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M nutes Mead Public Library Human Resources Committee Septenber 3, 2015

A neeting of the Mead Public Library (MPL) Human Resources Conmittee (HR) was
hel d on Thursday, Septenber 3 in the Board Room Menbers present were: Henry
Nel son, presiding; Kathie Norman, and Maeve Qui nn.

Unabl e:  Nancy Mannchen. Al so present: Dol cye Johnson. Present staff nenbers:
Garrett Erickson, Debbie DeAm co, and Pat Muieller.

Openi ng of Meeti ng Call to Order and Determ nati on of Quorum
Nel son called the neeting to order at 9: 09 a.m; he determned there was a
qguor um present.

Approval of M nutes Quinn noved; Norman seconded to approve the m nutes of
May 14, 2015. The notion passed.

Items for Discussion and Possible Action Updat e Conpensati on

Entrance Pay Rates policy Eri ckson recommended the specific wording of a
possi bl e five percent increase during the hiring process being elimnated. The
policy maintains the director s discretion to set a new enpl oyee s rate of pay,
provided that any pay raise fits within the board approved personnel budget.

Qui nn noved to recomend to the Board of Trustees that the changes be accepted
as presented. Norman seconded the notion. The notion passed.

Updat e Conpensati on Merit Increase Plan policy Nunmber V. Erickson
recommended del eting reference to anniversary dates for possible nerit increases

I n pay.

Board of Trustees previously voted to acconplish all staff evaluations at the
begi nni ng of the year.

Eri ckson was tasked with clarifying in the policy that pay increases are given
after all staff evaluations are turned into the Human Resources Departnent at
Cty Hall.

The policy update should al so include that any pay raises are retroactive with
back pay to January
1.

Nor man noved, with the inpending additions to present at the Septenber Board



nmeeting, to accept the draft policy; Quinn seconded the notion. The notion
passed. Updat e Progressive Enpl oyee Discipline, D scharge and Gievance
Process policy Erickson noted two m nor changes to the policy

1. c¢c. Change five-day unpaid to sinply unpaid suspension. Three a. delete title
deputy director substituting Adm nistration.

Qui nn noved and Norman seconded a notion to recormmend to the Board of Trustees
that this policy update be approved.

The notion carri ed.

Updat e Speci al Conpensation Provisions policy Erickson recommended in

2. Deleting occupying classified positions because that term nology no | onger
applies at MPL.

3. As it relates to mleage reinbursenent to staff delete the word current and
adding: The rates shall be updated on the first working day of each year.

Move staff Expense Rei mbursenent from MPL Enpl oyee Handbook to MPL Policy

St at ements manual Norman noved to recommend to the Board of Trustees to renove
this policy fromthe Enpl oyee Handbook, and switch it to MPL s Policy
Statenments. Quinn seconded the notion. The notion passed.

Update on 2016 City health care plan Erickson reviewed correspondence from
Sandy Rohrick, Gty Human Resources director regarding the City health care
i nsurance.

He noted that the biggest change is only the H gh Deductible Health Plan wl|

be avail abl e during 2016. The sane as during 2015 funding of $750 for single and
$1,500 for famly plan will be deposited into enployees health savings
accounts.

Updat e Paid Vacation policy HR Conmttee nenbers reviewed the City s Paid

Time Of (PTO policy, the current MPL Paid Vacation policy, and the draft of
recommended changes to MPL s Vacation policy. Erickson gave an overview.
Vacation nust be used in either 4 or 8 hour increnents. Vacation i s earned
during 2015 for use during 2016 ; policy needs clarification for new enpl oyees
I ncluding prorated table of hours earned. MPL enpl oyees, with supervisor and
director s approval, would be allowed to carry over a nmaxi num of 40 hours to
the follow ng year. For new hires the director is allowed to nmake speci al

al l ownances to grant additional vacation. Vacation policy needs addition of a
new enpl oyee forfeits vacation payout if quits before the end of the year.
Recommend to the Board of Trustees that earned vacation benefit should be paid
out when an enployee quits or retires.

Draft Vacation Policy for Board of Trustees consideration: Recomend changi ng
the title of this policy fromPaid Vacation to Vacati on.



Clarify how many hours a new enpl oyee accrues for vacation for the next year
based on prorating by hire date.

Qui nn noved to recomend to the Board of Trustees approval. Norman seconded
the notion. The notion passed.

Add the following to the Vacation policy: 1In the rare chance an enpl oyee is

not able to use all of his/her vacation, the enployee s supervisor nmay request a
carryover of a maxi mumof forty (40) hours. The library director nust approve
the carryover hours no |later than Decenber 15 th. Paynment in |lieu of vacation

I's not perm ssible.

Nor man noved to reconmend to the Board approval. Norman seconded the notion.
The notion passed.



Add to policy to mirror Gty policy: Vacation nust be used in half or ful

day increments i.e. 4 or 8 hour blocks for a full-tinme enployee. In the event

t he vacation balance is |less than 4 hours, the remaining anmount shoul d be taken
in one lunp sumto deplete the account bal ance to zero hours.

Nor man noved to recommend to the Board approval. Quinn seconded the notion.
The notion passed.

Add to Vacation policy:

Vacati on payout upon separation of enploynent:



Vol untary Separation, Retirenent or Layoff An enpl oyee who | eaves enpl oynent
in good faith (provides proper notice) shall receive paynent for all unused,
accrued vacati on.

Term nation for Cause Enpl oyees who are term nated for cause are not
entitled to paynent of their unused accrued vacati on.

Deat h In the event of death of a current enployee, survivors shall receive
paynment of all unused, accrued vacation.

Enpl oyee s Wth Less Than One year If a new enpl oyee was offered vacation
upon hire rather than earning vacation by working, and that enpl oyee ceases to
be enpl oyed (for any reason other than death) for greater than one year, any
unused or unapproved vacation will not be paid out upon enploynent term nation.



Qui nn noved to recomend to the Board of Trustees approval of this addition to
t he Vacation policy. Norman seconded. The notion passed. Update I nformation
Technol ogy (I T) Specialist job description The current |IT job description and
proposed | ob description dated August 2015 were revi ewed.

Eri ckson explained the main difference is the added responsibility to devel op
and enhance internet presence including website and social nedia.

Nor man noved to reconmmend to the Board the updated | T Specialist job
description as presented.

Qui nn seconded the notion. Mtion passed.

After discussing Quinn recormmended changi ng under Know edge and Abilities the
second to |l ast point fromvarious software packages to various technol ogies.

Nor man noved to accept the amended I T Specialist job description. Quinn
seconded the notion. The notion passed.

Upcom ng Meeti ngs Future HR Commttee agenda itemw || include
changes to the Staff Handbook. The next HR Committee neeting wll be
schedul ed as needed.

Adj ourn Qui nn noved; Nel son seconded to adjourn the neeting. The notion
passed. Nel son concluded the neeting at 10: 47 a.m



