
CAPITAL AREA DISTRICT LIBRARIES 
COMMITTEE OF THE WHOLE 

5:30 PM, WEDNESDAY, DECEMBER 11, 2024 
BOARD ROOM 

401 S CAPITOL AVE., LANSING, MI  48933 
517-367-6300

 
 

AGENDA 
1. Call to Order

2. Roll Call

3. Public Comments on Agenda Items

4. Agenda

5. Memorandum for November 13, 2024 (enc)

6. Unfinished Business

7. General
a. Director Evaluation Committee Report

8. Finance
a. November 2024 Financial Report (enc)
b. December 2024 Budget Amendment (enc)
c. Account Signatory Recommendation (enc)
d. Union Pension Recommendation (enc)
e. Innovative Interfaces Software Contracts Overview (distributed separately)

9. Policies – No changes, for review only (enc)
a. HUM 211 UAW Contract (HEAD)
b. HUM 212 UAW contract (MID)
c. HUM 213 UAW Contract (TECH)
d. HUM 221 Non-Union Administrative Employee Policy Manual
e. HUM 231 Page Employee Manual

10. Rise and Report

For mobility, visual, hearing, or other assistance, please call 367-6312. Requests need to be 
made at least two weeks before a scheduled event.  

Mission Statement: 
Empowering our diverse communities to learn, imagine and connect. 
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 CAPITAL AREA DISTRICT LIBRARIES 
COMMITTEE OF THE WHOLE 

November 13, 2024 
 

Members Present:  Brian Baer, Debora Bloomquist, Sandy Drake, Quinn O’Donnell, Ashley 
Smith, Mark Stewart, Julie Vandenboom 

 
Members Absent:   
 
Staff Present: Janet Elliott, Jolee Hamlin, Sheryl Knox, Julie Laxton, Jenny Marr, Miriam 

Mattison, Victoria Meadows, Michael Moore, Thais Rousseau  
 
Others Present:     Lindsay Dangl 

 
Call to Order 
The Chairperson called the meeting to order at 5:30 p.m.  
 
Roll Call 
Baer – Present   
Bloomquist – Present 
Drake – Present 
O’Donnell – Present   
Smith - Present 
Stewart – Present 
Vandenboom – Present 
 
Public Comments on Agenda Items 
There were no public comments on agenda items. 
 
Agenda 
Ashley Smith made a motion to amend the agenda to add the following item after item 10: a 
closed session to be convened to consider the purchase or lease of real property up to the 
time an option to purchase or lease that real property is obtained, in accordance with Sec. 
8(1)(d) of the Open Meetings Act (OMA) MCL 15.268. Mark Stewart seconded the motion. 
The motion carried.  
 
Ashley Smith made a motion to approve the Agenda as amended.  Mark Stewart seconded the 
motion. The motion carried. 
 
Public Hearing 
Ashley Smith made a motion to open the Public Hearing on CADL’s Budget. Debora 
Bloomquist seconded the motion. A roll call vote was held: 
 
Baer – Yes  
Bloomquist – Yes 
Drake – Yes 
O’Donnell – Yes  
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Smith - Yes 
Stewart – Yes 
Vandenboom – Yes 
 
The Public Hearing began at 5:32 pm. 
 

a. Presentation of CADL 2025 Budget 
There were no changes to the draft budget that was presented at the October Board 
meeting. 

 
b. Public Comments on CADL 2025 Budget 

Collection Development Director Thais Rousseau clarified the items included in the 
materials line item of the budget. There were no additional comments on the CADL 
2025 Budget. 

 
Quinn O’Donnell made a motion to close the Public Hearing. Julie Vandenboom seconded the 
motion. A roll call vote was held: 
 
Baer – Yes  
Bloomquist – Yes 
Drake – Yes 
O’Donnell – Yes  
Smith - Yes 
Stewart – Yes 
Vandenboom – Yes 
 
The Public Hearing was closed at 5:34 pm. 
 
Memorandum for September 11, 2024  
The Memorandum for September 11, 2024, was received.  
 
Unfinished Business  
There was no unfinished business. 
 
Finance 

a. October 2024 Financial Report  
Finance Director Miriam Mattison presented the October 2024 Financial Report.  
 

b. 2025 CADL Budget 
There were no additional questions regarding the draft 2025 CADL Budget.  
 

c. 2025 Stockbridge Renovation Recommendation 
It is recommended to approve Library Design Associates to complete renovation work 
at Stockbridge Library. The total project is estimated at $133,000, where CADL would 
provide $125,000 and Stockbridge municipal partners cover an estimated $8,000 in paint 
supplies and labor. 
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The renovation will take place in 2025. The recommendation is being presented in 
December to take advantage of price adjustments for placing orders; the bills will be 
paid in 2025 and come out of the corresponding line of the 2025 budget. 

 
Policies – No changes, for review only  

a. HUM 105 Employee Recognition Policy 
b. HUM 201 Director Succession Policy 
c. HUM 202 Director Evaluation Policy 
d. HUM 202a Director Evaluation Board Form 
e. HUM 202b Director Evaluation Staff Form 

 
Closed Session #1 
Mark Stewart made a motion for a closed session to be convened to consider material exempt 
from disclosure pursuant to MCL 15.268(h) and MCL 15.243(1)(g), and that Lindsay Dangl, 
Jenny Marr, Miriam Mattison, and Janet Elliott be invited to attend. Quinn O’Donnell seconded 
the motion. A roll call vote was held: 
 
Baer – Yes 
Bloomquist – Yes 
Drake – Yes 
O’Donnell – Yes 
Smith – Yes  
Stewart – Yes 
Vandenboom - Yes 
 
The Board moved into its closed session at 5:45 p.m. 
 
Quinn O’Donnell made a motion to reconvene the open session. Ashley Smith seconded the 
motion. A roll call vote was held: 
 
Baer – Yes 
Bloomquist – Yes 
Drake – Yes 
O’Donnell – Yes 
Smith – Yes  
Stewart – Yes 
Vandenboom - Yes 
 
The agenda was resumed at 6:18 p.m. 
 
Ashley Smith made a motion to add an action item to the agenda regarding petitioning the 
MMLC Board. Debora Bloomquist seconded the motion. The motion carried. 
 
Ashley Smith made a motion to approve having Lindsay Dangl petition the MMLC Board. Julie 
Vandenboom seconded the motion. Quinn O’Donnell abstained from the vote. The motion 
carried. 
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Closed Session #2 
Ashley Smith made a motion for a closed session to be convened to consider the purchase or 
lease of real property up to the time an option to purchase or lease that real property is 
obtained, in accordance with Sec. 8(1)(d) of the Open Meetings Act (OMA) MCL 15.268 and 
that Lindsay Dangl, Jenny Marr, Miriam Mattison, Michael Moore, and Janet Elliott be invited to 
attend. Quinn O’Donnell seconded the motion. A roll call vote was held: 
 
Baer – Yes 
Bloomquist – Yes 
Drake – Yes 
O’Donnell – Yes 
Smith – Yes  
Stewart – Yes 
Vandenboom – Yes 
 
The Board moved into its closed session at 6:20 pm. 
 
Julie Vandenboom made a motion to reconvene the open session. Ashley Smith seconded the 
motion. A roll call vote was held: 
 
Baer – Yes 
Bloomquist – Yes 
Drake – Yes 
O’Donnell – Yes 
Smith – Yes  
Stewart – Yes 
Vandenboom – Yes 
 
The agenda was resumed at 6:48 pm. 
 
Ashley Smith made a motion to add an agenda item to authorize the Building Committee and 
Lindsay Dangl to proceed as discussed. Debora Bloomquist seconded the motion. The motion 
carried. 
 
