library 
                                       Personnel Policies: Payroll Process 

 
Overtime Pay 
    
Under the Federal Fair Labor Standards Act, certain employees are exempt from the provisions of 
the Act.  Exempt employees are not eligible to receive overtime compensation and are required to 
work the normal workweek and any additional hours needed to fulfill their responsibilities.  All 
other employees are classified as Non-Exempt and are subject to the provisions of the Act. 
Depending on work needs, Non-Exempt employees may be required to work overtime.  Non-
Exempt employees are not permitted to work overtime unless the overtime is budgeted and 
approved by the President of Board of Trustees.  Non-Exempt employees working overtime 
without prior approval may be subject to disciplinary action. 
 
The Director is an exempt employee; all other employees are non-exempt unless otherwise 
specifically designed by the Board.  
 
Non-Exempt employees will receive overtime compensation for hours worked in excess of forty 
in a weekly period.  For purposes of overtime compensation, hours worked are computed to the 
nearest one-quarter hour per day.  Paid Time Off (PTO) and Jury Duty Paid Time are considered 
time worked for purposes of determining overtime compensation. 
 
Non-exempt employees scheduled to work less than 40 hours per week may work more than 
allotted number of hours in any given week (up to but not exceeding 40 hours per week) as 
approved by the director and provided within any budgetary constraints.  Compensatory time off 
in lieu of overtime compensation shall not be granted. 

Pay Advances 

The Library does not provide pay advances. 

Pay Roll Deductions 

Payroll deductions for federal and state income taxes, social security taxes and, where applicable, 
retirement and employee insurance contributions, will be automatically deducted from pay. Other 
deductions may be arranged as approved by the Board of Trustees. 
 
Pay Schedule 
Staff is paid according to the schedule established by the Cranbury Township Finance Office.  
However, it is noted that while the Township performs certain transactions for the Library on a 
contractual basis Library employees are not Township employees and nothing herein is to be 
construed as establishing an employment relationship between Library employees and the 
Township.  Library employees are not subject to Township employee policies. 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
Revised 11/15/04 



11 

Cranbury Public Library 
Personnel Policies: Time-Off 

 
Paid Time Off (PTO) 
 
So as not to be overly intrusive in employee private decisions and to offer maximum flexibility of paid 
absences from work, the Library provides a benefit of Paid Time Off (PTO) for regular employees and 
library pages to utilize at their discretion within terms of this benefit described below.   PTO may be used 
for vacation, sickness, personal business, medical or dental visits or other personal demands that require 
the employee to be absent from work.   All PTO is taken with the approval of the Director of the Library.  
Every attempt will be made to grant PTO as it is requested; however, it is understood that maintaining 
library service takes priority. 
 
The Director/Assistant shall be granted PTO as approved by the Board of Trustees based on terms of his/her 
contract. 
 
Part-time Employees and Library Pages are eligible for PTO.  These employees accrue PTO, in hours, 
proportionate to their actual hours worked in every 2-week pay period allocated by Service Years as 
follows: 

Service Year 1 5.4 
Service Years 2-5 9 
Service Years 6-15 12 
Service Years 16 + 15 

 
Accrued PTO shall be calculated based on actual hours worked during a 2 week pay period, pro-rated to a 
160 hour month.  For example: a new employee working 30 hours in 2 weeks accrues 1.0125 hours for that 
specific pay period.   

[30 hours / 160 x 5.4 Service Years = 1.0125 hours] 
 A long time (16 + years) employee working 40 hours in 2 weeks accrues 3.75 hours for that specific pay 
period.                         

[40 hours / 160 x 15 Service Years = 3.75 hours] 
 
For purpose of calculating accrued PTO, PTO shall be considered as time worked.  New employees become 
eligible to take PTO after their first three months of probationary employment, however, probationary 
employees not granted regular employee status forfeit PTO accrual.  Employees may only take accrued 
PTO.   
 
Full-time Employees are awarded PTO, in days, at the beginning of each calendar year according to their 
Service Years as follows:   
 
 
 
 
 
 
 
Each year, awarded PTO is accrued on a pro-rated basis.  A full-time employee who does not complete a 
full year of employment forfeits awarded PTO that has not accrued.   
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 11/15/04, 12/09/04, 6/11/09, 2/14/13, 1/1/2018, and latest revision9/13/2018 

Service Years PTO days 
1 10 

2-5 15 
6-15 20 
16 + 25 
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Cranbury Public Library 
Personnel Policies: Time-Off 

 
Paid Time Off, continued 
 
Other employees not meeting the definition of Full-time Hourly Employees, Part-time Hourly Employees 
or Library Pages are not eligible for PTO.  
 
