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SECTION 1:  INTRODUCTION    
 
Welcome current and new employees! 
 
We are pleased to provide you with a copy of the Dunbar Free Library Personnel Policy Handbook, 
which has been designed to inform employees about the standard practices, policies, and 
procedures of the Dunbar Free Library.  You should read, understand, and comply with all 
provisions of the Handbook.  It describes many of your responsibilities as an employee and outlines 
the programs developed by the Dunbar Free Library and the Town of Grantham to benefit 
employees.  One of our objectives is to provide a work environment that is conducive to both 
personal and professional growth.  Every effort has been made to make this Handbook as clear and 
concise as possible.  If you have any questions about any of the provisions in the Handbook, please 
contact the Library Director. 
 
The policies, procedures, and benefits described in this Handbook will provide you with useful 
guidelines.  However, they are not terms or conditions of employment, and the Handbook is not an 
employment contract.  Any agreements or contracts concerning employment terms must be in 
writing, and signed by the Board of Trustees, and no oral understanding or representations as to 
employment terms shall be binding upon the Dunbar Free Library.   
 
The Dunbar Free Library reserves the right at any time and without notice except as required by 
law, to change or eliminate any and/or all of the policies, procedures, or benefits described in this 
Handbook, as it deems appropriate.  The Dunbar Free Library Board of Trustees has the exclusive 
authority to construe and interpret the terms and provisions of this Handbook and to determine all 
questions of eligibility for any benefits described herein. 
 
This Handbook may be updated periodically to reflect changes made to any policy, 
procedure, or practice and supersedes and replaces any and all prior personnel 
handbooks, manuals, procedures and practices of the Dunbar Free Library. 

DUNBAR FREE LIBRARY, BOARD OF TRUSTEES 
 
 
 
Dated:     
 
 
 
           
Chair: Patricia Beasley Treasurer: Megan Alexander Secretary: Constance Horton 
 
 
 
      ____      _____  
Board Member: Rita Friedman  Board Member: Elizabeth Sofish 
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Section 2: GENERAL EMPLOYMENT INFORMATION 
Employment 

 
2.1 General Employee Policy 
 

It is the policy of the Dunbar Free Library: 
 

• To provide equal employment opportunities to employees and applicants, without 
regard to race, color, creed, religion, national origin, gender, age, marital status, 
sexual orientation or disability, or any other characteristic protected by law, except 
when such factor is a bona fide occupational requirement. 

 
• To assist employees to become increasingly effective in their performance, and, 

whenever possible, encourage and assist the employee to further his/her education in 
order to become more proficient in his/her field of employment with the Dunbar 
Free Library. 

 
• To treat all employees in a manner that will encourage pride and effort, which will, 

in turn, contribute to a capable and diligent workforce. 
 

• To provide the opportunity for any employee to discuss her/his problems or 
grievances openly with the Library Director. With respect to the Library Director, to 
provide the opportunity for her/him to discuss problems or grievances openly with 
the DFL Board of Trustees. 

 
• To furnish each employee with a complete copy of the DFL Personnel Policy 

Handbook. 
 
The overall responsibility for the administration of this plan rests with the Library Director 
under policy direction from the Board of Trustees.   
 
2.2 Equal Employment Opportunity 
 
In order to provide equal employment and advancement opportunities to all individuals, 
employment decisions at the Dunbar Free Library will be based on merit, qualifications, 
professionalism, performance, and abilities.  It is the policy of the Dunbar Free Library to 
provide equal opportunity in employment opportunities or practices without regard to race, 
color, creed, religion, gender, national origin, age, marital status, sexual orientation, 
disability, or any other characteristic protected by law, except when such factor is a bona 
fide occupational requirement. 
 
The Dunbar Free Library will make reasonable accommodations for qualified individuals 
with disabilities, which do not prevent them from performing the essential functions of the 
job, with or without reasonable accommodation unless, doing so, would result in an undue 
hardship.  This policy governs all aspects of employment, including selection, job 
assignment, discipline, termination, and access to benefits and training. 
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Any employee with questions or concerns about any type of possible discrimination in the 
in the workplace is encouraged to bring these issues to the attention of the Library Director 
or the Board of Trustees.  An employee may raise concerns and make reports without fear 
of reprisal.  Following an investigation, anyone found to be engaging in any type of 
unlawful discrimination will be subject to disciplinary action, up to and including 
termination of employment.  
 
