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I TRy lerary whlch
- epared by a subcommlttee of the A.L.A.. Board on Salarles..a~
+Y.and” Tenure .and - publlshed in- August 1940. ‘The original -
littee was. composed of Marie .C. Corrigan, Catharine = .
Carl ‘Melinat, ‘Pauline Reich, Elizabeth Rlchards, and Amy,
.~Cha1rman-—— all Arom the Cleveland area..x L -

I

_ The 1940 publlcatlon had been set up as omne statement and ,
- footnotes were used to indicate differences in procedure for a
‘particular type of 11brary It had been planned originally to
-set up the present revision in similar manner. Therefore, a - -
_fsubcommlttee was appointed in the Middle Atlantic area, with its .

- membershirp ¢ lected ‘to represent various sizes and bypes of 11— j
brarles.-“** . o 3 g S, N

"\

_ After the subcommlttee had been at work on the pro;ect for
. -some time, it came to the conclusion that one statement with

footnotes. to show deviations was both cumbersome and confu51ng,pu-v

-~ as too many variations existed, Forms of organlzatlon,-cllen—
. tele, - termlnology, ‘methods of support and control vary greatly
- from.one ‘kind- of library to another. S The. subcommittee, therefore, -
- recommended. to the Board on Personné¢lvAdministration that sepa-
rate statements be issued for . the Jvarious types of 11brar1es.'_-~-:
The - board approved the Tevised plan..5' _ ol

- Selected groups “from the subcommlttee, therefore,.representm.
;Llng specific types of libraries formulated drafts for their par-
. ticular type-of library. \F&ve librarians assumed primary re-

- sponsibility for drafting ‘the statement for: college and univer-"
. sity libraries., They. were Howard Rovelstad, University of Maryu.
. land Libraries, College: Park; Mrs. Ellzabeth Miller Shaw, . =
“Goucher College lerﬁry, Baltlmore, Md.; Blanche Prlchard McCrum,
.Library of Congreis, formerly in college library work, ~and. two _
members of the Johns ‘Hopkins University Library staff —— Martha -
;pJ Hubbard and EM11y Carollne Schllpp : :

" The entlre subcommlttee later studled all drafts not only
rfor content and prlnclples stated but also to bring the state—

‘ments for the various types of libraries into conformity wherev- =

--er p0551b1e. Further revisions were made.  Meetings of the. sub—-
- committee and the Board on Personnel Administration were held to
discuss the revised: drafts.; After the statement had gone

- through several revisions by such procésses, it was sent. to the -

- Board of Directors of the Association of College and Reference

Libraries, to the members of its Publications Committee, and to - : -

- a selected group of librarians for. comment. SOme changes_were C
_;made as the result of their. suggestlons."' o S

At the meetlng of the subcommlttee and thg board in January S

iii



iv
1962, the Board on - Personnel Administration accepted the college
and unlver51ty llbrarles statément for pnbllcatlon.:

The subcommlttee is grateful 10 the University of 1111n01s -
lerary ‘and the University of North Carolina lerary for permis—
51on to reproduce the personnel forms appearing in Appendlx I

'Amy Wlnslow,
" Subcommittee

Chalrman
on Personnel

Organization and Procedure
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INTRODUCTION

The personnel p011c1es suggested here have been wrltten as -

“ﬁ_if for a real situation, but are intended to serve only as a .
" 'guide in library personnel procedures which, it is hoped, will

~ be.acceptable to boards of trustees, administrators,_and staff

“ni'members allke

: "IN NO. CASE IS IT EXPECTED THAT THE MANU@L CAN BE ADOPTED i
'WITHOUT SOME MODIFICATION TO FIT LOCAL CONDITIONS ‘AND REGULA-

- TIONS. It is hoped that each library will draw up. its own manu—

al of Personnel Organization and Procedure, incorporating such:
differences as local policies and regulatlons necessitate, but
accepting the falr pr1nc1p1es of personnel admlnlst(atlon here
presented S

Probably no group of 11brar1es or 11brar1ans varies as: much
among themselves in pollcles and needs as those for whom this
handbook is intended. It has obviously been impossible to draw =
up a statement which will be applicable tonall local situations’
as they are found in college and univergity libraries, but an ..

'_attempt has been made to set down those principles of . personnel

- management which should be clearly srﬂted by the governing au-

thority and the administration of any library organization, and
_clearly understood by, and in the \hands of, every member of the
-staff, This manual will also prove useful to prospective em-
. ployees, who should know under what personnel regulatlons they
lwould be employed Y e : Co
e : _
: ‘These prov151ons ar intended as a gulde for the chlef li- .
'_brarlan in formulating g\personnel manual for his library. Some
provisions may seem to, ‘be beyond possibility of acceptance in. a

. particular 11brary,\?ut no practice has been recommended which

'is not already in ieperation in one or more libraries which have'___
-set up good persennel procedures. The recognition of these pro-

‘visions as the_s accepted practice of other libraries may aid ' the

“_chlef 11braclan in establlshlng such pOllCleS in. hls own llbrary.

. Regardless of the size of the staff it is of inestimable
_ilmportance to the morale of its individual members and to the
" maintenance of good relations between staff members and the'ad-

© . ministration, and among staff members themselves, that decisions
be made on the various aspects of personnel policy dealt with in .

. the following pages, and that the established policies be readi— .
ly available to each member of the library staff. Tn using this

. manual ‘as a guide, college and umiversity librarians must bear o
- in . mind the desirability of a flexible type of organization, but
it is hoped that they will be able to use its. suggestions, a-=. .

- dapting them to policies in keeplng with the. 51ze, fuuctlons,-_*“
o and objectlves of the institution. : . -

In ‘an 1ncrea51ng number of college and unlver51ty llbrarles,

1...




2 .

those members of the staff who hold professional positions are
given faculty status and rank, This status carries with it such
academic privileges as sabbatical leave and participation in
~faculty retirement plans, No longer is actual classroom teach-
ing or a research assignment considered as a prerequisite for
- . faculty status. Catalog and order librarians, as well as refer-
ence and circulation librarians, are considered as important to
a successful teaching program as are the faculty members of the
various academiec depactments. Chief librarians who are adminis-
tering professional staffs which have faculty status and rank
should incorporate the pertinent faculty policies into the vari-
ous sections of the manual for their own libraries.

The manual is in accord with the Code of Ethics for Librar-
ians but will be found to overlap with the code ondy slightly,
Many detailed regulations which libraries will find necessary
‘for staff direction have been omitted, The adfifnistrator will
not, therefore, expect to find here particulars in regard to
time sheets, tardiness, borrowing and parking ‘privileges, and
similar matters, : L o) '

- In Appendix Y will be found & numbé¥ of personnel forms
‘which are in use in various librarie$,” A great many forms sub-
- mitted by libraries of different si2és and types have been exam-

"ined, Perhaps none of these selected are perfect for other li-

braries, but they are included &5 good, suggestive examples,
- Attention is also called to the Handbook of Personnel Forms and
. Records, by Eileen Ahern, -a-publication of the American Manage-
- 'ment_Association;'Which'Will be helpful. _ '

A</




f L.

I OB.TECTIVES

_ v The ob]ectlves of the ff,_-.f= . llbrary are based on the'
obJectlves of the: college 1tse1f These llhrary obJectlves are:

T . 51 " To assist in carrylng out the 1nstruct10nal program of L
_the c011ege.;ag=4s,_ T _ - J_'_ Ch e

_ -;2.‘ To secure, organlze, and ‘service books, periodicalé.ﬁ’_“ _
~documents, films, phonegraph. records,-and_other_library material
~used 1n the 1nstruct10nal program. : L ST

3, To prov1de the phy51ca1 fac111t1es and equ1pment that
: w111 a351st in the u51ng of llbrary resources. S

, . N :
. 1'4. To 1nstruct students in. the effectlve and eff1c1ent use «jf
‘of the. 11brary and of llbrary materlal _.-_ R\ R o

';5.- To encourage students to develop ‘the. hablt of selfmj

. education in order that books and libraries may contrlbute to.
thelr 1ntellectua1 development in future years.

"'6;_ To encourage extracurrlcular uae of llbrary matenlal

-7;- To a551st andlcOOperate W1tn faculty memuers 1n thelr
1nstruct10nal programs.r_.:gag- o L L S .

8 To fulflll . as completely as- practlcable,;the 11brary _
requ1rements of graduate students and faculty members engaged 1n: -
'-research o O\ : S L e L

R . P _ A% _ _ S o
9, To c00perate w1th other llbrarles in the communlty,_re—}m
gion; and elsewhere.;f}- . o _ s

N S T T
: ‘The 11brary 1s\pr1mar11y a teachlng 1nstrument The profes—.u
- 510nal Iibrary statf, administrative organization, and bu1ld1ng :

- are so planned\as to implement teachlng, learnlng, .and research T

by the use of\all library material.  The staff is composed,. o
therefore, ol educators who teach, not in the classroom, but by s
- mobilizing the resources- of the. 11brary accordlng to. a well— L
-deflned program._' S : . : SRR
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II. ORGANIZATION AND ADMINISTRATION
A, Government - | ' '

The chief administrative officer of _ college
is the president, who is directly responsible to the board of
trustees, the policy—forming body of the institution. DBecause
the library is a major unit of the college and serves all de-

partments, the chief librarian, as chief administrnyive officer
of the library, is directly responsible to the president.

B, Support

~ The library is allocated annually a proportion of the educa-
tional budget of the institution, exclusive of capital outlay
and auxiliary expenses. In addition to this amount)" the library
receives income from endowment and gift funds, as'well as from

library fines collected. The principal funds ate listed below,
with purposes as specified by the donors. N

Principal Endowment Fiiids

2>

S

S 3

C. Administrative Organizationl®

_ The chief librarian is the administrative officer of the 1li-
brary. He acts in the adyisory capacity of a professional ex-—
pert to. the president of*phe imnstitution and has theauthority
of an administrative department head. He formulates and admin-
isters policies, rulesy and regulations for the purpose of se-
- curing the fullest wse of the library by students and faculty.
He'isVresponsibla<fﬁr the preparation of the annual request for
funds, which is based on estimates submitted by library depart-
- ment heads, apdi*for the expenditure of funds granted, He has
- full responsibllity'for;determining:internal policies and proce-
dures; for se€lection of books and other materials: and for the

-complete discharge of all duties delegated to him by the insti-
-tution.,;_ S . : . :

The chief librarian is im charge of personnel and is respon-
- 'sible for-assignment of duties, staff morale, service standards,
-and -staff development. He recommends to the president of the
college the appointment of members of the staff, promotionms and
transfers, and salaries in conformity with the classification
and pay- plan, He likewise recommends dismissals of staff mem- -
bers, subject to procedures established for dismissal. = (See XX,
:C, Dismissal.) . - : ' S

_He is the representative and spokesman of the staff to the

4



_Hpre51dent He welcomes communlcatlons from 1nd1v1dual staff
members, elther directly or through the established line of re-—

" sponsibility, and from the staff organization which may lead to

. improvement of library serv1ce or- of personnel relatlonshlps and
'employment condltlons. :

The 11brary staff member in charge of personnel occuples a -
lisison position in the library. He seeks to interpret person—
nel pOllCleS and to ‘ad just personnel problems throughout the 11—
brary. He is responsible for recruitment; preliminary: selection
of candidates; development, administration, and periodic audits
of the classification and pay plan; development and administra=
tion of the rating system;. ‘orientation and in-service training
programs; 1nterpretatlon of personnel regulations; employee.

