
 
 

March 2010 Media Report 
 

Overall Summary 

Features News 
Briefs 

Mentions Editorials Photos Video Other Total 

5 4          3 0 13 0 4 29 

Number of  unique press releases distributed: 4         Number of event calendars distributed: 8 
 

Coverage by Media Outlet 

Grand Rapids Press March 4 – “Caledonia Township will not seek stimulus funds for new library” 
March 14, March 28 – “On exhibit in West Michigan galleries” 
March 18 – “Caledonia Library renovation may get upgrades now that estimates 
are in $1 million under budget” 
March 22 – “Alpine Township revives capital improvement program for 'wish list' 
items” 
March 22 – “Grand Rapids Yacht Club adds trees, shrubbery” 
March 22 – “Dora the Explorer plans visit to KDL branches” 
March 24 – “Alpine's KDL library program Captain Underpants!” 

Rockford Squire March 4 – “Rockford Register” 

Cedar Springs Post March 4 – “First graders get library cards” 

Advance Newspaper March 1 – “Changes in Walker city office hours don't affect the library” 
March 2 – “Cascade Peace Park rules head to hearing” 
March 15 – “Caledonia shuns stimulus money for new library” 
March 15 – “Tell me a story!” 

Michigan Library Author 
Visits Blog 

March 9 – “The Kent District Library is hosting Catherine Frerichs at the 
Cascade Branch on March 11th” 

Alpine Twp. Website 
Companion 

March 30 – “Snakes Come Alive at the Alpine KDL Library” 

 
Highlighted Articles Included 

 
This report does not include paid advertising or media sponsorship. Content from smaller/localized media 

outlets may not be captured in report. 
 
 
 

 
 

http://photos.mlive.com/grandrapidspress/2010/03/alpines_kdl_library_program_ca_5.html


March Overview: 
 
Our March media coverage featured a number of articles related to the new Caledonia Twp. branch 
building and funding efforts. There were also a number of children’s program photos and features. 
Disappointingly, coverage of March author events received little mainstream publicity. Although not listed, 
there was a great deal of coverage in the “blogosphere” of KDL’s children’s programming and our “What’s 
Next” online database resource.  
 
 
March 1         Advance Newspapers  
Changes in Walker city office hours don't affect the library 
Walker library director Jane Seitz doesn’t mind if patrons wear casual clothes on Fridays. She just wants 
them to show up. 
 
Seitz has noticed a slight drop in attendance on Fridays since the beginning of the year. While this might 
be due to a general slowdown in winter months, she said she was “a little worried” people might think the 
recent changes to the Walker city schedule also apply to the library. 
“We’ve had a number of people that have asked us if we’re open on Fridays,” she said. She has posted 
signs reminding patrons of the library schedule. 
 
On Jan. 4, Walker adopted a four-day workweek for many of its employees. Although regular city offices 
are now closed on Fridays, they are now open longer on the other four days, from 7:30 a.m. to 5:30 p.m. 
 
Library staff members, however, are employees of Kent District Library (KDL), not the city of Walker. 
While the library building is owned and maintained by Walker, the city does not control operating hours 
and days, according to a contract with KDL…. continued. 
 
March 4         Cedar Springs Post 
First graders get library cards 
 

First graders at Cedar Springs Public Schools proudly show off envelopes 
with their new library cards inside.  
 
Last Thursday, February 25, 265 first graders got their library cards in what 
has become an annual event at Cedar Springs Public Schools.  On hand to 
pass out the cards was Cedar Springs Public Library Director Donna Clark, 
Sara Magnuson, parapro at Kent District Library in Sand Lake, and Katie the 
KDL Mascot. 

 
According to Clark, 243 out of the 265 that got cards either already had their own library cards or got a 
new card. “That’s 92 percent! How exciting!” remarked Clark. Of those that got cards, 109 were from the 
City of Cedar Springs or Solon Township, and 134 were from the service area for KDL. 