All part time employees may accrue PTO up to but not more than 200 hours. Full time employees may 
accrue PTO up to but not more than 30 days. However, a waiver may be granted if and only if Library 
business precluded use of accrued PTO by an employee as evidenced by a written acknowledgement of the 
Director. 
 
Upon termination of employment, any accrued PTO not taken as of that date will be paid at the pay rate 
then in effect for the employee.  

Requests for PTO of one day or less should be made one week in advance, if possible.  Longer PTO shall 
be made 30 days in advance. Employees who work the longest hourly weekly work schedule shall have 
first choice of scheduled PTO if there is a conflict.  

Paid Time Off is an excused paid absence and is to be listed as PTO on time cards and schedules.  PTO 
may be taken in one-hour increments for Part-Time Employees and Library Pages and half-day increments 
for Full-Time Employees. 

In event of emergency PTO, the employee should make every effort to advise his/her supervisor of the 
unexpected absence so alternate Library staffing can be arranged.  If unexplained absence continues beyond 
next scheduled workday, it shall be deemed as an “unexcused unpaid absence”. 

The Director may require a medical note from the employee’s doctor determining fitness and ability to 
resume work responsibilities after 5 consecutive days of absence due to illness or quarantine. 
 
Bereavement Leave 
 
In the event of the death of a husband, wife, parent, sibling, son/son-in-law, daughter/daughter-in-
law’, grandparent, domestic partner of the foregoing or individual who was primarily responsible 
for raising the employee, regular employees will be granted up to a five (5) day leave. For the 
death of a mother-in-law, father-in-law, brother-in-law, sister-in-law, niece, nephew, the employee 
will be granted up to a four (4) day leave. This leave will be with pay. The bereavement leave, if 
scheduled during a time when other excused leave has been granted, will not be in addition to that 
leave. A one-day leave of absence with pay may be granted by the Director, at his/her discretion, 
to an employee is case of death of other relative(s) or friends, as appropriate, in order to attend 
funeral or burial services. The Director may seek Board approval for further extension of 
individual staff bereavement leave if such extension is in the best interest of the employee and the 
Library. Each case will be considered on a case-by-case basis and shall not establish a precedent. 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 11/15/04 and 12/09/0,  6/11/09 and  latest revision1/1/2018 
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Cranbury Public Library 
Personnel Policies: Time-Off 

 
Family Leave  
 
Employees who have been employed for at least twelve continuous months and have worked at 
least 1,000 base hours, excluding overtime, in the preceding twelve month period, are eligible for 
unpaid family and medical leave with no loss of position or pay rate.  However, employees on 
such leave will not continue to accrue PTO.  Full-time employees taking family or medical leave 
under this section continue to be eligible for paid health insurance coverage under policy.  
 
Upon written notice, eligible employees are entitled to a family or medical leave for up to twelve 
weeks to care for a newly born or adopted child or a seriously ill immediate family member or for 
the employee’s own serious health condition that makes the employee unable to perform the 
functions of the employee’s position.  
  
Eligible employees who take leave under this policy must use all accrued PTO during the leave.  
The use of accrued time will not extend the leave period.  After exhausting accrued time, the 
employee will no longer be paid for the remainder of the leave. 
 
The period of leave must be supported by a physician’s letter or medical certificate.  An extension 
past twelve weeks can be requested, but medical verification of the need must be submitted prior 
to the expiration of the leave.  The Library reserves the right to deny any request for extended 
leave. 
 
Family leave is granted pursuant to the federal Family and Medical Leave Act (FMLA), and the 
New Jersey Family Leave Act (NJFLA). Additional information concerning the Family Leave 
Policy, coordination of FMLA and NJFLA leaves, and eligibility requirements are available from 
the office of the Director. 
 
Jury Duty 
 
The Library fully supports Jury Duty service.  Any employee called to serve on jury duty shall 
receive leave for such purpose but is expected to report for work any time not required to be in 
attendance as a juror. Regular Non-Exempt Part-time Hourly and Non-exempt Full-time 
employees will receive 4 hours pay and 8 hours respectively at that employee’s normal hourly rate 
when on Jury Duty, provided that prompt notice of the requirement to serve is given to the Director. 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
Revised 11/15/04 

Cranbury Public Library 
                                              Personnel Policies: Time-Off   



14 

 
Military Leave 
 
It is the policy of the Library to grant employees military leaves of absence in accordance with 
all applicable Federal and State laws, including the Uniformed Services Employment and 
Reemployment Rights Act of 1994 (“USERRA”), 38 U.S.C. 4301 et seq. and N.J.S.A. Titles 38 
and 38A.  When Federal law provides greater rights and benefits than State law, Federal law will 
be applied.  When State law provides greater rights and benefits than Federal law, State law will 
be applied.   
 