.- counseling; investigation and ad justment of complaihts, working.

conditions and staff welfare; and maintenance of ,pérsonnel rec—
ords, 1nc1ud1ng the employment record of each staff member,

The pre51dent of the college app01nts thé 11brary commlttee,-
which is composed of members of ‘the faculty,/ to assist the chief

‘librarian in establishing broad,.general policy and in the allo-

cating 6f book funds. The members are .appointed :upon recommen-—
‘dation of the chief librarian, - This group functiomns in an advi-
sory capacity without administratiwvé gutles or powers and also
"scts as a liaison between .the llbrary and other faculty members.
- The chief librarian is an ex—offlclo member of the committee and
serves ‘as its secretary. He isithe representatlve and spokesman
'of the staff to. the commlttee.,

L The head of each department of the college app01nts a 11“
'_brary representative, whose duty is to encourage faculty members:
‘of his department to récommend material to be purchased by the
library, and who act®ds a clearing house for these recommenda- -
tions and. for other'ilbrary matters concernlng his depertment '

. The student.llbrary commlttee is app01nted by the" student _
" government assoclatlon in consultation with the chief librarian.

- The purpose{of” the committee is to act as a liaison between the.
_llbrary and the student body.

A list of the llbrary staff 1ibrary ComMitteB,7library'rep%_
resentatlves, and student lleﬂPY‘committee-is revised annually

IThese personnel functlons should be handled by some one 1n~”“
~dividual in every library. With a staff of more than 25, the
chief librarian may wish to delegate the duties to the a551stantg-
. chief librarian. The Board on Personnel Administration recom-
~ mends a full-time personnel. offlcer for a 11brary w1th a staff
. of more than 75 members. - :
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_ .
and made avamlable to all concerned

In order to facllltate the functlonlng of the library, it is
- organized into. departments, each of which is responsible for a
‘major type of operation or service. Responsibility reqardlng
the work of each department rests with the head of the unlt, and

“he, in turn, delegates responsibilities and duties to assistants,
making clear the correct 11ne of superv151on.

FOllOWlng is a llst of the departments of the library with
thelr subordlnate d1v1510ns _

Q"

'Thé.llbfary“hds established departmental 115Y3r1es to pro-
-vide: special collections readily available to, students and fac-
ulty doing work in particular subject fieldg,> Following is a

list of the departmental llbrarles with thgir respectlve loca-
,tlons on the campus : :

N
7\
6
K . x‘
N\

" 3

An organlzatlon chart of the llbrary, shGW1ng lines of ad-
: mlnlstratlve respon51b111ty, is avallable in each department.

N Organlzatlon charts are not 1nc1uded in this manual.

: Exam—_~
-.ples may be found in’ G B. Lyle, Administration of the College
Library (2¢ ed.; N.Y. Wilson, 1949), p.70-75;

and L. R, Wilson
and M. ‘F, Tauber, The Unlver51ty lerary (Chlcago Uan ~of Chi-
(1946, p.109-24, T e




'III.' | RELATIONSHIP -w'ITH ---'r[—ﬂé:" COLLEGE-"COFH*—HTUNITY o

_ lerary service is. rendered 1mpartlally to students and nem-
_bers of the faculty. ~All persons.in any. way connected with the
‘institution are. granted library privileges. - Projects. and new .

" enterprises of the faculty, when they 1nv01ve the 11brary, are-
‘welcomed and worked out cooperatlvely whenever possible, Conﬁf -
troversial problems are referred to the head of the_llhraryjdertq
partment 1nvolved and when dlfflcult of so;utlon, to the chief
11brarlan - _ . S : o .

To promote better relat1onsh1ps w1th the college, members of
‘the library staff are encouraged to. participate in campus activ=>.
~ities and committee work. Publicity and relationship with stum
- dent publications are carefully planned, Public erigticism of = -
- the library and of educational and. admlnlstratlve p011c1es of
1 the college is. av01ded by memhers of the staff - \\ :
. -_.'\ : .
lerary service is avallable to re51dents of the communlty
‘when such service will not interfere with requlrements of stu— -
~dents and faculty and will not dupllcate the\serv1ces prov1ded Lo
by other llbrarles : . N . o
L Qf'
_ Careful plannlng w1th other llbrarlﬁs and 1nst1tut10ns in
© the community avoids needless duplicabion of service and ‘insures
‘cooperation and mutual understanding.” Interllhrary loar rela—
~ tionships are maintaired with other llbrarles 1n accordance w1th
the Intequlbrary Loan Code \\ S : : :

N I"Rev1sed Code," L1brary Journal LXV (October 11940}!:1
802~03 L o o | e :.;e_;j_ﬂ_



IV. CLASSIFICATION OF POSITIONS

All positions in the library are classified, the various po-
sitions being grouped in classes which are similar in the fol-
lowing respects: kind, complexity, and difficulty of dutl?s;
responsibility involved; and the qualificatioms required, in-

cluding education, technical training, experience, basic traits,
and abilities.l . o

Professional positions require for their adequate perform-
ance: (1) an understanding of library objectives, functions,
procedures, and techniques; (2) a familiarity with principles of
library organization and administration (including the interre-
lation of library departments); (3) acquaintance with the con-
tents and use of basic reference tools: and (4) am upderstanding
of books and readers, and the means by which they are brought
"into effective relationship. In general, these pgsitions re-
quire persons who have a knowledge of library wark “as taught in
an accredited ‘library schoel. In a few exceptional positions,
unusual subject, language, or bibliographicady,'specialization,
combined with appropriate library experienge, may be more essen-
tial thanm library school education. O
_ _ AN

Nonprofessional positions are simildr to those in other de-
partments of the college, No professional library training is
necessary in order to qualify for ithese positions. Student as-—
sistants are included in the nonprofessional grades.

_ The classification plan reflects existing conditions in the
- library. Therefore, as neq“positions are created and others are
changed in responsibilityq\’they are reviewed and reclassified.
Provision also exists for review of any position classification
upon request. In addition, a periodic audit of the entire plan

is made every three, fo five years in order to maintain a just
evaluation of all\gvsitions and responsibilities,

L _ N ' -

A copy of'Ehe'complete classification plan

\ ™

is available in

S Ifo?'lipraries'not'now.having a classificatioﬁ plén, the
C}a551f1cat10g and Pay Plans for Libraries in Institutions of
Hligher Education, 2d ed., prepared by the A.L.A. Board on Per—

sonnel Administration, Subcommittee on Budgets, Compensation -and
Schemes of Service for Libraries Connected with Universities,

. Colleges and Teacher Training Institutions, is suggested as a -
guide. Position Classification and Salary Administration in Li-
- ‘braries, prepared by the A,L.A. Board on Personnel Administra—

tion, Subcommittee on Job Analysis Manual and Classificati
- Pay Plan Manual, will be f y n assification and

o ound invaluable.  (See also.
 LIT OF REFERENGES) . o orveluable.  (Sce also A SELECTED

8
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- each department. A general statement of duties, examples of
'typlcal tasks, & statement of the qualifications requu‘ed and
“an indication .of the- possible lines of promotion are given for
" each class of position, Staff members. are encouraged to become
.famlllar w1t.h thls cla551f1cat1on plan. ' o L
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V. SALARY SCHEDULES

The pay plan of the library consists of a salary schedule
for each. class of position with the rates of pay so aQJgsPed
that they reflect the level of difficulty and resp9n51?111ty of
each class of position. The salary schedules are in line with
those most recently adopted as standard by the Council of the o
American Library Association, Maintenance of these schedules is
necessarily contingent upon income and existing regulations re-
garding salaries in comparable grades of service in the college,

A copy of the current pay plan is made available to each member
of the staff, o :

"The salary schedule for each class of position insures pay
comparable with that received by persons doing comparable work
either in the library or elsewhere in the collegeand community,
Each schedule is made up of several steps and gives the minimum
or starting rate, intermediate rates or incremeénts, and the max-
* imum rate. The various steps indicate the progressive increase

'in value of the employee as he attains proficiency in his posi-
tion, FEarned increments due on " are granted annually,
~except in case of great financial exigency. They are at no time

automatic but are dependent on efficiency, development, and at-
- titudes as revealed by service ratings.

.”Periodically the ehtire'payﬁbian is reviewed in the light of
~current library salary standards, cost of living, and pay for
- ‘comparable work in the college. This study may result in a com—

plete revision of the basit salary plan or in adjustments of

' certain schedules which 4re out of line.

- A promotion to a pesition in a higher class is accompanied
by an increase to the minimum salary provided for that class of
~position or to théynext higher step above the present salary,
whichever is;gpgater.f A transfer from one position to another
in the same cl@ss of position or another class of position of

- the same leyel' of difficulty and responsibility is not accompa—
nied by am“increase in salary. . : _ :

I3

_ Stgdent_gssisﬁgnys'are paid a Salafy on an hourly basis. ,
. There is a fixed minimum rate in line with the college rates for
student assistants performing comparable work in other depart-

_.meqts of the institution. The wage rate schedule is based on
the responsibilities of the work performed, and increases are
‘based on length of service. ' -
”f.]Tc@pgrary:emp}dyees_are compensated at the rate of the class
. of position to which appointed. - - = |

SAL




WI.. APPOINTMENTS © ' . -

5@;” Becru1tment

In general the 11brary recrults only for the entrance classes
of the service. - This is . in:line with its pOllcy of filling va—
. cancies in.-the- hlgher grades by promotion,. -(See X, A, Promo— .- .
~tions.,) If a position - .calls -for ‘specialized. knowledge ‘or ab1114
ty, recruits are. sought from outside the library when no one . . -
“w1th the necessary qual1f1cat10ns 1s ava1lab1e on the staff

The usual channels\of recru1tment are followed for all p051—
tions: . correspondence with library 'scheols; advertising in pro-
fessional journals and the local press, and contact with employ-
ment agencies and business schools. -In such transactions de—
- scription of the job, qualifications’ requlred and salary ‘sched—
‘ule for the position in question are given, - 'Loc¢al residents are.
considered solely on the basis of their quallflcatlons and are .
shown preference only when credentlals warrant :

In recru1t1ng for new. prof6351ona1 staff members,:an effort
is made 'to secure graduates from variops accredited library -
schools; in order. 1o achleve balance and varied p01nts of v1ew
on t,he st,aff L : . - . \ . . SN .