 
This young man enjoyed a night at the Kent Theatre as part of the library card 
drive. To celebrate, the kids were treated to a free movie at the Kent Theatre 
Monday and Tuesday evening—Alvin and the Chipmunks the Squeakquel. 
There were 68 first-graders on Monday night, and 74 on Tuesday evening. The 
Cedar Springs Public Library covered their $3 entry fee, thanks to the generous 
donation of Mr. and Mrs. Mike Holton, who love to promote education and 
reading in Cedar Springs.  Mrs. Graf had 21 of her 26 students show up for the 
movie; Mrs. Holtrop had 17 of her 25 and Mrs. Herman had 16 out of 25. Other 
teachers were right behind them.  
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“What a great job all of the teachers do each and every year, encouraging their 
students to get their library card registrations back so their class can come in 

with 100 percent participation for ‘March is Reading Month,’” said Clark. The new library cards can be 
used at any local library. The Cedar Springs Public Library and Kent District Library both received awards 
for best library reading programs in the State of Michigan in 2006 by the Michigan Library Association. 

http://cedarspringspost.com/wp-content/uploads/2010/03/N-library-card1.jpg�
http://cedarspringspost.com/wp-content/uploads/2010/03/N-Library-card2-first-grad.jpg�
http://cedarspringspost.com/2010/03/04/first-graders-get-library-cards/
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March 4               The Grand Rapids Press 
Caledonia Township will not seek stimulus funds for new library 
 
CALEDONIA TOWNSHIP -- Even though construction of a new library qualifies for stimulus funds, 
Township Board members said they won't seek the Build America Bonds. 
Treasurer Richard Robertson recently explained the two financing options for the $3.8 million project to 
board members. 
 
The first option is tax-exempt municipal bonds for 20 or 21 years at an interest rate of about 4.5 percent. 
The second option would seek Build America bonds at about 6.35 percent interest for 20 to 21 years. But 
the federal government would reimburse the township for 35 percent of the overall interest costs for the 
life of the bonds. Even though the federal program carries the higher interest rate, Robertson said he 
believes the township would save about $147,696. 
But the savings would come at the expense of the American taxpayer, costing about $881,221 to the 
federal government, he said. 
 
Board members said it presents a unique situation. "I have a very strong problem with using the 
government money," said board member Richard Snoeyink. "I don't want to become part of the problem. I 
would rather be part of the solution and find our own financing." Supervisor Bryan Harrison agreed, 
saying he wanted nothing to do with what he called the "Bilk America Bonds." "The idea of the township 
saving money so that another section of government can take it out of the pockets of someone else, is 
not true savings," he said. Robertson said the stimulus package was created to save and create jobs, but 
the township's library project isn't really creating any. "Our turning this option down isn't going to stop the 
American debt problems, but we do make a statement about our priorities," he said. "This library is our 
responsibility to build and pay for, not the American taxpayer." 
 
Voters approved a millage for the library, to be built on 10 acres south of 92nd Street and west of M-37, a 
year ago. The township will bond for the majority of the project, with at least $1 million in donations and 
contributions expected. Harrison said the township received 17 bids and he expects the committee to 
make a recommendation to the board in April. "We have a very, very hungry market out there right now," 
he said. "All the bids are very favorable." Groundbreaking is expected to take place this spring with the 
library open in January. 
 
March 9           Michigan Library Author Visits Blog 
The Kent District Library is hosting Catherine Frerichs at the Cascade Branch on March 11th  
 
Author and writing professor Catherine Frerichs will be the guest speaker at a Community Book 
Discussion held at 9:30 AM on Thursday, March 11, at the Cascade Branch. She will read from her newly 
published book Desires of the Heart: A Daughter Remembers Her Missionary Parents. This program is 
sponsored by the Grand Rapids Area Council for the Humanities. 
Catherine Frerichs is a professor in the Writing Department at Grand Valley State University, and also 
spends time writing articles, and presenting programs and workshops. 
 
March 15            Southeast Advance 
Caledonia shuns stimulus money for new library 
 
Caledonia Township trustees have decided not to seek bonds through the federal stimulus “Build America 
Bond” program to fund the construction of a new library. 
 
A $2.825 million, 21-year bond proposal was passed by voters in May 2009 to fund the construction and 
maintenance of a new 17,200-square-foot, $3.8 million Caledonia Township library. 
Trustees examined two bond options at their last board meeting, debating whether to use a tax-exempt 
20- to 21-year municipal bond at a rate of 4.5 percent, or the Build America Bond stimulus program at a 
rate of 6.35 percent over the same time frame. If the Build America Bonds were used, the federal 
government would reimburse the township 35 percent of the overall interest costs, or approximately 
$147,696 over the bond’s lifespan. 
 

http://michiganlibraryauthorvisits.blogspot.com/2010/03/kent-district-library-is-hosting.html


The U.S. Treasury Department states the Build America Bond program provides a federal subsidy for a 
larger portion of the borrowing costs of state and local governments than traditional tax-exempt bonds in 
order to stimulate the economy and encourage investment in capital projects. 
 
