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1.  GETTING STARTED
WELCOME - Congratulations on your new position!  It is a pleasure to welcome you as a new staff member to Hunter Library.  We are proud of our commitment to provide excellent service to our students, fellow employees and the campus community.  The following information is designed to help you become acquainted with our organization, and to provide information which will be useful to you as you begin your new job.  Please let your supervisor know if you have any questions or need additional information.
MISSION - The mission of Hunter Library is to provide a place and the means for the Western Carolina University community to pursue both the discovery and the creation of knowledge. To this end, the Library selects, organizes, and preserves resources to support the University’s mission. Hunter Library’s goal is to stimulate learning and to teach its patrons to use information resources effectively.
DUTY SCHEDULES - The normal daily work schedule for the University is 8 a.m. - 5 p.m.  However, since Hunter Library is open more than 100 hours a week, library employees may be required to work outside the time that is normal for other University offices.  Individual work schedules will be arranged by the supervisor, and any schedule agreed upon should be maintained for at least the duration of a semester. The supervisor reserves the right to change the employee’s schedule.
PARKING - All faculty and staff members of the University who park personal vehicles on campus must purchase a parking permit at Police and Traffic Services in the Outreach Center Annex.  Further regulations and information concerning parking on campus are published in “Parking and Traffic Rules and Regulations” distributed to all new employees by the WCU Police and Traffic Services.  Website:  http://police.wcu.edu/parking.htm
I.D. CARDS - WCU employee identification cards are issued by the OneCard Office – This card is needed to check out materials at the library and use University facilities such as the Fitness Center, Health Center, etc.
KEYS/CODES - Front door keys are issued only to Circulation staff and selected others upon approval by the University Librarian.  Codes to the back door may be requested in order to allow entrance if the employee’s work schedule begins before the library is open to the public.

Keys to personal offices are issued by the Library Administration office to individual employees.  Keys issued to an individual are not to be transferred to another person, and must be returned to the Library Administration office when no longer needed or when the employee leaves.  All library keys for which an employee has signed must be returned to the Administration office before the final paycheck is released.

MEAL BREAK - The normal time allowed for a meal is one hour.  The supervisor may arrange a schedule that permits a one-half hour meal break with the other one-half hour used to shorten the work shift at the beginning or end.  A one-half hour meal break is a privilege.  Meal breaks may be changed at any time at the discretion of the supervisor.
PAYCHECKS - Paychecks are generally delivered on the last working day of each month for permanent employees; and on the 15th for hourly employees.  On months when the payday falls on the weekend or holiday, checks are delivered earlier.
TIMESHEETS - SPA and hourly employees complete a timesheet and turn it in to their supervisor several days prior to the last working day of each month.  Timesheets are checked by Personnel & Planning then are taken to the Payroll office.  The employee should keep a copy of their timesheet.  Timesheets may be printed from the Library Insider pages located at the following URL:
http://library.wcu.edu/LibraryInsider/Pers_Plan/printforms.htm
OVERTIME COMPENSATION - There is NO OVERTIME WORK in the library.  Employees will only work their required number of hours weekly.

HEALTH SERVICES provides emergency health care services to faculty and staff on a walk-in basis.  A mandatory monthly fee of $3.00 is charged to permanent employees for services at the health center located in the Bird Building.  Health Services is open during normal working hours.  The services available include office visits, over-the-counter medications, lab work, injections, and prescriptions to be filled by the drug store of your choice.  It is, however, not designed to take the place of your primary care physician.  Website: http://www.wcu.edu/studentd/hlthserv/.
LIBRARY TELEPHONES - There is a long-distance log for each phone.  Please record your long-distance calls on the log sheet and send it to the Library Administration office at the end of each month. Office telephones and long-distance access are for business use only.  Personal calls to baby-sitters, doctors, etc. are permitted but should be limited (dial 9 to get an outside line).  Personal long-distance calls should be charged to a personal calling card or home telephone number.
STAFF BULLETIN BOARD - There are two staff bulletin boards located inside the entrance to Technical Services.  Job vacancies, Staff Forum news, events and workshops are posted to the boards, as well as a variety of other information.
2.  POLICY AND PROCEDURES
CONFIDENTIALITY of PATRON RECORDS and EMPLOYEE  INFORMATION - Patron names, addresses or telephone numbers and circulation records are confidential.  Do not give out any of this information.  Refer inquiries to the phone directory.  Those whose inquiry is not satisfied by such information should be referred to the Office of Student Development for student information, to the Office of Academic Affairs for faculty information, and to the WCU Office of Human Resources for staff information.