' Student aSSlstants are recrulted and selected by ‘the 11brary _
staff member in- charge of ‘persdéanel.’ The student employment of- -
- fice, advertising in the studgnt paper, ~and 'library staff con-. = -

_ tacts w1th students ald 1n\secur1ng e11g1h1e student ass1stants. -

, The 11brary carrles\pu an- actlve recrultlng program in the :
college directed at endisting the interest of. particularly prom—'j
ising college studepds and student assistants in library work as -
~ a career. 1t alsonseéeks to encourage and develop other promis— =
~ing nonprofessional assistants and to.direct them toward a pro— ..
fessional careefy -Assistance and encouragement are ‘given in the:y

"..securlng of scholarshlps and f1nanc1al a1d to such students

-‘4..
\ -

:B._ Selectlon S __;j{¢§=5-

Selectlon of staff members is based solely upon merlt w1th
due attention to educational and technical quallflcat1ons, -
. well as personallty,.natlve endowment, temperament, SUltahlllty,?j

and- aptitude for the p051t10n 1nvolved Purely personal consid- -
erations do not enter into the selectlon of staff members, :nor-

. 'ig there disc¢riminatiom or favoritism because of race, creed, =
d'_sex, marital status, opinions, beliefs, or political” allgnment.,_l
" 'Appointment of members ‘of the 1mmed1ate families of the:board of:-

- -trustees, admlnlstratlve offlcers of the- college or.faculpy_ls_ :
*,ﬂStrlctly av01ded : T T TR L N R U "i" AR

All candldates must pass an: exammnatlon by a phys1c1an
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acceptable to the college before permanent appointment. Physi--

cally handicapped persons are eligible for appointment to posi-
tions they are able to fill satisfactorily.

»

All applicants are expected to supply the information re-
quested on the application form and to submit names of refer-
ences who are familiar with their character and abilities,
These records are carefully investigated by the staff member in
charge of personnel to insure that the candidate is qualified
for the job. Personal interviews at a convenient place are ar-—
ranged when possible, When a candidate is asked to come from &

distance for an. interview, a minimum of half of the traveling
expenses is paid by the library.

Final negotiations concerning appointments arexaccompanieq
by a copy of this manual., If the appointee comes from some dis-
- tance, approximate figures comcerning cost of living are fur-
‘nished. " - - O
C. Placement S | 0

o
QS
s\

- Appointments are made by the president of the college on the
recommendation of the chief librariany Notice of appeintment is
made in writing and states definit€ly the position or class of

~position to which the person is appointed, including the c¢lassi-
fication grade, terms of salary)‘probation, and tenure, hours of
service, sick leave, vacation.@llowance, and provision for other
leaves and retirement, Acceptance of appointment dis made in
writing and addressed to* the official from whom the notice of
appointment was received.\" Such acceptance on the part of the
enployee is in the nature of a contract and carries with it a

~moral obligation to gbide by the terms specified in the letter.
- . . ) AS . - . !

D. Temporary Appointments

- For teémporary appointments {(i.e., for six months or less),
preference isigiven to those with qualifications which would en-
title them™to consideration for permament positions. When posi-~
‘tions are ‘temporary, this is clearly stated at the time of ap-

pointment, - _— o

”Ailfétudent a§sistant appointmenté are temporary and are
-held.only.by_those;who are actually attending the college.

E{f-PfobatibﬁaEytPébiddf

. The -first-year of. service counstitutes a probationary period,
during which the individual is.trained. for effective performance
on the job. ' Throughout this period, and at least every three
~months, the supervisor discusses with the probationer his :
strengths and weaknesses and makes recommendations for further

© improvement. - These discussions may well take place at the time

-
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. of the quarterly service rating reports.. (See IX,’ SERVICE RAT-
TINGS.) ~ In case a new employee fails to give satisfactory serv- -
"jee in his first assignment, opportunity is offered him, whenev—
er possible, to prove his abilities in another positien and - un—
~der‘a different supervisor. - R o el

" If a probationer is.to be allowed to complete his full pro--
bationary period but is not to be continued in service after the .
expiration of the probationary period, he 1is given at least .
three months® notice prior to the expiration of his-probationary.

- period if holding a professional positionl and at least one -
month's motice if holding & nonprofessional position. The li—

~brary is not obligated te retain a probationer. throughout: his: . -
probationary period if his performance is below par and there is

‘little'evidence-that-furthen.trﬂining~Wouldrrectifylxhe.situaé.-”'
tion.  In such instances, a professional employee réceives one. .*
‘month's notice and a nonprofessional two weeks' npotice. In no

- ¢ase is notice given without previous and repeated warning. .

: At the time when permanent appointments are made, the quali- .
ty of work and personal characteristics of{a new appointee are
considered with great care.  In case of doubt, the appointee is
"given clearly to understand in writing<fﬁat*the second year's -
appointment is alse probationary. O . - _ e
_ The decision to: appoint permanently rests with the presi- -

" dent, but is based upon the recommendation of the chief librar—
ian, who considers the record of service as reported by those
who have had opportunity to kecome familiar with the work and -
personal qualifications. of the member comcerned. - - =~ .= .-

: oG EE S _

A staff member who’ resigns in good standing is eligible for

reappointment at a(Puture time and may be considered when an o—

pening is available, providing his qualifications are satisfac—

tory. o a8t L R e

F. Reappointmeht -

Q)
\, s

-

- dcertain academic institutions may have adopted the - " -

- A.,A.U.P.'s Principles of Tenure for -their professional library - -
‘staffs and have set the probatienary period at seven years after
a series of term appointments, Notice should be given at least - _

~a_year prior to the expiration of the. seven—year probsationary " .-
period, S B T



. . The A.A.U.P.%s Princi

VII. TENURE -

Appointment to a position in this library carries with it a
quarantee of the principles of tenure and intellectual freedom,

as defined by the American Library Association in its state-—
ments: Tenure in Librariesl

(see Appendix II) and Resolution on
Loyalty Programs (see Appendix III). : .

Following the satisfactory completion of the probationary
period, a staff member, unless appointed on a temporary basis,
is assured of continuous and permanent tenure as long as he per—
forms his duties competently and in. accordance with the general
policy outlined by the governing body. If necessity for dis-

“missal arises, the employee shall be given the option of a hear-
ing of which he has beéen given due and a

mple notice( (See XI,
SEPARATION FHOM SERVICE.) - : ' T AN
B ?.: . n _“.§v"¥
'51? T{ : %ébT 
N

o - "Tenure in-Libraries is two statements: " the first for 1li-
o brarianSﬁandlthe;second-fqrinonprofeSSional'library'employees.”
: \ ples of :Tenure should be referred to by.
. 'those academic institutions which have adopted the A.A.U.P.'s
~principles for their professional library staffs in place of the
. first of the A.L.A., tenure statements. - L '

14




. VIII. DEVELOPMENT OF THE STAFF

" A. ~In—service Training ..~ .-
T e, e o S T
" Ip-service training is an integral part of the library's.
.- program and consists of orientation or induction training of new
" personnel, training to increase efficiency, training for promo-
~ tiomn, and training for supervision, "It is one of the most im-
- portant. functions of a supervisor. ' . T

 Staff members are given a few days of induction training at ...
the beginning of the period of employment. A tour of the build-
ing and the campus, - the provision_ofzhandhookstfor new employ—-. .~
ees, talks on the objectives'and3historymof.theglibrary qnd'the .
- ecollege, and conferences with supervisors provide a background =
“with which to begin actual on-the-job training, - New\staff mem-. -
bers dre expected to familiarize themselves with ghe wvarious
manuals of procedures. - . ... . L\ :
. "Each supervisor is expected to direct thel{training of each -
‘staff member in a thorough understanding of{the duties and re—
 sponsibilities of his position.,- All traifing emphasizes in-> = - .
creased effectiveness, but the supervisenb'also provides opportu-.
nities, including transfer, for the staff member to assume new
responsibilities and to make use of yspecial interests, knowl—
edge, and abilities. -~ '_’?ﬂj b

. . The supervisor seeks constantly to discover among his staff
members those who are best qualified for promotion and to devise .
assignment of duties which will develop characteristics and a-. -
bilities required for adygmeement, - .~ - T -

Training for superyikion is a continuous process which takes.
place formglly and. informally,.. The manual, Supervising Library .
Personnel,l by Adra/M. Fay, is of special help in training su- . =
pervisors. ,§;* . R Tl

i\

'Employee‘pdr%icipationfin_managementnis ibétened'by?comﬁit;f '”
teés, conferentes, and department and staff meetings, - = .77
Training courses fdrﬁnonprofessioha1 émployeesfand discus— -
‘sion groups are other means of in-service training sponsored by -~

. lagra M..Fay,;Supervisiﬁg Library-Persbhneli(ChiCag§i ﬁmefif ]L
can Library Assn., 1950), 24p. . . - . 0.l Lo S
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B. Encouragement of Further Education

Employees may be permltted to take advantage of opportuni-
ties for special study in the college as long as such study does
not lessen the physical efficiency of the individuals or place

strain upon-other employees., The actual time required to attend
classes is deducted from regular weekly schedules.

Sabbat1ca1 leaves may be granted professional staff members
upon completion of six consecutive years of service. Twelve
months' leave with half pay or six months' leave with full pay

may be granted for study or research in 11brary science or in a
subject fleld

When circumstances justify, the library grants{to profes-
sional staff members with outstanding records leaves of absence
with pay for shorter periods to take -courses inf Yibrary science
or a subject . field. Extended leaves without pay may be granted
for study but may also be granted for othen purposes.

Application for sabbatical leaves and,) for leaves with or
without pay are made to the chief librarian, after consultation
with the immediate supervisor, Emp1Q§Ees granted such leave are

expected to remain with the llbrary at least one year after con-
o1u51on of the leave,

The chief 11brar1an keeps the staff informed of avallable
scholarshlpsl fellowships, and special grants in library science

‘or subjeet fields. Quallteed staff members are encouraged to
take adVantage of these.\

When mutually satlsfactory arrangements can be made, ex-

changes may be effeeted between outstanding staff members and
__recommended employees of other 11brar1es, either in this country
__or abroad : ,§V _ _ '

RN\

B O Profe551qpa1 Readlng

\

Prof9551onal staff members are expected to keep abreast of
11brary 11terature and books in other flelds.

D. Professional Afflllatlons and Act1v1t1es

- Membershlp and commlttee work in professional, educational,
and college organizations are stimulating and educational, of
benefit to the library, and so are encouraged With the approv—
~al of the chief librarian,

a reasonable amount of time and sec-
'retarial help is allowed for work on such committees if the 1i-

zbrary s regular work will not suffer as a result.

