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All employees at Lakeland Library Cooperative are at-will employees. This means that there is 

no definite term of employment and that the employment relationship may be terminated with or 

without cause, with or without advance notice, and at the option of either the employee or 

Lakeland Library Cooperative. In addition, no person other than the Lakeland Library 

Cooperative Board has the authority to enter into any agreement for employment for any 

specified period of time or to otherwise modify an employee's at-will employment status. To be 

binding, any agreement to modify an employee's at-will employment status must be in writing, 

specifically acknowledging that it is a modification of this policy, and signed by both the 

employee and the Lakeland Library Cooperative Board by its authorized representative. 

 

Policies set forth in this handbook are not intended to create a contract, nor are they to be 

construed to constitute any legal or contractual obligation for employment or benefits between 

Lakeland Library Cooperative and any of its employees. The provisions of the handbook have 

been developed at the discretion of Lakeland Library Cooperative Board and, in order to retain 

flexibility in the administration of these policies and provisions, it reserves the right to change, 

revise, or eliminate any of the policies and/or benefits described in this handbook, except for its 

policy of employment at-will. 



 

 

 

Lakeland Library Cooperative 
Employee Handbook 
 

 

 

102 Employee Relations 
Effective Date: 05/14/2009 

Revision Date:  

 
 

Lakeland Library Cooperative believes that the work conditions, wages, and benefits it offers to 

its employees are competitive with those offered by other employers in the geographic area and 

industry. If employees have concerns about work conditions or compensation, they are strongly 

encouraged to voice these concerns openly and directly to the Cooperative Director. 

 

Our experience has shown that when employees deal openly and directly with supervisors, the 

work environment can be excellent, communications can be clear, and attitudes can be positive. 

We believe that Lakeland Library Cooperative amply demonstrates its commitment to employees 

by responding effectively to employee concerns. 
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In order to provide equal employment and advancement opportunities to all individuals, 

employment decisions at Lakeland Library Cooperative will be based on merit, qualifications, 

and abilities. Lakeland Library Cooperative does not discriminate in employment opportunities 

or practices on the basis of race, color, religion, gender, national origin, age, protected disability, 

height, weight, marital status, veteran's status, or any other characteristic protected by law. 

 

Lakeland Library Cooperative will make reasonable accommodations for qualified individuals 

with known disabilities unless doing so would result in an undue hardship. Any applicant or 

employee who believes a reasonable accommodation may be necessary in order to perform his or 

her essential job duties or assigned tasks must notify the Cooperative Director. 

 

This policy governs all aspects of employment, including recruitment and hiring, training, job 

assignment, compensation, discipline, termination, benefits and all other terms and conditions of 

employment. 

 

Any employee with questions or concerns about any type of discrimination in the workplace is 

encouraged to bring these issues to the attention of their immediate supervisor or the Cooperative 

Director. Employees can raise concerns and make reports without fear of reprisal.  

 

Any employee found to be engaging in any type of unlawful discrimination, harassment or 

retaliation will be subject to disciplinary action, up to and including termination of employment. 
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The successful business operation and reputation of Lakeland Library Cooperative is built upon 

the principles of fair dealing and ethical conduct of our employees. Our reputation for integrity 

and excellence requires careful observance of the spirit and letter of all applicable laws and 

regulations, as well as a scrupulous regard for the highest standards of conduct and personal 

integrity. 

 

The continued success of Lakeland Library Cooperative is dependent upon our members' trust, 

and we are dedicated to preserving that trust. Employees owe a duty to Lakeland Library 

Cooperative and its member libraries to act in a way that will merit continued trust and 

confidence of its members. 

 

Lakeland Library Cooperative will comply with all applicable laws and regulations, and it 

expects its directors, officers, and employees to conduct business in accordance with the letter, 

spirit, and intent of all relevant laws and to refrain from any illegal, dishonest, or unethical 

conduct. 

 

In general, the use of good judgment, based on high ethical principles, will guide employees with 

respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the 

proper course of action, the employee should discuss the matter openly with the employee's 

immediate supervisor and, if necessary, with the Cooperative Director for advice and 

consultation. 

 

Compliance with this policy of business ethics and conduct is the responsibility of every 

Lakeland Library Cooperative employee. Disregarding or failing to comply with this standard of 

business ethics and conduct may lead to disciplinary action, up to and including possible 

termination of employment. 
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The employment of relatives in the same area of an organization may cause serious conflicts and 

problems with favoritism and employee morale. In addition to claims of partiality in treatment at 

work, personal conflicts from outside the work environment can be carried over into day-to-day 

working relationships. 

 

For purposes of this policy, a "relative" is any person who is related by blood or marriage, or 

whose relationship with the employee is similar to that of persons who are related by blood or 

marriage. 

