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INTRODUCTION 

Welcome/Introduction 

Welcome to Lakeshores Library System (LLS). We look forward to providing innovative, high quality 
service to our member libraries together. LLS has been in existence in some shape or form since the 
1970’s when we became established as a library service for Racine county. After transforming into a 
federated public library system in 1981, Walworth county joined LLS in 1983. This expanded the 
number of member libraries to fifteen - ten in Walworth county and five in Racine County. In addition to 
serving our member libraries, we also provide services to the Waterford Union High School library and 
Racine Correctional Institution. We also provide technical and logistical support to the SHARE 
Consortium, which serves the public libraries in Kenosha, Racine, Rock and Walworth counties. 

Our main goal as an organization is to provide innovative, high-quality services in accordance with A) 
state law and B) our member libraries’ needs. 

This employee handbook sets forth employment guidelines which employees are expected to follow 
and lets employees know what can be expected from LLS. None of the statements or policies outlined 
in this policy booklet are meant to imply that LLS is guaranteeing employment for anyone. This manual 
is not, nor is it intended to be, construed as an employment contract. All employees are employed “at 
will.” This means that an employee’s employment relationship is for an indefinite period of time and 
can be terminated by either the employee or LLS at any time. Any statement or promise made by any 
other supervisor or other employee will not change this policy or create an agreement. Final 
interpretation and implementation of any of the policies or rules in this manual are vested solely with 
the LLS Board and Administrator. The policies, procedures and practices contained in this Handbook 
are subject to change at any time and are reviewed and revised periodically. This employee handbook 
replaces any prior handbook policies. 

It is the policy of LLS to comply with all necessary requirements of applicable state and federal laws 
relating to personnel. 

Responsibility for Personnel Policies 

Board of Trustees 
The LLS Board of Trustees has the ultimate responsibility to employ staff necessary to carry out the 
mission of our organization, to determine their wages and benefits, and to provide policies for the staff 
and general functioning of the organization. 

Administrator 
In order to carry out these functions, the Board of Trustees employs the Administrator. He/she is given 
the authority to employ, assign, train, supervise, evaluate, promote, and release all other staff within 
the policies and guidelines established by the Board of Trustees. The Administrator is delegated by the 
Board of Trustees to administer the personnel policies of the organization. In the absence of the 
Administrator, these functions become the responsibility of the Executive Committee of the Board of 
Trustees. The Administrator serves at the pleasure of the Board. 

Personnel Committee 
The Personnel Committee develops personnel policies in line with LLS’s overall objectives for the Board 
of Trustees to enable the LLS to employ, develop, and retain competent staff. 
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Open Door Policy 

Communication is a joint responsibility shared by LLS and the employee. If employees have questions 
about the information contained in this handbook, or about any other aspect of their position, please 
ask. Employee opinions, suggestions and questions are both important and valued. Feel free to talk to 
the Administrator about issues of concern. Generally, if an employee has a problem with an another 
individual, we encourage employees to approach that person first and attempt to resolve the conflict. If 
that does not resolve the problem, go to the Administrator next. In rare cases, issues may require 
referral to the Board. 

EMPLOYMENT POLICIES 

Equal Employment Opportunity 

LLS is committed to a policy of equal opportunity for all employees. It is our policy to seek and employ 
the best qualified personnel in all positions, to provide equal opportunity for advancement to all 
employees, including upgrading, promotion and training, and to administer these activities in a manner 
which will not discriminate against or give preference to any person because of race, color, religion, 
age, gender, national origin, disability, ancestry, sexual orientation, military service, marital status, 
arrest or conviction record, or any other discriminatory basis prohibited by state or federal law. All 
employees are required to have a proof of identity and authorization to work. 

LLS is further committed to providing a work environment in which employees are treated with 
courtesy, respect and dignity. LLS will not tolerate any form of harassment, verbal or physical, with 
regard to an individual’s race, gender, national origin or any other protected characteristics. All 
employees are encouraged to bring any concerns to the attention of LLS as set forth in our sexual 
harassment and problem-solving policies. 

All complaints of harassment will be investigated promptly and, where necessary, immediate and 
appropriate action will be taken to stop and remedy any such conduct. Any supervisor, agent or 
employee found in violation of this policy will be subject to disciplinary action, including discharge. 

LLS provides reasonable accommodation for qualified individuals with disabilities in accordance with 
the Americans with Disabilities Act and the Wisconsin Fair Employment Act. Employees requiring 
reasonable accommodations should discuss potential accommodations with the Administator. It is the 
employee’s responsibility to notify the Administrator of the need for a reasonable accommodation and 
to provide medical documentation upon request. 

Employment Classifications 

LLS uses the following employee classifications: 

Regular Full-Time (Exempt or Hourly) 
An employee who is regularly scheduled to work 35 or more hours per week is considered full-time and 
is eligible for those benefits described in this handbook. 

Regular Part-Time 
An employee who is regularly scheduled to work less than 35 hours per week is considered part-time. 
Regular part-time employees may be eligible to receive benefits on a pro rata-basis. 
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Casual 
An employee who is hired on a temporary basis to perform a specific job and is not eligible for benefits. 

Contract 
An employee or vendor who is hired to perform a specific job on a regular basis and is not eligible for 
benefits.  

Interns and Student Workers 
All interns and student workers are considered part-time employees regardless of the number of hours 
worked and are ineligible for employer benefits. 

Drug and Alcohol Testing 

LLS recognizes that the use and/or abuse of illegal drugs and/or alcohol can have a significant impact on 
the workplace in terms of safety, worker’s compensation claims, sick pay benefits, absenteeism and 
productivity. LLS also recognizes the legal duty to protect its employees from drug-using employees 
and/or employees who use or are impaired by alcohol on the job. LLS is concerned about its employees 
who use and/or abuse illegal drugs and/or alcohol. Therefore, LLS has established a drug and alcohol 
testing policy. 

Any employee may, upon reasonable suspicion, be required to submit to a drug and/or alcohol test. Any 
employee who tests positive as the result of such a test will be subject to discipline up to and including 
discharge. Any employee who tests positive may, on a one time basis, choose evaluation and/or 
rehabilitation. No employee who tests positive will be allowed to work until the individual has 
successfully completed assessment and/or treatment and has been certified by a qualified physician as 
free from the use of drugs. 

Background Checks 

LLS may obtain information from a consumer-reporting agency to update, renew, or extend 
employment (post-interview, pre-offer), or for consideration for a reassignment or promotion of any 
employee. 

Information can be obtained from the previous seven years regarding references, past employment, 
work habits, education, judgment, liens and criminal background, character, general reputation and 
driving records. Information regarding bankruptcy filing(s) may include information from the previous 
ten years. 

Before denying an extension, reassignment, promotion, or other benefit of employment, based in 
whole or in part on information obtained in the report, LLS will provide a copy of the report and a 
description in writing of the employee’s rights under the Fair Credit Reporting Act. 

Trial Period 

The first 180 days of employment are considered to be a trial period for new employees. During this 
time the employee’s supervisor will be responsible for on-the-job training, orientation and employee 
performance. The employee is encouraged and expected to ask any questions concerning the job and 
its responsibilities. This is a time for the employee to determine if he/she is satisfied with the position. If 
the employee’s job performance is found to be unsatisfactory at any time during the trial period, 
employment may be terminated. New employees will receive a confidential performance evaluation 
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from their supervisor at the end of the trial period. An employee may be ineligible for certain employee 
benefits during the trial period. 

Outside Employment and/or Education 

Outside employment is permitted unless it is found to interfere with the employee’s job performance. If 
the quality of job performance begins to suffer, the employee will be asked to choose between jobs. An 
employee will not be permitted to work for another employer that would in any way conflict with or 
undermine the ability of LLS to fulfill its organizational goals. In addition, an employee will not be 
permitted to work for another employer while on a leave of absence or while absent for illness. Pursuit 
of higher education (especially when pertinent to an employee’s work) while employed by LLS will be 
considered on a case by case basis. Similar to outside employment, if the quality of job performance 
begins to suffer, the employee will be asked to scale-back the pace of his/her coursework, or choose 
between employment at LLS and pursuit of her/his higher education goals. 

Personnel Records 

All information contained in an employee’s personnel record remains strictly confidential. Access to 
employment records is limited to the employee, supervisor and appropriate members of the LLS Board. 
Requests for information resulting from a court order or government request will be honored when a 
written release of information is obtained from the employee. Employees should report all changes in 
personnel status immediately in order to keep personnel files current. Personnel records shall be 
retained for a period of 36 months after an individual leaves employment, and thereafter destroyed. 

The following materials are available to the employee upon request: 

 Original application materials (excepting any mentioned as unavailable below); 

 Personnel reviews; 

 Disciplinary forms; 

 Medical records. 

The following materials are not available to the employee: 

 Records pertaining to possible employee criminal conduct; 

 Letters of reference; 

 Test documents; 

 Staff management planning materials; 

 Confidential materials pertaining to other employees. 

Public Inspection 

LLS is obligated to furnish certain employment information upon request for public inspection 
according to the Wisconsin Open Records Law. Public requests for information shall be forwarded to 
the Administrator. 
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Conferences and Travel 

Leave with pay will be granted to employees who are appointed to represent LLS at meetings, 
conferences, or associations in which LLS maintains membership. In such cases, when appropriate, the 
agency will pay travel, meals (excluding alcoholic beverages), lodging, and fee expenses as approved by 
the Administrator. 