2.3 Outside Employment 
 
An employee may hold a position with another organization as long as she/he satisfactorily 
performs her/his job responsibilities with the Dunbar Free Library and the outside 
employment creates no conflict of interest with the Dunbar Free Library employment.  All 
employees will be judged by the same performance standards and will be subject to the 
Dunbar Free Library’s scheduling demands regardless of any existing outside work 
requirements. 
 
If the Dunbar Free Library determines that an employee's outside work interferes with 
performance or the ability to meet the requirements of the Dunbar Free Library as they are 
modified from time to time, the employee may be asked to terminate the outside 
employment if she/he wishes to remain employed with the Dunbar Free Library. 
 
Outside employment will present a conflict of interest if it has an adverse impact on the 
Dunbar Free Library, has the appearance of inappropriateness given her/his position as a 
Dunbar Free Library employee and representative of the Dunbar Free Library, or in some 
way conflicts with the performance of her/his regular duties. 
 
2.4 Your Employer 
 
The Board of Trustees of the Dunbar Free Library employs all staff persons at the Dunbar 
Free Library. 
 
The Grantham Town Administrator handles employment verification. 
 
2.5 Courtesy & Treatment of Citizens by Library Employees and   Agents 
 
Purpose:  To establish the Dunbar Free Library’s Policy regarding the treatment of citizens 
or visitors by individuals employed by or serving the Dunbar Free Library, concerning 
verbal communication, written communication, and demeanor; and to promote courteous 
and meaningful communication between citizens and their public servants. 
 
Policy - It is the policy of the Dunbar Free Library to: 
 

• Protect the rights of all persons having dealings with the Dunbar Free Library 
regardless of the relationship between the individual and the employees/agents of 
the Dunbar Free Library. 
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• Accord equal treatment to any person regardless of race, color, creed, religion, 

national origin, gender, age, marital status, sexual orientation, disability or political 
philosophy. 

 
• Require employees and agents of the Dunbar Free Library to be friendly and 

respectful communicating with any person. 
 

•  Authorize employees or agents of the Dunbar Free Library to withdraw from 
immediate communication and /or immediate service to any visitor who uses 
obscene, derisive or threatening language or behavior towards such employee 
provided however such employee immediately reports the incident to the Library 
Director or the Board of Trustees. 

 
Guidelines – The safety of DFL employees is paramount to the Board of Trustees. 
Employees shall: 

 
Maintain a courteous and professional demeanor when dealing with the 
public. 
Avoid the use of obscene, derisive, or threatening language or behavior 
except as necessary in the furtherance of law enforcement, protection of 
one's self, or a third party. 

 
Enforcement:  Violation of this policy by an individual employed by or serving the Dunbar 
Free Library may result in a verbal reprimand, written reprimand, suspension without pay 
or dismissal depending on the nature of the incident.  Repeat offenses may also result in 
dismissal. 
 
2.6 Personnel Files 
Personnel files are in the custody of the Town Administrator.  Other authorized individuals 
permitted access are the Board of Trustees, the Library Director, and the employee 
her/himself.  Unauthorized use is strictly forbidden.  The Town of Grantham and the 
Dunbar Free Library will take reasonable steps to keep personnel files confidential from 
unauthorized individuals to the extent permitted by law.  Dunbar Free Library employees 
who breach this standard of confidentiality may be disciplined. 
 
Employee personnel files cannot leave the custody of the Town Administrator.  Authorized 
individuals must request access to an employee's personnel file in writing.  A mutually 
agreed upon date and time for review of the file will be set.  The file will be reviewed under 
the supervision of a member of the Board of Trustees.  After the review has taken place, the 
individual reviewing the file will sign and date a statement that the review is complete.  
This statement will be filed in the employee’s personnel file. 
 
Only the Chair of the Dunbar Free Library Board of Trustees may remove a document 
properly located in the personnel file upon written request. 
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Requests for copies of documents in the personnel file must be made in writing and must 
specifically identify the document, if the request is for less than the entire file.  One copy of 
any document or the entire file will be provided to the employee without charge; neither the 
Town nor the Dunbar Free Library is responsible for providing the employee with any 
additional copies. 
 