Employees who serve in U.S. military organizations or State militia groups may take the 
necessary time off without pay to fulfill required obligations, and, upon their return, will retain 
all of their legal rights for continued employment under existing laws.  These employees may 
apply accrued PTO if they wish, but are not obligated to do so.  Employees should notify the 
Director as soon as they are aware of the dates or approximate dates of required duty so that 
arrangements can be made for a replacement during this absence. 
 
 
Other Leaves of Absence 
 
Leaves of absence without pay for up to 6 months may be granted for personal reasons and an 
additional 6-month extension may be granted for extenuating circumstances.   
 
All requests for leave without pay should be made to the Director in writing 30 days prior to the 
requested date. Such leaves of absence without pay are granted at the Board and Director's 
discretion.  Maintaining Library service takes priority. In recommending to the Board on the above 
request, the Director will take into consideration the service record of the employee, the benefits 
to the Library to be derived from the leave and the expectation that the employee will return to the 
Library’s staff. 
 
If a qualified employee wishes to continue his or her group health insurance, he/she may do so by 
regularly paying the full cost of the insurance to the Library during the approved period of unpaid 
leave. 
 
 

 
 
 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
 Revised 9/09/04 
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Cranbury Public Library 
Personnel Policies: Fringe Benefits 

 

Health Insurance 
 
Full-time employees are eligible for participation in the Health Benefits Plan maintained by the 
Township on behalf of the Library at employee rates defined by the plan.  Upon retirement, 
employees are not entitled to medical and dental coverage.  Employees who are not full time are 
not covered by the plan. 
 
Disability Insurance, Worker's Compensation, Life Insurance, Pension Plan 
 
Employees should check with the Township Finance Office to determine current eligibility 
requirements. 
 
Travel and Conference Policy  
 
NJLA and ALA dues for the Director and President of the Board shall be paid.  When approved 
by the Board, the dues for NJLA and/or ALA may be paid for all regular full-time and regular part-
time employees and for the other members of the Board of Library Trustees. 
At the Director's discretion, attendance at workshops, library association conferences, and other 
professional meetings within New Jersey and the greater Philadelphia and New York City is 
allowed. The Board must approve attendance at meetings and conferences held in all other 
locations. 
 
Although the Board and Director encourage attendance at professional meeting and conferences, 
the needs of the Library shall have priority.  The Library will rotate attendance among the staff 
and Board as far as possible.   
 
Attendance at such events is recommended but not mandatory for regular hourly employees.  Any 
regular hourly employee granted permission and who agrees to attend such events shall receive 
paid leave for such purpose; full-time and part-time hourly employees will be paid up to 7 hours 
at the employee’s normal hourly rate for each full calendar day of attendance. Partial Days will be 
pro-rated.  Prior to attendance each employee will be advised in writing by the Director of the 
applicable amount of paid leave.  Travel time is not compensated. 
 
For approved travel to such meetings and conferences, by any staff member or Trustee, 100% of 
reasonable airline or train or taxi/shuttle fares, tolls, mileage, meals and parking will be 
reimbursed.  Mileage for use of personal vehicles for such travel or other Library business will be 
reimbursed at current IRS rate. Employees who are involved in an accident while traveling on 
business must promptly report the incident to their supervisor or Director. When overnight stay is 
required or advisable for staff, Director, or Trustees, 100% of reasonable rates will be reimbursed 
at the single rate. Accompanying spouses or non-staff must pay additional expense above the single 
rate.  Receipts must be kept and presented to the Library within one week of the return home for 
reimbursement. 
 

 The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04  Revised 5/10/12 
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Cranbury Public Library 
                                   Personnel Policies: Library Closings  

Holiday Closings  

The Library generally observes state, national and local holidays by closing the facility.  The 
Library is closed on the following Holidays: 

 New Year’s Day 
 Martin Luther King Jr.’s Birthday 
 President’s Day 
 Juneteenth 
 Memorial Day 
 Independence Day 
 Labor Day 
 Thanksgiving Day 
 Christmas 

Staff is also allowed to take one floating holiday for religious or other purposes. 
  
Other Scheduled Closings 

The Library will also close at 2 PM on Christmas Eve and New Year’s Eve. Each Calendar year, 
the Board will review other possible dates of closings and instruct the Director to issue an annual 
public announcement. 