Township officials said while they are always looking to save a buck, the savings would come at a much 
higher total cost to future American taxpayers. “Over time, this $147,696 savings will cost taxpayers 
$881,221. We may be saving a dollar, but we will be increasing that obligation seven-fold to the American 
public,” said Treasurer Richard Robertson. “When we voted to build a library we said this is our 
responsibility, our project, that we are willing to pay for. By not using the stimulus money we are making a 
statement about where our priorities are.” 
 
Township Supervisor Bryan Harrison said the library committee recently sent out 17 requests for 
proposals, has interviewed five finalists and hopes to emerge with a contractor recommendation, and final 
cost parameters, at the next regularly scheduled board meeting at 7 p.m. on Wednesday, March 17 at 
Township Hall, 250 Maple St. 
 
March 15               Northwest Advance 
Tell me a story! 
 

Local kids and their parents came to a recent storytime event at the Tyrone 
Township library branch. Above, Librarian Marcia DeMeester warms up the 
audience with help from a puppet.  
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March 18                   The Grand Rapids Press 
Caledonia Library renovation may get upgrades now that estimates are in $1 million under budget 
 
CALEDONIA TOWNSHIP -- Construction bids for the new library came in more than $1 million under 
budget, and a building committee member says that could allow some upgrades in materials. 
The board approved a construction contract with FCC General Contractors Inc. at $2.1 million. The 
original estimate for the construction was at more than $3.1 million, said Craig Vaughan, chairman of the 
building committee. "There was a lot of interest in this project and some very, very competitive bids," he 
said. He said the township received 17 bids, and the lowest five bidders were interviewed by the 
committee and architect. FCC wasn't the lowest bidder, but it was the committee's unanimous choice and 
was less than 1 percent over the cost of the lowest bidder, he said.  Vaughan said the committee 
considered several factors when choosing the contractor, including an emphasis on using local 
subcontractors. "I think it's fantastic we're able to get local contractors and workers to build this facility," 
board member Dale Hermenet said. "It helps everyone in the community." 
 
The board also approved issuing unlimited tax general obligation bonds of up to $2.8 million to fund the 
library project. Treasurer Richard Robertson said the actual cost is still being determined, but the bonds 
will probably be less than that amount. Vaughan said work at the site, south of 92nd Street near M-37, 
should start by early April, with the 18,000-square-foot facility scheduled to be open in January. 
With the low construction bids, a number of alternatives can be included in the project, such as a metal 
roof, upgraded windows, enlarged deck with decking made out of composite rather than wood materials, 
and a key-card entry system, Vaughn said.  
 
He said the committee wants the library to be a LEED-certified (Leadership in Energy and Environmental 
Design) building, possibly a silver level certification. LEED certification means the facility must be built to 
meet certain energy efficient standards. Moving forward with LEED certification makes environmental 
sense, presents the library as an educational showcase, and protects wetlands on the site, Vaughan said. 
 
 
 

http://connect.mlive.com/user/advnews/index.html


March 22                  The Grand Rapids Press  
Alpine Township revives capital improvement program for 'wish list' items 
 
ALPINE TOWNSHIP -- Township officials are bringing back a capital improvements program, a way to set 
aside funds toward "wish list" items. Officials are reviving the CIP after it fizzled out for 2005. Priority 
projects between 1998 and 2004 included fire truck purchases and property acquisition. Planning director 
Sue Thomas said one past consideration that's still relevant is replacing fire house No. 1, 841 Alpine 
Church Road NW. Another possibility is expanding the Kent District Library branch at 5255 Alpine Ave. 
NW.  A CIP advisory committee is to meet over the next several months to discuss ideas. 
 
 
March 22               The Grand Rapids Press 
Dora the Explorer plans visit to KDL branches 
 
CASCADE TOWNSHIP -- Dora the Explorer is scheduled to make appearances Tuesday and 
Wednesday for special story times at the Kent District Library branches in Cascade Township and East 
Grand Rapids. The Cascade event is scheduled for 10 a.m. Tuesday at the branch, 2870 Jacksmith Ave. 
SE, and the East Grand Rapids event is at 10 a.m. Wednesday at the library, 746 Lakeside Drive SE.  
 
