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HUMAN RESOURCES MANUAL – EMPLOYEES 
 

This manual is for employees of Salt Spring Island Public Library (Library).  Topics include terms and 

conditions of employment; sick, vacation and holiday pay; benefits plan; safety, and respectful workplace, 

and conflict resolution. The Library meets or exceeds the minimum requirements of the B.C. Employment 

Standards Act.  

This document, along with your employment contract, should be thoroughly reviewed and kept as a 

reference.  It is to be returned when employment with the Library ceases. 
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RESPONSIBILITY 

 

The Library Director is responsible for all staff.  The Salt Spring Island Public Library Association Board 

of Trustees (Library board) is responsible for the Library Director. 

 

TERMS OF AGREEMENT 

 

HOURS OF WORK  

 

The total time worked by permanent staff varies by position and is agreed upon at the time contracts are 

signed.  The Library’s hours of operation are set by the Library Director and Library staff members’ hours 

of work are scheduled to support the delivery of Library services to the public.  Generally, full-time staff 

work five full days/week from 9:00 AM to 5:00 PM with an unpaid ½ hour for lunch.  The total paid 

hours a day is 7.5 hours unless otherwise specified.  In the case of special events or building alarms, staff 

may be required to work outside regular Library hours.  The Library adheres to the British Columbia 

Employment Standards Act in regard to minimum hours worked in a day. 

 

As much as reasonably possible, the Library Director, Librarian, or designate will be present at all times 

the Library is open to the public. A minimum of two paid staff are to be in the building while the Library 

is open to the public. 

 

OVERTIME  
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Managerial staff on salary must be compensated for work done.  Arrangements to take time off in lieu of 

hours already worked should be made with the Library Director and should be completed, if possible, 

within the same pay period.   

 

An employee’s contract may include an averaging agreement which defines when overtime is paid.  An 

average of work hours is scheduled over two weeks. Employees can agree to work up to 12 hours in a 

day, averaging no more than 40 hours per week over two weeks, without being paid overtime.  Under an 

averaging agreement, the employee must have 32 consecutive hours free from work during the averaging 

period. 

 

An averaging agreement must be signed by the employer and employee before the start date. It must also 

include: 

• A start and end date 

• The number of weeks (one to four) over which hours will be averaged 

• The work schedule for each day covered by the agreement 

• The number of times the agreement may be repeated 

The employee must receive a copy before the agreement takes effect.  

 

Other staff must get pre-approval from the Library Director for paid overtime.  If approved, overtime is  

paid according to the BC Employment Standards Act. 

 

 

ATTENDANCE  

 

Employees are responsible for informing the Library Director, or the Librarian in the Library Director’s 

absence, of any anticipated absence before the start of their shift.  

Repeated attendance problems may be cause for formal discipline. 

 

PROFESSIONAL DEVELOPMENT AND RELATED TRAVEL EXPENSES  

 

Staff is encouraged to participate in training sessions related to their areas of expertise as funds and time 

permit. The opportunity is submitted to the Library Director for approval before the training commences.  

Staff who travel or attend approved meetings, conferences or workshops on Library business may be 

reimbursed upon submission of an approved claims form and receipts. as follows: 

• All staff travel expenditures must be pre-approved by the Library Director.  

• Registration for conferences or workshops up to full amount. All conference and registration fees 

charged while on Library business will be reimbursed at cost. These are normally paid by the 

Library in advance, but if not, employees will be reimbursed at cost upon submission of an 

approved claims form and receipts.  

• Air transportation – Economy return fare or equivalent. Persons travelling are to make all 

reasonable efforts to secure discounted rates where practical.  

• Return mileage can be claimed when using personal vehicle based on the IslandLink Library 

Federation rate 

• Carpooling when feasible is encouraged. 

• Rental car will only be used where: a) it is more economic than other methods of travel; b) it is 

the only practical way to reach a destination. Car rental size will be dependent upon the number 

of people using the vehicle, but normally an economy class vehicle will be rented when available.  