Arrangements for attendance at- lectures, professional meet-—
: 1ngs. conferences, and 1nst1tutes are made as far as possible on
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A rotatlng ba51s and are governed to a large extent by the needs
~of the. service. Active participation in such meetings merits. %

~ priority, - Time with pay, including travel time, is allowed
staff members to attend such meetings, and the library pays the

"-fexpenses of the off1c1a11y de51gnated representatlves._

Staff members are. encouraged to engage in experlmental ac—
tivities and special studies which may make contributiens to
profc551onal knowledge.- They are urged and given every opportu—.
nity to make, in their ‘own right, written contributions to pro—
fessional journals and other publlcatlons..-When describing the
library's policies and procedures, such contributions should be
. rev1ewed by the chlef llbrarlan. -



IX. SERVICE RATINGS .
Periodic reports from supervisors on the work of employees

are essential to a just and intelligent personnel policy and to
the employment of the individual in the position where he can
benefit the library and work with greatest satisfaction to him-
self. In order to evaluate the abilities, performance, and po-
tentialities of staff members, the head of each department is
required annually, not later than ___, to submit to the
- ¢hief librarian a service rating for each employee under his di-
rection, At the same time, opportunity is also given for the
employee to rate.himself, These reports provide a partial basis

for promotion, salary adjustment, and transfer and are essential
in cases requiring demotion or dismissal,

Q"

Before the report is sent .to the chief librarian, the super-
visor discusses his rating with each assistant.) The assistant's
signature .is required on the report. N

During the probationary employment of any staff member, re-
ports are required every three months, \Likewise, after promo-
tion of an employee to a new position”involving added or differ-
ent responsibilities, reports are réguired twice during the
first year. in that position, In case an immediate supervisor
finds serious fault with any staff member during the probation-
ary year, the chief librarian discusses the matter frankly with

the employee, and he may be given further opportunity to improve
‘or-given a chance in another assignment of similar grade when
- arrangements can be made, & '

: A standard rating(form (see Appendix IV) is provided for use

- by supervisors., "InStructions te Raters,"™ a guide for supervi-
sors; is provided mwith this form. In addition, all supervisors

receive. specialsoral instruction in the importance of rating

syee;s;_the"nqga*for objectivity and frankness, and the essen-
. tiality ‘of written records for protection of both the library
- and the ind§vidua1; L . o -

i _Regprts7are kept in the chief Iibrarian‘s office in a pri-
vate file ‘but may be 'seen upon request at any time by the person
rated or by ‘supervisors concerned, = = : '




- ; Seniority is a determinmin

.. X. PROMOTIONS, TRANSFERS, DEMOTIONS '

oA, - Promotions .. .o

... When vacancies .occur it is the policy to fill them by promo—
tion or transfer if candidates with necessary qualifications are.
‘available on thé staff. .Failing to find such candidates, the ~
chief librarian is free to seek new appointees elsewhere,. ~(See

VI, A, Recruitment.)

.. Whenever confidential information or time limitations do not

prevent, announcement is made to the staff of pending vacancies.
- Requests. for promotiqn.or.trahsfer,toﬂa_vacancyUOr_to_a'particuf_'

- lar type of position may. be made at any time by any member of . -

" the staff who considers himself qualified for the positiom,
'Such a'request should be submitted to the chief libgarian in

- writing.: A duplicate copy of this request will be,welcomed by -

the head of the department in which the staff member is employed

but is not'obligatory;__. _

- - Promotional reports on such applicants.@re made, on forms
provided. for the purpose, by the immediatevsupervisor, the de- .
partment head; and any ethers whose opinpons would be valuable. . .
These reports provide an evaluation of ‘the employee in qualities
‘which are significant for the positipm in questiom, -~ . | .

' -

- ,Promotions are based upon evidence of satisfactory perform-

- ance, sérvice ratings, promise 0f future development, and upon . - o

educational, technical, and personal qualifications., Length of -
service, unaccompanied by ificfeased efficiency and interest in: :°
the work, is a reason against rather than in favor of promotion,

_ _Qﬁ-factor only when twoe or more candi- . -
‘dates have equal gqualifitations. Promotions are provisioenal for -~
‘one. year with periodie reports being made by the immediate su-. -
pervisor. . (See IX«(SERVICE RATINGS.) - e

_ _ If an . appoinitee fails to meet the requirements of ‘the posi-— .
tion as evidewceéd by service ratings, he is returned, after.a = .
provisional<period of not more than two years, to his former. = o
grade and salary, without prejudice to-any future opportunity. .
‘for promotiomn... - - . ... Lot el 0 o e
. There aré occasional opportunitiés te place staff members on-
acting assignments and so to t¢'st their fitness. for promotion.
- Whenever feasible these assignments are given to employees who .
‘are being considered for advancement. Temperary assignments to- ..
‘higher positions carry with them appropriate advancement in sal-: -
“ary for the duration~of thehassignment. L T
" 'B. Transfers
. While prdﬁotion'implies;an}assignmentvto]neﬁ duties, -

i
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involving increased responsibilities and carryigg with it an in-
crease in salary and a change in class of position, a_transfer,
on the other hand, is a shift of an employee to a position of
the same grade in another unit of the library, without an in-
crease in salary. Transfers are made whenever feasible or nec-
essary to aid in proper placement, to allow for in-service

training, to provide additional or wider experience, to achieve
more effective personnel utili

zation, and to equalize promotion-
al opportunities, ' _

If, for reasons of ill health, age, or other responsibili-
ties, an employee is unable to fulfill the requirements of his

position, he may be transferred to a position of equal rank in-
volving less strain or

to part—time employment, ,

i . . 4 \

Transfers are discussed in advance with staff members con-
cerned, in order to explain reasons for the moves’ and to give
consideration to the employees! wishes if circumstances permit.
C. Demotions " : LY

If an employee fails to fulfill the>duties and responsibili-
ties of his position, he may be placed’ in a lower grade posi-
tion. An assignment in a lower grade carries with it compensa-
tion within that grade of service.~ Previous warning and oppor-
nity to improve his performancecshall have been given,



_'XI. SEPARATION FROM SERVICE. =~

' fA;ifRE£irémeﬁt jTVh

< Voluntary retirement may take place at the age of 60 or aft—
“er completion of 30 years of service. Staff members are auto—
matically retired at the age of 65. HRetirement from service is
followed by a suitable retirement allowance or annuity. (See .=,
 XIII, B, Retirement Plans,) Notification of retirement date is
‘given the employee six months before the final date of employ- -
ment. - o S . " o ST o L L

TR

Lo

B. Resignations .

Resignations are submitted in writing to .the chief librar-
ian, One month’s notice is requested, under ordipary circum-
stances, for professional positions and two week§'“notice for =
nonprofessional pésitions. If possible, 'longer notice should be

~given, particularly by staff members in important positions.
'C. Dismissal- )

Dismissals are made by -the presidqggMof the college on the =~

- recommendation of the chief librarian," The advice and counsel -
of the legal representative of ‘the eollege may be obtained when
advisable. SERREEETREREIE LU QT L T T R

1.  Incompetence or Unfitmeéss

‘No arbitrary dischafhe shall threaten the security of . -
staff members on permanent”appointment. = (See VI, E, Probation-
ary Period.) Since -thelfitness of staff members is carefully
tested dnd reported on“during the probatiomary year, it is as—
sumed that cause forf’>dismissal will not arise except under wnu-
sual circumstdangbér changed conditions. Dismissal for growing
unfitness or ingompetence, insubordination, mental or physical -
disability mays “‘however, be made for the good of the service,

If the work of a staff member is unsatisfactery, he . :
shall be so advised. If, within a reasonable. time, he fails to _ .
improve the quality or quantity of his work so that it meets the
required standard, he will be warpmed and, if possible, trans-

- ferred for trial to a different type of werk or to another unit -
or department of the library.: If dismissal seems advisable, at:
least three monthst! motice is given to professional employees .
and one month's notice -to nonprofessional, The employee cen~ .
cerned may, if he wishes, request a hearing before the proper -

" authorities and obtain legal counsel and such representatives as -
-he may choose. (This privilege does:not apply to probationary - -~
employees.) o I - S L ;
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2,  Termination for Cause =~ %

A staff member guilty of conduct which:is criminal, in-
famous, or dishonest in the eyes of the law is subject to dis- .
missal, A member-of-the{permanent~staff-charged-W1th such of- o
fense shall be notified in writing of the chargé and of the date
of 'a hearing, which shall be held before a representative of the
governing body-and the administrative officer. At least 14
days' notice shall elapse between written notification and the
hearing.. If they so desire, both sides may have a limited num-
ber of witnesses at the hearing, including legal-couns?l and
such representatives as they.may choose. If the decision which
" follows is one of dismissal, immediate termination of the serv-

jce of the staff member may be required for the good of the li-
br&ry, T:':i'u. ff@-_.h L 2_ L ' [ .\.

~ N

- D.- Suspension .. . oo Q0

N

" A-staff member charged with an offense #hich may necessitate
- removal for cause may be suspended withouf ‘pay pending the out-
.~ come of the hearing.  If the employee isl¢leared by investiga-
- - tion, restitution of unpaid salary is made. ° :

. E, " Termination without Prejudice x\\V -

1. ‘Financial Exigemey = o8 7

. - . In the event of clearly evident financial exigency or
‘urgently needed reirenchment, it may be necessary to terminate
% _the services of staff members. If this should occur, 'service
::ratingswandﬁlength~of;€§fvi¢e'WilIihe'Laken into consideration.
. Notice will be .given,as far in advance as possible (im no case
. less than six months*for .a professional employee or three months
7 "for a nonprofessighal, including accrued vacation due), If re-
o . quested the empleyee 'is given opportunity for a hearing of which
:Hhaihefhas:bgen_g;ykn.14;days!;notice; “Every assistance possible is
.. given the employee in finding-a suitable position elsewhere, and

. -am -explandtpTy statement is given him for use in seeking a posi-
Sootdem. . M o o T T T LA

:;QDiséDntiﬂhﬁnce”Bfféh A¢ti§iif  .H.

K ,!”ﬂ”j:In'an‘queptiOnaI<Case.the;bestﬁintereSt-Of}the.libraby
~'may warrant the discontinuance or curtailment of 'an activity.
.~ Should ‘such action beécome wecessary, ‘every effort will be made
- to transfer-the staff 'member thus-affected to. some other activi-
.;.¢y,for,whichwhe;isfqualified.”;If;a.traHSfer;cannot~be:arranged(-*
... an early notice.will be given (in mo case less than six months
.~ for a professional employee or. three months for a nonprofession-

ali %HCIUd%ng”3°°fuﬂd*Vﬂcation"due)‘;and;:aS“in the case. of fi~
nancial exigen

: g ¢y, every possible assistance ir finding:another
P pUSltlon-ﬂ}”3;__Lhﬁﬂ:"Jfﬁf,ﬁﬂ'”“ 7*"”'ﬁ o L ___:_T o .