Employees may insert written rebuttals of any information in their personnel file with 
which they disagree.  Rebuttals will become a permanent part of the employee's personnel 
file. 
 
2.7 Work Environment & Dress Code 
 
The Dunbar Free Library provides a casual yet professional work environment for its 
employees. It is important that the work areas are neat and clean. 
Staff of the Dunbar Free Library will dress appropriately during working hours.   Even 
though a dress code is casual, a professional appearance is always expected.  The following 
are dress-code guidelines for all employees.  Management reserves the right to change these 
guidelines if necessary. 
 
Pants: Blue jeans are acceptable; however, blue jeans must be clean and free of holes, tears 
or fraying. 
 
Shorts: Tight-fitting or spandex-type shorts are not permitted. 
 
Shirts: All shirts must be clean and free from holes.  No shirts should contain profane, 
vulgar or objectionable pictures, or language.  Halter-tops, swimsuit tops, tube tops, midriff 
tops, and see-through tops are not permitted at any time. 
 
Dresses:  Spaghetti-strap and tank top dresses are acceptable as long as all undergarment 
straps remain covered. 
 
2.8 Licenses and Certifications 
 
Certain positions require the possession and maintenance of licenses and certifications 
including, but not limited to, motor vehicle operator's licenses, and professional licensure.  
Whether or not attainment and/or maintenance of a particular license or certification are 
required for a particular position will be specified in the letter offering employment.  
Attainment within the time frame specified and/or maintenance will be considered a 
condition of employment and/or continued employment. 
 

2.8.1 Motor Vehicle Violations 
 
Notification:  All employees who operate Town of Grantham vehicles are required 
to notify the Town Administrator of any and all motor vehicle violation convictions 
or pleas of nolo contendere within 72 hours of the conviction or plea.  Such 
notification shall be in writing. 
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Failure to Notify:  Employees who fail to notify as described above may be 
disciplined, up to and including immediate termination. 
 
2.8.2 Motor Vehicle Violations Revocations or Suspensions 
 
Notifications:  All employees who operate Town of Grantham vehicles are required 
to notify the Town Administrator of license revocations or suspension on the next 
working day following receipt of the notice of revocation or suspension. 
 
Operation after Revocation or Suspension: No employee is authorized to operate 
any vehicle on Dunbar Free Library business while her/his motor vehicle license is 
under revocation or suspension.  This includes both Town of Grantham vehicles and 
personal vehicles. 
 
Failure to Notify of Operation after Revocation or Suspension: Employees who fail 
to notify as described shall be subject to immediate termination of employment. 

 
2.9 Employee Privacy Rights 
 
It shall be clearly understood by employees that all equipment, computers, and files are 
property of the Dunbar Free Library, and that the Board of Trustees will respect the 
expectation of privacy in the contents of employee desks, files, work area, closets, computer 
files, faxes, and written computer and telephone communications except under the 
following circumstances: 
 

• When an employee under the explicit direction of the Library Director has a 
legitimate business need to seek out and use material believed contained therein; 
 

• When the Library Director looks at such contents or listens to such communications 
for the purposes of ascertaining or evaluating the quality or quantity of an 
employee's work; status of such work; or amount of work assigned or pending; 
 

• When an authorized staff person or consultant accesses software installed on the 
Dunbar Free Library electronic data processing resources for the purposes of 
determining appropriate installation and use of such software, for programming and 
testing purposes, or for repair of the system in some respect. 

 
If, while in the course of such legitimate activity, material is discovered that gives rise to a 
possible violation of these policies, such discovery will be brought to the employee's 
attention and a sixty (60) minute period of time will be allowed to cure said violation, after 
which formal action may be taken if warranted.  Any evidence of violation of law shall be 
reported to the Board of Trustees or Library Director who will notify the proper authorities. 
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2.9.1 Internet, Computer, Software, and Security Use Policy 
 

Library equipment including computer hardware and software are valuable assets. 
They should generally be used only for the Dunbar Free Library business with the 
exceptions noted below. Dunbar Free Library employees may not copy or use 
Library purchased/leased software contrary to the provisions of any license 
agreement. Employees should follow computer maintenance, software updating 
procedures, and caution in opening email in order to avoid computer viruses which 
have the potential to cause damage to Library and system computer networks. 
 