Ashley Smith made a motion to authorize the Building Committee and Lindsay Dangl to 
proceed as discussed in closed session. Quinn O’Donnell seconded the motion. The motion 
carried. 
 
Rise and Report 
The meeting was adjourned at 6:50 p.m.  
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 Original 
Budget YTD Actual

 Requested 
Adjustment Revised  Budget 

Revenue

Donations
677 - Donation Income Unrestricted 16,000            12,887           (3,000)              13,000                  Lower than expected

Grants
540 - Grants 10,000            17,500           7,500                17,500                  Advent House Grant

Other Income
542 - MMLC Reimbursement 124,000          61,538           (62,500)            61,500                  Did not receive payment
628 - Universal Service Fund Income 8,000              7,826             (175)                  7,825                    Lower than expected
632 - Lost and Paid Books 25,000            35,065           10,000             35,000                  Higher than expected
673 - Sale of Assets 5,000              17,930           12,000             17,000                  Sale of vehicle and Computers
675 - Misc Income 5,000              16,083           10,000             15,000                  CC Income
665 - Interest 550,000          680,898        130,000           680,000                Higher than expected

Total Revenue 727,000          836,840        103,825           830,825                

Expenditures

Salaries and Benefits
717 - Life and Disability Insurance 5,000              5,123             1,000                6,000                    Higher than expected

 
Materials

727 - Books 1,020,800      873,020        (20,000)            1,000,800            Reallocation 
729 - DVD 224,400          161,482        (7,500)              216,900                Reallocation 
731- Audiobooks 543,800          514,852        27,500             571,300                Reallocation 

Professional Services
823 - Bank Fees & Services 13,000            13,445           2,200                15,200                  Higher than expected

Other Expenses
861 - Local Travel 13,000            13,362           3,000                16,000                  Higher than expected
960 - Donation Exp Restricted 61,073            60,484           5,000                66,073                  Higher than expected

Maintenance and Utilities
923 - Electricity 195,000          180,091        25,000             220,000                Higher than expected

Capital Outlay
987 - Grant Expense 11,000            15,264           14,000             25,000                  Advent House and LSTA Grant

Total Expenses (Under)/Over 2,087,073      1,837,122     50,200             2,137,273            

Requested (use)/return of Undesignated Fund Bal. 53,625             

Undesignated Fund Balance 1.1.24 814,140           
PO's rolled forward (1,073)              
1st Qtr Adjustment (79,657)            
2nd Qtr Adjustment 38,300             
3rd Qtr Adjustment 341,190           
4th Qtr Adjustment 53,625             
Projected Fund Balance 12.31.24 1,166,525        

2024 4th Qtr. Budget Adjustment Recommendations
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Account Signatory Recommendation 
December 18, 2024 

 

RECOMMENDATION: 

Add the Finance Director, Miriam Mattison as an approved signatory on financial accounts for 
the Capital Area District Library. 
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Union Pension Recommendation 
December 18, 2024 

 

Recommendation: Sign the Memo of Understanding #4 which modifies the UAW – CADL 
bargaining agreement Article 31.04 to freeze the MERS pension plan Cost of Living (COLA) 
benefit for UAW Professional staff members effective January 1, 2025. This change would also 
impact any future Union Professional staff members who will not receive a cost-of-living benefit 
as part of their pension calculation.    

Furthermore, authorize Executive Director, Jenny Marr to sign the modified Defined Benefit 
Plan Adoption Agreement to allow MERS to amend the current Defined Benefit Adoption 
Agreement to allow for this change.  

 

Background:  The UAW Professional staff voted on October 14, 2024, to freeze this benefit 
effective January 1, 2025, for current members of the MERS pension plan.  Detailed language of 
the memo is included below. 
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Attachment #1      
      
VACATION ACCRUAL RATE     
      
      

Hours per week 10 hr/week 15 hr/week 20 hr/week 25 hr/week 30 hr/week 
      
      

1st Year 0.7693 1.1539 1.5385 1.9231 2.3078 
2nd Year 0.8462 1.2693 1.6924 2.1154 2.5385 
3rd Year 0.9231 1.3847 1.8462 2.3078 2.7693 
4th Year 1.0000 1.5000 2.0000 2.5000 3.0000 
5th Year 1.1539 1.7308 2.3077 2.8846 3.4616 
6th Year 1.2308 1.8462 2.4616 3.0769 3.6923 
7th Year 1.3077 1.9616 2.6154 3.2693 3.9231 
8th Year 1.3846 2.0769 2.7693 3.4616 4.1539 
9th Year 1.4616 2.1923 2.9231 3.6539 4.3847 

10th Year and above 1.5385 2.3077 3.077 3.8462 4.6154 
      
 
 
 
Attachment #2    
    
SICK LEAVE TO VACATION LEAVE 
CONVERSION   
    

Hours per week 
Must Have in              
Sick Leave Bank  Conversion Max Annual Conversion 

10 hr/week 60 hours 4 hrs sick = 2 hrs vac. 20 hrs sick = 10 hrs vac. 
15 hr/week 90 hours 6 hrs sick = 3 hrs vac. 30 hrs sick = 15 hrs vac. 
20 hr/week 120 hours 8 hrs sick = 4 hrs vac. 40 hrs sick = 20 hrs vac. 
25 hr/week 150 hours 10 hrs sick = 5 hrs vac. 50 hrs sick = 25 hrs vac. 
30 hr/week 180 hours 12 hrs sick = 6 hrs vac. 60 hrs sick = 30 hrs vac. 
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Attachment #3 
  
Weingarten Rights 
 
Any employee who is asked to meet with a supervisor or other member of Management 
Team for the purpose of discussing possible disciplinary action shall be entitled to be 
accompanied by a union representative if requested by the employee. 
 
After the employee makes the request, the employer must choose one of the following 
options: 
 
 

- Grant the request and delay questioning until the union representative arrives and 
has had a chance to consult privately with the employee; 

 
 

- Deny the request and end the interview immediately 
 
 

- Give the employee a choice of having the interview without representation or 
ending the interview. 

 
 
If the employer denies the request for union representation and continues to ask questions, 
the employee has the right to refuse to answer.  The employer may not discipline the 
worker for such refusal
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3% increase each year 2023 2024 2025 2026
MIN MAX MIN MAX MIN MAX MIN MAX

T6 21.33$           29.86$          21.97$           30.76$              22.63$           31.68$                 23.31$           32.63$           
Head of Circulation 44,366.12$    62,107.95$  45,697.10$    63,971.19$      47,068.02$   65,890.33$         48,480.06$    67,867.04$    

T5 19.35$           26.83$          19.93$           27.64$              20.53$           28.47$                 21.14$           29.32$           
Online Content/Social Media Coord 40,249.04$    55,809.49$  41,456.52$    57,483.77$      42,700.21$   59,208.28$         43,981.22$    60,984.53$    
Marketing & Communications Coordinator
Computer Tech

T4 15.77$           21.85$          16.24$           22.51$              16.73$           23.18$                 17.23$           23.88$           
Library Assistant 32,799.90$    45,451.62$  33,783.89$    46,815.17$      34,797.41$   48,219.63$         35,841.33$    49,666.22$    
Acquisition Head
TS Assistant
Facilities Tech
Local History Assistant 
Mobile Library Assistant
MELCAT Assistant 

T2 13.77$           19.09$          14.18$           19.66$              14.61$           20.25$                 15.04$           20.86$           
Library Clerks 28,637.83$    39,705.14$  29,496.97$    40,896.29$      30,381.88$   42,123.18$         31,293.33$    43,386.88$    
TS Clerk
Delivery Driver
Outreach Clerk
Mobile Library Clerk 