• Airport transfer, taxi fares and parking costs where required.  
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• Allowance for meals and incidentals, not including alcohol, at maximum daily rates is based on 

the IslandLink Library Federation rates.  

• Accommodation – single room rate.  

• Billeting with family and friends is encouraged and will be based on the IslandLink Library 

Federation rate. 

• Business entertainment is not normally covered by the Library. Exceptions must be approved by 

the Library Director or the Chair of the Library Board in advance whenever possible.  

 

CODE OF CONDUCT 

 

Employees and volunteers are responsible for conducting themselves in accordance with the terms of this 

code while carrying out their duties and responsibilities and interacting with other staff and members of 

the public. They are expected to: 

A. Ensure that they behave with respect, dignity, fairness and honesty; 

B. Treat all visitors, patrons, and library personnel equally and in a professional manner, regardless 

of gender, culture, age, or any other classification proscribed under local, provincial, or federal 

law; 

C. Give all visitors and patrons competent, prompt and courteous attention; 

D. Model appropriate respectful conduct; 

E. Be familiar with and conduct themselves in accordance with the Library’s policies, procedures 

and guidelines; 

F. Conduct Library business in a professional, honest and appropriate manner in compliance with 

applicable legislation and regulation 

G. Act with reasonable care, integrity and diligence in the performance of their duties and 

responsibilities to provide courteous, competent and responsive service to Library users; 

H. Be aware they represent the Library while carrying out their job duties and responsibilities, 

whether they are in the Library or at a work-related event; 

I. Seek and achieve a team approach with other employees in an environment of mutual respect, 

trust and acceptance of each person’s roles and responsibilities, work areas and property; 

J. Communicate in a civil and respectful manner using socially acceptable standards of language; 

K. Take personal responsibility to constructively resolve conflicts; 

L. Seek out support and assistance if required to effectively resolve workplace conflicts when they 

arise; 

M. Report concern about disrespectful behaviour in a timely and respectful manner; 

N. Cooperate with, and participate in, any related investigation process as required; 

O. Refrain from gossip and maintain confidentiality in relation to complaints and investigations to 

the greatest extent possible. 

 

All staff and volunteers agree to: 

P. dress in a clean, presentable and appropriate fashion during business hours to present a positive 

image to the Library’s patrons and visitors; 

Q. recognize that the Library is a scent-free work place. 

 

CONFLICT OF INTEREST  

 

Any possible conflict of interest on the part of any staff member should be disclosed to the Library 

Director or if necessary to the Library Board and made a matter of record, either when the duality or 

conflict is known or when the interest becomes a matter of action, whichever first occurs. 
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CONFIDENTIALITY  

 

As part of their role in the organization, staff may acquire confidential information about the Library, its 

patrons, and/or its employees. Staff are expected to take all reasonable measures to safeguard any 

confidential Library information or confidential information about Library patrons, staff, and volunteers 

they may obtain in the course of their normal job duties or otherwise. Confidential information must be 

securely destroyed when it is no longer needed. 

 

Staff are expected to protect each library patron’s right to privacy and confidentiality with respect to 

personal and/or financial details about the library patron, information sought or received, and materials 

consulted, borrowed, acquired, or transmitted. 

 

Staff may only access and/or alter confidential information as required for them to carry out their normal 

job duties. This includes, but is not limited to, patron records and employee personnel files. 

 

Staff who receive confidential information through their employment or other association with the 

Library must disclose, release, or transmit such information only to those persons who are authorized to 

receive it. 

 

Staff are expected to exercise caution and discretion in handling confidential information, including 

taking care not to discuss such information in social or public situations. The proper handling, protection, 

and disposal of confidential information applies both within and outside the Library and continues to 

apply after the employment or other relationship ends.  

 

All staff must sign a confidentiality agreement, whether on the volunteer management system or a paper 

copy which will be included in the employee’s personnel file.  A copy of the agreement is an appendix to 

this document. 

 

PUBLIC STATEMENTS/OFFICIAL SPOKESPERSONS 

 

Employees and volunteers will not speak on behalf of the Library and/or the Board about Library matters 

unless they have been asked to do so by the Library Director.  