The Dunbar Free Library provides Internet access and email to its employees to 
assist and facilitate business and patron communications and work-related research. 
These services are for legitimate business use only in the course of an employee’s 
assigned duties, with the exception that employees may access the Internet for non-
business use on personal time, so long as all other provisions of this policy are 
followed. All materials, information, and software created, transmitted, downloaded 
or stored on the Library’s computer system are the property of the Library and may 
be accessed by authorized personnel. 
 
Inappropriate use of digital/electronic or wi-fi connected devices (e.g., DFL or 
personal computers, tablets, cell phones, etc.) includes but is not limited to the 
following:  

• transmitting obscene, harassing, offensive, or unprofessional messages;  
• accessing any site that is sexually or racially offensive or discriminatory;  
• displaying, downloading, or distributing any sexually explicit material;  
• transmitting any confidential or proprietary Dunbar Free Library 

information; 
• intentionally damaging or interfering with others by distribution of 

destructive programs (i.e., viruses and/or self-replicating code); sending 
chain letters, gambling, or engaging in any other activity in violation of the 
law. 

 
Dunbar Free Library reserves the right to monitor employee use of the email system. 
Employees should not consider their Internet usage or email communications to be 
private when using staff computers, software, or email accounts. Personal passwords 
are not an assurance of confidentiality, and the Internet itself is not secure. 
 
Any software installed or other material downloaded on Dunbar Free Library 
computers may be used only in ways consistent with the licenses and copyrights of 
the vendors, authors, or owners of the material. 
 
Compliance with Applicable Laws and Licenses: Employees must comply with 
all software licenses, copyrights, and all other laws governing intellectual property 
and online activity. 
 



 

 12 

Violation of the Dunbar Free Library’s Internet Use Policy: Violation of the 
Dunbar Free Library’s Internet Use Policy may include disciplinary action.  The 
measure of discipline will correspond to the gravity of the offense as weighed by its 
potential effect on the Dunbar Free Library and fellow employees. 
 
Password and Encryption Key Security and Integrity: Employees are prohibited 
from the unauthorized use of the passwords and encryption keys of other employees 
to gain access to the other employees’ e-mail messages. 
 
Waiver of Privacy: The Dunbar Free Library has the right, but not the duty, to 
monitor any and all aspects of its computer system, including, but not limited to, 
monitoring sites which employees visit on the Internet, reviewing material 
downloaded or uploaded by employees, and reviewing e-mail sent and received by 
employees. 
 
Employees waive any right to privacy in anything they create, store, send, or receive 
on the computer or the Internet while on the premises of the Dunbar Free Library. 
 

2.10 Staff Supervision 
 
The Library Director shall be responsible to the Board of Trustees for the satisfactory 
performance of her/his duties.  All other employees shall be responsible to the Board of 
Trustees, through the Library Director, for the satisfactory performance of their duties. 
 
The Board of Trustees shall administer these personnel policies and they shall have the 
authority to recruit, employ, evaluate, discipline, and discharge the Library Director.  The 
Library Director will recommend to the Board of Trustees the employment and discharge of 
all other employees. [Reference: NH RSA 202-A: 11V;15;16;17.] 
 
2.11 Employee Definitions 
 
It is the intent of the Dunbar Free Library to clarify the definitions of employment 
classifications so that employees understand their employment classification and benefit 
eligibility.  
 
Each employee is designated as either NONEXEMPT or EXEMPT from federal and state 
wage and hour laws.  NONEXEMPT employees are entitled to overtime pay under the 
specific provisions of federal and state laws.  EXEMPT employees are excluded from 
specific provisions of federal wage hour laws.  An employee's EXEMPT or NONEXEMPT 
classification may be changed only upon written notification by the Dunbar Free Library 
Board of Trustees.  
 
In addition to the above categories, each employee will belong to one other employment 
category: 
 

Regular Full-Time Employees:  Employees who are not in a temporary or 
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introductory status and who are assigned to a regular workweek of thirty-six (36) or 
more hours per week on a continuous basis.  Generally, these employees are eligible 
for Grantham’s benefit package, subject to the terms, conditions, and limitations of 
each benefit program.   