3% increase each year
2023 2024 2025 2026

MIN MAX MIN MAX MIN MAX MIN MAX

P4 33.67$           42.08$          34.68$           43.34$              35.72$           44.64$                 36.79$           45.98$           
Regional Library Head 70,033.88$    87,519.16$  72,134.90$    90,144.74$      74,298.94$   92,849.08$         76,527.91$    95,634.55$    
Head of Community Outreach

P3 31.34$           39.19$          32.28$           40.36$              33.25$           41.58$                 34.25$           42.82$           
Library Head 65,187.16$    81,512.94$  67,142.78$    83,958.33$      69,157.06$   86,477.08$         71,231.77$    89,071.39$    
Technical Services Head
Public Service Head 
Collection Dvlp Specialist 
Local History Librarian 
Community Engagement Specialist 
Digital Literacy Specialist 
LOTand Business Specialist 
Desktop Specialist
Systems Administrator 
Systems Analyst
Youth Services Specialist 

P2 27.25$           34.06$          28.07$           35.08$              28.91$           36.13$                 29.77$           37.22$           
Public Service Librarian 56,676.43$    70,845.53$  58,376.72$    72,970.90$      60,128.02$   75,160.02$         61,931.86$    77,414.82$    
Youth Services Librarian 
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Attachment #1      
      
VACATION ACCRUAL RATE     
      
      

Hours per week 10 hr/week 15 hr/week 20 hr/week 25 hr/week 30 hr/week 
      
      

1st Year 0.7693 1.1539 1.5385 1.9231 2.3078 
2nd Year 0.8462 1.2693 1.6924 2.1154 2.5385 
3rd Year 0.9231 1.3847 1.8462 2.3078 2.7693 
4th Year 1.0000 1.5000 2.0000 2.5000 3.0000 
5th Year 1.1539 1.7308 2.3077 2.8846 3.4616 
6th Year 1.2308 1.8462 2.4616 3.0769 3.6923 
7th Year 1.3077 1.9616 2.6154 3.2693 3.9231 
8th Year 1.3846 2.0769 2.7693 3.4616 4.1539 
9th Year 1.4616 2.1923 2.9231 3.6539 4.3847 

10th Year and above 1.5385 2.3077 3.077 3.8462 4.6154 
      
 
 
 
Attachment #2    
    
SICK LEAVE TO VACATION LEAVE 
CONVERSION   
    

Hours per week 
Must Have in              
Sick Leave Bank  Conversion Max Annual Conversion 

10 hr/week 60 hours 4 hrs sick = 2 hrs vac. 20 hrs sick = 10 hrs vac. 
15 hr/week 90 hours 6 hrs sick = 3 hrs vac. 30 hrs sick = 15 hrs vac. 
20 hr/week 120 hours 8 hrs sick = 4 hrs vac. 40 hrs sick = 20 hrs vac. 
25 hr/week 150 hours 10 hrs sick = 5 hrs vac. 50 hrs sick = 25 hrs vac. 
30 hr/week 180 hours 12 hrs sick = 6 hrs vac. 60 hrs sick = 30 hrs vac. 
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Attachment #3 
  
Weingarten Rights 
 
Any employee who is asked to meet with a supervisor or other member of Management 
Team for the purpose of discussing possible disciplinary action shall be entitled to be 
accompanied by a union representative if requested by the employee. 
 
After the employee makes the request, the employer must choose one of the following 
options: 
 
 

- Grant the request and delay questioning until the union representative arrives and 
has had a chance to consult privately with the employee; 

 
 

- Deny the request and end the interview immediately 
 
 

- Give the employee a choice of having the interview without representation or 
ending the interview. 

 
 
If the employer denies the request for union representation and continues to ask questions, 
the employee has the right to refuse to answer.  The employer may not discipline the 
worker for such refusal
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3% increase each year 2023 2024 2025 2026
MIN MAX MIN MAX MIN MAX MIN MAX

T6 21.33$           29.86$          21.97$           30.76$              22.63$           31.68$                 23.31$           32.63$           
Head of Circulation 44,366.12$    62,107.95$  45,697.10$    63,971.19$      47,068.02$   65,890.33$         48,480.06$    67,867.04$    

T5 19.35$           26.83$          19.93$           27.64$              20.53$           28.47$                 21.14$           29.32$           
Online Content/Social Media Coord 40,249.04$    55,809.49$  41,456.52$    57,483.77$      42,700.21$   59,208.28$         43,981.22$    60,984.53$    
Marketing & Communications Coordinator
Computer Tech

T4 15.77$           21.85$          16.24$           22.51$              16.73$           23.18$                 17.23$           23.88$           
Library Assistant 32,799.90$    45,451.62$  33,783.89$    46,815.17$      34,797.41$   48,219.63$         35,841.33$    49,666.22$    
Acquisition Head
TS Assistant
Facilities Tech
Local History Assistant 
Mobile Library Assistant
MELCAT Assistant 

T2 13.77$           19.09$          14.18$           19.66$              14.61$           20.25$                 15.04$           20.86$           
Library Clerks 28,637.83$    39,705.14$  29,496.97$    40,896.29$      30,381.88$   42,123.18$         31,293.33$    43,386.88$    
TS Clerk
Delivery Driver
Outreach Clerk
Mobile Library Clerk 

3% increase each year
2023 2024 2025 2026

MIN MAX MIN MAX MIN MAX MIN MAX

P4 33.67$           42.08$          34.68$           43.34$              35.72$           44.64$                 36.79$           45.98$           
Regional Library Head 70,033.88$    87,519.16$  72,134.90$    90,144.74$      74,298.94$   92,849.08$         76,527.91$    95,634.55$    
Head of Community Outreach

P3 31.34$           39.19$          32.28$           40.36$              33.25$           41.58$                 34.25$           42.82$           
Library Head 65,187.16$    81,512.94$  67,142.78$    83,958.33$      69,157.06$   86,477.08$         71,231.77$    89,071.39$    
Technical Services Head
Public Service Head 
Collection Dvlp Specialist 
Local History Librarian 
Community Engagement Specialist 
Digital Literacy Specialist 
LOTand Business Specialist 
Desktop Specialist
Systems Administrator 
Systems Analyst
Youth Services Specialist 

P2 27.25$           34.06$          28.07$           35.08$              28.91$           36.13$                 29.77$           37.22$           
Public Service Librarian 56,676.43$    70,845.53$  58,376.72$    72,970.90$      60,128.02$   75,160.02$         61,931.86$    77,414.82$    
Youth Services Librarian 
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Attachment #1      
      
VACATION ACCRUAL RATE     
      
      

Hours per week 10 hr/week 15 hr/week 20 hr/week 25 hr/week 30 hr/week 
      
      

1st Year 0.7693 1.1539 1.5385 1.9231 2.3078 
2nd Year 0.8462 1.2693 1.6924 2.1154 2.5385 
3rd Year 0.9231 1.3847 1.8462 2.3078 2.7693 
4th Year 1.0000 1.5000 2.0000 2.5000 3.0000 
5th Year 1.1539 1.7308 2.3077 2.8846 3.4616 
6th Year 1.2308 1.8462 2.4616 3.0769 3.6923 
7th Year 1.3077 1.9616 2.6154 3.2693 3.9231 
8th Year 1.3846 2.0769 2.7693 3.4616 4.1539 
9th Year 1.4616 2.1923 2.9231 3.6539 4.3847 

10th Year and above 1.5385 2.3077 3.077 3.8462 4.6154 
      
 
 
 
Attachment #2    
    
SICK LEAVE TO VACATION LEAVE 
CONVERSION   
    

Hours per week 
Must Have in              
Sick Leave Bank  Conversion Max Annual Conversion 

10 hr/week 60 hours 4 hrs sick = 2 hrs vac. 20 hrs sick = 10 hrs vac. 
15 hr/week 90 hours 6 hrs sick = 3 hrs vac. 30 hrs sick = 15 hrs vac. 
20 hr/week 120 hours 8 hrs sick = 4 hrs vac. 40 hrs sick = 20 hrs vac. 
25 hr/week 150 hours 10 hrs sick = 5 hrs vac. 50 hrs sick = 25 hrs vac. 
30 hr/week 180 hours 12 hrs sick = 6 hrs vac. 60 hrs sick = 30 hrs vac. 
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Attachment #3 
  
Weingarten Rights 
 
Any employee who is asked to meet with a supervisor or other member of Management 
Team for the purpose of discussing possible disciplinary action shall be entitled to be 
accompanied by a union representative if requested by the employee. 
 