Inclement Weather/Emergency Closing 
 
All employees are expected to report to work and remain at work as scheduled unless notified that the 
Library offices are closed, will have a delayed opening, or an early closing.  Any decision to close the 
Library shall be made by the Director. A scheduled employee who does not report to work will be 
considered absent.  Procedures for inclement weather and emergencies are available from the Director's 
office.  
 
Payment for Closings 
 
If the Library is closed a limited amount of time (24-hour or less) due to an emergency, staff scheduled to 
work will be paid for scheduled hours lost.  However, if the building must be closed for an extended 
period (beyond 24 hours) or for undetermined amount of time due to other emergencies such as until 
repairs can be effected, non-exempt hourly employees will not be paid during that time unless they use 
vacation time or are called in to help with putting the library back into use.  Non-exempt hourly 
employees will be paid for each above listed Holiday Closing at the rate of 4 hours for Part-time and 8 
hours for Full-time.   
 
Exempt Full-time employees will be paid for Holiday and Emergency closings.  If a Holiday falls on a 
Saturday or Sunday the employee may take a Floating Holiday.  The Floating Holiday must be taken 
within one month of the Holiday or is forfeited.  Floating Holidays are subject to approval of the Director. 

 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
Revised 4/20/06,  7/09/09, 2/14/13and  Latest Revision 12/02/2021 
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Cranbury Public Library 
Personnel Policies: Staff Conduct 

 

The first duty of the Library is service to the public.  Courtesy and a spirit of service are the first 
requisites of an employee.  Business-like conduct is presupposed at all times. Personnel issues or 
personal matters are never to be discussed in a public area.  Patrons are never to be kept waiting 
unnecessarily.   Each employee is a public relations officer for the Library and each has an 
important role to play in developing and maintaining good public relations.    

Certain standards of behavior are required for continued employment. The Director maintains the 
rights to issue, implement, or change procedures to address staff conduct such as personal 
appearance, use of personal communication equipment (mobile phones e.g.), eating and other 
matters dealing with employee standard of conduct.   

Smoking is not allowed anywhere inside the Library or directly in front of the Library entrance.  
[New Jersey law requires smoke free environments in indoor workplaces and places open to the 
public.] 

Personal use of Library equipment should be kept to a minimum. (See Page 18) 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
Revised 9/8/11 
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Cranbury Public Library 
Personnel Policies: Library Equipment and Materials 

 
 
Library Equipment 
 
Employees are responsible for taking care of any equipment assigned to them or used by them.  
Employees are expected to exercise care, perform required maintenance, and follow all operating 
instructions, safety standards, and guidelines.  If any Library equipment appears to be damaged, 
defective, or in need of maintenance or repair, the Director should be notified.  
 
Employees shall not remove, or in any way assist in the removal of supplies, material, goods or 
equipment belonging to the Library from its property, unless such removal has been authorized by 
the Library Director. 
 
Improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in 
disciplinary action. The Library equipment is intended for Library business.  
 
Library Communication and Computer equipment 
 
The Library owns and maintains various types of communication and computer equipment for 
Library use.  These include telephones, voice mail, fax machines, e-mail systems and computers 
of various types used by specific individuals in the Library's business, and computers for use by 
the public. Staff computer, telephone, voicemail, e-mail account and the like are Library 
property, to be used for Library business.  Employees must advise the Director or Systems 
Administrator of all non-e-mail passwords or other access restrictions and may not change such 
passwords or restrictions without prior approval by the Director or Systems Administrator. The 
Director or Systems Administrator shall maintain a current central file of all non-e-mail 
passwords. 
 
Equipment is provided for business, not personal, use.  Occasional use of the Library's 
communication equipment, which does not interfere with the Library's business or the 
Employee’s work, may be permitted from time to time by the Director.  Use of the Library's 
communication equipment and computers for anything not specifically authorized, including, but 
not limited to, religious or political causes is strictly prohibited.  Employees are prohibited from 
displaying or transmitting sexually explicit images and messages, ethnic slurs, racial epithets or 
anything which could be construed as harassment or disparaging of others.  Employees are 
prohibited from initiating or forwarding any communication which may bring disapproval or 
disrespect to the Library. 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
Revised 9/8/11 
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                                          Cranbury Public Library 
                                Personnel Policies: Library Equipment and Materials 
 
 
 
Library Communication and Computer equipment, continued 
 
Upon termination of an employee’s employment, or sooner if requested by the Library, 
employees must immediately return to the Library all Library-owned property and equipment.  
This includes all computer hardware and software, and all Library-owned computer files.  Unless 
prior permission is given by the Director or Systems Adminstrator, employees may not make or 
retain copies of any Library-owned documents or computer software or computer files, either in 
computer readable or printed form. 
 
