
PERSONNEL POLICIES
NEW JERSEY LIBRARY ASSOCIATION

Staff positions shall be established by the Executive Board of the New Jersey Library
Association (NJLA), hereafter referred to as the Executive Board. Salary ranges, job
descriptions, and qualifications for all positions shall be approved by the Executive Board.

The Executive Board shall appoint the Executive Director of the New Jersey Library Association.
Only the Executive Board may appoint other NJLA employees on the recommendation of the
Executive Director and/or the Board Employee Relations Subcommittee. Such employees report
to the Executive Director.

The Executive Director shall have the authority to make temporary and provisional
appointments pending the approval of the Executive Board. The Executive Board may employ
independent consultants as necessary, such consultants being responsible to the Executive
Board.

Employment by NJLA is at will, which means that employees or NJLA are free to terminate
employment at any time for any reason, or for no reason, by giving the other notice in writing.
This termination is effective on the date set forth in such notice. Upon termination, all obligations
of either party under this agreement cease, except for NJLA’s obligations to pay any final earned
salary, any earned vacation pay, to reimburse any properly incurred business expenses

I. Work Schedule

The typical full-time work week shall be 35 hours for office staff and the Executive Director.
Typical business hours are 9:00am to 5:00pm. NJLA employees will work a schedule approved
by the Executive Director. NJLA employees are designated as exempt or nonexempt in keeping
with the regulations outlined in the Fair Labor Standards Act. The Executive Director and
Associate Director are exempt employees.

Compensatory time for exempt employees is at the discretion of the Executive Director and
intended to reward employees who have worked significant periods of overtime during a short
period of time, as detailed in this manual.

II. Benefits

a. Salaries: The Executive Board shall have the sole authority to approve all salaries. The
salary of the Executive Director is determined by the Executive Board. All other salaries
are approved by the Executive Board upon the recommendation of the Executive
Director and/or the Board Employee Relations Subcommittee.

b. Health Insurance: A full-time employee is eligible for coverage in NJLA’s health benefit
program, provided that the following criteria are met:



1. The employee is appointed by the Executive Board for 20 hours or more per
week and for a minimum of three months.

2. The employee has completed one month of continuous service.

Health Care coverage is provided for the eligible full-time employee. Employees opting
into the NJLA Health Care coverage plan are required to contribute 10% of the cost of
the premium with contributions deducted monthly. Employees choose alternate coverage
may sign a waiver of coverage and receive $300 monthly in lieu of this benefit.
Employees wishing to purchase coverage for family members may do so at their own
expense and in accordance with the eligibility requirements of the Health Care coverage
plan. NJLA maintains the right to make changes in health care coverage and/or eligibility
as circumstances may require. Every effort will be made to give employees adequate
notice of any such changes.

Upon separation of employment, NJLA will make available all required information as
determined by New Jersey Continuation Law--Small Employer Program.

c. Pension Plan: All full-time employees are required, as a condition of employment, to
complete an application for the appropriate pension plan. The Executive Director shall
provide details about the appropriate pension plan at the time of hire.

d. Expenses: Full reimbursement will be provided for expenses incurred on NJLA business
in accordance with the budget adopted for this purpose by the Executive Board. The
Executive Director must approve all expenses reimbursed. NJLA reimburses mileage
when travel is required using personal vehicles at the mileage rate approved by the IRS.

e. Sick Leave: A full-time employee shall accrue sick leave at the rate of one day a month
for the first year of employment and 1¼ days a month thereafter, which may be taken as
earned. Sick leave may be taken in hourly increments. Sick leave shall be cumulative but
such accumulation shall not exceed 90 days. A part-time employee shall accrue sick
leave according to the NJ Earned Sick Leave Law. NJLA shall not pay for unused sick
time at the termination of employment.

f. Paid Holidays: Full-time employees are entitled to 14 paid holidays, including:
New Year’s Day
Martin Luther King Day
President’s Day
Good Friday
Memorial Day
Junteenth
Independence Day