In all cases where LLS has agreed to pay any expenses, the employee must follow the LLS Purchasing  
and Accounting Policy. Failing to do so will result in denial of reimbursement. Employees will be 
reimbursed at the current IRS rate for mileage when using their personal vehicles on LLS business. 

Local IT Service Cost Recovery Program Model 

Updated cost recovery program language is under development. 

Purchasing and Accounting Policy (Signature Required) 

LLS’s operating expenses are funded with taxpayer dollars appropriated from the Wisconsin Universal 
Service Fund. Our organization also handles significant amounts of funding in a “pass-through” 
capacity from member counties and member libraries. As such, it is critical to keep detailed income and 
expense records. Simultaneously, it is also important to remain able to make effective purchases. The 
LLS Board has established a purchasing and accounting policy to address both imperatives. Employees 
are expected to read, understand, sign, and follow this policy. 

Expenditure Review Mechanisms  
 The Lakeshores Library System Board shall be furnished with an expense report by vendor for 

review at each regular meeting. 

 The Lakeshores Library System Board shall be furnished with a budget document showing a 
“budget vs. actual” comparison of each budget line for review at each regular meeting. 

 All expenses shall be reviewed and all checks shall be signed by a minimum of two officers of 
the Lakeshores Library System Board (typically the President and Treasurer). 

General Accounting Practices 
 Lakeshores Library System shall follow all applicable government accountability standards. 

 Lakeshores Library System shall follow all applicable State and Federal laws.  

Procurement Guidelines 
Generally, employees in charge of procuring products, goods or services shall consider the following: 

 Conformance to the approved LLS budget;  

 Whether the quality of the products, goods or services meet the necessary project 
requirements;  

 The ability of system staff to efficiently deploy, maintain and/or service the products, goods or 
services;  

 The sustainability of the products, goods or services; and,  

 The life cycle costs of the products, goods or services. 

mailto:http://docs.legis.wisconsin.gov/statutes/statutes/196/218
mailto:http://docs.legis.wisconsin.gov/statutes/statutes/196/218
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Minor Purchases 
A “minor” purchase may be made from any vendor when any of the following conditions are met: 

 The cost of a single item is $5,000 or less; 

 The total cost of the purchase is $15,000 or less; 

A basic evaluation of available vendor options is made according to Procurement Guidelines in the 
previous section prior to completing the purchase. The LLS Administrator approves the purchase in 
writing (email is acceptable). Incidental purchases of $500 or less do not require prior approval. 

Major Purchases 
A “major” purchase may be made when any of the following conditions are met: 

 The cost of a single item is in excess of $5,000; 

 The cost of the total purchase is in excess of $15,000; 

At least two vendor options are considered when more than one vendor exists. Vendor options are 
documented and shared via written communication with the LLS Administrator for approval. 
Documents relating to the purchase are submitted to the Office Manager and filed upon completion of 
the purchase. 

Approvals for Purchases 
 The LLS Administrator shall approve all purchases in writing (email is acceptable). 

 With justifiable cause, the LLS Administrator may grant discretionary purchase authorization to 
individual staff members for minor purchases. 

 In an emergency situation, the LLS Board President may authorize expenditures to address 
mission-critical issues when the Administrator is not available. 

Tax Exemption 
 Tax exemptions on purchases shall be sought whenever practicable.  

 A tax exemption is considered practicable when the amount of tax saved is equal to or greater 
than the value of the staff time expended to claim it. 

Credit Cards 
Any employee issued a credit card by Lakeshores Library System shall use such card solely for procuring 
products, goods, or services or for paying expenses that are directly related to the conduct of approved 
library system business. Any employee terminating employment with Lakeshores Library System shall 
return any credit card that has been issued to the Office Manager one week prior to the last day of 
employment, or whenever notice of termination is given (whichever comes first). 

The Lakeshores Library System Administrator and/or Board of Trustees have sole authority to grant (or 
withdraw) the use of credit cards. 

Misuse of a credit card issued by Lakeshores Library System may lead to disciplinary action up to and 
including termination of employment. 

Suspected criminal activity shall be reported to law enforcement. 

Receipts 
 Receipts are expected for all expenses.  
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 Lakeshores Library System shall not pay expenses in excess of $25 unless accompanied by a 
receipt. 

 Receipts or invoices must be forwarded to the Office Manager as soon as possible after a 
purchase is made. 

 The Office Manager and/or Administrator may require additional expense-related 
documentation, which shall be furnished upon request. 
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Purchases for Third Parties 
It often is necessary for Lakeshores Library System staff to act as a purchasing agent for member 
libraries, i.e., making a purchase on behalf of the library, then invoicing the library for the cost of the 
purchase. This is often also true for the SHARE Consortium. This role as purchasing agent is an 
important service. 

Employees shall follow the same procurement guidelines for pass-through purchasing as with 
Lakeshores Library System purchasing, except when specific vendor products are requested. 

 

I have read and understand LLS’s policy on purchasing and accounting. 

    

Employee’s Signature______________________________ Date_______________ 

  

Supervisor’s Signature______________________________ 
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Sexual Harassment Policy (Signature Required) 

Lakeshores Library System (LLS) is committed to maintaining a work environment free of unlawful 
discrimination and harassment and will not tolerate harassment of its employees by anyone. Sexual 
harassment consists of any unwelcome conduct, whether verbal, physical, or visual, that is based upon 
a person’s gender or sexual orientation. Such conduct is unlawful and prohibited. 

Sexual harassment undermines the integrity of the employment relationship. All employees have the 
right to work in an environment free from unsolicited and unwelcome sexual overtures. LLS will not 
tolerate any form of gender-based or sex-based discrimination including any kind of sexual harassment 
against any employee or applicant for employment. Such discrimination violates federal and state law 
and LLS policy. 

Definition of Sexual Harassment 
Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, and other 
verbal, visual, and physical conduct of a sexual nature whenever: 

1) Submission to the conduct is made either an explicit or implicit condition of employment; 

2) Submission to or rejection of the conduct is used as the basis for an employment decision affecting 
the harassed employee; or 

3) The harassing conduct unreasonably interferes with an employee’s work performance or creates an 
intimidating, hostile, or offensive working environment. 

Examples of Conduct Constituting Sexual Harassment 
Sexual harassment can involve an almost infinite variety of conduct. Examples include: 

1) Unwelcome physical contact with sexual overtones, such as touching, patting, pinching, repeatedly 
“brushing” against someone, or impeding the movement of another person; 

2) Sexually offensive comments such as slurs, jokes, epithets, and innuendo; 

3) Sexually oriented “kidding” or “teasing” or sexually oriented “practical jokes”; 

4) Suggestive or obscene written comments in notes, letters, invitations, or e-mail, or other 
mechanisms of communication; 

5) Inappropriate, repeated, or unwelcome sexual flirtations, advances, or propositions; 

6) Offensive visual contact such as staring, leering, gestures, or displaying obscene objects, pictures, 
or cartoons; 

7) Inappropriate or suggestive comments about another person’s physical appearance or dress; 

8) Exchanging or offering to exchange any kind of employment benefit for a sexual concession, e.g., 
promising a promotion or raise in exchange for sexual favors; 

9) Withdrawing or threatening the withdrawal of any kind of employment benefit for refusing to grant 
a sexual favor, e.g., suggesting that an individual will receive a poor performance review or be 
denied a raise unless the employee goes out on a date with a supervisor. 

Applicability of Policy 
The prohibition against sexual harassment applies to everyone – managers, supervisors, salaried and 
hourly workers, temporary employees, contractors, customers, suppliers, guests and trustees. LLS will 
not tolerate sexual harassment of any kind by anyone. 
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Reporting Sexual Harassment 
Employees who believe they have been the victim of sexual harassment should report it at once to the 
Administrator. If the Administrator is the person believed to have engaged in sexual harassment, it 
should be reported to the Personnel Committee Chair or Board President. 

Employees who believe they have been the victim of sexual harassment and who feel that verbal 
complaint to the Administrator has proven ineffective should file a written complaint with the LLS 
Board President. 

Complaints of sexual harassment will be investigated thoroughly and quickly. Whenever appropriate, 
disciplinary action will be taken against the harassing party, up to and including termination. LLS will 
also take appropriate action to deter further sexual harassment and, if possible, to remedy any loss 
caused by the harassment. The complainant will be advised of the results of the investigation and of 
any action taken. To the fullest extent practicable, LLS will keep complaints and reports of sexual 
harassment and their resolution confidential. 

Employees must report any incident of sexual harassment they may observe, even if they are not the 
target or victim of such harassment. Such reports will be handled in the same fashion as complaints by 
victims of sexual harassment. 

LLS will not retaliate against anyone for reporting or complaining about sexual harassment and will not 
tolerate retaliation by supervisors, managers, or co-workers. LLS employees who retaliate will be 
disciplined according to the section on Problem Solving, Discipline, and Termination. 

Corrective Action for Sexual Harassment 
Depending on the nature and seriousness of the offense, LLS will impose all appropriate corrective 
action, up to and including termination, against any staff member or trustee found to have engaged in 
sexual harassment. 

When a third party individual not employed by LLS is found to have engaged in sexual harassment 
against a LLS employee, LLS will advise the person and her or his employer of the LLS policy against 
such harassment, and will take such other action as is appropriate under the circumstances. 
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Legal Remedies for Harassment 
Employees or job applicants who believe they have been harassed may file a complaint of 
discrimination with the Equal Employment Opportunity Commission,  https://www.eeoc.gov/ and/or 
the Wisconsin Labor and Industry Review Commission http://lirc.wisconsin.gov/, which is authorized to 
investigate the allegations in the complaint.  

 

 

I have read and understand LLS’s policy on sexual harrassment. 