What a person reads or is waiting to read is a private matter and is confidential.  EMPLOYEES OF HUNTER LIBRARY ARE NOT PERMITTED TO REVEAL WHO HAS A PARTICULAR BOOK OR WHO IS ON A WAITING LIST FOR A PARTICULAR BOOK.

EXCEPTIONS TO THIS POLICY CAN ONLY BE MADE BY THE HEAD OF CIRCULATION OR THE UNIVERSITY LIBRARIAN.

Confidentiality of Reserve Materials - Materials placed on reserve by an instructor for a class are an exception to the privacy rule.  The names of borrowers of materials placed on reserve for a class may be provided to the professor of the course.

EVALUATION – SPA - The evaluation process is a method to communicate your work contribution to the library, to set new goals and identify areas for growth.  This process begins with the creation of an official Work Plan document at the time of employment, which is signed by the employee, the supervisor and the next level supervisor.

This document covers a one-year period beginning April 1 and ending March 31 of the next year.  For new employees it covers the six-month probationary period, and a further Work Plan is developed to cover the remainder of the evaluation year.  The process provides for an Interim Evaluation in Oct/Nov, and ends with a formal, written evaluation near the end of the evaluation period using the Work Plan document.

TAKING CLASSES / TUITION WAIVER - Any permanent employee who works 30 or more hours per week is eligible to take classes at WCU or any UNC system university. See Personnel & Planning for assistance with this process. Classes may be taken at WCU if admitted to the University as undergraduate, graduate or special student. One class per Fall and Spring semesters may have fees waived under certain conditions. There is no tuition waiver for summer school, but some fees may be waived.  An Approval to Enroll in Class Form must be first signed by the supervisor (this form comes from Personnel & Planning).  Tuition waiver forms are obtained from the WCU Human Resources Office, 250 HF Robinson Building. For more information regarding this program go to 
http://admfin.wcu.edu/hr/TuitionWaiverprogram.htm.

TRAVEL for library business requires a travel authorization document be submitted two weeks in advance of business travel whether or not the expenses will be reimbursed.  If the need for travel includes registration for a conference or workshop, the registration form must be submitted two weeks prior to the registration deadline. Travel requests are submitted initially to the requestor’s supervisor.   WCU publishes regulations and policies regarding travel for business purposes; the most current regulations are in the Library Administration Office.

GRIEVANCE PROCEDURE – It is Western Carolina University’s policy to provide a means of communication between supervisors and employees and to establish principles of administration to insure a prompt, orderly and fair response to an SPA employee’s grievance or complaint.  The objectives of this policy are intended to ensure that: employee’s problems or complaints are considered rapidly, fairly and without fear of reprisal; to ensure that costs to process grievances are contained; and to resolve workplace issues and problems efficiently and cost effectively.  Complete information on WCU disciplinary and grievance policy and procedures may be found at

http://admfin.wcu.edu/hr/Employeerelations.htm.
ADVERSE WEATHER   - University Policy 41 addresses adverse weather conditions.  In addition to the University Policy, it is Library policy that Hunter Library will try to maintain normal operating hours whenever the dormitories are open in adverse weather.  University Policy #41 may be found at
http://admfin.wcu.edu/hr/Leaveadministration.htm.
If an employee discovers upon arriving at work, that they are the first to arrive and doors are still LOCKED at/past opening time, unlock them with the allen wrench key hanging with the snow day procedure sheet and wait until a Circulation employee arrives.  Housekeepers never open the front doors.  Snow Day Procedures are posted behind the Circulation Desk on the wall to the left of the cash register.
LEAVE - SPA/EPA - Permanent SPA employees earn vacation leave based upon their years of employment.  Permanent full-time employees earn sick leave at the rate of 8 hours per month.

LEAVE - SPA - It is the responsibility of each library employee to keep his or her own leave records and balances.  Balances may be verified with the WCU Human Resources Office and by using the WCU web WIN system. Twice yearly, the employee receives a leave balance report from the WCU Human Resources Office.