Dora is currently on tour with "Storytime Live!" a theatrical event featuring characters from "The 
Backyardigans," "The Wonder Pets" and other top-rated preschool TV shows. The library events are free.  
Two shows of "Storytime Live!" are scheduled for 7 p.m. June 1 and 2 and 10:30 a.m. June 2. 
 
March 24               The Grand Rapids Press 
Alpine's KDL library program Captain Underpants! 
 

    
 
 
March 30              An Alpine Township Website Companion 
Snakes Come Alive at the Alpine KDL Library 
  
Alpine Township Hall was not the place to be this morning if you are afraid of snakes. Yet over a dozen 
pre-schoolers braved the dangers and enjoyed a library program featuring some not so live snakes. The 
kids did not seem fazed in any way, but parents and grandparents stayed in the rear of the building. 
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Section 3: Special Other Services 
  
 

3.1 Exhibits       CHANGE  
3.2 Literature Display and Distribution   CHANGE 
3.3 Public Relations 
3.4 Library Programs     CHANGE 

      
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  



  
KDL Policy 3.1        Last Revised 3-10-09    

EXHIBITS  
  
Kent District Library provides a venue for local artists/exhibitors to display visual art and to 
further serve patrons by increasing awareness and appreciation of the arts.  All exhibits will 
have prior approval from the local governmental unit.  
  
Suitable space for exhibits is not available at all branches.  Some local governmental units 
may have guidelines on how and where materials are displayed in the facility and Kent 
District Library will honor these guidelines.  
  
The branch manager will work with staff members (or a local community committee) to make 
decisions regarding the selection of materials to be displayed.  In making decisions upon the 
suitability of the work to be exhibited, the branch manager or designee will take into 
consideration the use of the library by all segments of the community and all age groups.  
Selection priority may be given to local artists/exhibitors and those who have not previously 
exhibited in the library.  
  
The exhibit space shall not be used for advertising or for political purposes.  Library staff may 
provide contact information for the artist upon request.  
  
The artist/exhibitor assumes all liability for the loss of or damage to the artwork on display. 
  
The library reserves the right to cancel the exhibition for any reason.  
  
The Kent District Library Communications Manager must approve printed publicity initiated 
by the exhibitor.  The Library, if it chooses, may produce flyers and contact media to promote 
the display.  
  
  



KDL Policy 3.2     Last Revised 12-20-07  

LITERATURE DISPLAY AND DISTRIBUTION  
  
The Kent District Library adheres to the principle that the Library is the institution in our 
society which provides materials representing all points of view in all fields including political, 
social, and religious no matter how controversial or objectionable these views may be to 
some people. 
 
To support this basic principle and to foster positive relationships within the community, the 
following policy has been established: 
 

1. Informational material of public interest from nonprofit organizations, educational 
institutions, and governmental agencies may be displayed or distributed in 
branches where space is available. The primary purpose of such material must be 
to inform the public of the organization’s programs, services, and events. 

  
2.  Material not permitted for display or distribution in branches includes commercial 

advertising, personal and group sales material, business cards, as well as 
literature and audiovisual items primarily for the purpose of soliciting members, 
requesting donations, raising funds, or selling merchandise.  Exceptions include 
KDL Fund and annual giving materials, Friends of the Library materials, 
promotional items for cultural organizations such as ballet, orchestra, museums 
and theater groups, and special-event fliers for local Kent County nonprofit 
organizations.  Other exceptions include local magazines and newspapers that are 
distributed free of charge and have received prior approval from Kent District 
Library.  Material for display or distribution in branches will be permitted at the 
discretion of the branch manager. 

  
3. Prior to an election, branches may have available, on an equal basis, voter 

information and campaign literature about political candidates appearing on local 
ballots.  Any materials that directly or indirectly make reference to an election or a 
candidate must be removed prior to election day if within 100 feet of any entrance 
to a polling place or in a hallway used by voters to enter or exit a polling place. 

 
4.  Prior to an election, campaign material relating to ballot issues may be placed in 

library branches for display and/or distribution to the public.  If there is formal 
opposition to a ballot issue, equal consideration shall be given. Campaign 
materials that directly or indirectly make reference to a ballot issue must be 
removed prior to election day if located within 100 feet of any entrance to a polling 
place or in a hallway used by voters to enter or exist a polling place.    