Employees and volunteers will inform the Library Director if they are asked by the media for information 

about Library matters or to comment on Library matters.  

 

Employees will communicate openly and on a regular basis with members of the public about policies, 

programs, services and initiatives with which they are familiar and for which they have responsibility.  

 

CRIMINAL RECORD CHECK 

 

All staff and volunteers over the age of 18 working directly with children or at-risk patrons must undergo 

a Criminal Record Check. The Library shall determine the relevancy of a confirmed criminal record and 

reserve the right to subsequently deny the applicant the employment or volunteer opportunity.  Applicants 

are responsible for any costs incurred in obtaining a criminal record check 

 

WORKING REMOTELY 
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Salt Spring Island Public Library values our employees and their hard work, collaboration and teamwork.  

Sometimes it may become necessary for staff to work remotely for the betterment or protection of 

themselves or the Library itself.  

 

Remote work is a voluntary or required work alternative that is appropriate for some employees and some 

jobs but not for all employees or all positions. The nature of the employee position will dictate the 

availability of remote work.  

 

Remote work is an intermediate or temporary arrangement between employees and the Library Director.   

 

The Library may use these types of remote work: 

A. When determined by BC Health Authority regulations to be reasonable   

B. During a system, building, environmental or health emergency  

a. Remote work during an emergency is a temporary way to continue essential library 

operations and sustain service.  

b. The Library may require employees to work remotely during an emergency.  

c. To the greatest extent possible during an emergency, the library will arrange remote work 

accommodations for employees including equipment like laptops, headsets, cameras, and 

software for remote work.  

d. Employees are expected to immediately report technical issues and concerns that may 

prohibit remote work during an emergency to the Library Director.  

e. For the purposes of this policy, an “emergency” is determined by the Library Director.  

C. As part of a routine remote work agreement  

a. All routine remote work schedules and hours must be pre-approved by the Library 

Director.  

b. The library reserves the right to amend, terminate, or suspend any and all of the 

provisions of the remote work agreement at any time.  

D. Upon request of an employee due to an emergency situation.  

a. An employee may contact the Library Director to request remote work in the event of 

temporary circumstances that prevent the employee from being physically in the building.  

 

To ensure that employee performance does not suffer in remote work arrangements, the library advises 

remote employees to  

A. Choose a quiet and distraction-free work space.  

B. Dedicate their full attention to their job duties during working hours.  

C. Adhere to break and attendance schedules.  

D. Maintain a professional work environment.  

 

Remote employees must follow library service and personnel policies including attendance, library 

privacy, data protection, code of conduct, and other applicable staff policies when representing the library 

at meetings that are virtual or otherwise.  

 

The library will compensate employees for remote work at the employee’s normal rate of pay. 

 

 

RESIGNATION 
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The Library requires any staff member who wishes to resign to give written notice of one month.  The 

Library expects a staff member who is leaving to cooperate in a smooth transfer of responsibilities.  A 

Record of Employment will be issued electronically within five calendar days of the end of the last pay 

period. 

 

TERMINATION  

 

The Library values a secure employment relationship with its staff; however, in circumstances where this 

relationship must be terminated, the Library does so in accordance with the British Columbia 

Employment Standards Act.  Terminations will be treated in a confidential, professional manner by all 

concerned.  Prompt notification to the staff and the appropriate employees regarding immediate dismissal 

of a Library employee will be the responsibility of the Library Director.  A Record of Employment will 

be issued electronically within five calendar days of the termination. 
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COMPENSATION AND BENEFITS 

 

COMPENSATION 

 

The Library provides competitive compensation to its staff and submits all contributions it is legally 

obliged to make.  Salaries and hourly wages will be paid every two weeks. 

 

HEALTH BENEFITS  

 

The Library provides a benefits package for permanent, full-time Library employees, which may include 

spouses and dependents. An employee must work at least 25 hours/week to qualify as full-time.  For new 

eligible employees, benefits take effect upon successful completion of the 3-month probationary period 

The Library pays for 65% of the costs, and the employee contributes the remaining 35% which is prorated 

over 26 pay periods and deducted off each pay-cheque.  Participation for eligible employees is 

mandatory. 