After the employee makes the request, the employer must choose one of the following 
options: 
 
 

- Grant the request and delay questioning until the union representative arrives and 
has had a chance to consult privately with the employee; 

 
 

- Deny the request and end the interview immediately 
 
 

- Give the employee a choice of having the interview without representation or 
ending the interview. 

 
 
If the employer denies the request for union representation and continues to ask questions, 
the employee has the right to refuse to answer.  The employer may not discipline the 
worker for such refusal
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3% increase each year 2023 2024 2025 2026
MIN MAX MIN MAX MIN MAX MIN MAX

T6 21.33$           29.86$          21.97$           30.76$              22.63$           31.68$                 23.31$           32.63$           
Head of Circulation 44,366.12$    62,107.95$  45,697.10$    63,971.19$      47,068.02$   65,890.33$         48,480.06$    67,867.04$    

T5 19.35$           26.83$          19.93$           27.64$              20.53$           28.47$                 21.14$           29.32$           
Online Content/Social Media Coord 40,249.04$    55,809.49$  41,456.52$    57,483.77$      42,700.21$   59,208.28$         43,981.22$    60,984.53$    
Marketing & Communications Coordinator
Computer Tech

T4 15.77$           21.85$          16.24$           22.51$              16.73$           23.18$                 17.23$           23.88$           
Library Assistant 32,799.90$    45,451.62$  33,783.89$    46,815.17$      34,797.41$   48,219.63$         35,841.33$    49,666.22$    
Acquisition Head
TS Assistant
Facilities Tech
Local History Assistant 
Mobile Library Assistant
MELCAT Assistant 

T2 13.77$           19.09$          14.18$           19.66$              14.61$           20.25$                 15.04$           20.86$           
Library Clerks 28,637.83$    39,705.14$  29,496.97$    40,896.29$      30,381.88$   42,123.18$         31,293.33$    43,386.88$    
TS Clerk
Delivery Driver
Outreach Clerk
Mobile Library Clerk 

3% increase each year
2023 2024 2025 2026

MIN MAX MIN MAX MIN MAX MIN MAX

P4 33.67$           42.08$          34.68$           43.34$              35.72$           44.64$                 36.79$           45.98$           
Regional Library Head 70,033.88$    87,519.16$  72,134.90$    90,144.74$      74,298.94$   92,849.08$         76,527.91$    95,634.55$    
Head of Community Outreach

P3 31.34$           39.19$          32.28$           40.36$              33.25$           41.58$                 34.25$           42.82$           
Library Head 65,187.16$    81,512.94$  67,142.78$    83,958.33$      69,157.06$   86,477.08$         71,231.77$    89,071.39$    
Technical Services Head
Public Service Head 
Collection Dvlp Specialist 
Local History Librarian 
Community Engagement Specialist 
Digital Literacy Specialist 
LOTand Business Specialist 
Desktop Specialist
Systems Administrator 
Systems Analyst
Youth Services Specialist 

P2 27.25$           34.06$          28.07$           35.08$              28.91$           36.13$                 29.77$           37.22$           
Public Service Librarian 56,676.43$    70,845.53$  58,376.72$    72,970.90$      60,128.02$   75,160.02$         61,931.86$    77,414.82$    
Youth Services Librarian 
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CAPITAL AREA DISTRICT LIBRARIES 

HUM 221 Non-Union  
Administrative Employees  

Policy Manual  
DECEMBER 20, 2023 

 
Welcome  
  
Welcome to Capital Area District Libraries!  We are the 5th largest public library serving 
more than 230,000 people in Michigan.    
  
Capital Area District Libraries was created when the Ingham County Board of  
Commissioners entered into a District Library Agreement with the City of Lansing  
March 10, 1997 to establish a District Library pursuant to the District Library 
Establishment Act, 1989 PA 24.  The major source of funding for Capital Area District 
Libraries is a millage approved by voters.    
   
The Capital Area District Libraries’ Board of Trustees (“Board”) has seven members.  
Five (5) members are appointed by the Ingham County Board of Commissioners and 
two (2) members are appointed by the City of Lansing.    
  
The Board is the body legally responsible for performing the duties assigned to it by 
state and local laws.  The Board determines how the revenue of the Library will be 
spent.  In additional, the Board appoints the Capital Area District Libraries Executive 
Director (“Director”), establishes all Capital Area District Libraries’ (CADL) policies, and 
is authorized to contract for Library services in and outside of Ingham County.    
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Purpose and Intent  
  
The purpose of this Policy Manual is to provide a general reference of the policies 
Capital Area District Libraries adheres to and a general outline of the benefits CADL has 
to offer.  THIS IS NOT A CONTRACT.  Nothing in this Manual is or should be construed 
as a binding term or condition of employment.  
  
All Managerial non-union administrative employees (NUA employees) of CADL serve at 
the will of CADL and can be terminated at any time upon the recommendation of 
CADL’s Executive Director and within the sole discretion of a majority of the Board of 
Trustees of CADL.   
  
The following NUA employees of CADL are not in managerial positions (Administrative 
Assistant; Accounting/Finance Assistant; Purchasing Assistant; Human Resources 
Assistant; Office Clerk), serve at the will of CADL, and can be terminated at any time 
within the sole discretion of the Executive Director.    
  
This Manual constitutes the employment polices of CADL, and it shall not be altered or 
amended without the concurrence of the majority of the Board of Trustees of CADL.  
The Board of Trustees reserves the right to unilaterally change CADL’s personnel 
policies within its sole discretion.  
  
This Manual supersedes all prior manuals as well as employment relationships, whether 
oral or written, between CADL and NUA Employees.  Previous manuals and 
employment relationships, if any, whether oral or written, are canceled.  
  
No Employee and/or Board Member and/or agent of Capital Area District Libraries is 
authorized to make an oral representation or promise to an NUA Employee which 
changes the polices set forth in the NUA Employee Manual.  Oral expressions or 
promises made to an NUA Employee shall not be interpreted to create a contractual 
relationship between an NUA Employee of CADL and CADL, nor shall such 
communications alter the “at will” employment conditions of CADL.  No other statement 
in this manual shall be construed in any manner to alter the "at will" status of NUA 
Employees of CADL.  
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Employment Policies  
  
At-Will Status   
  
As previously indicated, all managerial non-union administrative employees of CADL 
serve at the will of CADL and can be terminated at any time upon the recommendation 
of CADL’s Executive Director and within the sole discretion of a majority of the Board of 
Trustees of CADL. NUA employees of CADL not in managerial positions (Administrative 
Assistant; Accounting/Finance Assistant; Purchasing Assistant; Human Resources 
Assistant; Office Clerk) serve at the will of CADL and can be terminated at any time 
within the sole discretion of the Executive Director.   
  