Approval from the Systems Administrator must be granted prior to downloading or installing 
software or data files.  Whenever personal or business registration is required, software 
downloads must be registered to the Library.  
 
Copyrighted materials and licensed materials may be accessed and used only in a manner 
consistent with the owner's policy and only for an employee’s individual use in research.  No 
copyrighted or licensed material may be transmitted via email or the Internet or through any 
other means without the consent of the owner.  Employees are not permitted to copy, transfer, 
rename or delete information or programs created or maintained by other employees unless given 
express permission by the Director or Systems Administrator.  Failure to observe these 
requirements may result in disciplinary action and could result in legal action by the copyright or 
license owner. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
Revised 9/8/11 
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Cranbury Public Library 
                                   Personnel Policies: Library and Personnel Records 
 
 
Non-Disclosure Statement 
 
Protection of confidential business information is vital to the interests and success of the Library. 
Employees who improperly use or disclose confidential business information will be subject to 
disciplinary action, up to and including termination of employment, and possible legal action, even 
if they do not actually benefit from the disclosure of the information. 
 
Such information includes, but is not limited to: information about the termination of a staff 
member, patron information including borrowing records, names, addresses, telephone numbers 
or other information about patrons, except under specific court order. 
 
The Library adheres to all federal, state and local laws regarding personnel records including but 
not limited to the requirements and guidelines of the Health Insurance Portability and 
Accountability Act of 1996 (HIPAA).    Personnel records are maintained on each employee 
consisting of job application, resume, letters confirming employment, letters relating to work 
performance, job evaluations, attendance and salary records and other related material. These 
records are of a confidential nature and are available only to employees or to supervising 
personnel on a need-to-know basis.  Medical records will be kept in secured files separate from 
regular personnel files. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 



21 

Cranbury Public Library 
                          Personnel Policies: Library Documents and Personnel Records  
 
 
Internet Use, E-mail, Voice-mail, and Workplace Documents 
 
The Library reserves the right to monitor all telephone and computer usage, including all voice 
mail messages, email messages, computer files, and internet usage at any time without prior 
warning or notice.  There is no right of privacy associated with any of the above activities or 
communications. Therefore, employees should refrain from storing any data or transmitting any 
messages or accessing any Internet sites that they would not want to be viewed or accessed by 
the Library or which violate this policy. 
 
E-mail, voicemail, and print information (including but not limited to memoranda and 
correspondence) produced on Library property are considered to be the property of the Library, 
no matter what the original intent of the information.  Personal messages, and notes, or similar 
information are not to be stored on Library computers, in employee desks, or in voicemail.  
 
Copies of certain communications may be given to all employees, such as public 
announcements, and this Manual, as well as communications to individual employees such as 
copies of their own performance evaluations and timesheets.   
 
All other communications and documents are the property of the Library, and may not be copied 
or removed from the building.  If an employee believes a copy of a Library document is needed, 
the employee should seek specific approval of the Director, who will in all cases consider all 
appropriate privacy issues. 
 
Employees should be aware that desks and other personal spaces provided by the Library are still 
Library property, and are subject to search if necessary. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
 Revised 9/09/04 
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Cranbury Public Library 
                                     Personnel Policies: Library and Personnel Records  
 
Personnel Information Accuracy 
 
It is the responsibility of each employee to notify the Director in writing of any change in vital 
information that affect the employees tax status and benefits.  These may include: 
Name 
Address 
Telephone Number 
Marital Status 
Dependent Children 
Deductions to be included on W-4 Form 
Change in status for health care programs 
Change of beneficiary on pension or life insurance policies 
 
Individual personnel information to be released externally must be requested by that employee of 
the Director in writing.  The Director may acknowledge dates of employment, position, and salary 
and wage information regarding employees for the purposes of other employment, credit checks, 
etc.   However, the Library will not provide employment recommendations or references. 
 