    

Employee’s Signature______________________________ Date_______________ 

  

Supervisor’s Signature______________________________ 

https://www.eeoc.gov/
http://lirc.wisconsin.gov/
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Termination Policy 

LLS may be required to terminate employees due to lack of funds or due to changes in duties or 
organization which may include abolition of positions. No lay off will be made without the approval of 
the LLS Board.  

According to Wisconsin State Statutes, employers must provide written notice to certain employees if 
A) 25% or greater of the total workforce of affected employees is laid-off or, B) 500 or more affected 
employees are laid-off. New and low-hour employees are generally not included in the classification of 
“affected employees.” For purposes of definition, “New” means an employee who has worked less than 
6 of the 12 months preceding the date on which notice is required. “Low-hour” employees average less 
than 20 hours per week. In qualifying situations, written notice must be provided to 1) the Wisconsin 
Department of Workforce Development, 2) any affected employees, 3) any collective bargaining unit 
representing any affected employees and, 4) the highest official of the municipality in which the 
affected employment site is located. Any terminations required by LLS will be conducted according to 
State and Federal laws. It is also the policy of LLS to provide voluntary written notice 60 days in 
advance to any employee affected by a lay-off, regardless of whether or not they fall under notice 
requirements.  

Payments from Other Agencies 

Reimbursements and honoraria received from other agencies must be turned over to LLS when the 
receiving employee is already being compensated by LLS for the activity involved. 

Job Descriptions 

A job description shall exist for each employee position at LLS. Job descriptions may be updated at the 
discretion of the LLS Board, and may be used for evaluating employee performance. 

HOURS OF WORK, ATTENDANCE POLICIES 

Hours of Work 

Our normal business hours are 9:00 a.m. to 5:00 p.m. Monday through Friday. Employees are expected 
to work a standard work week of 40 hours. Daily hours may be flexed earlier or later, with approval of 
the Administrator. One hour of unpaid lunch is provided to each full-time employee. One fifteen minute 
paid break may be taken during the morning half of the day, and one fifteen minute paid break may be 
taken during the afternoon half of the day. Unused breaks may not be accumulated. 

Overtime 

It is the policy of LLS to comply with Federal and State laws by making required compensation to all 
hourly non-exempt employees (time and one-half for all hours worked in excess of 40 each week). 
However, prior authorization must be obtained from the Administrator before working overtime. Non-
hourly exempt employees are not eligible for overtime pay. 
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Compensatory (Comp) Time 

In lieu of overtime pay, employees may accrue and use comp time. Comp time must be tracked on a 
daily basis via timesheet. Carrying over comp time from one work week to the next must be approved 
by the Administrator. Any comp time carried over from the previous week (in which an excess of 40 
hours was worked) will be multiplied by a factor of 1.5 and made available to the employee, thus 
equating to time and one-half.  

Attendance 

Regular attendance is expected of every employee. Employees are expected to be on time each day, 
fully able and ready to work. Excessive absenteeism and/or excessive tardiness will lead to discipline, 
and discharge. Excessive is defined as absence on more than three occasions without proper notice and 
without providing one or more valid reasons for the absence, as determined by LLS, within the 120 day 
period before the date of the employee’s termination. Excessive tardiness is defined as tardiness on 
more than three occasions without proper notice and without providing one or more valid reasons for 
the absence, as determined by LLS, within the 120 day period before the date of the employee’s 
termination. Employees who do not comply with the rules on absenteeism and tardiness will be issued 
a final warning after the first unexcused absence and/or after the second unexcused tardiness. An 
employee may be terminated for the third unexcused absence and/or third unexcused tardiness within 
120 days under this policy. An employee’s attendance record will also be considered when annual 
reviews take place for wage increases and promotions.  

Reporting Absences 

If an employee must be absent or late, please notify us as early as possible, but no later than one hour 
after the employee’s scheduled start time. For notification purposes, employees must contact the 
Administrator or Office Manager. Employees must state their name and the reason for the absence or 
tardiness. A medical release may be required in order to return to work. Unexcused absences from work 
for three consecutive scheduled work days without calling in or notifying LLS will be considered to be a 
voluntary resignation and will result in the employee’s termination. 

Time Sheet Regulations 

The workweek begins at midnight on Sunday (12:00 a.m.) and ends on Saturday at midnight 
(12:00 a.m.). It is important that accurate records of work are kept. For this reason, all employees are 
required to accurately record their time each work day. Please observe the following rules: 

1. Each employee should fill out his/her time sheet only. If any employee is found to have filled out a 
time sheet for another employee, both persons will be subject to discipline, which may include a 
written warning or termination. 

2. Each employee will be required to verify that the hours on his/her time card are accurate by signing 
the time sheet. 

3. Employees must accurately record time worked, vacation time used, sick time used, comp time 
accrued and used, and any local IT service hours worked. 
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Work From Home Policy 

LLS employees are expected to be self-motivated and perform at a high level. Therefore, working from 
home is acceptable under appropriate circumstances, subject to approval by the Administrator. If the 
quality of job performance begins to suffer, the employee will be required to return to working at the 
LLS office. 

Emergency Closing 

Under the rare circumstances that LLS may close due to severe weather or other circumstances, all 
employees should monitor their LLS email account and/or mobile phone. If LLS is officially closed, all 
employees will be compensated at their regular rate for any hours (not to exceed 8 hours) they were 
scheduled to work during the given closure day. 

Damage to Personal Property of Employees 

Employees may bring personal property onto the premises at his/her risk. LLS will not assume the 
responsibility for items of personal property that may be damaged, destroyed, lost or stolen by actions 
of themselves or others. 

PAY AND REVIEW POLICIES 

Pay Periods 

The pay period for our employees is bi-weekly. It is the policy of LLS to compensate its employees 
utilizing direct-deposit for wages and/or salary. Compensation is disbursed on the Friday following the 
two-week pay period. If the normal pay date falls on a holiday, the pay date will be the last work day 
immediately preceding the holiday. Compensation cannot be disbursed early. In addition, it is LLS’s 
practice not to advance monies to employees. If an employee is on vacation, is ill or for some other 
reason does not report to work on pay day, LLS will retain any non-electronic compensation (a physical 
paycheck or reimbursement check) until he/she returns to work unless the employee has made other 
arrangements as described below. 

Paychecks can and will only be released to the individual whose name appears on the check or the 
employee’s designated recipient who will be required to present written documentation regarding this 
designation to the Office Manager. If an employee’s designated recipient is to pick up an employee’s 
check, the designated recipient will be required to show identification.  

We strive to fairly and accurately compensate our employees. LLS prohibits improper pay deductions 
as specified in 29 C.F.R. Sec. 541.602(a) and other violations of wage and hour laws. If an employee 
feels an error has been made in his/her compensation, please discuss the matter with the Office 
Manager. Employees may be required to request a payroll review in writing. If it is found that an 
improper deduction was made, appropriate reimbursement will be made. No retaliation will be made 
against anyone who, in good faith, makes a report under this policy. 
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Performance Reviews 

Periodic evaluations are an important part of the employment relationship. This is an opportunity to let 
each employee know how he/she is doing, how performance may be improved, and to receive input 
from the employee concerning training, supervision or any job difficulties that may be occurring. 

An employee will be evaluated after six months of employment and at least annually after that. Some 
of the job factors that are reviewed are: accuracy, quality of work, quantity of work, dependability, 
adaptability, job knowledge, organization, judgment, initiative, ability to get along with others, attitude 
and attendance. 

These evaluations shall be between an employee and the Administrator, and may be reviewed by the 
LLS Personnel Committee. All evaluations will become part of the employees permanent personnel 
record, and shall remain so for a period of three years after employment ceases. 

The Administrator’s performance shall be evaluated annually by the Personnel Committee. One copy of 
the written evaluation shall be filed in the Administrators’ personnel file and one copy shall be furnished 
to the Administrator. 

BENEFIT POLICIES 

Vacation 

LLS offers a generous vacation benefit. Vacation time is alloted to employees as of January 1st of each 
calendar year. Vacation time must be used within the calendar year and may not be “rolled over.” 

All vacation requests must be submitted to the Administrator for approval. Requests are granted at the 
convenience of the organization. The Administrator may require requests to be submitted in writing. All 
reasonable attempts will be made to grant vacation requests in an equitable manner. Multiple requests 
for the same period of time may require consideration of the days which an employee received in the 
past as vacation, overall length of service, or a “first come, first served” approach. Vacation time should 
be taken at least in half day blocks.  

Full-time and part-time employees are eligible to receive vacation after completion of their six month 
trial period of full-time or part-time service, provided the given employee is a full-time or part-time 
active employee at the time vacation is taken. Full-time employees will be eligible to receive vacation 
based on the following schedule: 

 Continuous Service Vacation 

 6 Months 40 hours (1 week) 

 1-2 years 80 hours (2 weeks) 

 3-4 years 120 hours (3 weeks) 

 5-7 years 160 hours (4 weeks) 

 8-12 years 184 hours (4 weeks, 3 days) 

 13-19 years 200 hours (5 weeks) 

 20+ years 240 hours (6 weeks)  
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Vacation for Part-Time Employees 
Vacation is prorated for part-time employees. The prorated amount will be based upon the average 
number of hours worked per week in the last six-month period by the part-time employee based upon a 
40-hour week. For example, if the average hours per week worked was 30 hours for the past six months, 
that part-time employee would earn vacation at a rate of 75% (30/40) times the regular rate; after one 
year of employment, the employee would be eligible for 60 hours of vacation time. 