  
5.  Petitions may not be displayed or circulated in library buildings except as permitted 

by local municipal ordinance. or on library grounds.  The only exception will be 
petitions related to the Kent District Library; provided however, that such petitions 
shall not be displayed or circulated in a compartment connected to a polling room 
or within 100 feet from any entrance to a polling place. 



KDL Policy 3.3   Last Revised 8-15-02    

PUBLIC RELATIONS     
  
The Chairperson of the Library Board of Trustees is the official spokesperson for the Board.  
The Director is the official spokesperson for the Library.  
  
The Communications Manager serves as media liaison for the Board and the Library 
Administration.  Whenever official media statements are required pertaining to library 
policies, procedures, programs, services, or positions on District-wide issues, the 
Communications Manager is responsible for all contacts with local newspapers, magazines, 
professional journals, radio, and television stations.  The Communications Manager with the 
approval of the Library Director determines who represents the Library to the media on a 
particular topic.  
  
  



KDL Policy 3.4   Last Revised 3-10-09    

LIBRARY PROGRAMS  
  
Responsibility for library program development is vested in the Library Director, and such 
members of the staff whose job descriptions include program responsibilities. Library 
programs may utilize volunteers and may be developed cooperatively with Friends groups, 
governmental units, community organizations, and individuals. A program is any presentation 
given in or out of the library, in person or by technological means, by a library staff member 
or other presenter and sponsored by the library, the Friends, or a partnership including the 
library. 
 
The library offers programs to increase both readers and users of the library.  As such they 
appeal and are promoted to both library users and nonusers.  Library programs are 
educational, with an emphasis on lifelong learning or specific learning outcomes.  Library 
programs promote new skills such as academic, vocational, social, or technological skills.  
Examples are:  library computer classes, job fairs, and parenting workshops. 
 
Library programs encourage creative expression, stimulate imagination, and promote 
curiosity about the world.  Examples are book-based craft programs, science experiments, 
puppet shows, educational games and activities.  Library programs provide a connection to 
the library collection.  Library programs promote reading for pleasure.  Library programs 
appeal to and/or educate all generations:  seniors, adults, teens, school-age children, 
preschoolers, toddlers and infants.  Programs may target one generation or more than one 
(intergenerational).  Library programs may respond to the interest of specific groups:  parents 
or singles for example. Library programs are open to all.  Some may require registration. 
 
Library programs support the KDL mission and strategic plan. our unique mission; 
consequently, not only do they have a direct connection to the library but they also try to 
avoid duplication of programs offered elsewhere in Greater Grand Rapids. Library presenters 
and the content of the presentations are regularly evaluated.  Library programs They are 
planned in advance to meet media and publicity deadlines. Library programs may require 
registration.  Limits on the number of people able to attend may be necessary due to facility, 
program, or performer limitations.  Library programs are offered inside and outside the 
facility.  Some programs may be brought to schools, community centers, or other public 
areas outside the Library as staffing permits. 
 
Library programs are funded in part by the operating budget with additional support from 
grants, contributions from the Friends, gifts, endowments, and partnerships. 
 
No individual or organization who presents a program at the library will be permitted to sell 
their product or services during their presentation or during their time at the library (with the 
exception of authors who come to speak about their books or performers who have 
recordings of their music). Kent District Library provides requires a contract to be executed 
by all program presenters. 
 
Organizations or business affiliation of presenters or co-sponsoring agencies will be used by 
the Library in promoting programs.  This does not constitute endorsement. 



Section 6: Personnel  
  

Introduction 
6.1 Equal Employment Opportunity                 

6.1.1 Harassment 
6.1.2 Americans With Disabilities Act (ADA) 

6.2 Position Authorization 
6.2.1 Applications                                   

6.2.1.1 Internships 
6.2.2 Interview and Selection 
6.2.3 Initial Employment Period 
6.2.4 Promotions 
6.2.5 Nepotism 
6.2.6 “Acting” Capacity 
6.2.7 Outside Employment 
6.2.8 Employee Termination of Employment 

6.3 Personnel Files and Employee Records 
6.3.1 Access to Employee File Information 
6.3.2 Continuous Length of Service 
6.3.3 Disclosure of Employee File Information 
6.3.4 Employee References 
6.3.5 Applicant/Employee Background Verification and Drug Screening  
6.3.6 Volunteer Background Verification  
6.3.7 Social Security Numbers Privacy  