IT. WORKING CONDITIONS -~ .. '

f;l; Hours'of Work

Full tlme memhers of'the llbrary staff werk 38 hours on{'

r*fa flve—day per week schedule. arranged by the head of each de-. ./
- partment or unit of service..  They .are not. usually scheduled for
» " more than. WO even1ngs per week and never more -than three. f.No# L
.gl-mornlng, afternoon, or. evenlng schedule may. exceed four hours. .

© except in unusual -emergencies; “Time requlred for teachlng of* o

library courses whlch are part of the staff member's duties is’

““included .in the regular: work week, . Authorized. overtime, i.e. o

S over 58 hours per week 1s pa1d for at the rate of ‘time and a f#f:

L - 7 N

-"_2 Hollda s N _ _ o _
| The 11brary 1s closed on the fOllGWlﬂg legal holldays ;f"5

The 11brary is open On the follow1ng legal holldays

'Staff mcnbers scheduled To work on. legal hol1days when the 11~_ﬁﬁQ
~ brary is open are allowed: equ1valent time off at a later date,- co
‘When a legal holiday falls on a.day which is. a regular day off. -
. for a staff member,_he may take equ1valent tlme off at a later;_ﬁ;

date T L . T PSP LR R

o For. members_of rel1g1ous groups whlch have spe01al ob—ﬁ
_.servances on days other\xhan leégal-holidays. observed by the- 11—\
brary, superv1sorst upon request, arrange the schedule so that
assistants may. absep¥/themselves ‘on their own time,.: Superv1sorsj
shall, whenever pess1ble,_allow thesc employees to make up thelrﬂﬁ
‘lost. tlme - Qw’r-n. SRR e . P T

\

i 3. Sunday WOrk S .
.. Sunday work 1s 1ncluded w1th1n the regular 38 hours per.fl
week schedule and-is arranged on.a rotatlng basis, An order that =

‘there will be a fair distribution of assignments among employeeggﬁ

who are qualified. for the.duties 1nvolved Sunday schedules are. -
planned at. least a month in’ advance ' R PRI SRS

"4, " Time for Meals and Relaxat1on'f7;fdQTaﬂ;r

One hour on’. the staff member s “own. tlme is. allowed for T

Jlunch or supper, ‘and staff members are usually requlred to: take]ﬁv
the full hour. They are also allowed 15 mlnutes of llbrary tlme;_a
'-for relaxatlon in each half day scheduled S _ B
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- B. Work Load

The supervisor maintains proper balance in the work load of
each position.” In assigning duties and in managing the flow of
work in his unit, he delegates work so that each employee may
maintain a high level of performance in all duties of the posi-
tion and so that monotonous and physically fatiguing parts may
be alternated, insofar as possible, with those more stimulating,

C. Time and Method of Salary Payment

Salaries are paid by chedks,-ﬁhich are distributed on the

last day of each month. When pay day comes on Saturday, Sunday,
or a holiday, checks are distributed on the previous day.

Ar-
rangements are made with the . ‘for salary deductions
for withholding tax, annuity contributions, and(insurance and
hospitalization payments. : .

\
« N/

A staff member leaving for a vacation,r ‘leave of absence.
may, upon request, and with the approval-ef the chief librarian,
" receive an advance payment of salary dugvfor all or part of this
period of absence.’ S A ' i :

- D. Leaves of Absence N4

1. Vaecations ~

o ‘Annual vacation with'pay is granted to full-time and
.part—time employees working on a regular schedule, exclusive of
temporary and student @€sistants. The amount varies according
"to the service in which the individual is employed and the hours
- worked per week. Vacations must normally be taken within the

vacation year in w@ich granted, and at least two-—thirds should
- be taken as a upit., Any deviation from this procedure must be

approved-by-th&}chief librarian. For purposes of determining
.. the vacation.allowance, the vacation year is figured from
.~ through o~ , : -

- 77wa, Full-time staff members, professional and non—
- professional, receive 22 working days based on
. " a five-day work week, = o '
b, Part-time employees working on a regular sched-
- 'ule receive the same proportionate vacation al—
- lowance as is given’'full-time staff members..
- Thus, "the part-time professional staff member
- will be.away from the library for those periods
. -on which he would have worked during. 22 days
- based on a five-day work week, namely, four
- weeks and two days. =~ - - S

R

 No vacation allowance is given to those_employed



on a temporary b351s or to student 3551stants._'

d. For new" staff members, not excluded from vaca— -
~tion allowance in sectlon e, who have been -in -
- the library's employ _ - months but less than,-’
~the full vacation year, the allowanrce is pro- . == =
rated for the number.of.months of -service. No :
allowance is glven for 1ess tham .~ months'.
employment. : ' o

e, Employees, not excluded from vacation allowance -
in section ¢, who leave the library's employ -
~during a vacation year receive accrued vacatiom . .-
prorated for that portion of the year ‘they have. ..
been employed, provided they have beensin the
. employ of the- library a total of at Least 11 _
months and have given adequate. notige hof resig—
- nation. If they have been employed less than
‘11 months, their prorated: vacatloﬁ is based on
the ‘amount of employment beyond six. months.‘

f. 'Holldays falllng in -a vacation perlod are not
- -_counted as part of the vace ion allowance. :

2, S1ck Leave.i

Sick leave with pay is. allowed to all full-time employ—
ees and to part-time employees WOrklng on a regular schedule,
exclusive of temporary empldyees. The sick leave allowance is -
‘granted when employees are‘incapacltated by illness, ‘injury,
pregnancy, and confinemenw, when they must be absent .for medi- .
cal, dental, or optlcal examination &and treatment, or when they 3_“

-have been exposed to @ contagious dlseaser__.

One mont (22 wvrklng days, based on a flve day week) of”-

sick leave w1th y is allowed to all full-time members of the . =~

staff each yeal® ‘(exclusive of temporary employees), except that
ten working deys only (based on a flveuday week) are allowed -

" during the Mrst six months of service. - Part-time employees _
‘working on s regular schedule receive the same s1ck leave. allow— .

ance but at the part—time rate of pay.

Unused 'sick leave may be accumulated up to 66 worklng

days (based on a five-day week) and carried indefinitely. The:;_?n

_accumulated amount may be used in any year after the current
year S. allowance has been used R . ;.

' Suspected abuse of the 51ck leave pr1v11ege by an em—
_ployee may result at any time 1n the requ1rement of a doctor s

'certlflcate.
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3. Illness.or Death in Family

Adequate leave with pay is allowed in case of serious
illness or death of a member of the immediate family or house-
hold. The amount of leave is dependent on the amount of travel
time required, but in case of death of a near relative is not

less than three working days,- and in case of serious illness in
the family is not more than five working days.

4., Jury and Military Duty

Staff members working half time or more a week who are
drafted for jury duty or. as witnesses in court will be granted
Jeave ‘'with pay unless,” in rare circumstances, difficulties of
schedule should make it advisable for the library{fo ask that
certain staff members be excused. Staff memberg\working half
time or more a week who are in the military reserve corps and
are ordered to temporary active duty will be\granted leave with
pay for ten working days. Those entering miilitary service are
granted leave of absence according to federal regulations.

5.  Sabbati6a1 and Other Specialxbshves bf'AbSence

- 3 O .
If not detrimental to the)service of the library, staff

members may be granted sabbatical>leaves or special leaves, with
- or without pay. - (See VIII, B, Encouragement of Further Educa-
~otiom.) - o o T W S =

S




XIII. WELFAREAND ECONOMIC SECURITY L

A. Insurance

Health, 'a001dent hospltal and group insurance may he seéa.
ured by maklng arrangements W1th the de51gnated staff offlcer._

gt 2

'B} Retlrement Plans1 )

_ Pension and retlrement arrangements are: automat1cally effecwf
tive for all permanent staff members after | ° months of serv—
jice. Each staff member contributes to the system through regu-
lar deductions from his salary, the. amount depending on salary,
age, and sex, The institution also makes ‘a contribution for . -
. each member, approximately the same as- that of the_ 1nd1v1dual R
- Details of the plan may be- obtalned from L _

T N
\

In addition to the llbrary s retlrement plan, quallfled
staff members may wish to avail themselves of“the benefits of .
the A.L.A. Retirement. Plan or. the Teachers Insurance and Annulty
Assoclatlon of Amerlca Plan., — Ot
. "'\\.; .

. N\ e . R

Any member of the staff 15 ellglble to 30111 the credlt un— L
ion,. which provides a loan and savings. fund for employees Full
details 'of the plan may. be secured from _ - "y Members
- of the credit union may borrowfrom the fund when the 1oan has.'

been approved by the offlcess of the un1on._' L T i

C. Credit Plan &

D. Acc1dents and Flrst ﬂiﬁ

All accldents, whether to the staff or the publlc, shduldibefs”

reported at once, apd’ in writing, to the chief librarian. The. - . .
' ice is equipped to furnish first aid. Infor-.. -

3
" mation concernlnggworkmen s. compensation,  for which llbrary em-— o
ployees are eligible, may be.obtained from the _ .

office. Any*JnJury for which such compensation is to be clalmcd __p

should be reported immediately to the chief librarisnm. - Employﬂ,
ees are paid the dlfference between compensatlon allowance and

full pay.

' IFederal soclal securlty is" avallable to llbrary employees”
-under ‘certain clrcumstances R L SR LT
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+

E. Staff Quarters

Rooms are prOV1ded for the comfort and convenience of the
staff. These include cooking and refrigerating units, water
coolers, -and rest rooms equipped with easy chairs and cots, suf-
ficiently segregated to permit quiet and relaxation. An indi-
vidual locker is assigned to each member of the staff.



X V STAFF /RELATIONSHIPS

It is 1mportant for ‘the well belng of the llbrary that com—'
plete understanding exist between the staff and the administra-
tion and among the individual ‘members of the staff on the p011— :
cies and programs of the llbrary and 1ts agencles._’

Toward this end staff meetlngs are held fff L or on
special call. Matters of policy are explained, and prof6551ona1:
problems are dlscussed ;Suggestionsjand_eomments_trom the staff
are welcomed. o "~f*-.” ’ ”':;-~V»-;- S S

The staff organlzatlon, in whlch membershlp is entlrely vol~
untary, is approved by the administration as-an opportunity for
interchange of ideas, expression of opinion, and festering of
harmonious relations among staff members,  The chiief librarian
is not a member of this organlzatlon. Space. foi meetlngs is a—
vailable in the library. - The chief llbrarlan will receive petlu“
tiens, suggestions, resolutions, etc. from the group. There is @
no discrimination against an employee because of membershlp or'
nonmembership in such an organlzatlon. : S

RN
The chief llbrarlan welcomes the\y}ews of 1nd1v1dual staff
members who wish to make requests gokR’suggest changes in 11brary
procedure, - These are presented to ~the person next in. authorlty
Personal grleVances are ‘given aifdir hearing by the immediate
supervisor,” If a necessary adijustment cannot be reached the -
matter is referred to the chle llbrarlan. : R .