Payment in Lieu of Vacation 
Payment in lieu of vacation time shall not be granted. 

Illness or Holiday During Vacation 
Any illness or disability which occurs after approved vacation has commenced is considered vacation 
and shall not be paid as other benefit time. If one of the paid holidays should fall during an employee’s 
vacation, the paid holiday will be applied in lieu of the paid vacation day. 

Effect of Leave of Absence on Vacation 
Employees do not earn vacation benefits while on a leave of absence except when dictated by law. 

Holidays 

LLS compensates employees for the following holidays for time off with pay: 

 Good Friday 

 Memorial Day  

 Independence Day 

 Labor Day  

 Thanksgiving Day 

 Friday after Thanksgiving Day  

 Christmas Eve Day 

 Christmas Day  

 New Year’s Eve Day 

 New Year’s Day 

If the holiday falls on a Saturday or Sunday, LLS will establish the preceding Friday or the following 
Monday as the holiday. 

If the employee observes a religious holiday other than listed above, the employee is entitled to 
observe it using personal days or vacation time. 

Holiday pay will be paid at the employee’s regular hourly rate of pay times eight hours. Full-time, 
regular employees who have completed their orientation period will receive holiday pay. Casual 
employees are not eligible for holiday pay. 

Sick Leave 

A sick day will be considered to be eight hours pay for employees working eight-hour days and will be 
pro-rated for part-time employees who work less than eight hour days. 
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Sick days are for the express purpose of employee or family illness and in situations where dental or 
medical appointments cannot be scheduled outside of work hours and are not to be used for personal 
days  or vacation days. 

Full-time employees will earn one (1) day of sick leave per month of employment up to a maximum of 
130 days. The following conditions will apply to use of sick time: after three (3) consecutive days’ 
absence from duty, a physician’s statement may be required by the Administrator. Employees who 
retire or terminate employment shall be paid for accumulated sick leave days at the rate of twenty 
dollars $20.00 per day. In the event of the death of an employee, LLS shall make the same sick leave 
payment to the employee’s estate. A part-time employee’s benefits will be prorated at the average 
number of hours worked per week for the calendar year. 

Personal Hours 

LLS provides personal hours to address personal and individual needs. Full-time (and part-time) 
employees with benefits may take twenty-four (24) personal hours per calendar year. Personal hours 
must be approved in advance, except in cases of emergency, as determined by LLS. Paid personal hours 
may not be used the day before or the day after a scheduled holiday. 

No personal hours may be taken during the first six months of employment. Personal days may not be 
carried over into the next calendar year. Employees are not paid for unused personal hours either at the 
end of the year or upon termination. Personal hours may not be taken in units of less than one-half day 
(4 hours). 

Wisconsin Retirement System 

LLS participates in the Wisconsin Retirement System (WRS). All employees meeting eligibility 
requirements must participate. The fund requires an employer and an employee contribution. WRS 
contribution rates are adjusted each calendar year depending on investment performance and actuarial 
factors. General participation in the Wisconsin Retirement Fund is governed by the State of Wisconsin.  

Current requirements, guidelines and general information can be viewed by visiting etf.wi.gov. 

Health Insurance  

All employees participating in the Wisconsin Retirement System are eligible for group health insurance 
coverage through the Wisconsin Public Employers Group Health Insurance Program. Beginning 
January  1, 2012, for salaried or full-time hourly employees, LLS may contribute up to the maximum 
allowable of the cost of the lowest cost plan toward employee health insurance. For regular part-time 
employees, LLS may contribute on a prorated basis up to the maximum allowable of the lowest cost 
plan toward employee health insurance premiums. LLS’s contribution is effective for either single or 
family coverage.  

New employees must enroll within 30 days of the date of hire; coverage will be effective on the first day 
of the month that occurs on or after the date the insurance application is received by the employer. 
Employees who are not eligible for health insurance coverage when they are first hired must enroll 
within 30 days prior to the date they do become eligible; coverage will be effective the first day of the 
month on or following the date the employee becomes eligible. 

Specific coverage benefits and/or insurance payments for said benefits are contingent upon the terms 
and conditions of any plan selected by the employee. 

mailto:http://etf.wi.gov
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Dental Insurance 

LLS provides a modest dental benefit. See the Office Manager for the most updated information 
regarding the dental benefit. Prorated dental benefits may be available to part-time employees, subject 
to the terms and conditions of the carrier. 

Life Insurance 

Group life insurance is available to all employees meeting the eligibility requirements of the insurance 
carrier. LLS may pay the full premium for all employees for basic and supplemental life insurance as 
defined in the WRS Public Employers Group Life Insurance Program.  

In addition, the employee is eligible to purchase additional group life insurance and/or spouse and 
dependent group life insurance through pre-tax payroll deductions. Applications for additional life 
insurance are available from the Office Manager.  

Income Continuation 

LLS’s income continuation program provides replacement income during a period of disability. 
Employees have the option of using banked sick leave to supplement disability payments up to 100% of 
their current salary. Benefits under the plan will not duplicate benefits available from other programs 
such as the Wisconsin Retirement System, Unemployment Compensation, Worker’s Compensation, 
Social Security, etc., but rather will supplement these programs. All employees who have participated 
for at least six months in the Wisconsin Retirement System are eligible for Income Continuation. LLS 
pays the entire premium for employees.  

Flexible Benefits Plan 

LLS provides a Flexible Benefits Plan to employees who choose to participate. In addition, employees 
may elect to contribute on a pre-tax basis up to a maximum of $2,500 per plan year for allowable 
medical expenses and up to $5,000 per plan year for dependent care expenses. Employee contributions 
designated for the flexible benefits plan are exempt from Federal, State and FICA taxes as allowable in 
Section 125 of the Internal Revenue Tax Code. Plan documents and application forms are available from 
the Office Manager. LLS will not assume any responsibility for costs incurred due to an employee 
choosing too high a level of pretax deductions. 

Cell Phone Stipend 

Employees as identified by the Administrator may receive a stipend of $20 per month for work-related 
use of his/her personal cell phone. 

Social Security Benefits 

In addition to the amount employees contribute to Social Security (FICA) through payroll tax 
deductions, LLS contributes an equal amount on each pay period. A full description of employee 
eligibility for Social Security benefits is available through the Social Security Administration. 
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Worker’s Compensation 

Worker’s Compensation is a form of accident and disability insurance to protect employees in the event 
of a job-related injury or illness. Income contribution and medical benefits are provided. 

Upon returning to work after a work-related injury, employees may be required to provide certification 
from the employee’s treating physician verifying the ability to safely perform employee’s regular job 
functions. In the event an employee’s treating physician identifies restrictions and/or limitations on 
ability to perform employee job duties, LLS will attempt to provide a temporary restricted duty 
position. In providing such a position, it is LLS’s intent to facilitate recovery and reduce the time away 
from work. LLS’s making any restricted duty position available may trigger a cessation or reduction of 
Worker’s Compensation benefit payments. 

Unemployment Insurance 

LLS reports wages and unemployment status to state authorities, and participates in the Wisconsin 
Unemployment Insurance Program. This program is available to employees who, through no fault of 
their own, are laid off or terminated. Participation in this program is subject to the terms, conditions 
and applicable state statutes. 

Leaves of Absence (General Information) 

LLS realizes that employees sometimes need time away from work. Leaves of absence will be 
considered for: 

1. Family and Medical 

2. Jury and Witness Duty 

3. Military 

4. Disability 

5. Pregnancy 

6. Funeral 

7. Personal 

8. Education 

An employee may be considered for a leave after six months of continuous employment unless 
specified otherwise in the specific leave policy. Whenever possible, leave requests should be made at 
least 30 days prior to the leave so that LLS can arrange for the necessary approval and find someone to 
perform the work during an absence. When 30 days’ notice is not possible, requests for leave should be 
made as soon as the employee is aware of the need for leave. Leave requests must be made in writing 
to the Administrator, stating the reason for the leave, the starting date and the anticipated return date. 
Generally, the maximum time allowed for a leave of absence will be three months. (See each specific 
leave policy for details regarding the amount of leave time available and the procedures.) 

If a leave of absence is approved, the Administrator and Office Manager must be contacted one week in 
advance of the expiration of the leave. Failure to contact the Administrator and Office Manager prior to 
the date specified on the leave request or failure to return to work on the day after the expiration of 
leave will be considered a voluntary termination of employment. Requests for an extension of a leave of 
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absence must be submitted to LLS in writing as soon as the employee is aware of the need for extended 
leave. 

LLS will continue to pay its share of insurance premiums for employee coverage and dependent 
coverage for a maximum of twelve weeks while the employee is on a family medical leave or personal 
disability leave of absence. While the employee is on any other type of unpaid leave of absence from 
LLS, the employee will be responsible for paying the total premiums for coverage and that of his/her 
dependents. Failure to do so may result in loss of coverage and possible refusal by the insurance carrier 
to allow the employee’s coverage to be reinstated. The employee must consult with the Office 
Manager to set up a payment schedule. 

Every reasonable effort will be made to reemploy individuals in their former position upon return from 
an authorized leave. However, LLS cannot guarantee that positions will remain open during absence. If 
there is no vacancy, an employee may be offered another opening as required by law or for which the 
employee is qualified, if available. For purposes of eligibility for vacation and other benefits, time off on 
an unpaid leave of absence will not count toward “time worked.”  

These general provisions apply to all leaves. However, more detail with regard to each type of leave is 
addressed below. 

Family and Medical Leave 

LLS is a public employer that employs fewer than 50 permanent employees and thus is not required to 
follow the terms and conditions of the Federal Family and Medical Leave Act (FMLA). 