 

Benefits include: 

A. Life Insurance 

B. Accidental Death and Dismemberment 

C. Extended Health 

D. Dental 

 

LONG-TERM SAVINGS PLAN 

 

The Library provides permanent, full-time Library employees with an annual contribution to a long-term 

savings plan. An employee must work at least 25 hours/week to qualify as full-time.  The payment is 

made monthly based on 3.5% of the beginning or previous year’s salary. It takes effect upon successful 

completion of the 3-month probationary period.  Details will be provided for eligible employees. 

 

PERFORMANCE REVIEWS 

 

Performance reviews of paid staff will be conducted by the Library Director.  New staff members will be 

given a performance review after the initial 3-month probationary period.  After a successful probationary 

review, performance reviews will be conducted annually, and discussed with the staff member and added 

to the employee’s file. 
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HOLIDAYS, VACATION, LEAVE AND CLOSURES 

 

Public holiday, vacation, and leave policies apply to the following:   

• Full-time permanent employees 

• Part-time permanent employees 

• Full-time temporary employees 

 

STATUTORY HOLIDAYS 

 

The Library observes all statutory holidays declared as such by the government of British Columbia or 

Canada:  

New Year’s Day, Family Day, Good Friday, Victoria Day, Canada Day, BC Day, Labour Day, 

Reconciliation Day, Thanksgiving Day, Remembrance Day, and Christmas Day 

 

Eligibility to receive pay during statutory holidays is determined by the British Columbia Employment 

Standards Act and is summarized as follows: 

• Have been employed for 30 calendar days and 

• Have worked or earned wages (regular, paid vacation days or another statutory holiday) on 15 of 

the 30 days before a statutory holiday 

 

If a statutory holiday falls on Sunday or on a day that the employee does not normally work, the eligible 

employee may take a different day off with pay. 

 

If an employee does not qualify for statutory holiday pay and have arranged to work, they are paid regular 

pay for working on a statutory holiday. 

 

OTHER HOLIDAYS 

 

The following holidays are also observed: 

Easter Monday, Christmas Eve, Boxing Day, New Year's Eve.   

 

If an employee usually works on day that the other holiday falls, then the employee gets the day off with 

pay.  If the employee does NOT usually work on the day that the holiday falls, the employee does not 

qualify to get paid for the day. 

 

For all holidays, eligible part-time permanent employees will be paid on a pro-rated basis, calculated on 

the average number of full days of work per week worked over the previous two-month period. 

 

ANNUAL VACATION LEAVE  

 

All permanent full-time and part-time employees are entitled to annual vacation time with pay. 

Paid vacation leave meets or exceeds the minimum requirements of the British Columbia Employment 

Standards Act and is described in the contract negotiated at the time of hiring. 

• .Permanent employees are expected to take their vacation within the year it is earned to enjoy 

the necessary rest and revitalization, including the calendar year that employment 

commences.  Upon approval, the employee may take vacation after the 3-month probationary 

period.   
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• Permanent employees must submit a vacation request in writing to the Library Director. Requests 

are approved at the discretion of the Library Director and not confirmed until authorization has 

been received from the Library Director.   

• Vacation to which a permanent employee is entitled may be taken in one unbroken period or 

several periods; however, the Library Director has the right to schedule vacations in accordance 

with operational needs. 

• Vacation pay is paid during regular scheduled paydays. 

• If a public holiday falls during an employee’s vacation period, the employee is entitled to another 

day off. 

• Should an employee fall ill immediately prior to or during his or her vacation, sick leave may be 

substituted for vacation. 

• If an employee has taken more vacation than they have actually earned and terminates 

employment, payment to cover the unearned vacation will be deducted from his or her final pay. 

•  Employees may bank/carry over up to 5 earned vacation days into the next calendar year. The 5 

banked days may only be used in the calendar year. 

• Vacation leave cannot be used for sick time. 