The 11brary operatesnupon the prlnclple that each employee
has something to contribute to the -formation of policies .and - -
procedures. Few 1mpartant decisions. are made without staff. par—-
ticipation in thinkihg and planning. RMuch of this is -accom- ' . -
plished through sta?t committees, which ‘are app01nted with a-

view to represen@atlon of varled types of work and grades of
service. AN . Lo . _ o Lo
AN

'T_;29d.
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Appendlx I

SELECTED PERSONNEL FOHMS

UNIVER::ITY 01? TLLINOIS LIBRARI

' INFORMATION BLAIIK
. {Nonacademic Staff)

 Age Birth date
Local Address. Place of birth
: _ L . ' : I1linois ‘Resldent
. Home Address U, S. Citizen ~ Yes _ No Ton No
Phone No, Sex._ Height Weldght Health
 Singls Married Physical defects A
o ' - : . R &
No. of dependents Pogition wanted O
Name of _anj relative employed by the University o)
EDTUCATION
\.
o - \ Date of gradua-
. Neme - : / Dates Attended  tion and degree
. High Sehool . . . _
‘Business Collsge o Ny
- University . A\ J
‘University Graduate Work Y
Univers:.ty Course i + . Major Minor
Foreign languagea stndi‘e& .
L QT EXPERTENCE
_-_Enployets & Loostion Dates Type of Work . Salary
" -Neme & Addregs ___Oecnpation 3

'.___Da'h.e o

- Signature

(ovér) .



cate what Civil Service mt*m you have taken and for what classifications 2
U. 8. Civil Service e:mminat:.on - chssiﬂcation e '

Tllinols State Civil Service-axam:l_.nation - claseirfeation

University of Illinols Givil Sefvicé examiﬁaticﬁ -- clﬁsﬁification

CHECK K]:NDS OF WORK IN WHIGH ¥ouU H&VE H&D EXPEEIENCE .

Accounting . Editorial Printing -
Avditing 0 Filmg ©. . Purchasing

Bookkeeping - | o Mall - L L S'Eafistieal ' _' Q

Bookkee machine operator Hassen'.ger R Stenographie (W)

plag machine operator "7 7 snorthand(apeed

: o T .Stencil ctttting
Correspondence e i Payroll B
po o o oL . Stock hepmg

Clerical (general) : - Order

.Draftin'g R Prpdfrsad_j.n'g"

P rrping opee
| CHECK AND STATE KID OF OFF;@ZE;'A”PPmeE_iou Hw_E_' OPEMTED- -.:-:-f -

oy
R\

- Adding macbines : ' calculating machinen_ . Tabulating machinas
Addressing mm Lo nugl}cating machines' .Typewritm

Bookkeeping machinea }rinting mﬂchines . Ediphone n;:- Dic‘haphone o
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UNIVERSITY OF NORTH CAROLINA LIBRARY

CHAPEL HILL NORTH CAROLINA
CHARLES E RUSH DIRECTQR o

Your name hasg been given to us as a reference by the persoh named below, who has gpplieq for a position
in this library. We shalt be very appreciative if you can furnish the helpful information desired and return
it in the enclosed stamped envelope. Do not hesitate, if you prefer, to write a letter or a descriptive para-

graph concerning the applicant. You are assured that this information will be consi

(Qred confidential and
that we shall be grateful for your assistance.

Youra very sincerely,
2\, N
} _ . R
Name of applicant . .

2 &

Position desired’ ' : N\

OPINION REPORT—Using check magk o columns

veay |sueest.| aver- [iNrERt-| vERY
HuaH | ex e | . om POON REMARER

- CHARACTER : ’ 9.\
FORCE . .

o N
"LEADERSHIP

"ADAPTABILITY -

SELF-RELJANCE : &

TNITIATIVE A

LOYALTY : . N

ENTHUSIASM -

TEAMWORK : N\

SELF-CONTROL -} N\

PERSONALITY
APPEARANCE

MANNER

. CENERAL CULTURE Tar\

- ABILITY
. ___ALERTNESS

/

k.

LGN

BCHOLARSHIP

o\

- AcouracY £\

ORIGINALITY

VOLUIME OF WORE .

. _QUALITY .OF WORK

How Idng and 1n what capacity have you known the applicént?

. If ever in your employ, would you re-employ?......

Give reasons, if answer js negative

General statement:

'. Date. :

Signature



UNIVERSITY OF NORTH CAROLIN A LIBRARY
INTERVIEWER’S REPORT ON APPLICANT FOR STAFF SERVICE -
-« Underscore ‘characteristics where pos51ble add1t10na.l comments will be’ helpful)

Name of applicant ' o AN i InETViEWED

Address : : : . e vt : *.Date
APPEARANGE AND PHYSICAL CHARAC’I‘ERISTICS | o

Health: Robust, Average. Frall _ )
Energy: Energetic. Nervous Normal Lxstless Slow.__ | _ 0 o
. Phyzigque: Tall. Medium. Short. Stont. Slender. Thin. i o SN
Facial features: Fresh. Pale. Attractive. Plain. Blem1shes Large features E‘iﬂi 11ps
N\

Voice: Irritating. Pleasant. Loud. Low. Dlstmet Indistinet. - .\

Dress. Neat. Careless, Approprmte Inappropuate Extreme Pf:m Ch:c
. . -..,;\‘. o

Additional eemments: S
: x\\
N\
ATTITUDES AND PERSONAL CHARACTERISTICS _ .
Manner: Assured Dignified. Courteeus Ingratlatmg Blunt Awkward Self-—eonselous
Alertness; Keen. Intuitive. Mentally Q:qmsntwe Inattentlve Slow, S
Temperament: Enthusiastic. Exc\ table. Sense of humor Solemn Seeretave Frank Ssrcastlc,'
Apathetie. Sophisticated. Unsophzstleated _ _ ; a Lo
Self-appraisal: . Confident. Concelted -Modest. Self—centered Self—pltymg
Socighility : Friendly. \{a‘k‘ea mltlatwe Talkatwe Approachable Reserved Interested in people ' .

Additional cenunerrts .

N

\O)

' ABILITIES _ : : : : ' G
Clarity of expression: Loglcal Inartleulate Goed use of Enghsh Ungrammatleal Aceent

Judgment: Dependable.. Well-eonmdered Hasty. Erratlc Blased
Promrse' Probable quahtles of leaders}up Probably wxll deveiop rapxdly Probably wzll develpp' '

slowly. Little prom1se of development Prohlematlcal

~ Additional comments_:'. :

(ovem)




s

ADEQUACY OF PREPARATION

Knowledge of books Well-read Good crxt:cal sense, Average background \
lexted to Irght 11terature Superﬁeml Poor background,

.Scholarehin: .Attamments above a_verage. : .Intel_lectual mt_erests predominate.” Average levelT
| ' . Ambitious but-handi_capped. * Little real in_terest,
_Cultural backgroﬁnd (describe Ebrieﬂ&) : S

Special int_ereete '(spe'eify)_ :

Recommendatlon' Recommend hlghly Recommend Dothful Undesuable

_Your oplmon_ Above average Average Below A\erag\e :
Ratmg scale (for use in gradmg mtemew) \ '_ '_’- : 'Grades on intérview (for use by interv'iev{rer)
o Poor L. 10 - 15 .\. - Appearanee (MaXimurn_25%).,.__.-__...,

- Fa1r . '.'_ __16 19 05 ' - Attitudes  (Maximum 25%} ...

S Good ST 20 - 20 o . _Abllltles - (Mazimum 25%) .......-

. Wery good . . 22288 - Adequacy (Maximum 25%) ..

. Bxceptional . gDv2s . . i

Total ratmg...._,....,,.

FINAL GRADE (to he ﬁlled in by lerarran 8 Of’ﬁce)

AT IR _ Maxlmum Aetual
Appheatlon _' . T100%
o Interview T 100%

vl 'References and experlence'_.:'.-g- o 10_0%-.. Lo
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Fmal grade

A{Divide total hy 6)
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A STATEMENT OF PRINCIPLES OF INTELLECTUAL FREEDOM .
. AND TENURE FOR LIBRARIANS . =~ =

Adopted by the Council of the Améfican'Lihrﬂry‘Aésdéiationi””]
- June 21, 1946 - L

Purpose S
The purpose of this statement .is to promote understanding
and support of intellectual freedom and tenure,<{and agreement
upon procedures to assure fair employment practices in all types
of libraries, =~ : e N REEE

Libraries are educational institutiods 'which not only sup-.
plement and enrich the program of foer;-education but provide -
the only educational program availablé)to many persoms.  Librar- .
ies are conducted for the common gogd  and not to further the in- -
terest of the individual librarian{l” the governing body, or the
library as a whole.: It is in: theé‘linterest of the common good
that all citizens may have freedom to seek and to learn the
truth on all subjects.  Intellectual freedom is essential to.
these purposes. It is fund@mental for the protection of the '
rights of the librarian, .{I't carries with it duties correlative
with rights, | S\ IR S e
Intellectual Freedom /. . . .

Intellectual.freedom means for the librarian: freedom to ..
develop, maintain, and improve library-service to. the end .that . =
each citizen can assume the responsibility placed upon' him by a- -
democraticcgociety to educate himself continuously and to im-
prove his ability to participate usefully in activities in which -
he is involved as a citizen of the United States and of the .
“world. TIntellectual freedom implies freedom in the .selection of .
books, in the presentation of matqrial-og'allﬁs§des.of gontrbfa_jz
- versial questions, and in the dissemination of information on = -

s

IThe word "librarian" as used in this document includes all...
members of the library staff who hold on a permanent basis full-..
time positions comprising4professional~1@hrary-dutlgs.j;,e,g;117;;‘
 brary school graduates and othe;sgqccupylng*prgfesslonal_and/qrt5¢:

administrative library positious, - e e e
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all subjects. It presupposes an acceptance by the21nst1tutlon
of the principles of the Library's Bill of Rights.= Intellec-
tual freedom precludes partisan political control of appoint-—
ments and makes it possible for librarians to devote themselves
to the practice of their profession without fear of interference
or of dismissal. for polltlcal rellglous,_raclal marltal or

-other un]ust reasons,

The 11brarlon is a cltlzen, a member of a learned profes—
sion, and a representative of an educational ‘institotion, When
he speaks or writes as a citizen, he should be free from insti-
‘tutional censorship or dlsclpllne. but his special position in
the community imposes special obligations. As.a man of learning

~and an educational officer, he should remember that the public
may Judge his profession and his institution by his utterances.
Hence, he 'should at all times be accurate, should exercise ap-
propriate reéstraint, should show respect for(the opinions of
others, and should make every effort to indicate that he is not
‘an 1nst1tut10nal spokesman on controver51a1 1ssues.