Nevertheless, it is the intent of LLS to confer the benefits included in the Federal Family and Medical 
Leave Act to those employees who would be covered if LLS had more than 50 employees. 

The following information concerns employee rights and responsibilities under the Wisconsin and 
federal Family and Medical Leave Acts and explains the consequences of employee failure to meet 
these obligations. Please read the information carefully. If there are questions, please contact the 
Office Manager. 

Leave Entitlement 
Under the Wisconsin FMLA, employees are potentially entitled, within one calendar year, to six weeks 
of family leave for the birth or adoption of a child, two weeks of medical leave for one’s own serious 
health condition and two weeks of family leave to care for a parent, child, spouse, domestic partner, 
parent-in-law, or domestic partner’s parent who has a serious health condition (NOTE: Definitions of 
family members shall follow those in FMLA documentation and applicable Wisconsin state laws). 

Under the federal FMLA, employees are potentially entitled, within any employer-designated twelve 
month period, to twelve weeks of unpaid leave for a qualifying condition including the birth, adoption 
or placement of a child for foster care, leave for one’s own serious health condition, or leave to care for 
a parent, spouse or child who has a serious health condition. The actual amount of time spent on family 
and/or medical leave will be subtracted from unpaid Wisconsin and federal FMLA leave weeks 
allotment described above. Federal and Wisconsin FMLA leaves run concurrently when the condition or 
leave qualifies under both laws. 

If employees have a spouse, son, daughter, or parent on active duty or call to active duty status 
associated with any deployment to a foreign country in the National Guard, Reserves or regular Armed 
Forces, employees may also use the twelve-week leave entitlement under the federal FMLA to address 
certain qualifying exigencies, including, for example, short-notice deployment activities, attending 
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certain military events, arranging for alternative childcare and school activities, addressing certain 
financial and legal arrangements, counseling, rest and recuperation activities, post-deployment 
activities, and parental care. The actual amount of time employees spend on such exigency leave will be 
subtracted from twelve-week entitlements of federal FMLA leave, but not the 10 weeks of combined 
Wisconsin FMLA leave. 

The federal FMLA also includes a leave entitlement that permits eligible employees to take up to 
26 weeks of leave to care for a covered servicemember or veteran suffering from a service-related 
serious injury or illness provided the service took place within 5 years prior to needing care (reduced by 
any other FMLA-qualifying leave taken) during the 12-month period measured forward from the date 
that the employee first takes leave (“caregiver leave”). A covered servicemember is a member of the 
Armed Forces, including a member of the National Guard or Reserves, who is undergoing medical 
treatment, recuperation or therapy; is otherwise in outpatient status; or has aggravated a pre-existing 
injury or illness during active duty or is in outpatient status; or is on the temporary disability retired list. 

Certification 
LLS requires that employees submit a request in writing to confirm the need for family, medical, 
exigency, or servicemember caregiver leave. The completed certification must be provided to the 
Office Manager within fifteen (15) calendar days of its request, or in cases of medical emergency or 
unforeseen circumstances, as soon as practicable under the circumstances. The certification is 
necessary to justify absence from work for leave. If employees fail to provide LLS with a timely 
certification, leave requests, or continuations of leave may be delayed or denied. 

Other Documentation 
Requests for leave based on adoption or foster care will require that employees submit a copy of court 
adoption papers or foster care documentation to LLS. These documents must be given to LLS thirty 
(30) calendar days before the leave begins. 

Intent to Return to Work 

Employees must provide LLS with a periodic status report and intent to return to work. Should 
employees decide not to return to work at the end of  FMLA leave, the  LLS Administrator must be 
advised immediately. 

Fitness-for-Duty 
If employees are on medical leave because of a serious health condition, a doctors’ note of clearance 
must be provided to LLS before returning to work. If employees fail to provide a sufficient note of 
clearance from health care providers, this will result in the delay, and potential denial, of return to work. 

Substitution 
Employees may be able to be paid any available accrued paid leave during the time of FMLA leave. It is 
employee’s option to choose payment of accrued paid leave during the period of Wisconsin FMLA 
leave. Employees will be required to be paid any remaining available accrued paid leave (sick pay, PTO, 
vacation) while on remaining unpaid federal FMLA leave. If benefits are available and an employee is 
receiving paid short-term disability benefits, LLS will also exhaust the employee’s family and medical 
leave entitlement while on short-term disability leave, but LLS does not permit employees to substitute 
any other paid accrued leave during this time period unless mutually agreed upon. If employees suffer a 
serious health condition that is work-related, federal family and medical leave entitlement will be 
counted along with the period absent from work and receiving worker’s compensation benefits. 
Employees will not be able to be paid available employer-provided accrued paid leave during the time 
of a worker’s compensation leave because employees will be receiving worker’s compensation benefits. 
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When paid leave is used along with employee FMLA leave, this paid leave will not be available later. If 
employees do not meet the requirements for the use of accrued paid leave under applicable LLS 
policies, employees may still be entitled to take unpaid FMLA leave. Under no circumstances will 
employees be entitled to additional family and/or medical leave as a result of the substitution of paid 
leave. 

Maintenance of Benefits and Employment Protections 
During any period of Wisconsin and federal FMLA leave, LLS will maintain employee health coverage 
under the LLS group health plan on the same terms as if employees had continued to work. Upon 
return from FMLA leave, LLS will restore employees to an original or equivalent position with 
equivalent pay, benefits, and other employment terms. Use of FMLA leave will not result in the loss of 
any employment benefit that accrued prior to the start of leave. 

Insurance Premium Payments 
While on Wisconsin and federal FMLA leave, employees are required to make  employee contributions 
to premium payments on health insurance through the Wisconsin Retirement System to maintain 
those benefits (this will be done automatically).  

Potential Liability for Health Insurance Premium Payments 
If employees do not return to work following an FMLA-qualifying leave for a reason other than: a) the 
continuation, recurrence, or onset of a serious health condition which would entitle employees to FMLA 
leave; b) the continuation, recurrence, or offset of a covered servicemember’s serious injury or illness 
which would entitle employees to FMLA leave; or c) other circumstances beyond control, employees 
may be required to reimburse LLS for its share of health insurance premium payments made on behalf 
of employees during FMLA leave. 

Jury and Witness Duty Leave 

LLS encourages all employees to be civic minded. To be eligible for jury duty pay, an employee must 
work for six continuous months. If employees receive notification to serve on a jury or are subpoenaed 
as a witness, the Administrator must be notified immediately. Employees serving jury duty will be paid 
their regular wage for each day served.   

It is required that the employee present authorized evidence to the personnel office of jury attendance 
and the amount paid. Employees must return to work on any day when jury or witness duty dismisses 
prior to the end of the employee’s shift. 

Military Leave 

LLS complies with federal and state law regarding the rights of employees who enter active duty. If an 
employee is called into active duty and meets all legal requirements, LLS will allow the needed time off 
to fulfill this commitment as provided by law. In the event of a call-up, the employee’s job will be held. 

Disability Leave 

If an employee suffers an extended illness or nonwork-related injury which requires absence from work, 
a request for a disability leave of absence can be made. The maximum leave allowed will be three 
months. LLS may request a doctor’s statement to verify the absence. LLS cannot guarantee that an 
employee’s job will be available upon completion of the leave of absence, but will make every effort to 
provide an equivalent position if available in the event a position is no longer available.  



Lakeshores Library System Page 26 Personnel Policy Handbook (2018 Edition)  

Funeral Leave 

In the event of a death in the immediate family of an employee, the LLS will reimburse the employee 
for wages lost up to three (3) days of absence from work required for arranging or attending the funeral. 
The “immediate family” shall include the spouse of the employee, his/her parents or parents-in-law, 
step-father or step-mother, his/her children or step-children, his/her brothers and sisters, son-in-law or 
daughter-in-law, brother-in-law or sister-in-law, grandparents or grandchildren. If requested, an 
employee may be required to furnish proof regarding the funeral. Other funeral leave days may be 
granted at the discretion of the Administrator. 

Personal Leave 

In special circumstances, LLS may grant a leave for a personal reason but never for an employee taking 
employment elsewhere or going into business for himself or herself. An employee should request an 
unpaid personal leave of absence from the LLS Administrator. A personal leave of absence must not 
interfere with the operations of LLS. 

The Administrator may grant a personal leave of absence up to thirty (30) days. Leaves for longer 
periods of time may be granted, but only with approval of the LLS Board. If the employee’s leave is 
extended for more than thirty (30) days, vacation and other benefits will no longer accrue. Employees 
should consult group insurance policy to determine insurance coverage during a leave of absence. 
Failure to return from a leave at the time agreed upon may result in termination of employment. 

Education Leave 

LLS encourages all employees to increase their educational and technical expertise. The purpose of 
providing leave for continuing education is to provide assistance for employees seeking continuing 
education in their respective fields for the mutual benefit of LLS and the employee. Staff or the 
Administrator may request partial or full reimbursement for such education-related expenses as 
approved by the LLS Board. 

Continuing Education 

Approved educational activities which are directly related to current job performance or to a job to 
which the employee will be promoted may be paid for by LLS. Prior authorization must be obtained 
from the Administrator. LLS may reimburse for travel expenses and course costs for approved 
programs. Employee pay will continue and will be calculated based on an eight-hour day if participation 
in the program is approved. 