LEAVE – EPA - Faculty send in a leave report form for the previous month for signature by their supervisor, which is routed to the Personnel & Planning Services, then forwarded to the Human Resources Office.

COMMUNITY SERVICE LEAVE – Employees in full-time or permanent part-time positions are eligible to participate in this program encouraging volunteerism.  Up to 24 hours of leave is awarded annually.  If not taken, this leave will not be carried over to the next year. For further information on Community Service Leave, http://www.wcu.edu/chancellor/index/UniversityPolicy/policy76.html
CHILDREN IN THE LIBRARY – Children under the age of 14 must be accompanied by an adult.  Visits for groups of school children are scheduled with the Head of Public Services. For further information see
http://www.wcu.edu/chancellor/index/UniversityPolicy/policy71.html
3.  COMMUNICATIONS
FORMAL WRITTEN COMMUNICATIONS - University policy requires the use of official WCU letterhead for all official correspondence within and outside the University.

USE OF COMPUTERS AND DATA COMMUNICATIONS – University Policy #52 explains various forms of computer abuse: privacy of records, theft, vandalism, copyright issues, harassment, personal use, and gives guidelines and penalties.  http://www.wcu.edu/chancellor/index/UniversityPolicy/policy52.html.

E-MAIL PROCEDURE - The Systems Unit will assist you in setting up an e-mail account.  You are expected to read your e-mail daily.  When using E-mail at work, be aware that use of the computer for personal reasons on library time is not appropriate.
SCHEDULING  MEETINGS AND WORKING CALENDAR – The library uses MS Outlook calendar to schedule meetings and set up appointments.  All employees are required to keep their calendar up to date.
COMPUTERS - The Library’s computers are connected by a computer network.  Through this network, library employees have access to the campus VAX, an internal e-mail system, the Library Catalog, and other electronic resources.  You will be contacted about setting up your VAX account.
4.  LIBRARY ORGANIZATION
LIBRARY UNITS - Hunter Library is organized into ten working units.  These are:  Library Administration, which includes the Administrative Office,  Personnel & Planning  and Systems; Cataloging and Acquisitions;  Curriculum Materials Center; Government Documents; Maps; Public Services, which includes Circulation and Reference; Collection Development and Serials; and Special Collections.  Personnel & Planning maintains a current organization chart for Hunter Library which can be found on the Library Insider pages at
http://library.wcu.edu/ABOUT/administration/OrgChart.pdf
BORROWING PRIVILEGES - Hunter Library allows faculty and staff members of the University and student assistants of the Library to be exempt from paying overdue fines on books.  However, there are no exceptions for fines on reserve books or books from the browsing collection. Graduate students who teach part time and spouses of faculty and staff are not included in fine exemption.  All book borrowers are expected to pay replacement cost and a processing fee for damaged or lost books.

5.  CALENDAR
LIBRARY HOURS - The library publishes a revised schedule of library hours prior to the beginning of each semester.  For special hours on holidays, semester breaks, etc., see website:

http://www.wcu.edu/library/about/hours.htm.

Special Collections, Curriculum Materials Center and Maps have posted hours that differ from regular library hours.
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HOLIDAYS - The State Personnel Commission permits educational institutions to adopt a holiday schedule that differs from the statewide schedule in order to meet operational needs of the 
HOLIDAYS - The State Personnel Commission permits educational institutions to adopt a holiday schedule that differs from the statewide schedule in order to meet the operational needs of the institution.  State employees have 11 paid holidays per year.  The holidays for Western Carolina University are published annually in a memo from the Chancellor to all University employees. The schedule may be found at: http://admfin.wcu.edu/hr/Holidayschedule.htm
Normally the following holidays are observed at the expected times with paid days off: New Year’s Day, Martin Luther King Jr. Day, Spring Holiday (Friday before Easter), Independence Day, Labor Day, Thanksgiving and Winter Holiday.  Memorial Day and Veteran’s Day are workdays, and time off for them is given during the period between Winter Holiday and New Year’s when the University is closed.
Updated:  January, 2005

Information contained in this publication will be updated regularly at:

http://library.wcu.edu/LibraryInsider/Pers_Plan/survive.pdf
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