 
Regular Part-Time Employees:  Employees who are not assigned to a temporary 
or introductory status and who regularly work an average of five (5) to thirty-five 
(35) hours a week on a continuous basis.  While these employees do receive legally 
mandated benefits (such as Social Security and workers' compensation insurance), 
they are ineligible for the Dunbar Free Library/Town of Grantham’s 
medical/dental/retirement benefit programs. 

 
Seasonal or Temporary Employees:  Employees who are hired as interim 
replacements to temporarily supplement the work force or to assist in the completion 
of a specific project are hired for a specified length of time.  The length of 
employment shall be contingent on the funding for the position and/or duration of 
the assignment.  Employment assignments in this category are of a limited duration.  
Employment beyond any initially stated period does not in any way imply a change 
in employment status.  Temporary employees retain that status unless and until 
notified in writing of a change.  While temporary employees receive all legally 
mandated benefits (such as workers' compensation insurance and Social Security), 
they are ineligible for the Dunbar Free Library’s other benefit programs, apart from 
holiday or storm leave pay for a shift they are regularly scheduled to work. 

 
Each person who assumes any of the herein defined positions shall submit a completed “In 
case of Emergency” contact information sheet to the Library Director. 
 
2.12 Recruitment, Selection, and Appointment of Employees 

 
2.12.1  Recruitment: The Dunbar Free Library posts all position(s) openings 
internally so that current staff may apply.  These postings are exactly as printed in 
publishing documents (newspapers, magazines, etc.).  Staff may apply for any 
position for which they feel qualified and their application will receive the same 
considerations as outside applicants.   
 
Staff position recruitment may be advertised in local, statewide, and/or regional 
newspapers.  Specialized positions are advertised in targeted publications and 
newspapers.  Application deadlines as stated in the advertisement are strictly 
adhered to. 

 
2.12.2  Selection: 
 
Selection of the Library Director:  The DFL Board of Trustees reviews all 
applications and resumes received.  Selected qualified applicants are invited to 
interview.  Specialized skill testing may take place together with specialized 
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qualification requirements including but not limited to those outlined in the Job 
Description. 
 
Once the DFL Board of Trustees has made a selection, the selected candidate will be 
contacted to ascertain her/his willingness to assume the position.  A follow-up letter 
detailing the specific offer of appointment will be mailed to the potential employee.  
The candidate is required to sign and return a copy of the offer, indicating her/his 
acceptance of its conditions and terms of appointment. The signed letter will be filed 
in the employee’s personnel file. [Reference NH RSA 202-A:11V., NH RSA 202-
A:15, and NH RSA 202-A:16.] 
 
Selection of the Library Assistant and/or Library Assistant/ Programming 
Assistant: The Library Director reviews all applications and resumes.  Selected 
qualified applicants are invited to interview.  Depending upon the position 
requirements, specialized skill testing may take place together with specialized 
qualification requirements including but not limited to those outlined in the Job 
Description. 
 
Once a specific selection has been recommended by the Library Director and 
approved by the Board of Trustees, the selected candidate will be contacted to 
ascertain her/his willingness to assume the position.  A follow-up letter detailing the 
specific offer of appointment will be mailed to the potential employee.  The 
candidate is required to sign and return a copy of the offer, indicating her/his 
acceptance of its conditions and term(s) of appointment. The signed letter will be 
filed in the employee’s personnel file. 
 
Applicants may be required to agree to a criminal record check, credit check, and/or 
license review including but not limited to medical testing, psychological testing and 
other appropriate testing.  Failure to agree to these checks will make the offer null 
and void. 
 
2.12.3  Appointment: As per NH 202-A:11V and NH RSA 202-A:15, a library 
employee is appointed to a particular position. At the discretion of the DFL Board of 
Trustees the term(s) of the appointment will be presented in the offer letter and 
made for a designated period of time, usually not less than (one)1 year.  
 