ObJectlves . O
~Tenure means that follow1ng thé\satlsfactory completlon of a
_ probatlonary period, the employmeént of a librarian, unless ap-
pointed on a. temporary basis, should carry -with it the assurance
of continuous and perranent tenure as long as he performs his
duties: competently and in ageordance with the aims and objec-
tives of librarianship and of the governing body. Although no
‘1librarian on permanent appolntment can have a vested interest in
-any position, his seerces shall not be terminated except in
- case of retirement for age, financial exigencies of the institu-
“.“tion, or other adequate causes. On.the other hand, employing a
. ‘librarian for. sugcessive, limited periods with the intent to a-
“void the grant ag” of -permanent tenure is deemed unethical, An
adequate pensieon system for retirement at a specified age or for
. disability should be provided whenever possible. 1n the best in-
terests oﬂ the employee and the 1nst1tut10n.

RN

Prlnclples

_ ?enure, as an elementary rlght of any profe551ona1 group,
f.:guarantees speclflcally

(1) Intellectual freedom as deflned above.

(2) App01ntments and promotlons hased solely on merit with—
out 1nterference from polltlcal econemic, religious, or other
'groups.? TP . R e L

L ESuperseded by the lerary Blll of R{ghts adopted by the
'Counc11 of A L A.,.Iune 18, 1948 T




(3 A Sdfﬁicie“t'degreé:Of'économ{c”securityhto-make the 1i-
brary profe551?n attractive -to men and: women of ability. -Free-
dom and economic security are indispensable to-the success of a

: l}b:ary in fulfilling its obligations to each citizen and to: so="
. ciety. . cr e TR e R AT

(4) The opportunity for the librarian to devote himself to
the pract}ce'of his profession without fear of undue interfer—
ence or dismissal and provides freedom from discharge for polit- .

igal‘ religious, racial, or other unjust reasons,' .-

/ _ . T P

RV (5) The opportunity for the librarian to attain the highest -
level of professional growth. . .- B S

Interpretations Tl e T T N

In the interpretation of these principles, it”is understood -
that the following represents acceptable library practice and
that expressed acceptance of them by employerand employee. .= .
should be made a.part of the procedure of 411 professiomnal 1i- -
hrary appoin_tments:_ ) T o G @G T e AT

(1) The preciSe'terms~and:coﬁditﬂdﬁﬁ-ofﬁevery;appointment:
should be stated in writing and should designate -the peosition to .
which the person is appointed; the'\terms of salary, employment;
probation, -and tenure; hours of §ervice; ‘vacation allowance; and
provisions for leaves and retipgment., - It should also include
any limitation of intellectual*freedom because of religious or -
other aims of the institutien. This statement should be in the:- -
possession of both the institution and the prospective employee .
before the appointmentwiﬁ“made.r el

. (2) Beginning with’/ appointment to:a full-time professional . *~
library position ox)d& permanent basis,” the probationary period. 7
- should not be lesS than one year nor more than three years.ex- .-
cept for certain academic institutions which by adéption of .the .
A.A.U.P. Prineiples of Tenure for their professional library... .-
staffs have set the probationary period at seven years after a . -
series of term appointments or unless the probationary period is &~
specified to the comtrary in law. S C La;n'i1 r;j3 ‘;;ﬁ

If the minimum probationary period is insufficient to deter—: -

" mine a given individual's potentialities, an extension of the . "

period should be specific as to time and should be stated im. - -

writing. Notice should be given at least three months- prior to. - -

the expiration of the probatioenary period,” if ‘the librarian-is .-
not to be continued in service after the expiration of ‘that. = .

pepiod,"-g_..;

In the case of ‘college and uhiverSityfliBrari§§ opefafiﬁg; 
under the A.A.U.P. Principles of Tenure, ‘such notice "should be"
given at least one year prior to the-expiration of the. ..




44
(seven~year) probationary period.ﬁ 'A 1ibr§ry may, if it wishes,
recognize the term -of service in another library as a part of
the probationary peériod. .During the probationary period, a 1i-
brarian should be assured the;same'intellectual freedom as other
members of the professional library staff have. \
{3) Appointments td-éﬁbstituté,_temporary; or training.posi;
tions, and those embodying-.a definite agreement on the maximum
period of employment, sich as internships and working fellow-

‘ships, need not be counted towards the completion of the proba-
tionary period. g D _

- (4) Termination for cause (incompetence and unfitness, in-
subordination, conduct which is c¢riminal, infamous, or dishonest
in the eyes of the law) of a continucus or permanedt appoint-
ment, or the dismissal for cause of-a librarian previous to the
expiration of a term appointment should, if possible, be consid-
ered by both a library staff or staff association committee and
the goverming board of the library. AR '

In all cases where the facts are insdispute, the accused 1li-
brarian should be informed im writing at least fourteen days be-
fore the hearing of the charges agaimst him and should have the
~opportunity to be heard in his ownl'defense by all bodies that

 pass judgment upen his case. He,should be permitted to have
with him an adviser of his own (ehoosing who may act as counsel,.

- There should be a full stenographic record of the hearing avail-
“able to the parties concerned, In the hearing of charges of in-
competence, the testimony{8hould include that of librarians and
- other employees, eithe§<ifom his own or from other institutions.

- ~ Librarians who are’dismissed for reasons not invelving moral
- turpitude should reeelive their salaries for at least three
‘months from the dave of notification of dismissal whether or not
- they are continued in their duties at the institution, unless
" .such payment'ﬁp}_pqnperformance-of.duties is prohibited by law.
Collegeyand university librarians under the jurisdiction of
~-the AA.U.P. tenure rules "should receive their salaries for at
“least one year from the date of notification whether or not they
. are continued in their duties at the institution,"

These principles of tenrure do not apply when a librarian's
.resignation has:beeq_qccepted even though such resignation is
for the purpose of/ avoiding dismissal. = - -

L o Lo o S . S

(8). Termination of. continuous or permanent appointment be~
cause of financial exigency should be demonstrably bona fide.
Dismissal on grounds that the pesition is to be abolished for
lack of funds is justified only when -the position is actually

- abolished. Situations which make such drastic retrenchment nec—
- essary should preclude expansiom of the staff at other points at
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the same time, except under extraordinary circumstances. ' In. .
such cases, the library administration should make a genuine ef-
fort to place the person in some other suitable position in the
library or library system where a vacancy exists, If such =
transfer is not practicable, as long a period of notice as pos~
sible (from six months to a year as a rule) should be given, and
the person should be entitleg to -his regular vacation -allowance.
If there is strong reason to question the legitimacy of the fi-
nsncial exigency the dismissed™person may request a hearing and
procedure for the hearing as outlined in (4) above.should be
followed. _ .- : ' ' -

- Where federal, state, or local civil service rulings or-
school tenure laws conform to these principles they are to be
considered acceptable. C SRR L
Oy
N\S ©

el
7%
« )

Note,~—These .principles conform in subStance and insofar as -
applicable to librarianship to the 194G Statement of Principles .
of Tenure, which has 'been widelygacceg;ﬁd-by-the American Asso—
ciation of University Professors, tp@;Association'of=American-u‘
Colleges, and other organizations,i) - e C
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"TENURE IN LIBRARIES

" A STATEMENT OF PRINCIPLES OF INTELLECTUAL FREEDOM
AND TENURE FOR NONPROFESSIONAL.LIBRARY EMPLOYELS

Adopted by the Councll of the Amerlcan lerary Assoclatlon,
_ o July 4, 1947 _

‘Purpose"

The purpose of this statement is to promote understandlng
and support of intellectual freedom and tenure, anﬁsagreement
upon procedures to assure fa1r employment practlces in all types

-_of 11hrar1es

.7l“employee

"N
% N

lerarles ‘are.educational institutions which not only sup-

plement and enrich the program of formal eduication but provide
the only educational program  available .t many persomns,- ‘Librar—
ies are conducted for the common goodxgnd not toe further the in-
terest-'of the individual librarian, Ll the nonprofessional llbrary
employee,2 the. governing- hody, or Eﬁe library as a whole, It is
~ in the interest of the common good that all citizens may have
- freedom to seek and to learn th&‘truth on all subjects. Intel-
lectual freedom is essential &9¢' these purposes. It.is fundamen-

tal- for the protection of thé*rights of all library employees,
) It carries w1th 1t dutles\eorrelatlve with r1ghts
N

Intellectual freedom means for the nonprof6551onal llbrary
_ freedow to assume the responsibility placed upon him
;,by a democratlc\ﬁoc1ety ‘to educate himself cont1nuously and to
- improve his ablllty to. partlclpate usefully in activities in

~ which he is dnvolved as a citizen of the United States and of

- the world__flntellectuel freedom implies freedom in the

ST IThe word. "librarian™ as used in this document includes all
“members of the 11brary staff who hold on a permanent basis full-—
.time positions comprising profe551onal 11brary duties, i.e,, 1li-
brary school graduates and others occupylng profe551onal and/or
admipistrative library positions. :

The words "nonprofessional l1brary employee" as used in -
this document include all employees of the library whe hold
- full-time positions on a permament basis except for. 11brar1ans
for whom a statement of prlnclples of tenure was adopted by the
A.L.A, Council on June 21; 1946:. This statement was prlnted in-
the A, L A Bulletln,40 451 53, November 1946 o




presentation of material on all sides of .controversial questions,
and in the dlssemination_of-information'on'all?5ubjects;'ylt'
- presupposes an acceptance by the institution of the principles -
of the Library's Bill of Rights.3 * Intellectual freedom pre— _
ciudes partisan political control of appointments and makes it -
possible for library employees to devote themselves to their
work without fear of interference or of dismissal-for political,
religious, racial, marital, or other unjust reasons, . . e

The library employee. is a citizen and a representative of -an
educational institution., When he speaks or writes as a citizen,;
he should be free from institutional censorship or discipline, =
but his special position in the community imposes special obliga- .
tions. He should remember that the public may. judge his institu—
tion by his utterances.  Hence, he should at all times be accu- . -
rate, should exercise appropriate restraint, should show respect
for the opinions of others, and should make everyeffortito in-
dicate that he is not an institutional spokesmdD on controver— -

sial issues., S D s T T

e 20 .
‘K " A
g\

Objectives

Tenure means that following the sabisfactory completion of a
probationary period, the employment.eof a nonprofessional library .
employee, unless appointed om a temporary basis, should. carry .~
with it the assurance of continugus and permanent tenure as long -
as he performs his duties competently and in.accordance with the
aims and objectives of the governing body. . Although no library -~ .-
employee on permanent appointment can have a vested interest in
any position, his services(shall not be terminated except inm - .. -
case of retirement for age; financial ‘exigencies’of the institu~ "~
tion, or other adequate\causes, - On the other hand, employing . .. . .
anyone for successivejIimited periods with the intent to avoid ' .
the granting of permafent tenure;is”deemed_ungt@ical, An.ade- .
quate pension-sya{ém for retirement at a specified -age or for . .. =~
disability should\be provided whenever possible in the best. in-. .-
terests of thegémployee and_thc;instituthn,grng,f_,5¢_”;_ N

N

N\

Principles
 Teuure, as an clementary right of amy group, quarantees. spe-
cifically: P SR TP S ST :

(1) Intellectual frégdbm'éé}d#ﬁinéd'abq§¢;:;; ff1::;_iT:“:fa*-
(2) Appointments and pramotions based solely om merit =~~~ -

SSUpebséded'Lyftﬁéitibféfy*ﬁiii'bf“Riﬁht§i§d9§§§§ihy;ih§'
Council of AiLArs June I8, IVIB, — o




without interference from political, economic, religious, or o th~

.. er groups.