6.4 Compensation 
6.4.1 Performance Evaluation 
6.4.2 Benefits                                        
6.4.3 Sick Leave        CHANGE 
6.4.4 Sick Time Payment                       



6.4.5 Disability Leave of Absence 
6.4.6 Workers’ Disability Compensation Supplemental Pay 
6.4.7 Emergency Closing Compensation         CHANGE 

6.5 Work Week 
6.6 Progressive Action Policy       CHANGE 

6.6.1 Complaint Resolution Process 
6.7 Vacation Accrual Eligibility 

6.7.1 Vacation - Part Time      CHANGE 
6.7.2 Vacation - Carry Forward 
6.7.3 Payment of Unused Vacation & Holiday Leave 
6.7.4 Bereavement Leave 
6.7.5 Family and Medical Leave Act Leave (FMLA)  CHANGE 
6.7.6 Personal Leave of Absence Without Pay 
6.7.7 Personal Leave of Absence With Pay   
6.7.8 Jury Leave 
6.7.9 Military Leave 
6.7.10 Holiday Accrual & Eligibility 

6.8 Transportation Reimbursement 
6.8.1 Honoraria  
6.8.2 Professional Association/Community Organization Memberships 

6.9 Drug-Free Workplace 
6.10 Electronic Communications Policy 
6.11 Tuition Reimbursement 
6.12 Conference Attendance - Staff 

6.12.1 Conference Attendance – Board 
6.12.2 Board Member Compensation 



 
KDL Policy 6.4.3   Last Revised 5-19-05         

SICK LEAVE  
  
The Library provides pay during disability leave of absence and sick leave days for full time 
and part-time employees who have accrued sick time in accordance with the following:  
  

1. After the completion of the orientation period, full-time employees will begin earning 8 
hours of sick leave on the first day of the month following employment and will earn 8 
hours of sick leave on the first day of each month thereafter, exclusive of unpaid 
leaves of absence.  

 
2. Part-time employees working twenty (20) or more hours per week shall, upon 

completion of their orientation period, will be credited with pro-rata sick leave benefits 
based on the remaining months in the calendar year and upon the ratio of their hired 
hours to a full-time (40-hour) position. Thereafter, sick leave will be credited on the 
same pro-rata basis annually each January 1.  A part-time employee must work a 
minimum of either 1) their hired hours multiplied by the number of weeks employed in 
the preceding calendar year or 2) 1,000 hours, in order to retain sick leave eligibility, 
exclusive of Section 11.3(b).    

 
3. Sick time may accumulate up to a maximum of one thousand four hundred and forty 

(1,440) hours.   
 

4. Any unused and accumulated sick leave earned during full-time employment shall be 
placed in escrow when the employee transfers to part-time employment and shall be 
unavailable for use by the employee until the employee returns to full-time 
employment, provided however, a full-time employee transferring to a part-time 
position may utilize her accumulated sick leave while in such position in an amount 
not to exceed twenty-four (24) hours times her years of continuous full-time 
employment. 
 

5. Part-time employees hired after December 31, 2009 shall earn Paid Time Off (PTO) 
in lieu of sick time.  
 

 
 
 
 
 
 
 
 
  
  



KDL Policy 6.4.7   Last Revised 6-19-08         

EMERGENCY CLOSING COMPENSATION  
  
When emergency conditions require that a Kent District Library facility be closed, employees 
regularly scheduled to work may be reassigned to another KDL location for their regularly 
scheduled hours remaining for that day. employees may choose to utilize vacation 
time/holiday time, or if approved by their supervisor, work alternate hours the same week or 
be assigned to another location.   
 
If a Library facility remains closed due to emergency conditions, employees will continue to 
receive pay based on authorized hours. An interim work schedule will be developed to 
handle work needs. Job descriptions or duties may be temporarily altered or reassigned. 
Reasonable effort will be made to maintain a useful work schedule and provide continuous 
employment for staff affected by the emergency closing. 
  