RULES AND REGULATIONS 

No Solicitation/No Distribution 

It is LLS’s policy that there shall be no solicitation during working time. All employees should 
accomplish their work and not interfere with other employees trying to perform their work. No 
employee may engage in solicitation, nor may any employee willingly accept solicitation on behalf of 
any club, society, religious organization, political party, labor union or similar association, or for any 
other purpose, during actual working time of either the solicitor or the person being solicited. “Actual 
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working time” means the time during which an employee is required to be performing work duties. 
Working time does not include the time before the employee’s scheduled workday begins, the time 
after the employee’s scheduled workday ends or the employee’s break or lunch period. Employees may 
not distribute literature in working areas at any time. “Working areas” include all areas of the premises 
except the parking lot.  

Confidentiality 

Employees may have access to confidential data, including that of public library patrons. Other 
examples of confidential information may include information concerning LLS’s financial status not 
covered by Wisconsin’s open records laws, employee records that must be kept confidential by law, 
such as medical records or social security numbers, and customer records and data. This information is 
to remain confidential and not be disclosed to any persons outside of LLS, notwithstanding State or 
Federal law. All employees are responsible for protecting the confidentiality of this information. A 
violation of this policy can subject an employee to discipline, including discharge. 

Personal Appearance  

An employee’s appearance reflects LLS’s image to the public. All employees are expected to be clean 
and to be concerned with good personal hygiene. Moderation in dress and grooming are expected of all 
employees.  

Safety Rules 

It is LLS’s policy to insure a safe work environment for employees and to require safe work practices of 
all employees. Employees are expected to exercise common sense in identifying and approaching 
situations where safety risks might exist. Any accident, hazards or potentially unsafe conditions of 
equipment are to be corrected or reported to the Administrator immediately for action. If employees 
are involved in an accident while working, or witness an accident, it is to be reported.  

In the event employees are injured on the job during working hours, employees have the right to secure 
treatment from the physician of their choice. However, LLS recommends the following nearby clinic for 
all medical services: 

Aurora Memorial Hospital of Burlington 

252 McHenry St 

Burlington, WI 53105 

Phone Usage 

Employee responsibilities often involve extensive use of the telephone. Use of office phones for 
personal reasons should not occur during paid work time. Use of personal cell phones for personal 
reasons should be extremely limited.  

Smoking Areas 

Medical evidence has shown that smoking is harmful to health. Also the state of Wisconsin prohibits 
smoking in any place of employment. This includes offices, work areas, elevators, employee lounges, 
restrooms, conference rooms, meeting rooms, hallways, stairways, the lobby, common areas and the 
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employee cafeteria. Therefore, in order to consider the needs and concerns of both smoking and 
nonsmoking employees this smoking policy applies. 

Smoking on the premises is permitted only in designated outdoor areas and only when an employee is 
on a break or lunch period. (Smoking includes cigars, cigarettes, pipes and electronic cigarettes.) 
Smoking in other areas of the premises is strictly prohibited and is considered a violation of the law. 
Employees found violating this policy will be subject to disciplinary action. 

The following outdoor area is designated as a permissible smoking area: 

Behind the building in which LLS is located, within a twenty foot radius of the fenced-in area to the left 
of the dumpster. 
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Electronic Communications Policy (Signature Required) 

Lakeshores Library System (LLS) maintains an email, voicemail, Internet system, social media channels 
and other electronic communications systems that we encourage our employees to use for internal 
messages and external access as defined by employee duties. All systems are owned by LLS and should 
be used appropriately to benefit the organization and member libraries.  

Solicitations are not permitted on our electronic communication systems. Confidential information 
pertaining to LLS or member libraries should not be sent via our electronic systems. All copyright laws 
apply to all electronic communications sent via Employer systems. 

Obscene, profane or offensive materials (including sexually explicit images)  may not be transmitted 
over any Employer communication system. Emails/voicemails that contain ethnic slurs, racial 
references or anything that would constitute harassment of others is not permitted. Such 
communications should be reported immediately to the Administrator or Personnel Committee Chair. 
Electronic communication systems should not be used in a way that would be disruptive or offensive to 
others or harmful to morale. 

All messages sent on the electronic communication systems are not private and are considered 
employer records and LLS reserves the right to access, audit, intercept and disclose those records at 
any time. Deleting an email or voicemail message does not guarantee that it has been erased from the 
system; backup copies are retained. 

No employee is authorized to retrieve or read any electronic communication not sent to them without 
prior approval or express permission. Employees improperly accessing, using or monitoring electronic 
communications can be subject to discipline, including discharge. 

I have read and understand LLS’s policy on electronic communications. 

    

Employee’s Signature___________________________________ Date_______________ 

  

Supervisor’s Signature___________________________________ 
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Possession of Weapons or Firearms on Employer Premises 

Firearms and weapons are strictly prohibited from employer property. Employees are also strictly 
prohibited from carrying firearms or weapons while they are in the course of their employment, 
regardless of whether they are on employer property or at a location where firearms or weapons are 
otherwise allowed.  

The only exception to the foregoing pertains to employees who are properly licensed to carry concealed 
weapons in the State of Wisconsin. Those employees, and only those employees, are permitted to carry 
and/or store concealed weapons and/or ammunition, but only in their own motor vehicles. Such 
weapons and ammunition shall remain concealed while in the employee’s own motor vehicle (i.e., 
indiscernible from the ordinary observation of a person located outside and within the immediate 
vicinity), and shall not leave the employee’s own motor vehicle while it is on employer property or at 
any time the employee is in the course of employment. Further, such vehicles shall remain locked and 
secured at all times. 

Any employee in violation of this policy will be subject to discipline, up to and including discharge. 

Political Activity 

No employee is precluded from engaging in political activity provided that such activity does not 
interfere with normal work performance and is not conducted during normal working hours and does 
not involve the use of LLS equipment or property. Employees are specifically prohibited from directly or 
indirectly coercing any person to hold or contribute monetary or other types of assistance to any 
political candidates, party, or purpose on work time. 

PROBLEM SOLVING, DISCIPLINE AND TERMINATION 

Work Rules/Code of Conduct 

Whenever and wherever people work together, certain standards of reasonable conduct need to be 
established in order to maintain an orderly and efficient work atmosphere. Corrective discipline is not 
intended to inflict punishment. LLS wants to take measures that are designed to correct whatever 
problem the employee has and to make the employee aware of the importance of adhering to our 
operating policies and procedures. In some cases, it may be necessary to discharge an employee 
because of the seriousness or continuation of unacceptable conduct. 

LLS will attempt to administer discipline on a fair and equal basis to all employees. The following types 
of conduct are unacceptable in the workplace. Because it is impossible to list every conceivable 
infraction, these guidelines can be amended by LLS within its total discretion: 

1) Theft or misappropriation of employer or employee property, state aid funds, member library funds 
or any form of dishonesty, including theft of currency of any value; 

2) Falsifying records or information; 

3) Failure to comply with the LLS Finance and Accounting Policy; 

4) Intentionally interfering with or falsifying a time sheet; 

5) Refusal to follow the direct instruction of a supervisor; 
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6) Fighting, threats, or acts of assault or other physical violence, intimidation or harassment of library 
staff, members of the public, or fellow employees; 

7) Use or possession of drugs or alcoholic beverages on employer premises, or off employer premises 
while on duty; 

8) Reporting for work under the influence of drugs or alcoholic beverages; 

9) Absent two consecutive work days without notice; 

10) Excessive absenteeism, defined as absence on more than two occasions within the 120 day period 
before the date of the employee’s termination without proper notice and without valid reasons for 
the absence to LLS; 

11) Failure to report absence; 

12) Working another job while absent; 

13) Leaving the job without permission; 

14) Excessive time at break periods; 

15) Engaging in conduct or activities which serve to lengthen the healing period for a work-related 
injury; 

16) Disclosing of confidential employer information, such as trade secrets or customer information; 

17) Gambling on employer premises; 

18) Sleeping on the job; 

19) Theft of employer property, including employer software; 

20) Destruction or defacing of employer or employee property or equipment; 

21) Misuse or unauthorized use of employer property; 

22) Unauthorized solicitations or distributions, per our policy; 

23) Failure to promptly report defective equipment or safety hazard; 

24) Failure to report injury or accident immediately; 

25) Horseplay or violation of safety rules; 

26) Intentional or negligent conduct that causes substantial damage to employer property; 

27) Substandard quality and quantity of work, including deliberate reduction of output; 

28) Smoking in unauthorized areas or during work time; 

29) Engaging in conduct which creates an unsafe work environment; 

30) Failure to complete reports promptly and accurately; 

31) Discourteous treatment of library staff, members of the public, or fellow employees, or the use of 
profanity or threatening language; 

32) Conducting personal business on employer property, including promoting or selling any item or 
soliciting contributions; and, 

33) Directing obscene or abusive language toward a supervisor or fellow worker or customer. 
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LLS’s corrective action program is designed to encourage individuals to become satisfactory employees 
rather than punish them. Corrective action may take the form of: 1) oral warning; 2) written warning; 
and/or 3) termination. Based on the severity of the incident, as determined the Administrator, the oral 
warning and/or written warning may be bypassed and the employee terminated. LLS reserves the right 
to add to, modify or eliminate any rule when circumstances require a change. 

Resignation/Termination 

If an employee decides to leave LLS employment, LLS would appreciate at least four or more weeks’ 
notice. However, all employees are employed at will and can terminate their employment without 
notification. Notification should be given to the Administrator and Office Manager. This notice must be 
in writing.  