At the end of the designated period of time and at the discretion of the DFL Board 
of Trustees, the DFL Board of Trustees may offer the employee re-appointment for 
another designated period of time. Conversely at the end of the designated period of 
time and at the discretion of the DFL Board of Trustees, the DFL Board of Trustees 
may decline to re-appoint the employee without cause or consequence. A letter 
detailing the specific offer of re-appointment will be mailed/given to the employee 
and must be signed by the employee, indicating her/his acceptance of its conditions 
and term(s) of re-appointment. The signed letter will be filed in the employee’s 
personnel file.  
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2.12.4  Introductory Period: The introductory period of six (6) months is a 
mandatory designated period of appointment for all new hires, including the 
Director of the Library, and is intended to give a new employee the opportunity to 
demonstrate her/his ability to achieve a satisfactory level of performance and to 
determine whether the new position meets her/his expectations.  The Library 
Director and/or the Board of Trustees use this period to evaluate employee 
capabilities, work habits, and overall performance.  The employee may end the 
employment at any time during the introductory period; the Board of Trustees may 
terminate employment at the end of the designated introductory appointment of (six) 
6 months as stipulated by RSA 202-A:17.  A signed employee evaluation will be 
placed in the employee’s personnel file.  
 
Upon successfully completion of the introductory period, the term(s) of appointment 
of the offer letter, to include start and end date for the designated term, will begin. 
 
Rehired employees (employees who have not worked at DFL for a period of time of 
at least a year) work on an introductory basis for the first six (6) months after their 
date of hire.  Employees who are promoted or transferred within the Dunbar Free 
Library must complete a secondary introductory period of the same length with each 
reassignment to a new position.  Any significant absence will automatically extend 
an introductory period by the length of the absence.  If the Dunbar Free Library 
determines that the designated introductory period does not allow sufficient time to 
thoroughly evaluate the employee's performance, the introductory period may be 
extended for a specified period. 
 
In cases of promotions or transfers within the Dunbar Free Library, an employee 
who, in the sole judgment of the Board of Trustees, is not successful in the new 
position may be removed from that position at any time during the secondary 
introductory period.  If this occurs, the employee may be allowed to return to her/his 
former job or to a comparable job for which the employee is qualified, depending on 
the availability of such positions and the Dunbar Free Library’s needs. 
 
Upon satisfactory completion of the initial introductory period, employees enter the 
"regular" employment classification. 
 
During the initial introductory period, new employees are eligible for those benefits 
that are required by law, such as workers' compensation insurance and Social 
Security.  They may also be eligible for other Dunbar Free Library-provided 
benefits, subject to the terms and conditions of each benefits program.  Employees 
should read the information for each specific benefits program for the details on 
eligibility requirements for each benefit. 
 
Employment classification is not changed during any secondary introductory period 
that result from a promotion or transfer within the Dunbar Free Library. 
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2.12.5  Performance Evaluation of Employees:  The Library Director and 
employees are strongly encouraged to discuss job performance and goals on an 
informal, day-to-day basis.  Formal performance evaluations are conducted at the 
end of an employee's introductory period in any new position.  Discussions at this 
time allow the Library Director and the employee to discuss the responsibilities, 
standards, and performance requirements of the new position.  Additional formal 
performance evaluations are conducted to provide both the Library Director and 
employees the opportunity to discuss job tasks, identify and correct weaknesses, 
encourage and recognize strengths, and discuss positive, purposeful approaches for 
meeting goals.   
 
The performance of an employee is evaluated yearly by the Library Director 
generally in August/September.  At such time the employee shall review all policies 
including but not limited to Library Policies, DFL Personnel Policy Handbook, and 
Town of Grantham Safety Policy.  Each employee must sign a statement of 
acknowledgment that she/he has reviewed Library Policies, DFL Personnel Policy 
Handbook, and a statement of acknowledgement that she/he has reviewed the Town 
of Grantham Safety Policies, and understands and is aware of all contents including 
any changes. Further, the employee must sign a statement of acknowledgement that 
she/he has reviewed her/his job description and is aware of the duties, descriptions 
and details of responsibilities therein as well as any clarifications to the job 
description.  In addition, a signed employee evaluation will be placed in the 
employee’s personnel file.  
 
After adoption of these policies, any new employee performance evaluation will 
include the appointment with a designation of length of time. 
 
The performance of the Library Director is evaluated by the Board of Trustees 
generally in August/September. 
 
Performance of Assistant Librarians and the Assistant Librarian/Programming 
Assistant is evaluated by the Library Director generally in August/September. 