KDL Policy 6.6                                                                             Last Revised 9-20-01 

PROGRESSIVE ACTION POLICY                 
  
Kent District Library employees are expected to conduct themselves and their work in 
accordance with Kent District Library rules when they are on duty in the Library and when 
they serve as representatives of the Library.  All Kent District Library employees are subject 
to disciplinary action as established by the Library for various offenses or infractions that 
conflict in spirit or letter with responsibilities of being a Library employee and representative.  
The degree of discipline will vary according to the magnitude or severity of the offenses, as 
determined by the Library Director.  Disciplinary action may take the form of verbal and 
written warnings, suspension, or dismissal.  
  
If an employee’s work record is free of discipline for a period of two (2) years, the Employer 
will not take into account any prior infractions more than two (2) years old in imposing 
discipline, except in cases of physical violence, sexual harassment or dishonesty.  
  
Upon employee written request, records of disciplinary actions may be removed from an 
employee’s file 24 months following the date of the infraction.  Removal shall be at the 
discretion of the Library Director.  The Library Director’s decision will be given to the 
employee in writing.  Upon the request of the employee, the Director will meet with the 
employee to discuss the reason for any denial.  The employee may have a Union 
representative present for the discussion.   
 
While disciplinary records shall be retained by the employer, disciplinary actions shall remain 
in the employee’s personnel file for a period of twenty-four (24) months for the purpose of 
progressive discipline. 
 



  
KDL Policy 6.7.1   Last Revised 5-19-05 

VACATION – PART TIME  
  
A part-time employee who regularly works twenty (20) or more hours per week or forty (40) 
or more hours per pay period shall be eligible for a vacation benefit following successful 
completion of the orientation schedule in accordance with part-time vacation schedules. A 
part-time employee must work a minimum of one thousand forty (1,000 1,040) hours or at 
least nine hundred fifty-one (951) hours if on an approved leave of absence during the 
preceding calendar year to retain vacation eligibility. Part-time employees hired after 
December 31, 2009 shall earn Paid Time Off (PTO) in lieu of vacation time.  
  
 
  



KDL Policy 6.7.5   Last Revised 11-19-09 

FAMILY AND MEDICAL LEAVE ACT LEAVE (FMLA)      
   
The Library offers family and medical leave as provided by the Family and Medical Leave Act 
of 1993 (FMLA).  This law allows a maximum of twelve (12) weeks of leave during a 12-
month period of time, except for eligible employees who may take up to 26 weeks of leave to 
care for a covered military service member during a 12-month period measured from the first 
day that leave is taken to care for a covered military service member.  
  
Leave time under this federal law and Library policy is subject to certain requirements and 
obligations.  
  
A) FMLA Leave Eligibility – an employee is eligible for FMLA leave if the employee has been 

employed by the Library for at least twelve (12) months and has worked 1,250 hours 
during the most recent 12-month period.  Leave can only be taken for any one, or more, 
of the following reasons:  

  
1) Birth of the employee’s child and subsequent care after birth; * 
2) Placement of a child with the employee for adoption or foster care; * 
3) To care for the employee’s spouse, son or daughter, or parent who has a serious 

health condition;  
4) For a serious health condition that makes the employee unable to perform the 

employee’s job;  
5) To care for a family member or next of kin who has experienced a serious illness or 

injury related to his or her active military duty; or 
6) To prepare for or attend to the immediate needs associated with the absence or 

pending absence of a spouse, son or daughter, or parent of an employee who is a 
member of the National Guard or Reserves. 

 
*Leave for birth, child care, adoption, and foster care must occur within the twelve 
months following the event.  

  
B) Definition of Serious Health Condition – A serious health condition generally is an illness, 

injury, impairment, or physical or mental condition requiring either inpatient care or 
continuing treatment by a health care provider resulting in necessary absences from work 
on a recurring basis.  Specifically, continuing treatment must involve one of the following:  

 
1) A period of incapacity requiring absence from work, school or other regular daily 

activities, of more than three consecutive calendar days, and also involving two or 
more visits to a health care provider or one visit to a health care provider and a 
regimen of continuing treatment; 

2)  A chronic serious health condition that continues over an extended period of time, 
requires periodic visits to a health care provider, and may involve episodes of 
incapacity; 

3) A permanent or long-term period of incapacity for which treatment may not be 
effective; 

http://www.dol.gov/esa/whd/regs/statutes/fmla.htm
http://www.dol.gov/esa/whd/regs/statutes/fmla.htm


4) Multiple treatments for restorative surgery or for a condition likely to result in 
incapacity for more than three days if not treated; or  

5) Prenatal care or incapacity due to pregnancy. 
  