Employees wishing to see their personnel files must speak to the Director for an appointment in 
advance and must review the file in the presence of the Director. Employees may not remove files 
from the office or remove documents from the file but can receive copies of documents in their 
files. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 
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 Cranbury Public Library 
Personnel Policies: Library and Personnel Records 

 

 

Performance Evaluation Procedure 

 All employees have a right to know how well their supervisors evaluate their job performance. 
Periodic evaluation gives them the formal opportunity to ask questions about their job description 
and their job assignments, and to improve themselves and their job performance. Evaluations are 
normally performed at the end of each probationary period, and thereafter, annually. However, a 
supervisor may elect to evaluate any staff member at any time it is deemed necessary or useful. 
The Board of Trustees will annually evaluate the performance of the Director of the Library. 
Originals of annual performance evaluation will be kept in each employees personnel file but each 
employee will be given a copy of the final evaluation signed by the supervisor and/or Director and 
the employee.  Employees will be given the opportunity to provide his/her comments to the 
evaluation in writing.  Such comments will be attached to the signed evaluation and maintained in 
the Library’s Personnel records. The Director shall establish an evaluation procedure approved by 
the Personnel Committee of the Board of Trustees.  Employees may request a copy of this written 
procedure. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 
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Cranbury Public Library 
                                          Personnel Policies: Compliances 
 
Compliance with Employment Laws, Regulations and Rulings 
 
The Cranbury Public Library adheres to all federal, state and local employment laws and 
regulations and judicial rulings. Information concerning these requirements is found on the Library 
employee bulletin boards. 
 
Drug and Alcohol Policy 
 
The Library recognizes that the use of unlawful drugs and the abuse of alcohol pose a threat to the 
health and safety of all employees.  Any employee who is intoxicated or under the influence of 
alcohol or illegal drugs during working hours shall be immediately suspended and subject to 
termination.  Employees desiring confidential assistance with illegal drug or alcohol related 
problems may contact the Director who will provide resources and/or referrals, as appropriate.  All 
such consultations shall be kept strictly confidential.  Employees using prescription drugs that may 
affect job performance or safety must notify the Director, who is required to maintain the 
confidentiality of any information regarding an employee’s medical condition.  
  
Reporting of Dishonest Practices 
 
The New Jersey Conscientious Employee Protection Act, NJSA 34:19-1 et. seq., is designed to 
protect employee “whistleblowers” by making it illegal for employers to take retaliatory action 
against an employee who discloses or threatens to disclose, or refuses to participate in, or objects 
to, an activity that the employee reasonably believes is illegal, criminal, fraudulent, or contrary to 
the public health, safety or welfare or the protection of the environment.  Employees who are 
aware of such activities should bring that information to the attention of proper Library officials.  
The employee may report to any official whom the employee feels can be trusted to act properly 
with the information. The employee should provide factual information about the allegations. 
 
There will be no retaliation against an employee who makes such a report in good faith. If the 
accusing employee intentionally makes false accusations or makes accusations without a 
reasonable factual basis, then the employee will be subject to disciplinary action.  However, neither 
the employee against whom the accusation was made, nor any other employee, may take any action 
against the accusing employee outside of the disciplinary process. 
 
 
 
 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
Revised 11/15/04
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                                                             Cranbury Public Library 

                                          Personnel Policies: Compliances 
 
 
 
 
Report of Injury 
 
All accidents, whether of a major or minor nature, must be reported immediately to the Director.  
Any hazard or condition which might jeopardize the health and safety of the public or employees 
must also be reported upon discovery. 
An employee who is injured in the performance of his/her duties shall immediately report the 
accident to his/her department head and shall complete the First Report of Injury form provided 
for such reports and available through the Director, unless such injury incapacitates the employee. 
If so, the Director or designee shall assist the employee.  The Director shall submit the completed 
accident report form to the Administrator of the Library insurance plans within twenty-four (24) 
hours or by the next business day.  Employee’s absence due to on the job injury may be eligible 
for coverage under the Workers Compensation policy. Any hazard or condition which might 
jeopardize the health and safety of the public or employees must also be reported upon discovery. 
 
The Library reserves the right to require a medical examination by a licensed physician designated 
by the Library at any time during the employee’s absence and may require a certificate of fitness 
to work, prior to allowing the employee to return to work. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
 Revised 9/09/04 
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Cranbury Public Library 
                                           Personnel Policies: Compliances 
 
Harassment and Discrimination  
 
All Library employees have the right to work in an environment free from harassment and 
discrimination. It is the law and therefore the policy of the Cranbury Public Library that harassment 
and discrimination are unacceptable conduct in the workplace and will not be tolerated.  The intent 
of this policy is to create an environment and climate within the workplace that fosters responsible 
behavior, respect for all individuals, and an environment, which is free from harassment and 
discrimination. 
 
It is the Library’s policy to prohibit harassment and discrimination of any employee by another 
employee, management representative, business invitee, or member of the public. Harassment and 
discrimination are violations of State and Federal Law. The intent of a person conducting such 
behavior is irrelevant. 
 