Professional Membership  
  
Managerial NUA Employees are encouraged to join and participate in professional 
organizations.  CADL will pay membership fees up to a total of $250.00 per year per 
NUA Employee subject to the approval of the Executive Director. Participation on work 
time in any organization’s events/meetings, etc. must be approved in advance by the 
Executive Director.  Time off to participate will be given at the sole discretion of the 
Executive Director or designee.  

  
All other NUA staff members are encouraged to join and participate in professional 
organizations.  In order to help achieve this goal, at the request of the employee, the 
Employer will pay for the basic membership fee for the employee to join the Michigan 
Library Association or other association approved for that employee in advance by the 
Executive Director or designee.   
  
Graduate Degrees  
  
CADL encourages NUA Management staff members to obtain a graduate library degree 
from a school approved by the American Library Association or a graduate business 
degree from an accredited school of higher education by providing financial support.    
  
Individuals who would like to receive financial support for these programs must submit a 
proposal to the Executive Director prior to enrolling. The Executive Director’s decision to 
approve financial support will be based on the courses showing a direct benefit to the 
Employer and on available funds. Financial support will be limited to the amount of 
tuition not including application, registration, or activity fees.  Payment will be limited to 
$2,500 per employee per year.   
  
Payment will be based on the successful completion of the classes. Employees must 
receive a “B” (3.0 on a 4.0 scale) or better, or a satisfactory or passing grade in the 
event that no letter grade is available for the course, to receive any payments.    
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Class attendance and homework must be completed on the employee’s own time and 
not during work hours.  
  
Employees who leave their employment with the Employer (whether by voluntary or 
involuntary separation/termination) within two years of completing the classes must 
agree to reimburse the Employer for 50% of the amount paid by the Employer for those 
classes.  
  
An NUA Management staff member who utilizes the tuition benefit stated in this 
paragraph will still be considered to be an “at will” employee.  The conferring of said 
tuition benefit shall in no way alter the “at will” status of the employee.  
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Salary and Benefits  
   
All new Managerial NUA Employees negotiate their pay rate at the time of hire.  All 
other NUA Employees are subject to the CADL NUA Employee pay scale.  See 
Appendix B.  
  
NON-UNION ADMINISTRATIVE EMPLOYEES MERIT PAY PLAN  
  
The goals of CADL’s Non-Union Administrative (NUA) Merit Pay Plan are the following:  
  

1. Recognize and reward degrees of performance by Non-Union Administrative 
employees  

  
2. Support and contribute to the accomplishments of organizational goals  

  
3. Provide for flexibility in the context of department/library needs  
  
4. Promote fairness  

  
Under this plan, NUA employees will be given the opportunity to enhance their pay by 
up to 5% annually based on their completion of job duties and behavior goals set by 
their supervisor.   

  
In January of each year, the NUA employee will work with their supervisor to set 
performance goals for the year.  These goals may be modified or changed during the 
year if necessary.    
  
In December of each year, the NUA employee and their supervisor will meet to review 
the goals and the employee’s performance during the year.  Based on this information, 
the supervisor will determine the merit increase for the employee from 0  
– 5%.    
  
January 1st – NUA employee’s pay increase takes effect  
  
Merit pay increases will be added to the NUA employee's base salary until the salary 
reaches the ceiling of the authorized salary range for that position.  Any merit pay 
increase that exceeds the salary range ceiling will be paid in the form of a lump sum 
and not be included in the base salary.  
  
Probationary NUA employees will continue to be evaluated at 3 months and 6 months 
(non-professional) and 6 months and 1 year (professional) during their 1st year.    
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Probationary NUA employees who have not been employed a full year will receive a 
merit increase based on their performance, however, their probationary status will be 
considered.    
  
Executive Director’s Merit Pay Enhancement – At the sole discretion of the Executive 
Director, a NUA employee may be given a merit pay lump sum bonus up to an 
additional 3% annually.  The money will not be included in the employee’s base salary.  
The amount of the payment is based on the employee’s performance including special 
assignments and additional responsibilities.  The Merit Pay enhancement is not 
guaranteed year to year.  
  
Vacation and Personal Leave  
  
NUA Employees are eligible to accrue vacation time.  Full-time NUA employees accrue 
vacation at the completion of each pay period when 80.0 hours of time is recorded on 
the time record including holiday time, vacation time, medical time, compensatory time 
and hours worked.  Part-time NUA employees accrue pro-rated vacation at the 
completion of each pay period when twice the number of hours they are regularly 
scheduled to work in a week, are recorded on their time card as paid time including 
holiday time, vacation time, personal time, sick time and hours worked.  
  
Managers accrue twenty (20) days of vacation per year.  All other NUA Employees 
accrue based on the following scale:  
  
First year      3.0770 hours per pay period up to 10 days per year  
Second year     3.3847 hours per pay period up to 11 days per year   
Third year      3.6924 hours per pay period up to 12 days per year  
Fourth year     4.0000 hours per pay period up to 13 days per year  
Fifth       4.6154 hours per pay period up to 15 days per year  
Sixth year      4.9231 hours per pay period up to 16 days per year  
Seventh year     5.2308 hours per pay period up to 17 days per year  
Eighth year     5.5385 hours per pay period up to 18 days per year   
Ninth year      5.8462 hours per pay period up to 19 days per year  
Tenth year      6.1539 hours per pay period up to 20 days per year  
  
All full-time NUA Employees receive sixteen (16) hours of personal leave annually on 
January 1st.  New NUA Employees who begin working after July 1st will receive eight (8) 
hours for their first year and sixteen (16) every year thereafter.  All part-time NUA 
employees will receive a prorated amount based on their regularly scheduled hours.  
  
Accumulation of vacation for full-time NUA employees is limited to 240 hours.  This 
amount is prorated for part-time employees. When this limit is reached, the NUA 
Employee will stop accruing vacation time. (Under special circumstances, the  
Executive Director may allow an NUA Employee to accrue additional time.)   
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Vacation cannot be used without advanced approval by the NUA Employee’s 
supervisor.    
  
Vacation and personal leave cannot be used in less than fifteen (15) minute segments.  
  
Vacation and personal leave will not be allowed in advance of being earned or in 
anticipation of future medical leave credit.   
  
Upon resignation or dismissal, accrued vacation up to five weeks (200 hours) will be 
paid in to NUA Employees who have completed their initial probationary period. This 
amount is prorated for part-time employees. 
  
Medical “Sick” Leave  
  
Medical Leave is a means of insuring that an eligible NUA Employee will not suffer loss 
of income in the event of personal illness or the illness of the NUA Employees’ spouse, 
children, parents, or persons for whose financial or physical care the NUA Employee 
has been principally responsible.  Medical leave may also be used for visits to 
physicians, dentist, counselors, therapists, etc. by the NUA Employee or by those 
mentioned above.    
  
All full-time NUA Employees earn medical leave credit at a rate of 4.0 hours at the 
completion of each pay period when 80 hours of time is recorded including holiday time, 
vacation time, medical time, compensatory time and hours worked.  All parttime NUA 
employees accrue medical leave on a prorated basis.  
  
Medical leave credit for full-time employees may be accumulated to a maximum of 130 
days (1040 hours).  This amount is prorated for part-time employees.    
  
Medical leave credit may not be used in less than 15-minute segments.    
  
Full-time NUA Employees having over 240 hours of unused medical leave may convert 
up to a maximum of 80 hours of medical leave into vacation leave at the rate of 16 
medical hours to 8 vacation hours as long as their medical hours do not fall below a 
total of 240 hours.  Part-time employees are eligible to convert hours on a prorated 
basis.  
  