Routine preventative physical and dental exams are excluded.  
  
C) Intermittent or Reduced FMLA Leave Schedule – If leave is for purposes of caring for a 

sick family member’s or the employee’s own serious health condition, or as permitted 
under military care provisions, leave may be requested on an intermittent or a reduced 
leave (work) schedule if medically necessary.  Certification of the medical necessity of 
intermittent leave or reduced leave (work) schedule is required by the Library from a 
health care provider (See “Medical Certification” below).  

  
Leave for other purposes may be taken intermittently or on a reduced leave (work) 
schedule only if first approved by the Library.  

      
D) Payment of Accrued Benefit Time – Ordinarily, FMLA leave is unpaid. However, 

depending upon the purpose for the leave, certain kinds of accrued paid benefit time off 
of work may be applied to the FMLA leave at either the employee's or the Library's option.  
All paid leaves can be applied to any unpaid FMLA leave relating to birth, placement of a 
child for adoption or foster care, or care for a family member.  The Library will require 
applying accrued paid leaves to FMLA leave. However, a full-time employee may reserve 
up to 40 hours and a part-time employee may reserve up to 20 hours of vacation hours 
from FMLA usage provided the FMLA leave begins before August 1st of that calendar 
year. employees may request to retain up to one-half (1/2) of their accrued vacation time 
as of the date the Family and Medical Leave began. Such requests must be made in 
writing prior to the commencement of the leave unless the employee is prohibited from 
doing so because of an emergency.  

  
E) FMLA Notification Requirements – An employee must give the Library at least thirty (30) 

days advance notice when the leave is foreseeable.  If this is not possible, or the need for 
the leave is not foreseeable, then notice is to be given as soon as practicable.  When 
requesting any leave (including sick leave, personal leave, personal days, and vacation), 
an employee must provide sufficient information to the Library to establish a qualifying 
reason for the leave so the Library is aware of the employee’s entitlement, if any, to 
FMLA leave.  An employee using other paid leave for FMLA leave purposes who seeks to 
extend the leave for FMLA leave purposes must advise the Library of the reasons before 
any extension.  

  
Employees are expected to follow all other notice and procedural requirements 
established by the Library for requesting leaves and in such cases employees are 
expected to give as much advance notice as possible.  

  
F) FMLA Medical Certification – The Library requires timely medical certification from a 

health care provider to support leaves requested because of a serious health condition of 
the employee or family member and may, at its expense, require second or third opinions.  



Additional medical certifications or recertification may be required in certain 
circumstances. Employees requesting FMLA leave for the birth of a child, adoption, or 
foster care placement will be required to submit proof of the qualifying event.  

  
An employee seeking to return to work from leave involving the employee’s own serious 
health condition will first be required to submit a fitness-for-duty medical certification from 
a health care provider.  Failure to do so may delay returning to work.  

  
G) Health Coverage during FMLA Leave – During the course of the FMLA leave, an 

employee’s preexisting health coverage benefit program will be maintained under the 
same terms and conditions established for active employment.  This means that an 
employee is responsible for timely cost payments or contributions (if any) as may be 
required pursuant to the established Library Policy or applicable bargaining agreement.  
Except in certain circumstances, if an employee does not return to work from leave, then 
any health program premiums or payments made by the Library during the leave 
becomes a debt owed by the employee and must be repaid.  

  
H) Return from FMLA Leave – Following expiration of the leave and return to work, an 

employee ordinarily will be reinstated to the employee’s job position held immediately 
prior to the leave, or reinstated to an equivalent position.  “Key employees” under the law 
may be denied reinstatement in certain circumstances, and appropriate employees will be 
advised of their “key” status and conditions for any denial of reinstatement before FMLA 
leave starts.  

  
During the leave, an employee may be required to advise the Library from time to time 
regarding status and intent to return to work.  

  
I) Failure to Follow FMLA Leave Requirements – If notification and certification 

requirements are not followed by an employee, it may result in denial of the requested 
leave or cancellation of existing leave.  

 
It is the employee’s responsibility to request FMLA Leave on the same or next business day 
after the need for leave becomes known, absent an emergency situation.  Employees must 
submit a completed FMLA request form including the specific reason(s) for the leave request 
as well as provide other information as requested by the Library. 
 






