Personnel Policies

1. Who is the authority that sanctions personnel policies for your library?
· Commission

· Mayor/Council

· Freeholders

2. What is a Personnel Policy?
A personnel policy is made up of two parts – policy and procedure.  A policy statement of the organization’s position.  The procedure is the method by which a policy is implemented – the “how to”.  A policy is not a contract.
Never write a policy in reaction to an incident with one employee – I’ve done it, it never turns out well.

3. Disclaimer
The first page of every policy manual and handbook should be a disclaimer.  It should be the only thing on the page – make sure it stand out.  You can use a different font, bold print, different color page.  

4. Purpose of the Personnel Manual
The purpose of a personnel manual is to provide staff, supervisors and union officials a systematic and consistent approach to administering personnel policies and practices.

5. Questions to answer when creating or reviewing a personnel manual.
A. Can you understand the policy?

B. Is it effective? When an issue arises that the policy addresses, does the policy assist in resolving the problem 90%+ of the time?

C. Is there a reason to have the policy? (policies don’t copy contract language that already exist)

D. How does the policy compare with current practice?  Do the procedures listed in the policy reflect what we actually do?  If not, what do we actually do and do we recommend the current practice become policy?

E. Is the policy in compliance with both State and Federal laws?  Does the policy comport with current collective bargaining agreements?

F. Does the policy meet the current needs of the agency in all locations and departments?

G. Does the average employee easily understand the policy?

H. Is there a need for the policy?  (For example, if the policy replicates contract language, administrative code or law and makes no further distinction – what is the purpose of the policy?)

I. Who does the policy cover? If your vacation policy says, “employees are given 20 vacation days a year”, that means everyone from Student Assistant to Library Director.  

J. What questions do you have about the topic and does the policy provide the answers to those questions?

6. Review of Personnel Policies
All personnel policies should be reviewed at least once every two years.  Once a year is the best.

7. Union Shop
All new or changes to personnel policies must be given to all collective bargaining units for review and comment (usually 30 days) before the new policy or change is made.  You don’t have to implement the comments or recommendations but you have to provide the opportunity for them to comment.

Example of disclaimer.

The (name of organization) policy and procedure manual is NOT a contract and does not replace or supersede any Union contract.

Procedures outlined in this document reflect policies in effect at the time of printing.  These policies are subject to change.  In case of conflict, the Union contract takes precedence over the information contained in this document.