Employee Violation of Harassment and Discrimination  
 
It is the policy of the Library that every complaint will be investigated promptly and thoroughly. 
Confidentiality will be maintained to the fullest extent possible, but confidentiality of the 
investigation cannot be guaranteed because investigations are fully discoverable in any litigation 
that might ensue. 
 
Any employee who violates this harassment and discrimination policy will be subject to 
appropriate discipline, depending upon the circumstances as well as the frequency and severity of 
the activity, consistent with Library disciplinary policies up to and including termination.  All 
employees should be aware that no retaliation whatsoever would be permitted against one who 
complains of any incident of harassment and discrimination, or who assists in the investigation 
thereof.   
 
Any employee who is found to have committed a retaliatory act against an employee who has 
complained of harassment and discrimination or participated in an investigation of harassment and 
discrimination shall be subject to appropriate discipline. 
 
The procedure described herein should likewise be followed if a non-employee of the Library 
harasses a Library employee. The policies and procedures apply to other forms of harassment and 
discrimination including; but not limited to, harassment and discrimination on the basis of age, 
race, color, gender, disability, national origin or ancestry, religion, affectional or sexual 
orientation, marital status, atypical hereditary cellular or blood trait, genetic information or liability 
for service in the Armed Forces. 
 
 
 
 Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 
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Cranbury Public Library 
                                      Personnel Policies: Compliances 
 
Procedure for Employees to Follow Regarding Harassment and Discrimination: 
 
Employees who believe they are being harassed or discriminated against should: 
 
 Respond to the problem without escalating the problem. Employees should make their 

feelings absolutely clear. Sometimes people do not realize that they are being offensive. 
 
 Report the incident to the Director or when appropriate (incident involves the Director) to 

the President of the Board of Trustee.  In case of harassment or discrimination, it is not a 
requirement that the report be put in writing.  However, the report should include times, 
places, and specifics of each incident, including witnesses who might have observed the 
incident or employee's reaction and report harassment and discrimination as soon as 
possible to the Director. 

 
 If the Director does not satisfactorily address the complaint or if the complaint is about the 

Director, it should be made to the President of Cranbury Public Library Board of Trustees. 
 
 The President will first consult with the Library’s Personnel Committee who may at their 

discretion then consult with Counsel and interview all involved parties.  The Personnel 
Committee will notify the employee who made the complaint, the alleged harasser/ 
discriminator, and other necessary personnel about the outcome of the investigation and 
resulting actions of the investigation. 

 
 If the employee is not satisfied with the decision of the Personnel Committee, he/she can 

have the issue addressed by the full Cranbury Public Library Board of Trustees. 
 
Complete and current information on New Jersey State Policy Prohibiting Discrimination, 
Harassment or Hostile Environments in the Workplace can be found by contacting the New Jersey 
Department of Personnel or visiting its website. 
 
Grievances 
Should an employee have a personnel grievance, he/ she should report it in writing to the Director 
or when appropriate (when the grievance is attributed to the Director), to the President of the Board 
of Trustees who will convene a meeting of the Personnel Committee and interview all parties 
involved.  The Personnel Committee will notify the employee who made the complaint, and other 
necessary personnel about the outcome of the investigation and resulting actions of the 
investigation.  If the employee is not satisfied with the decision of the Personnel Committee, he/she 
can have the issue addressed by the full Cranbury Public Library Board of Trustees through the 
Appeal Process. 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees. 
 Revised 9/09/04 
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Cranbury Public Library 
Personnel Policies: Compliance 

 
Disciplinary Action 
 
Discipline may be imposed upon an employee only for sufficient cause.  Such causes may include 
but are not limited to the following: 
 

 Conviction of a crime 
 Inability to perform job requirements by reason of court-mandated or other judicially-

imposed restrictions not related to illness or disability 
 Conduct unbecoming an employee of the Library 
 Theft or inappropriate removal or possession of Library property 
 Falsification of timekeeping records  
 Working under the influence of illegal drugs or alcohol  
 Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, 

while on duty, or while operating Library owned vehicles or equipment  
 Disruptive activity, fighting, or threatening violence in the workplace  
 Negligence or improper conduct leading to damage of the Library or patron owned property  
 Insubordination or other disrespectful conduct  
 Violation of safety or health rules  
 Smoking in Library buildings  
 Sexual or other unlawful or unwelcome harassment  
 Possession of dangerous or unauthorized materials, such as firearms, in the workplace  
 Excessive absenteeism or absence without notice  
 Unauthorized use of telephones, mail system, or other Library owned equipment  
 Unauthorized disclosure of business or confidential information  
 Violation of personnel policies 
 Unsatisfactory performance or conduct 

The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 
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Cranbury Public Library 
Personnel Policies: Compliance 

 
 
 
 
Disciplinary Action, cont’d 
 
The following disciplinary policy does not imply that an employee is entitled in every case to 
progressive discipline or warnings or hearings prior to disciplinary actions, including 
termination.  Although the Library may follow such procedures, it has no obligations to do so in 
any individual case. 
 