Labor Day
Columbus/Indiginous Peoples Day
Veterans Day
Election Day
Thanksgiving Day
day after Thanksgiving
Christmas Day

If a holiday falls on a Saturday, the day before (Friday) shall be the official holiday; if a
holiday falls on a Sunday, the following day (Monday) shall be the official holiday.



g. Vacation: Vacation leave for full-time employees shall be earned at a rate of one day a
month and will typically be taken within the calendar year. However, upon the approval of
the Executive Board, up to 10 days may be carried over to the next year. New
employees accrue vacation time as soon as employment begins, but may not take
vacation time until completion of 90 days of employment. Vacation leave may be taken in
increments of 1 day or ½ days.

Employees serving NJLA for five years or more shall earn vacation leave at a rate of 1½
days per month.

The NJLA President shall be notified in advance of dates that the Executive Director has
planned to take leave time. The Executive Board has discretionary authority to deny the
requested leave if it conflicts with the work of the association.

Upon termination of employment, the employee may be paid for no more than the
maximum annual earned vacation, plus any approved carryover up to 10 days.

h. Personal Days: Three days with pay will be granted per annum for personal purposes.
These personal days must be taken during the calendar year.

i. Emergency/Special Leave: The Executive Director and staff shall be provided time off
without loss of pay when required for jury duty or as a member of the Armed Forces
Reserve. Special leave without pay may be granted at the discretion of the Executive
Board.

j. Bereavement Leave: The Executive Director and staff shall be granted up to 5 working
days with pay for death in the immediate family, and up to 3 working days with pay for
death of other family members. Immediate family members are defined as the
employee’s spouse, civil union partner, domestic partner, parents, stepparents, siblings,
children, stepchildren, grandparents, grandchild, parent-in-law, sibling-in-law, son-in-law
or daughter-in-law.

Bereavement days may be taken on separate days or consecutively. Leave days shall
be taken within 5 calendar days of the date of the death, funeral, or service.

k. Compensatory Time: NJLA full-time staff are salaried, exempt employees and as such
are not eligible for overtime and/or compensatory pay. All NJLA exempt employees are
expected to work occasional weekend, holiday and/or evening hours. NJLA may, from
time to time, grant compensatory time to recognize that in exceptional, limited situations,
employees who are exempt from the overtime provisions of the federal Fair Labor
Standards Act may be required to work significantly longer work hours or work weeks
than typically required. During such instances, compensatory time for exempt employees
is at the discretion of the Executive Director. Typically, compensatory time should be



used within the calendar year; however, upon approval of the Executive Board, this time
may be carried over to the following year, up to 10 days.

III. Worker’s Compensation

Illness or personal injury arising out of a condition or accident, which upon investigation is found
to be job-related, shall be covered by Worker’s Compensation Insurance. It is the responsibility
of the employee to ensure that all such illnesses or accidents are immediately reported to the
Executive Director. Worker’s Compensation shall be paid at the rate and according to the terms
and conditions prescribed by State Statute.

IV. End of Service

a. Resignation
The Executive Director shall submit a written letter of resignation to the Executive Board at least
30 days prior to the effective date of resignation. Other employees shall submit resignations to
the Executive Director 15 working days prior to the effective date of resignation.

b. Termination
The Executive Director can be terminated by the Executive Board as stated in the agreement
between the Executive Director and Executive Board. Exempt employees are at-will and may be
terminated at any time due to performance and/or availability of funding for the position.

V. Evaluation Process

The Executive Director will evaluate all staff and have the authority to bring a proposal to the
Executive Board for annual salary increases based on merit and within any NJLA budgetary
constraints. The Executive Director should base the evaluation on direct experiences with the
employee and include feedback from the Executive Board Officers, as well as the Conference
Committee and Member Services Committee Chairs, and other NJLA leaders who have worked
directly with the employee. The proposal for staff evaluations should be made by the Executive
Director no later than the Executive Board meeting in June in order to take effect in July.

The Executive Director will be evaluated by the NJLA Employee Relations Subcommittee. Any
recommendations for salary increases should be made to the Executive Board by the June
meeting in order to take effect in July.
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