Sick time earned and unused will be paid if the employee gives at least two weeks’ notice. Any 
employee who fails to give two weeks’ notice or is involuntarily terminated will forfeit any earned sick 
pay. An employee who resigns or who is terminated will receive his/her final paycheck on his/her next 
regularly scheduled payday. 
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Acknowledgment Form (Signature Required) 

I have received a copy of the Employee Handbook. I have read and I understand its contents. I 
acknowledge that it is my responsibility to ask questions about anything I do not understand. 

I also understand that the contents of this Handbook may be changed by Lakeshores Library System 
(LLS) at any time, with or without notice. 

I further understand and acknowledge that this Handbook provides guidelines and information, but this 
Handbook is not, nor is it intended to constitute, an employment contract of any kind. I understand that 
my employment and compensation can be terminated at the option of either LLS or me, at any time, 
for any reason. I understand that this Handbook and the Acknowledgment Form do not vary or modify 
the at-will employment relationship between LLS and me. 

 

    

Employee’s Signature____________________________ Date_________________ 

 

Supervisor’s Signature____________________________ 
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Position Description: LLS Administrator  

I. General Job Description 

The LLS Administrator is responsible to the LLS Board of Trustees for the planning, administration and 
implementation of all board designated duties and policies and operates in accordance with relevant 
statutes (ss43, 19.85, etc.). 

 
II. Duties and Responsibilities 

 Meets regularly with the LLS Board of Trustees and its committees to make recommendations 
relating to planning, administration, and other operational matters. 

 Consults with librarians, librarians’ committees, local boards, system staff and other 
organizations to obtain input in the planning process of LLS. 

 Provides consultation for local librarians and boards as requested. 

 Works with county boards to build support of system objectives and programs. 

 Negotiates agreements with libraries and other agencies and makes recommendations to the 
Board. 

 Works with the state Division for Library Services and other state and local agencies for the 
continual development of system programs. 

 Applies for and administers grants that will benefit LLS. 

 Is responsible for: Adequate reporting of system funding to the board and other necessary 
agencies; budget preparation and presentation; and for the evaluation of system programs and 
operations. 

 Hires, trains, supervises, evaluates, and schedules system personnel. 

 Represents LLS on a professional level in LLS administrators’ groups and professional bodies as 
necessary. 

 Is responsible for timely reports to the LLS Board of Trustees and relevant local, state, and 
national agencies. 

 Implements continuing education programs for trustees and library staff. 

 Maintains confidentiality on system matters, as circumstances require. 

 Performs such other tasks as may be assigned by the board. 

III. Qualifications: 

 Eligibility for a grade one Wisconsin Library Certificate. 

 Master’s Degree in Library Science from an accredited graduate library school. 

 Five years minimum of successful public library and/or system experience preferred.   

 Two years of progressively responsible administrative experience preferred.   

 Strong communication, organizational public relations and supervisory skills. 



Lakeshores Library System Page 35 Personnel Policy Handbook (2018 Edition)  

 Experience with budgets, planning, grant writing, administration and library-related 
technologies. 

 Able to provide proof of eligibility to work in the United States. 

 Able to work effectively with staff, public and governmental bodies. 

 Able to pass a background check. 

 Such alternatives or additional qualifications as the LLS Board of Trustees may determine. 

IV. Physical Requirements (with reasonable adaptations) 

 Read a computer monitor, enter data and access information in a computer. 

 Perform normal and routine office functions and operations. 

 Lifting and carrying:  20 pounds or less. 

 Pushing and pulling: Objects weighing 30 pounds on wheels. 

 Sitting, standing, walking, climbing and stooping. 

 Talking and hearing: use of telephone. 

 Mobility: Ability to travel legally using personal vehicle. 

V. Working Conditions 

The individual works in the offices of LLS and in other locations as required by job responsibilities.
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Position Description: Interlibrary Loan Specialist 

I. General Job Description 

Under minimum supervision from the Administrator, performs complex and technical professional 
library service functions.  The position requires an individual who has the ability to work independently, 
organize and prioritize work, respond to varied/changing work demands and make decisions as 
required. 

II. Duties and Responsibilities 

 Performs in depth research of bibliographic records for duplicates.  

 Performs bibliographic record ovelays, edits, and other maintenance tasks. 

 Serves as local WisCat expert. 

 Processes incoming WisCat requests in a timely manner. 

 Loans and checking out of materials for LLS member libraries statewide and nationally. 

 Performs moderately complex reference work related to inter-library loan requests. 

 Manages the LLS lease collection. 

 Provides basic level of consulting services to member librarians related to inter-library loan.  

 Coordinates work with the LLS technology team. 

III. Qualifications 

 Bachelor’s degree and five years of library experience preferred. 

 Experience working with bibliographic records. 

 Experience in cataloging. 

 Knowledgeable and skillful in area of service responsibility. 

 Ability to carry out assignments with minimal supervision. 

 Ability to effectively present information and respond to questions from member libraries. 

 Good interpersonal skills and ability to maintain and foster cooperative and courteous working 
relationships with member libraries, peers and supervisors. 

 Good organizational ability, including a demonstrated ability to meet established deadlines. 

 Willingness to maintain skills in above-mentioned areas through active participation in 
appropriate continuing education activities. 

 Working knowledge of English grammar and spelling. 

IV. Physical Requirements (with reasonable adaptations) 

 Read a computer monitor, enter data and access information in a computer. 

 Perform normal and routine office functions and operations. 

 Lifting and carrying:  20 pounds or less. 
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 Pushing and pulling: objects weighing 30 pounds on wheels. 

 Sitting, standing, walking, climbing and stooping. 

 Talking and hearing: use of telephone. 

 Mobility: ability to travel legally using personal vehicle. 

V. Working Conditions 

The individual works in the offices of the Lakeshores Library System and in other locations as required 
by job responsibilities. 
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Position Description: Office Manager 

I. General Job Description 

Under minimum supervision from the System Administrator, compiles and monitors the budget and 
financial statements, and maintains all System financial and personnel records. This individual performs 
responsible and varied administrative, financial and secretarial tasks requiring individual judgment, 
initiative, and knowledge. 

II. Duties and Responsibilities 

 Performs a variety of tasks utilizing computer and web-based software tools including 
accounting, word-processing, database management, spreadsheets, website, Go-to meetings, 
Google Docs, etc. 

 Provides information relative to individual budget accounts throughout the year for the System 
Administrator, Librarians’ Advisory Committee, SHARE Director’s Council, the Board of 
Trustees, the auditors, and staff. 

 Assists the System Administrator in the preparation of the annual budget. 

 Assists in the preparation of agency, state, county, federal reports, and requests for proposals, 
bids, etc., as required. 

 Checks and verifies invoices and prepares vouchers for payment of invoices according to proper 
System account categories.  Organizes completed vouchers for review by the System 
Administrator, the Board Treasurer and the Board President prior to final approval and 
payment. 

 Completes processing of vouchers and accounts payable checks. 

 Gathers billing information for ILS costs, group purchases, IT cost recovery, and all 
reimbursable costs. 

 Processes invoices for users of services and goods and tracks payment of those invoices. 

 Administers financial investments, fund transfers, bank deposits, payment of payroll taxes and 
monthly bank reconciliation.  Makes adjusting journal entries and closing entries at the end of 
the year. 

 Assists in the administration of the System personnel program.  Orients new employees on 
personnel policies and fringe benefits, counsels current employees regarding personnel policies 
and benefit programs. 

 Administers pay plan, computes and prorates pay increases, deductions and benefits. 

 Administers fringe benefit programs. 

 Maintains employee payroll and benefits records. 

 Takes charge of the office in the absence of Administrator, with policy matters referred to 
Board President. 

 Files and maintains department records, including confidential records as required. 

 Schedules system meetings and sends out notices to appropriate parties on meetings.   
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 Attends System Board, Librarians’ Advisory Committee and SHARE meetings and records and 
transcribes minutes. 

 Processes in-coming and out-going correspondence; assembles and distributes project material 
and daily mail; copies, collates and distributes material. 

 When necessary, requisitions supplies and performs other such other related duties as may be 
required. 

 Maintains confidentiality on system matters, as circumstances require. 

 Maintains general office telephone services as the primary voice mail operator 

 Performs light housekeeping, as the job requires.  

III. Qualifications 

 An Administrative Assistant associate degree (or similar) plus knowledge regarding functions 
and operations of an administrative office, or equivalent experience. 

 Ability to maintain and hold in confidence information relating to personnel functions of the 
System.  

 Knowledge of basic standard accounting practices and procedures. 

 Excellent administrative, organizational, and interpersonal skills. 

 Able to communicate effectively, both orally and in writing. 

 Familiar with and able to use system computer equipment and software. 

 Possess thorough knowledge of office procedures, commercial arithmetic, business English, 
report editing, spelling, and grammar. 

 Able to plan, organize and prioritize workload with little supervision, work independently, 
respond to varied/changing work demands and make decisions as required. 

 Maintain skills in above-mentioned areas through active participation in appropriate continuing 
education activities. 

IV. Physical Requirements (with reasonable adaptations) 

 Read a computer monitor, enter data and access information in a computer 

 Perform normal and routine office functions and operations 

 Lifting and carrying:  20 pounds or less 

 Pushing and pulling: objects weighing 30 pounds on wheels 

 Sitting, standing, walking, climbing and stooping 

 Talking and hearing: use of telephone 

 Mobility: ability to travel legally using personal vehicle 

V. Working Conditions 

The individual works in the offices of the Lakeshores Library System and in other locations as required 
by job responsibilities. 
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Position Description: System Services Technologist 

I. General Job Description 

Under minimal supervision from the LLS Administrator, the System Services Technician works in 
tandem with the System IT Manager to research, plan, develop and deploy technology-related tools, 
initiatives and programs. The position requires an individual with a versatile skill set and a high degree 
of comfort in engaging with technology and technology related problems. Additionally, an ability to 
communicate tactfully is essential. 