 
Forms of discipline action are as follows in order of severity: 
 
 Formal interview or special performance evaluation: 

 
Conducted by the employee’s supervisor to discuss the problem and remedial action with the 
employee, concluding with a written report from the supervisor to be filed in the employee’s 
personnel file.  The employee may submit a rebuttal to be filed in her/his personnel file. 

 
 Suspension: 

 
With Board approval, the Director may suspend an employee for sufficient cause and 
depending on the reason for suspension whether the employee will be suspended with or 
without pay.  The reasons for suspension shall be stated in writing.   Suspension may be up to 
five (5) days at one time and as much as three (3) times in any one 12-month period. 

 
 Demotion or Dismissal: 

 
A decision to demote or dismiss an employee is made by the Board of Trustees on the 
recommendation of the Director.  The Director may, upon the recommendation of the 
employee’s supervisor and a review of the employee’s personnel record and charges against 
her/him, recommend to the Board of Trustees demotion or dismissal. 

 
The employee, upon her/his request, will be granted an appeal process described herein.  
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 
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Personnel Policies: Compliance 

 
 
Appeal Process 
 
It is the aim of the Board and the Director of the Cranbury Public Library to provide the best 
possible work environment for the employees of the Cranbury Public Library. Employees who 
experience any problems are welcome to discuss their concerns with the Library Director, the 
Cranbury Public Library Board of Trustees Personnel Committee, and the full Cranbury Public 
Library Board of Trustees. 
 
The appeals process will proceed in the following manner: 
 
 Employees should appeal in writing to the Director or when appropriate (incident or 

grievance involves the Director) directly to the Cranbury Public Library Board of Trustees 
Personnel Committee. 

 The format of the written appeal is included hereafter in this manual. 
 The appellant can expect to receive an appointment for a discussion or a written response 

from the Director within two business weeks. If a meeting or a written response is not 
provided by the Director within that time the employee may appeal directly to the Cranbury 
Public Library Board of Trustees Personnel Committee. 

 Also if the appellant is dissatisfied with the Director's response, he/she may then appeal to 
the Cranbury Public Library Board of Trustees Personnel Committee for consideration. 
The original appeal form, the Director's response and a written request for Committee 
intervention must be submitted within 14 days of the original decision or 28 days of the 
submittal of the original Appeal. 

 In such event, the Personnel Committee of the Library Board of Trustees will meet to 
consider the request. The appellant may attend this Personnel Committee meeting and 
make a statement, not to exceed 10 minutes. The Committee will render a written decision 
within 14 days of the appeal meeting. 

 If the problem still has not been resolved to the appellant's satisfaction, he/ she may then 
ask that the full Board of Trustees take up the matter. The appellant may ask to have the 
matter reviewed at the next regularly scheduled meeting of the full Board of Trustees and 
appear before the Board and make a statement not to exceed 10 minutes. Following 
deliberation but no later than 5 days thereafter, the Board will issue a final decision. 

 
 
 
 
 
 
 
 
The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 
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Cranbury Public Library 
 

EMPLOYEE FORMAL APPEAL 
 
 
To Be Completed by Appellant Employee: 
 

1. Name/ Address. 
 
 

2. Telephone Number. 
 

3.   Complaint (Attach additional sheets if necessary): pages of attachments _____ 
 
            _______________________________________________________________ 
 
 _______________________________________________________________ 
 
            _______________________________________________________________ 
            
            _______________________________________________________________ 
 
 
Signature: ______________________________                     Date: ____________ 
 
To Be Completed by Director/ Copy to appellant. 
 

1. Date Received: ______  ____________ 
2. Acknowledged by:   ____________   
3.   Referred to Personnel Committee, yes/ no; if yes-Date: __________ 

  
      4.  Director’s Response Attached, Date: ________ 
 
 
If you wish to appeal this response, please explain  

(Attach additional sheets if necessary) - pages of attachments _____ 
 
 _____________________________________________________________ 
 
 _____________________________________________________________ 
 
      1. Referred to Personnel Committee, Date: __________ 

2. Referred to Full Board, Date: __________________ 
 

The Cranbury Public Library Board of Trustees will periodically review and update this policy. 
Policy approved by the Cranbury Public Library Board of Trustees.  
Revised 9/09/04 