Medical leave will not be allowed in advance of being earned or in anticipation of future 
medical leave credit.  If an NUA Employee does not have sufficient medical leave credit 
to cover a period of absence due to illness or injury, the time will be charged against 
vacation time and personal leave credits, until these are exhausted.    
  
Upon resignation, dismissal or retirement from service all medical leave credit shall be 
canceled and shall not be reinstated or paid for.    
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Family Medical Leave   
  
The Family Medical Leave Act (FMLA) provides up to 12 weeks of unpaid leave to 
“eligible” NUA Employees for certain family and medical reasons.  NUA Employees are 
eligible if they have worked for at least one year and for 1,250 hours over the previous 
12 months.    
  
Unpaid leave may be granted for any of the following reasons:  
  
1. The birth of the NUA Employee’s child and to care for the newborn child  
2. Placement with the NUA Employee of a child for adoption or foster care  
3. To care for the NUA Employees’ spouse, son, daughter, or parent with a serious 

health condition  
4. Because the NUA Employee has a serious health condition that makes the NUA 

Employee unable to perform the functions of the NUA Employee’s job.  
  
Detailed information regarding a leave of absence under the Family Medical Leave Act 
is available from the Human Resources Office.  
  
Unpaid Leaves of Absence  
  
An unpaid leave of absence is defined as authorized absence from work for a specific 
period of time.  During this time, an NUA Employee is not on pay status, but retains the 
right to a job when he/she returns.  An unpaid leave of absence is granted at the sole 
discretion of the Executive Director and is usually granted in response to unusual 
circumstances.  It is not a fringe benefit to which any employee is entitled.  Any accrued 
vacation or personal leave time, or sick time cannot be used during any unpaid leave of 
absence.  Any request for an unpaid leave of absence must be submitted, in writing, to 
the Executive Director at the earliest possible time.    
  
If necessary, the NUA Employee may pay the entire cost of his/her health insurance 
coverage while on a leave of absence up to a period of eighteen months.  Payment for 
each month’s coverage must be received by the 25th of the preceding month.   No 
vacation time, sick leave or retirement credit is earned during a leave of absence 
without pay.    
  
Bereavement Leave  
  
Full-time NUA Employees shall be allowed five days leave with pay for absence due to 
the death of the employees legally married spouse, domestic partner, child, stepchild, 
parent, stepparent, or a legal guardian.    
  

170



A full-time employee shall be allowed up to two (2) working days pay for absence due to 
the death of the employee’s sister, brother, uncle, aunt, grandparent, or grandchild, 
mother-in-law, father-in-law, sister-in-law, brother-in-law, son-in-law, daughter-in-law, 
legally married spouse’s or domestic partner’s grandparent, niece, nephew, niece in law 
or nephew in law. Part-time NUA employees receive this benefit on a prorated basis.  
Additional time may be taken from accumulated sick, personal or vacation time, if 
needed.    
  
Upon request, days off may be granted by the NUA Employee’s supervisor in the case 
of the death of other family members or persons for whom financial or physical care the 
NUA Employee has been principally responsible.  This time may be taken from 
accumulated sick, personal or vacation time.  
  
Holidays  
  
The following are authorized paid holidays for NUA Employees:  
  
New Year’s Day          Thanksgiving Day  
Martin Luther King Day        The Day After Thanksgiving  
Memorial Day      Christmas Eve 
Juneteenth      Christmas Day       
Independence Day (July 4th)        New Year’s Eve  
Labor Day              
  
Part-time NUA employees receive Holiday pay on a prorated basis.  
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Benefits  
Medical Benefits  
  
CADL will participate in the Ingham County Health Coalition Committee which 
researches ways to reduce health care cost and to avoid and reduce potential copays 
for both CADL and NUA employees.    
  
CADL will select and provide a health plan offered through the Health Coalition.  In the 
event that the Health Coalition, provides options of health plans, CADL will maintain the 
current plan or provide another health plan offered through the Health Coalition.  CADL 
reserves the right to take advantage of any supplemental benefit offered through the 
Health Coalition which may lower the cost of the premiums.  
  
CADL will offer the prescription drug plan offered through the Health Coalition.  In the 
event, that the Health Coalition, provides options of prescription drug plans, CADL will 
maintain the current plan or provide another prescription drug plan offered through the 
Health Coalition.  CADL reserves the right to take advantage of any supplemental 
benefit offered through the Health Coalition which may lower the cost of the premiums.  
  
All non-union administrative employees will be required to pay the cost of their health 
insurance premiums above the annual caps set by the state for public employees. The 
money will be automatically deducted through payroll deduction.  
  
An employee who is eligible for medical/hospitalization insurance via another source 
and who executes an affidavit to that effect may elect not to be covered by the medical 
insurance provided under this Article.  The decision to waive coverage shall be made 
once per calendar year.  A waiver agreement drafted by CADL shall be executed by the 
employee.  In the event the employee elects to forego medical insurance, CADL shall 
pay an amount based upon the coverage to which the employee is otherwise eligible at 
the time of election (full family, two-person, single subscriber) directly to the employee 
as a taxable compensation.    
  
The amounts payable, based on applicable coverage shall be as follows:  
  

Full Family  =   $100 per month  
2-Person  =   $100 per month  
Single   =   $100 per month  
  

NUA employees losing medical coverage from another source shall notify the  
Human Resources Department immediately so that the employee and dependents, 
where appropriate, can be re-enrolled in a health care plan beginning the first day of the 
month following the loss of alternate coverage.  
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Dental Benefits   
  
CADL shall provide dental insurance for regular full-time NUA employees and their legal 
dependents on the first of the month following their date of hire. The coverage is as 
follows:  
  
Class I Benefits    

  

Insurance Pays    
(Usual, Customary  and 
Reasonable Fees)  

Employee or Patient Pays  

Diagnostic      100%            -0-  
Preventative     100%            -0-  
Emergency Palliative  100%            -0-  
   

Class II Benefits     Insurance Pays     Employee or Patient Pays  

         (Usual, Customary    

      
  

   and Reasonable Fees)    

Radiographs      50%            50%  

Oral Surgery      50%            50%  

Restoration      50%            50%  

Periodontics      50%            50%  

Endodontics   
  

   50%            50%  

Class III Benefits     Insurance Pays    Employee or Patient Pays  

         (Usual, Customary   

      
Bridges, Partials  

   and Reasonable Fees)   

And Dentures  
  

   50%           50%  

Class IV Benefits  
  

   Insurance Pays    Employee or Patient Pays  

Orthodontics      50%       50%  

  
Payment under this provision is limited to one thousand dollars ($1,000) maximum per 
person per contract for Class I, Class II and Class III Benefits.  Payment for Class IV 
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Benefits will not exceed a lifetime maximum of $1,000 per eligible person. Employees 
must contribute $1 per month for the dental benefit.    
  
Vision Benefits  
  
CADL shall provide vision insurance to regular full-time NUA employees and their legal 
dependents on the first of the month following their date of hire. The coverage is as 
follows:  
  
 Standard Eye Examination and Glasses  

  
- Eye Examination    Once each 12 months from last date of service.    

          
  

Examination covered in full less $10.00 co-pay.  

- Spectacle Lenses   
  

1 each 24 months from last date of service  

 - Frames      1 each 24 months from last date of service  
  

There is a $25.00 co-pay for lenses and/or frames.  
  
- Contact Lenses –             Eye examination covered less $10.00 co-pay.  

    Elective      Maximum allowance of $105.00   
  

  Medically Necessary  Covered in full under certain conditions.  
    
Life Insurance  
  
CADL shall provide life insurance coverage in the amount of $20,000.00, for regular full-
time NUA employees effective the first day of the month following the date of hire.    
  