 

Relatives of current employees may not be hired into or occupy a position that will be working 

directly for or supervising their relative. If a relative relationship is established after employment 

between employees who are in a reporting situation, as described above, it is the responsibility 

and obligation of the supervisor involved in the relationship to disclose the existence of the 

relationship to the Cooperative Director. The concerned individuals will be provided the 

opportunity to decide who is to be transferred to another available position, or if no position is 

available, which employee will quit. The transfer shall not result in a promotion or pay grade 

increase, nor take precedence over any other employee’s entitlement or opportunity for the 

position, without the express approval of the Cooperative Director. If that decision is not made 

within 30 calendar days, the Cooperative Director will decide who is to be transferred or, if 

necessary, terminated from employment. 

 

In case where a conflict or the potential for conflict arises between co-employees because of 

their relative relationship, even if there is no line of authority or reporting involved, the 

employees may be separated by reassignment or terminated from employment. 

 

Lakeland Library Cooperative also reserves the right to take prompt action if an actual or 

potential conflict of interest arises involving relatives or individuals involved in a dating 

relationship who occupy positions at any level (higher or lower) in the same line of authority that 

may affect the review of employment decisions. 

 

Finally, employees in a close personal relationship should refrain from public workplace displays 

of affection or excessive personal conversation. 



 

 

Lakeland Library Cooperative 
Employee Handbook 
 

 

 

106 Employee Medical Examinations 
Effective Date: 05/14/2009 

Revision Date:  
 

To help ensure that employees are able to perform their duties safely, employees may be required 

to submit to medical examinations when it is determined that there is a reasonable basis to 

suspect that the employee's conduct or performance may be impaired by a mental or physical 

condition. The examination shall be limited to addressing the noted concerns. 

 

After a job offer has been made to an applicant a complete medical examination (including 

physical and/or mental) may be performed at the expense of Lakeland Library Cooperative by a 

health professional of Lakeland Library Cooperative’s choosing. The offer of employment and 

assignment to duties is contingent upon satisfactory completion of this examination. 

 

Information on an employee's medical condition or history will be kept separate from other 

employee information and will be maintained confidentially. Access to this information will be 

limited to those who have a legitimate need to know. 
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Lakeland Library Cooperative is committed to employing only United States citizens and aliens 

who are authorized to work in the United States and does not unlawfully discriminate on the 

basis of citizenship or national origin. 

 

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a 

condition of employment, must complete the Employment Eligibility Verification Form I-9 and 

present documentation establishing identity and employment eligibility. Former employees who 

are rehired must also complete this form if they have not completed an I-9 with Lakeland Library 

Cooperative within the past three years, or if their previous I-9 is no longer retained or valid. 

 

Employees with questions or seeking more information on immigration law issues are 

encouraged to contact the Cooperative Director. Employees may raise questions or complaints 

about immigration law compliance without fear of reprisal. 
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Lakeland Library Cooperative expects its employees to conduct business according to the highest 

ethical standards of conduct and to devote their best efforts to Lakeland Library Cooperative. 

Employees owe a duty of loyalty to Lakeland Library Cooperative and, as such, are expected to 

conduct business within guidelines that prohibit actual or potential conflicts of interest. This 

policy establishes only the framework within which Lakeland Library Cooperative wishes to 

operate. The purpose of these guidelines is to provide general direction so that employees can 

seek further clarification on issues related to the subject of acceptable standards of operation. 

Contact the Cooperative Director for more information or questions about conflicts of interest. 

 

Transactions with outside firms must be conducted within a framework established and 

controlled by the Lakeland Library Cooperative Board. Business dealings with outside firms 

should not result in unusual gains for those firms. 

 

An actual or potential conflict of interest occurs when an employee is in a position to influence a 

decision that may result in a personal gain for that employee or for a relative as a result of 

Lakeland Library Cooperative’s business dealings. For the purposes of this policy, a relative is 

any person who is related by blood or marriage, or whose relationship with the employee is 

similar to that of persons who are related by blood or marriage. 

 

No "presumption of guilt" is created by the mere existence of a relationship with outside firms. 

However, if employees have any influence on transactions involving purchases, contracts, or 

leases, it is imperative that they disclose to the Cooperative Director immediately the existence 

of any actual or potential conflict of interest so that safeguards can be established to protect all 

parties. 

 

Personal gain may result not only in cases where an employee or relative has a significant 

ownership in a firm with which Lakeland Library Cooperative does business, but also when an 

employee or relative receives any kickback, bribe, substantial gift, or special consideration as a 

result of any transaction or business dealings involving Lakeland Library Cooperative. 
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Employees may be employed outside the Lakeland Library Cooperative and hold outside jobs as 

long as they meet the performance standards of their job with Lakeland Library Cooperative.  All 

employees will be judged by the same performance standards and will be  subject to Lakeland 

Library Cooperative’s scheduling demands, regardless of any existing outside work 

requirements. 