• If more vacation leave than allowed is taken in a year then it is considered to be vacation days 

taken in advance and the time will be deducted from the following year’s allotted vacation time. 

• The vacation leave schedule for permanent employees is below, or by approval from the Library 

Director: 

 

Years worked Vacation Time in Weeks 

0- 2 year 2 weeks 

2 but less than 5 years 3 weeks 

5 but less than 10 years 4 weeks 

10 years plus Add 1 day for each year to a maximum of six 

weeks 

 

 

Temporary Employees and student employees are paid out 4% vacation pay on each pay-cheque. 

 

For employees leaving employment, they may take their remaining paid vacation time prior to leaving, or 

their remaining vacation time may get paid out on the last paycheque. 

 

SICK LEAVE AND PREVENTIVE MEDICINE  

 

GENERAL 

 

Paid sick leave entitlement applies to all employees covered by the BC Employment Standards Act, 

including part-time, temporary or casual employees.  An employee must be employed for 90 days before 

the entitlement takes effect. 

• Employees meeting the criteria above are entitled to provincially mandated 5 days paid sick leave 

based on the average amount of hours worked per day in the last month.  Provincially mandated 

sick leave does not carry over, but is reinstated at the beginning of each year as long as the 

employee has been employed for more than 90 days. 

• After the provincially mandated 5 days sick leave is used up, permanent staff can accrue an 

additional 7 days sick time, one day per month, for a maximum of 7 additional days per year, 

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_96113_01?bcgovtm=11242021_GCPE_VIZ_PSL__LEARN_ADW_BCGOV_EN_BC__TEXT
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prorated according to the average hours worked per week.  The unused portion of these 7 days 

can be carried over to following years.  

• Vacation leave cannot be used for sick time.   Contract staff or new employees on probation who 

have worked less than 90 days do not receive paid sick leave.  

• If the account is overdrawn at year-end then an adjusting deduction is made from the employee’s 

paycheque. 

• Cases of extended absence will be dealt with individually by the Library Director in consultation 

with the Board’s Executive Committee. 

• Staff is to advise the Library Director of their intention/need to take a sick day. 

• Sick leave may not be used for daycare. 

• The Library Director reserves the right to require satisfactory proof of illness before any sick 

leave is granted.  

• Staff may use their sick leave credits for preventive or non-emergency medical appointments but 

must make arrangements with the Library Director one week in advance of taking time off.  

• Accumulated sick leave has no cash value on termination of employment. 

BEREAVEMENT LEAVE  

The Library wishes to assist bereaved staff with paid leave of absence.  Time from one to five days may 

be granted with pay based on the deceased’s relationship to the staff member, using this schedule.   

 

Bereavement 

Days Off 

Relationship 

5 Immediate family – spouse, partner, child, parent, sister, brother 

3 In-laws, grandparents, grandchild  

 

LEAVE WITHOUT PAY 

According to the BC Employment Standard’s Act, all employees qualify for 3 days of unpaid leave once 

they have been employed for 90 days.  This resets at the beginning of each calendar year.  The request for 

this leave is made to the Library Director. Staff may request additional or extended leave without pay 

which must be first approved by the Library Director and then ratified by the Executive Committee. 

 

JURY OR WITNESS DUTY  

Staff members subpoenaed for jury duty or as court witnesses will be given leave and receive their regular 

pay and benefits. 

 

TIME OFF WORK FOR VOTING 

Provincial Election 

Employees eligible to vote are entitled to four consecutive hours free from work to vote during advance 

voting or on General Voting Day. Voting hours during advance voting and General Voting Day are 8 a.m. 

to 8 p.m.  This does not necessarily mean four hours off work. It means that there must be a four-hour 

period free from work during voting hours. Time off may be at the beginning or end of an employee’s 

shift, or unnecessary if normal working hours already provide enough time free from work to vote. For 

example, if a shift ends at 4 p.m., or does not begin until noon, the employee is not entitled to any time off 

for voting purposes. 

Federal Election 

All employees who are eligible to vote must have sufficient time off on election day so they have three 

consecutive hours to cast their vote. 