NUA employees may have the option to purchase, at their expense, additional 
life insurance coverage in amounts and for the cost as allowable and determined 
by the carrier and Employer.  The total cost of such optional coverage shall be 
paid for by the employee through payroll deduction.  The above is contingent 
upon the carrier accepting and approving any such additional coverage and 
complying with CADL’s requirements.  

  
  
Disability Insurance   
  
CADL will provide a short-term disability plan as follows for regular full-time NUA 
employees.   
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(A) Upon proper medical determination for disability due to a non-work related 
illness or injury. The disability carrier will provide fifty (50%) of the NUA 
employees’ gross salary to a maximum of  $1,300 per month to age 65. See 
the UNUM Disability Plan Document for more information.  

   
(B) The disability payments shall not commence until the completion of a ninety 

(90) calendar day elimination period after sustaining the non-work related 
illness or injury.    

  
(C) A regular full-time employee may use sick time accumulations during the 

ninety (90) calendar day elimination period and also may use vacation and 
compensatory time accumulations.  If the employee's total accumulation 
exceeds ninety (90) calendar days, the short-term disability payment shall 
commence on the 91st day, at the option of the employee, with the remaining 
accumulations to stay on record.    

  
(D) Benefits, such as but not limited to, health insurance, life insurance, dental 

insurance, shall cease while the employee is being paid disability payments.  
NUA employees on disability may, however, pay group rates for 
hospitalization/medical coverage for a maximum of one hundred four (104) 
weeks.    

  
(E) “Disability” shall be defined through CADL’s disability carrier’s contract.  

  
Medical Expense Reimbursement Account    
  
All regular NUA employees are eligible to participate in a Medical Expense 
Reimbursement account.  During open enrollment period, NUA employees can reduce 
pre-tax compensation by up to the maximum allowed by law, per year and use the 
money to pay for qualifying medical care expenses incurred by the employee or 
dependents during the plan year.  
  
Dependent Care Account   
  
All regular NUA employees are eligible to participate in a Dependent Care 
Reimbursement Account.  NUA employees can reduce pre-tax compensation up to the 
maximum allowed by law per year and use the money to pay for qualifying dependent 
care expenses during the plan year.  
  
Direct Deposit  
  
All NUA employees must participate in direct deposit or must sign up for the Chase Visa 
card through our payroll provider.  
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Retirement   
  
All eligible NUA employees will participate in the Municipal Employees Retirement 
System (MERS) non-union defined benefit plan.    
  

CADL and NUA employees shall abide by all the terms and conditions of that plan set 
forth below.    
  
CADL will contribute 18% of the employees’ gross salary to the MERS defined benefit 
plan and NUA employees will be responsible for the remainder through payroll 
deduction.  The amount of the NUA employee’s contribution will be set annually based 
on plan performance and will take effect on January 1st of each year.    
  
Beginning on January 1, 2020, the NUA defined benefit plan for employees is as 
follows:  
            
    B-2, V-6, FAC5 w/ F55/15, E2  

(Please see MERS Handbook for complete details and for information 
pertaining to previous plan details.)  
  

NUA employees in the defined benefit plan will be subject to fully vesting after 6 years 
and eligibility requirements outlined in the plan.  
  
All eligible NUA employees who enroll in the MERS defined benefit plan hereby 
authorize CADL to make the appropriate payroll deduction for the employee’s 
percentage amount of the Defined Benefit plan as calculated by MERS.   
  
All Technical, Clerical and Para-professional NUA employees who work 10 eight-hour 
days per month and all Professional NUA employees who work 10 four-hour days per 
month qualify for retirement benefits. 
  

All unused and accumulated vacation time will be paid to any full-time NUA employee 
up to 200 hours, or 5 weeks, upon their retirement. All unused and accumulated 
vacation time will be paid to any part-time NUA employees at a pro-rated basis up to 
200 hours, or 5 weeks, upon their retirement. All unused and accumulated sick and 
personal leave will be forfeited by the employee upon their retirement.  
  
Upon retirement, any person covered under this agreement, whether such person was 
hired through Ingham County, the Lansing School District, or directly with CADL, shall 
not be entitled to any health benefits from CADL or any other benefits from CADL.   
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Employer’s Right to Change and/or Modify Benefits  
  
CADL retains the right to unilaterally change the method of providing, including 
changing carriers, and funding the benefits herein.  The benefits provided shall meet the 
minimum requirements set forth in this Article.  CADL may elect to provide benefits in 
excess of the minimum listed in this Article.  Providing such benefits in excess of the 
required minimums shall not become a term and condition of employment, and CADL is 
free to unilaterally change these benefits to those benefits minimally required.  
  
CADL reserves the right to establish a self-insurance program which will provide 
substantially the same or equivalent benefits insofar as is possible except as to the 
administration of such insurance.  The Library may change carriers and/or plans 
provided the new plan provides the same or substantially equivalent benefits in so far as 
is possible.  
  
All insurance premiums shall be paid by CADL commencing at the time of the next 
regular payment made in accordance with CADL’s procedures following the month of 
employment.  NUA Employees who are laid off or go on an unpaid leave of absence 
shall assume full cost of such premiums commencing the first full month following their 
layoff or commencing their leave of absence.  
  
NUA Human Resources Policies and Procedures   
  
NUA employees must abide by the human resources policy and procedure manual 
which is located on the staff intranet.   
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HUM 231 Non-Union  
Page Policy Manual 

DECEMBER 17, 2014 
 

 
Welcome 
 
Welcome to Capital Area District Libraries!  We are the 5th largest public library in 
Michigan.   
 
Capital Area District Libraries was created when the Ingham County Board of 
Commissioners entered into a District Library Agreement with the City of Lansing 
March 10, 1997 to establish a District Library pursuant to the District Library 
Establishment Act, 1989 PA 24.  The major source of funding for Capital Area 
District Libraries is a millage approved by voters.   
 
Capital Area District Libraries’ Board of Trustees (“Board”) has seven members.  
Five (5) members are appointed by the Ingham County Board of Commissioners 
and two (2) members are appointed by the City of Lansing.   
 
The Board is the body legally responsible for performing the duties assigned to it 
by state and local laws.  The Board determines how the revenue of the Library 
will be spent.  In addition, the Board appoints Capital Area District Libraries 
Executive Director (“Director”), establishes all Capital Area District Libraries’ 
(CADL) policies, and is authorized to contract for Library services in and outside 
of Ingham County.   
 
Purpose and Intent 
 
The purpose of this Policy Manual is to provide a general reference of the 
policies Capital Area District Libraries adheres to and a general outline of the 
benefits CADL has to offer.  THIS IS NOT A CONTRACT.  Nothing in this Manual 
is or should be construed as a binding term or condition of employment. 
 
All Non-Union Page employees (NUP Employees) of CADL serve at the will of 
CADL, and can be terminated at any time within the sole discretion of the 
Executive Director of CADL.   
 
This Manual constitutes the employment polices of CADL, and it shall not be 
altered or amended without the concurrence of the majority of the Board of 
Trustees of CADL.  The Board of Trustees reserves the right to unilaterally 
change CADL’s personnel policies within its sole discretion. 
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This Manual supersedes all prior manuals as well as employment relationships, 
whether oral or written, between CADL and the NUP Employees.  Previous 
manuals and employment relationships, if any, whether oral or written, are 
canceled. 
 