 

If Lakeland Library Cooperative, in its sole discretion, determines that an employee's outside 

work interferes with his or her performance or ability to meet the requirements of his or her 

employment at Lakeland Library Cooperative, as they are modified from time to time, the 

employee may be asked to terminate the outside employment in order to continue his or her 

employment with Lakeland Library Cooperative. 

 

Outside employment that constitutes a conflict of interest is prohibited. Employees may not 

receive any income or material gain from individuals outside Lakeland Library Cooperative for 

materials produced or service rendered while performing their jobs. 
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Lakeland Library Cooperative is committed to complying fully with the Americans with 

Disabilities Act ("ADA") and the Persons with Disabilities Civil Rights Act ("PDCRA"), and 

ensuring equal opportunity in employment for qualified persons with disabilities. As such, all 

employment practices and activities are conducted by Lakeland Library Cooperative on a non-

discriminatory basis. 

 

Hiring procedures have been reviewed to provide persons with disabilities meaningful 

employment opportunities at Lakeland Library Cooperative. Pre-employment inquiries are 

restricted to only those inquiries regarding an applicant's ability to perform the duties of the 

position. 

 

Reasonable accommodation is available to all qualified individuals with disabilities to assist 

them to perform the essential functions of the position. If an employee has reason to believe that 

he or she may need and be entitled to a reasonable accommodation, such employee should 

contact the Cooperative Director as soon as he or she becomes aware of such a need. 

 

Lakeland Library Cooperative is also committed to non-discrimination for any qualified 

employees or applicants because they are related to or associated with a person with a disability. 

Lakeland Library Cooperative will follow any applicable state or local law that provides 

individuals with disabilities greater protection than the ADA. Employees should direct their 

questions and/or concerns regarding this policy to the Cooperative Director. 
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Lakeland Library Cooperative provides employees an opportunity to indicate their interest in 

open positions and advance within Lakeland Library Cooperative according to their skills and 

experience. In general, notices of all job openings are posted. However, Lakeland Library 

Cooperative reserves its discretionary right not to post a particular opening. 

 

Job openings will be posted on the employee bulletin board, in the email system and will 

generally remain open for ten (10) days. Each job posting notice will include the dates of the 

posting period, job title, department, location, classification, job summary, essential duties, and 

qualifications (required skills and abilities). 

 

Employees who have a current written warning on file, or are on probation or suspension, are not 

eligible to apply for posted jobs. Eligible employees should apply only for those posted jobs for 

which they possess the required skills, competencies, and qualifications. 

 

To apply for an open position, an employee should submit a job posting application and resume 

to the Cooperative Director.  

 

Lakeland Library Cooperative recognizes the benefit of developmental experiences and 

encourages employees to talk with their supervisors about their career plans. Supervisors are 

encouraged to support employees' efforts to gain experience and advance within Lakeland 

Library Cooperative. 

 

An applicant's supervisor may be contacted to verify performance, skills, and attendance. Any 

staffing limitations or other circumstances that might affect a prospective transfer may also be 

discussed. 

 

Job posting is a way to inform employees of openings and to identify qualified and interested 

applicants who might not otherwise be known to the hiring supervisor. Other recruiting sources 

may also be used to fill open positions in the best interests of Lakeland Library Cooperative. 
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An employee "Work Product" is subject matter developed (in whole or in part) by an employee 

of Lakeland Library Cooperative, as part of his or her responsibilities, which pertains to 

Lakeland Library Cooperative business, whether or not produced during regular working hours 

or by using the Lakeland Library Cooperative's facilities. Such Work Product may include, for 

example, ideas, concepts, inventions, computer software, writings, art works and copyrightable 

or patentable materials in any format. 

 

The employee will promptly make the Work Product available to Lakeland Library Cooperative. 

All such Work Product shall be owned by Lakeland Library Cooperative. In this regard, the 

employee shall, upon request and without additional compensation (except by mutual agreement 

with Lakeland Library Cooperative) execute any documents necessary to protect or perfect 

Lakeland Library Cooperative's right in the work product. Any decision to file formal 

applications for proprietary rights protections shall be solely within the discretion of Lakeland 

Library Cooperative. Lakeland Library Cooperative will pay any related expenses, and the 

employee shall fully cooperate with respect to the filing of such applications, including execution 

of any necessary documents. 

 

Upon termination of employment for any reason, the employee shall endure that Lakeland 

Library Cooperative has copies of any and all materials related to the Work Product sufficient for 

Lakeland Library Cooperative to continue use of the Work Product. 
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Any claims or lawsuits relating to any employee's service with Lakeland Library Cooperative 

must be filed no more than six (6) months after the date of the employment action that is the 

subject of the claim or lawsuit. 