. (8) A sufficient degree of economic security to make employ-
ment in the-library'attractive to[menzandeomen_of ab;llty.
Freedom and economic security are indispensable to theé success
of & library in fulfilling its obligations to each citizen and
to society. EE .

(4) Thé 6ppottuﬁity'forhfhéfiibrary_emPIOyee_to work without
- fear of undue interferenpeiOr.dismissal_and Prov1des freedom
from discharge,for*politibal,'religiqus. rac1al,_or other unjust
_reasoms; . . . 0 R T : -
. I“te?P?etaiioﬁSj“Zf A
In thefintérpretation:of'these principlesd it is understood
that the following represents acceptable librdary practice and
" that expressed acceptance of them by employer agd employee -
..should be made a part of the procedure of (a1l library appoint-

~ (1) The precise terms andicOndﬁtgﬁns of every appointment
- should-be stated in writing and ghould designate the position to
. which the persorn is-appointed; the terms of salary, employment,
_ " probation, and tenure; hours of‘service; vacation allowance; and
' provisions for leaves and retirement. . It should also include.
any limitation of intellectual freedom because of ‘religious or
" ‘other aims of ‘the imstitu®ion.  This ‘statement should be in the.
possession of both the dnstitution and the prospective employee

- before. the appointmentiis made. - IS :
' (2) Beginning)¥ith appointment to a full-time nonprofession-
© al library position on a permanent basis, the probationary peri-
.'od_should;nOtQ§é:1esslthan six months nor more than one year.

- If the~minimum probationary period “is insufficient to deter-
mine a givwen individual's potentialitiés, an extension of the
period sh6uld be specific as to timé and should be stated in
writing. ‘Notice should be given at least one month prior to the
expiration of the probationary period, if the nonprofessional
1ibrary employee is not to be continued in service after the ex-
piration .of that period. -~ . -~ - . : _

During the probationary period, a nonprofessional library
employee should be assured the same intellectual freedom as oth-
~er members of the library staif have,. S _ i
- (3) Appointments to substitute, temporary, or training posi-
tions, and those embodying a definite agreement on the maximum
period of employment need not be counted towards the ¢ompletion
~of .the probationary period. -~ .= o o .



a9

(4) Terminatlon for cause (incompetence and unfitnessy ing
- subordinatioen, conduct which is eriminal, -infamous, or dishone
_in the eyes of the law) of a continuous or permanent appoint-*
ment, or the dismissal for cause of a library employee previous
to the expiration of a term appointment should, if possible, be .
considered by both a 1ibrﬂrY75tﬂffk0r5staff-asSdciation;commiLJf'-
tee and the governing board of the library. .~ =~ . SR

In all cases where the facts are in dispute, the accused li-"
brary employee. should be informed. in writing at least fourteen .
days before the hearing of the charges against him and . should . -
bave the oppertunity to be heard in his own defemse by all bod- .
jes that pass judgment upon his case. lie should be permitted to
have with him an adviser of his own choosing whe may act as.
counsel, There showld be a full-steﬂographiC“reCordHOf-thé' _
hearing available to the parties concerned. . In the earing of
charges of incompetence, the testimony should inélude that of . = -

librarians and other employees, either from hisjown or from oth— _
er institutions. L S R S U e

& NR

- Nonprofessional library emplOyees_on-cbhtinubus orﬁpermanent g
appointment who are dismissed for reasoms not involving moral
tarpitude should receive their'salarie&“for_atjleast~one'month;
from the-date of notification of digmissal whether or not they. . -

are continued in their Jduties .at tﬁg’institutidn,-unlesstuchu-T;:
payment for nonperformance;ofvdqties:isﬁprohibitedﬁby,law;f: -

(5) Termination of contingous or permanent appointment. be-

cause of financial exigency(should be demonstrably bona fide.
Dismissal on grounds -thatd e'positionfis;to'be“abOIishedyfor.!'
lack of funds is justifi@a only when.the_positioniis:actually,*j'“
abolished. Situations'which make such drastic retrenchment nec—
essary should preclude é¢xpansion of the staff at pther;points at "
the same time, except under extraordinary circumstances, ' In -~
such cases, the \library administration should make a genuine ef- -
fort to place the persom in some other suitable position in the. -
. library or library system where a vacancy ?xists..ulﬁvsuch o
transfer i€ Wiot practicable, as long a period of notice as pos-
sible (from”three to six months as a rule) should pe given, and -
the person should be entitled to his:rcgular_vagaPlon-allowange;3n
If there is a strong reason to question thenleglt;macy-ofgyhe“_ .
financial exigency the dismissed person may request a hearing "

and procedure for the hearing as outlinediin_(4).ab0vefshould-bf_
followed. - T e _

(6) Thése principleS'of-tenuréfddino;'applyfwheﬁ:a nonpro— = -
fessional library employee's:resignat;on,has been accepted even .

though such resignation is- for the put?osg_of avo

iding dismissal.
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Where federal state‘ ‘or local c1v11 service. rullngs conform"
to these prlnclples they are to be con51dered acceptable.

Note.—_These prlnClpleS conform in substance and’ 1nsofar as
~applicable to libraries to the 1940 Statement of Principles of

Tenure, which has been widely accepted by the American Associa-
tion of University Professors,

the ASSOC1at10n of Amerlcan Col-
leges, and other organizations. @ - :
St .' _‘"\
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Adopted by Council of ALA., at e o
Atlantic City on June 18, 1ot i |

Lll)rary Brll of ngllts

HE Council of the Amencan hbrary Assooratlon reafﬁrms its behef in the follow- - B

ing basic pollmes whroh should govem the serwces of all llbrarles '_ LN R '

1. As a responsibility of library service, books and other readmg matter se'lected should * _

be chosen. for values of interest, mformahon and enlzghtenmont of alLthe people of the -
community. In no case . should any book be. excluded because of the race or nat:ona‘rty, '

or the pohhcal or rellgmus vrews of the wrrter : T ANy Lo
: P T

. There should be the fullest practlcable prowsron of r\naterral presentlng all pomts of -

view concerning the prohlems and issues of our times;, mtematlonal hational, and ]ocal and :

books or other reading matter of sound factual author:ty should not be proscnbed or R

removed from lrbrary shelves because of Par’oSan or déotrinal d:sapproval

3. Censorshlp of books urged o‘r\practloerl hy volunteer arbrters of rnorals or pohtlcal _

‘opinion or by orgamzatlons that would estabhsh a coercrvo concept of Amerlcamsm, must A

be challenged by libraries m mamtenanoe of the1r responsrb:hty to. provrde pubhc mfor— Ll

mation and enhghtenrient through the prmted word

.,_

4. L1brar;es~5h0uld enl:st the oooperatlon of alhed groups m tho ﬁe]ds of sciénoe, ok e

education,

and full freedom of expresslon that are the tradlhon and hentage of Amencans

5, As an mshtutaon of education for democratxc hvmg, the Irbrary should welcome the '. o

g rooms for socially usef‘ul and. cultural actmhes and d:scussmn of current .

use of its meetin :
Such moetmg plaoes should be ava!lable on equal terrns to all grOllps 0 E

pubhc questrons

~ the commumty regardless of the beliefs and aﬂihabons of the:r members e
- By olﬁcml action of the Counml on February 3 1951, the Lrbrary B:ll of

Rights shall be mterpreted to apply to all materijals snd medla oi -
- . communication used or col ected by libraries. .

A!IERICAN I.IBRARY ASSOCIATID‘N SU EA&T HU’RON STREET CH!CACO ]1 lll iNOIS

and of book pubhshmg in resnstmg al] abrrdgment of the froe acoess to ldeas _' '




Appendlx III
RESOLUTION ON LOYALTY PROGRAMS

WHEREAS, A democracy must preserve freedom of thought and ex—
pre551on if it 1s to surv1ve, and - s :

WHEREAS Loyalty 1nvestlgat10ns of llbrary employees may create-

an atmosphere of suspicion and.fear and tend to limit intel-
‘lectual freedom by rendering it hazardous to hold or express
other than popular or orthodox v1ews,'and

WHEREAS lerarlans have a spec1a1 respon51b111ty to prov1de in-

formatlon on all sides of controversial’ 1ssues, but cannot
do so if intellectual conformity becomes a fac tor . affectlng
thelr employment or tenure,'and B O

N
N

WHEBEAS The Amerlcan lerary Assoclatlon has recelved evidence

that loyalty tests may easily lead :to tite’violation of the

“constitutional rights of library employees, .and 1n some .
“'cases already have done so, therefore, be 1t

Resolved That we, the Councll of the Amerlcan lerary Associa—

o tlon, strongly protest loyalty\programs which 1nqu1re into a

~library employee's thoughts \réading matter, assoclates, or

‘membership in organizationg,® unless a partleular person's

-~ -definite actions warrant.sSuch investigation. We approve the

affirmation of alleglance to our. Government, We condemn

"~ loyalty oaths and investigations which permit the discharge
of an ‘individual wx}hout a fair hearing. We hold that in a
© fair hearing the ac used is furnished a statement of the

_ charges agalnst bim, is allowed to see the evidence against
“him, is given an opportunity to prepare and to present his
© . defense . and to\questlon his aceusers with the aid of legal
-~ counsel, §presumed jinnecent until proved guilty, and is

given’ the opportun1ty,_1f ad]udged gu1lty, of 3ud1c1a1 Te—
. V1ew. o's:'\’ B S ) [ ’ S T . e

Y -

Adopted by the.Council of the -

- American Library Assoclatlon

July 21, 1950

- os2
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