No employee and/or Board Member and/or agent of Capital Area District 
Libraries is authorized to make an oral representation or promise to an NUP 
Employee which changes the polices set forth in the Non-Union Page Employee 
Policy Manual.  Oral expressions or promises made to an NUP Employee shall 
not be interpreted to create a contractual relationship between an NUP Employee 
of CADL and CADL, nor shall such communications alter the “at will” employment 
conditions of CADL.  No other statement in this manual shall be construed in any 
manner to alter the "at will" status of NUP Employees of CADL.  
 
Employment Policies 
 
At-Will Status  
 
As previously indicated, all Non-Union Page employees of CADL serve at the will 
of CADL, and can be terminated at any time within the sole discretion of the 
Executive Director of CADL, and can be terminated at any time within the sole 
discretion of the Executive Director of CADL.  
 
Probationary Period 
 
A probationary period provides both the NUP Employee and CADL the 
opportunity to evaluate the NUP Employees’ performance.  NUP Employees on 
probationary status are subject to the "at will" provisions of this manual. 
 
All NUP Employees shall be on probation for six (6) months during which time 
their performance will be evaluated by their Supervisor at three (3) and six (6) 
months and then annually on January 1st thereafter. 
 
Unsatisfactory Work Performance during Probationary Period 
 
If an NUP Employee fails to achieve satisfactory work performance, his/her 
employment may be terminated; or the probationary period may be extended for 
a period of time (not to exceed six (6) months) as deemed appropriate by the 
Executive Director or designee. 
 
If a new NUP Employee’s probationary status is extended for any reason(s), 
he/she will not be eligible for any increase in compensation until the probationary 
status is completed.   
 
All final decisions regarding probationary service shall be made by the NUP 
Employee’s immediate supervisor and the Executive Director or designee. 
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Separation during the Probationary Period 
 
An NUP Employee whose employment is terminated before the end of his/her 
probationary period and is later rehired by CADL, must begin a new probationary 
period upon rehire.   
 
Probation as a Disciplinary Action 
 
An NUP Employee who has completed his/her probationary period may also be 
placed on probationary status by the Executive Director or designee for any 
length of time because of problems with his/her work performance or other work 
related reasons deemed appropriate.  During this period, the NUP Employees’ 
performance will be monitored closely.  There shall be a written evaluation by the 
NUP Employee’s immediate supervisor which shall be discussed with the NUP 
Employee and submitted to the Human Resources office to be placed in the NUP 
Employee’s personnel file.  The Executive Director or supervisor shall notify the 
NUP Employee of the conditions necessary to satisfactorily complete the 
probationary period.  During this period, the NUP Employee is not entitled to any 
increase in compensation.  This paragraph shall not alter the "at will" status of 
any NUP Employee. 
 
Work Hour Guidelines 
 
Pay Period/Work Week 
 
The pay period covers two weeks.  The work week for part-time Employees is 
any time less than forty hours per week.  Each week begins on Saturday and 
ends on the following Friday.  Hours of work are composed of mornings, 
afternoons, evenings and weekends depending on the needs of the organization. 
 
Lateness 
 
When an Employee is not able to report to work on time, it is the Employee’s 
responsibility to notify his/her supervisor as soon as possible, but no later than 
within an hour of his/her normal starting time.   
 
All non-professional Employees who are late to work (including arrival or 
returning from break or lunch) must make up this time or take paid time (if 
available to the Employee) in 15-minute increments.  The Employee’s immediate 
supervisor will schedule any “make up” time.   
 
Absence 
 
When any Employee is unable to report to work due to illness or personal 
emergency, it is the Employee’s responsibility to notify his/her supervisor as soon 
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as possible, but no later than within an hour of his/her normal starting time.  
Failure to do so, unless extenuating circumstances exist, may result in treating 
the absence as unexcused.  Employees will not be paid for unexcused absences. 
The supervisor may also permit the Employee to make up the time if the absence 
is excused.  It is the responsibility of the Employee to establish or provide 
evidence of valid reasons for absence if requested. 
 
Breaks and Lunch 
 
Each Employee is allowed one fifteen (15) minute break for each four 
consecutive hours recorded on his/her time record.  Normally, there will be one 
morning break and one afternoon break during an eight-hour day.  Work breaks 
cannot be combined into one long break or combined with lunch breaks to extend 
the meal period.  Work breaks do not accumulate if not taken. 
 
If an Employee is scheduled to work eight (8) hours in one day and the 
placement of his/her lunch hour splits this time into a block of time more than four 
(4) hours and one less than four (4) hours he/she is still entitled to both of his/her 
breaks.   
 
Every Employee is required to take a thirty (30) minute unpaid lunch/dinner break 
if he/she has worked the previous six (6) hours.  Employees who are under the 
age of 18 must take a thirty (30) minute break if they have worked the previous 
five (5) hours.  The break should be scheduled to provide sufficient office 
coverage. 
 
Neither work breaks nor lunch breaks can be used at the beginning or end of the 
work period to shorten the workday.  
 
Family Medical Leave  
 
The Family Medical Leave Act (FMLA) provides up to 12 weeks of unpaid leave 
to “eligible” Employees for certain family and medical reasons.  Employees are 
eligible if they have worked for at least one year and for 1,250 hours over the 
previous 12 months.   
 
Unpaid leave may be granted for any of the following reasons: 
 
1. The birth of the Employee’s child and to care for the new born child 
2. Placement with the Employee of a child for adoption or foster care 
3. To care for the Employees’ spouse, son, daughter, or parent with a serious 

health condition 
4. Because the Employee has a serious health condition that makes the 

Employee unable to perform the functions of the Employee’s job. 
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Detailed information regarding a leave of absence under the Family Medical 
Leave Act is available from the Human Resources Office. 
Unpaid Leaves of Absence 
 
An Unpaid Leave of absence is defined as authorized absence from work for a 
specific period of time.  During this time, an NUP Employee is not on pay status, 
but retains the right to a job when he/she returns.  An unpaid leave of absence is 
granted at the sole discretion of the Executive Director and is usually granted in 
response to unusual circumstances.  It is not a fringe benefit to which any 
employee is entitled.   Any request for an unpaid leave of absence must be 
submitted, in writing, to the Executive Director at the earliest possible time.   
 
Salary and Benefits 
 
Time Cards and Pay Days 
 
All Employees must use the online time card system to punch in and punch out. 
Each shift must be approved by the Employee and the Supervisor. The online 
time card must record the time actually worked by the employee. 
 
Pay Days 
 
An Employee’s paycheck covers an 80.0 hour period which ends one week 
before payday. 
 
Pay increases for Non-Union Page Employees will be determined annually by the 
CADL Board.  Any increase will take effect on January 1st of each year. 
 
Pay Checks 
 
All employees are required to sign up for direct deposit or a Chase Visa card 
provided to them by our Paychex payroll system.  
 
NUP Policies 
 
Dress Code 
 
Each NUP employee must adhere to the public services dress code. If approved 
by the branch library head, NUP employees may be allowed to wear jeans. All 
other aspects of the CADL dress code apply.  
 
Each employee is also expected to wear a nametag at all times. The nametags 
are provided by CADL.   
 
For all other H/R policies and procedures which apply, please see the 
attached H/R Policies and Procedures Manual. 
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NON-UNION PAGE EMPLOYEE ACKNOWLEDGMENT 
 
I, _________________________________________, a NUP Employee of 
Capital Area District Libraries (CADL), have received and reviewed a copy of 
Capital Area District Libraries Non-Union Page Employee Policy Manual.  I 
understand that the language in this Policy Manual does not create a contract 
between CADL and myself for employment or the providing of benefits. 
 
I, __________________________________________, further understand that 
as a Non-Union Page Employee of CADL, I serve at the will of CADL and that I 
can be terminated at any time within the sole discretion of the Board of Trustees 
of CADL. 
 
Dated: ________________  _____________________________________ 
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