II.  Duties and Responsibilities 

 Assists in administering a shared Integrated Library System (including troubleshooting, 
manipulating data, changing policies, etc.) and related services. 

 Develops and delivers training to library staff. 

 Conceives, develops and deploys innovative system services. 

 Assists in the administration and maintenance of the Wide Area Network (WAN) for LLS. 

 Develops and maintains the LLS website. 

 Assists in development and implementation of library policies & governance in a consortium 
environment. 

 Assists in research, application and administration of grant proposals in areas of System needs. 

 Provides staff support to Librarians’ Advisory Committee (LAC) and task forces. 

 Interacts with vendors for quotes. 

 Participates in LLS Local IT Support / Cost Recovery Program 

 May require representing LLS at state level meetings or conferences. 

 Performs other duties that may be necessary to meet System objectives. 

 Maintains confidentiality on System matters, as circumstances require. 

 Staffs the LLS Help Desk in tandem with System IT Manager. 

 Provides occasional on-call emergency IT assistance. 

III. Qualifications 

 UNIX/LINUX administration knowledge. 

 Software training or education background. 

 Windows Server administration experience. 

 Knowledge of Cisco network routing, including security and network trunking. 

 Practical experience with web standards (examples: XML, XHTML, CSS). 

 Knowledge of scripting languages (examples: Bash, Perl, PHP, Java). 

 Knowledge of relational database systems (examples: MySQL, Oracle, etc.). 
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 Practical grasp of modern library cataloging principles (examples: MARC21, AACR2R, RDA, 
cataloging workflow practices, etc.). 

 Experience in providing local desktop hardware or software support. 

 Willingness to expand skills in library technology through active learning. 

 Ability to read, compose and express ideas and problems fluently and correctly in English. 

 A high degree of accuracy for entry of numbers and other data. 

 Organizational ability, including a demonstrated ability to meet established deadlines. 

 Interpersonal skills and ability to maintain and foster cooperative and courteous working 
relationships with member libraries, peers and supervisors. 

IV.  Physical Requirements (with reasonable adaptations) 

 Read a computer monitor, enter data and access information in a computer. 

 Perform normal and routine office functions and operations. 

 Lifting and carrying:  20 pounds or less. 

 Pushing and pulling: Objects weighing 30 pounds on wheels. 

 Sitting, standing, walking, climbing and stooping. 

 Talking and hearing: Use of telephone. 

 Mobility: Ability to travel legally using personal vehicle. 

V. Working Conditions 

The individual works in the offices of the Lakeshores Library System and in other locations as required 
by job responsibilities. 
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Position Description: IT Manager 

I. General Job Description 

Under minimal supervision from the LLS Administrator, LLS IT Manager serves as the lead system’s LLS 
Administrator for the IT infrastructure, service programs, and initiatives maintained or undertaken by 
LLS. The position requires an individual who has the ability to work independently, organize and 
prioritize work, respond to variable work demands and make decisions or recommendations as 
required. 

II. Duties and Responsibilities 

 Serves as the lead system administrator for the SHARE Integrated Library System. 

 Serves as the lead network administrator for the Wide Area Network. 

 Serves as the lead network administrator for the LLS Local Area Network. 

 Maintains the integrity and security of LLS data and technology infrastructure. 

 Plans, organizes, and supervises technology-related projects. 

 Advises LLS Administrator on technology-related planning initiatives or service programs.  

 Advises LAC group on technology-related programs and planning, including recommendations 
for fiscal planning. 

 Creates and provides custom reporting. 

 Writes LLS technology grants. 

 Troubleshoots and manages problems, makes repairs as appropriate to meet the needs of LLS 
and SHARE. 

 Designs and manages LLS Local IT support program.  

 Serves as technical consultant for member libraries. 

 Troubleshoots hardware and software problems. 

 Conceives, develops and deploys innovative system services. 

 Assists in development and implementation of technology-related library policies and 
governance in a consortium environment. 

 Interacts with vendors for quotes. 

 May require representing LLS at state level meetings or conferences. 

 Maintains confidentiality on System matters, as circumstances require. 

 Manages the LLS Help Desk and provides on-call emergency service during evenings and 
weekends. 

 Develops and delivers training to library staff. 

 Performs other duties that may be necessary to meet System objectives. 
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III. Qualifications 

 Knowledge of UNIX administration, including Linux operating systems. 

 Knowledge of Windows Server administration. 

 Knowledge of Cisco network routing, including security and network trunking. 

 Knowledge of web technologies, including XHTML, CSS, PHP, and XML. 

 Knowledge of relational database systems, including MySQL and Oracle. 

 Knowledge of scripting languages, including bash and perl. 

 Knowledge of computers; including working knowledge of basic operating systems. 

 Ability to read, compose and express ideas and problems fluently and correctly in English. 

 A high degree of accuracy for entry of numbers and other data is required. 

 Outstanding organizational ability, including a demonstrated ability to meet established 
deadlines. 

 Willingness to expand skills in above-mentioned areas through active participation in 
appropriate continuing education activities. 

 Willingness to expand skills in library technology through active participation in continuing 
education activities. 

 High School diploma or GED plus two years college/university education and some network 
expertise are minimum requirements. 

 Comprehensive working knowledge of library IT environment preferred. 

 Bachelor’s degree in Computer Science or Master’s Degree in Library Science preferred. 

IV. Physical Requirements (with reasonable adaptations) 

 Read a computer monitor, enter data and access information in a computer. 

 Perform normal and routine office functions and operations. 

 Lifting and carrying:  20 pounds or less. 

 Pushing and pulling: Objects weighing 30 pounds on wheels. 

 Sitting, standing, walking, climbing and stooping. 

 Talking and hearing: Use of telephone. 

 Mobility: ability to travel legally using personal vehicle. 

V. Working Conditions 

The individual works in the offices of LLS and in other locations as required by job responsibilities. 
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Position Description - Library IT Support Technician 

I. General Job Description 

The primary purpose of this position is to provide desktop, network, and peripheral support services to 
public libraries in the Southeastern region of Wisconsin. Working under the supervision of the 
Lakeshores Library System (LLS) Administrator and IT Manager, the Library IT Support Technician 
implements a program of local IT support services offered to the member libraries of LLS. 

II. Duties and Responsibilities 

 Configuring, deploying and managing arrays of windows-based pc's; 

 Configuring, deploying and managing local area network equipment; 

 Configuring, deploying and managing peripheral hardware such as barcode scanners, receipt 
printers, credit card swipers, etc.; 

 Occasional management of basic windows servers; 

 Learning & supporting auxiliary software used by LLS member libraries; 

 Staffing of the LLS helpdesk service; 

 Performing scheduled and impromptu on-site work visits; 

 Performing scheduled and impromptu remote troubleshooting; 

 Communicating with member library directors and staff via email, telephone, and in-person; 

 Implementing the program of local IT support under the orchestration of the IT manager; 

 Contributing to ongoing evaluation and improvement of the services and service quality of LLS. 

 Performing other assignments as required. 

III. Qualifications 

 Completed or in-progress Associate’s Degree or higher in IT, computer support, network 
support, computer science, or related equivalent field of study. 

 1+ years of desktop, network, or general IT support work. 

 Valid Wisconsin Driver’s License and reliable vehicle required. 

IV. Physical Requirements (with reasonable adaptations) 

 Read a computer monitor, enter data and access information in a computer. 

 Perform normal and routine office functions and operations. 

 Lifting and carrying:  20 pounds or less. 

 Pushing and pulling: Objects weighing 30 pounds on wheels. 

 Sitting, standing, walking, climbing and stooping. 

 Talking and hearing: Use of telephone. 

 Mobility: Ability to travel legally using personal vehicle. 
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V. Working Conditions 

The individual works in the offices of LLS and in other locations as required by job responsibilities.
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Applicant Disclosure and Consent to  
Request Consumer Report Information (Signature Required) 

I understand that LLS may utilize the services of a consumer reporting agency as part of the procedure 
for processing my application for employment.  I also understand that if hired, LLS may obtain further 
information through subsequent investigations by a consumer reporting agency so as to update, renew, 
or extend my employment, or for consideration for reassignment or promotion.  

I understand that information obtained from a consumer reporting agency’s investigation may include 
information from the previous seven (7) years.  This information may include credit background, 
references, past employment, work habits, education, judgments, liens, criminal background, 
character, general reputation and driving records.  Information regarding bankruptcy filing(s) may 
include information from the previous ten (10) years.  

I understand that such information may be obtained by direct or indirect contact by a consumer credit 
agency with former employers, schools, financial institutions, landlords and public agencies or other 
persons who may have such knowledge.  

I also understand that, pursuant to the Fair Credit Reporting Act, 15 U.S.C. §1681a, et seq., (FCRA), 
before I am denied an assignment, extension, reassignment or promotion of employment, or other 
benefit of employment, based in whole or in part, on information obtained in the report, the Company 
will provide me with a copy of the report and a copy of “A Summary of Your Rights Under the Fair 
Credit Reporting Act.”  

I understand that if I disagree with the accuracy of any of the information in the report, I must notify the 
Company within five (5) days of my receipt of the report.   

I hereby consent to this investigation and authorize LLS to procure a report of my  background as 
stated above from a consumer reporting agency.   

 

Applicant’s name (print): ____________________________________ SSN: ___________________ 

Signature: _________________________________________________ Date: ____________________   