 

INCLEMENT WEATHER AND UNSCHEDULED CLOSING  
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Occasionally the Library will be closed due to inclement weather or maintenance issues.  If the Library 

Director decides to close the Library, staff scheduled to work that shift will be paid.  

 

When weather deteriorates, if the temperature in the Library reaches 30 degrees Celsius, or a maintenance 

issue occurs during the workday that requires the Library to close, staff sent home will be paid for the 

remainder of their shift. 
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WORKPLACE SAFETY 

 

OCCUPATIONAL HEALTH AND SAFETY (OHS)  

The Library recognizes the need for “health and safety” regarding our employees, volunteers and patrons 

to be important, and recognizes WorkSafe BC and its regulations and information.   In order to ensure 

maximum enjoyment for all those using library resources the Library has developed an Occupational 

Health and Safety (OHS) policy and procedure to complement existing statutory requirements. This will 

be made available to all employees and will be on-hand at the library premises in a Operational Health 

and Safety binder.  All employees are expected to comply with these policies and procedures. 

 

Changes to OHS policies, procedures, and forms will be sent to all staff via an all staff announcement or 

staff communication so that everyone is made aware of the changes. The Operational Health and Safety 

binder, stored in the Administrator’s office, will be updated to reflect any changes made.  

 

See OHS Policy and Procedures 
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RESPECTFUL WORKPLACE  

 

For full details see OHS Policies and Procedures 

The Library is committed to providing all employees with a respectful work environment, free from 

discrimination, bullying and harassment. All employees and volunteers should be aware of their rights 

and obligations regarding appropriate workplace conduct.  

 

COMPLAINT AND CONFLICT RESOLUTION  

 

Every employee and volunteer shall have the opportunity to express concerns relating to the physical 

surroundings in which the employee and volunteer work, procedures and conditions of the specific 

position, relationships with fellow workers and volunteers, and library rules as they apply to employees 

and volunteers.  

 

Dissatisfaction with alleged discrimination, unfair treatment, work schedules and assignments, library 

policies and procedures, or working conditions should be brought to the attention of the Library 

Director. The Library Board of Trustees encourages informal resolution of disputes. 

 

All parties are bound by confidentiality and will not share information about concerns/conflicts. All 

documents, communications, and records dealing with the processing of a concern/conflict shall be filed 

in a separate conflict resolution file and shall not be kept in the personnel file of any of the participants. 

 

PROCEDURES 

 

If an employee or volunteer has a concern or conflict requiring resolution, they should follow the 

procedure below so that the resolution may proceed in a respectful and confidential manner. Failure to 

follow the process may result in disciplinary action. 

 

STEP 1:  

Before initiating a conflict resolution process, an employee should seek resolution of disputes through 

informal but direct communication with the individual(s) involved or with the Library Director.  If the 

issue involves the Library Director, the employee should first discuss the issue directly with the Library 

Director. The people involved in the dispute will agree upon a plan to resolve the problem. If the person 

isn’t comfortable with talking directly to the Library Director about a concern/conflict with the Library 

Director, they should speak to the Library Association’s Board of Trustees Chair. . The dispute should 

remain confidential and not be shared with other persons in or outside the Library, subject to the 

Confidentiality Agreement. 

 

STEP 2:  

If an attempt at informal resolution is not successful, a written statement summarizing the dispute, 

including a copy of a completed Conflict Resolution Form, shall be submitted to the Library Director. 

The Library Director will meet with the employee or volunteer involved in the dispute and agree upon a 

plan to resolve it. This step should be initiated no more than two weeks after the occurrence of the event. 

 

STEP 3:  

If the employee is still not satisfied, the employee may appeal the decision in writing to the Library board 

for consideration at their next regularly scheduled meeting. The written request must be submitted via the 
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Library Director addressed “personal and confidential,” and must be received at least one week prior to 

the upcoming board meeting. The written request must include copies of written communication from 

Step 2. The Library board will schedule a hearing with the concerned parties. Within two weeks of 

the hearing, the Library board shall communicate its decision in writing to the employee or volunteer 

involved, and the Library Director. 

 