 
 

2.13 Compensation 
 
2.13.1 Exempt Positions: This class of positions shall consist of supervisory, 
professional and administrative positions whose salary rates are based on full-time 
employment; provided, however, that the rates are fixed according to the 
responsibilities to be fulfilled, and are not based on a fixed number of hours of work 
per week. 
 
2.13.2 Non-Exempt Positions: This class of positions shall consist of all clerical, 
secretarial, manual labor and support positions that shall be paid on an hourly rate 
for time actually worked. 
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2.13.3 Overtime: Time worked by hourly employees in excess of 40 hours in any 
one week shall be compensated at the rate of time and one-half of the employee's 
normal hourly rate.  Overtime should have prior approval of the employee's 
supervisor.  All leave time will be counted as “worked time” for the purposes of 
calculating overtime, except storm leave.   
 
2.13.4 Administrative Time Off for Exempt Employees:  State law and the 
FLSA do not provide for compensatory time off for exempt employees.  However, 
the Town recognizes that exempt employees are charged with performing the tasks 
associated with their position without regard to the number of hours worked.  
Exempt employees are regularly required to commit time beyond the normal office 
hours and at a sacrifice to their personal lives, without additional compensation 
(although the additional expectation and responsibility are generally reflected in an 
exempt employee’s salary).  Exempt employees may be required to work beyond a 
regular workweek on an ongoing basis. 
 
In recognition of these factors and to balance the pressures associated with exempt 
employees’ positions, the DFL will allow exempt employees to take time off 
without using sick, vacation or personal time provided, however, that the time off is 
one-half day or less AND the exempt employee has worked at least her/his full-time 
hours (i.e. 80 hours) in the two-week payroll cycle.  
 
2.13.5 Wage/Salary Increases:  
 
Wage and salary increases are subject to budget approval at Town Meeting. 

 
2.14 Attendance 

 
2.14.1 Attendance and Punctuality 
 
To maintain a safe and productive work environment, the Dunbar Free Library 
expects employees to be reliable and to be punctual in reporting for scheduled work.  
Absenteeism and tardiness place a burden on other employees and on the Dunbar 
Free Library.  Current policy requires two (2) staff members during all library open 
hours except in emergency or unusual circumstances.  In the rare instances when 
employees cannot avoid being late to work or are unable to work as scheduled, they 
shall notify the Library Director as soon as possible in advance of the anticipated 
tardiness or absence.  Failure to so notify the Library Director within a reasonable 
length of time may be cause for disciplinary action.  Failure to report to work 
without notifying a supervisor for a period of three (3) days will be considered a 
voluntary termination of employment by the employee, subject to the provisions of 
RSA 202-A:17. 
 
Poor attendance and excessive tardiness are disruptive.  Either may lead to 
disciplinary action, up to and including termination of employment, subject to the 
provisions of RSA 202-A:17. 
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2.14.2 Timekeeping 
 
Accurately recording time worked is the responsibility of every nonexempt 
employee.  Federal and state laws require the Dunbar Free Library to keep an 
accurate record of time worked, including meal periods, in order to calculate 
employee pay and benefits.  Time worked is time spent on the job performing 
assigned duties. 
 
Altering, falsifying, tampering with time records, or recording time on another 
employee's time record may result in disciplinary action up to and including 
termination of employment. 
 
2.14.3 Work Schedules 
 
Work schedules for employees vary within the Dunbar Free Library.  The Library 
Director shall post and advise employees of their individual work schedules.  
Staffing needs and operational demands may necessitate variations in starting and 
ending times, as well as variations in the total hours that may be scheduled each day 
and week. 
 
The basic workweek for Exempt and Full Time employees, with due allowance for 
authorized holidays and leaves with pay, is forty (40) hours per week For payroll 
purposes the workweek begins at 12:01 a.m. Sunday and ends midnight Saturday.  
Employees are paid on a biweekly basis and payday is every other Friday.  Time 
cards are the direct responsibility of each employee.  No extra check will be issued 
because of employee oversight.  Errors will be corrected on the following payroll.  
The Library Director is directly responsible for ensuring that all payroll cards are 
available to the payroll bookkeeper as close as possible to 9:00 a.m. Monday 
preceding pay date, and that they have been signed by the employee and Library 
Director. 
 
In the event of an unexpected emergency closing, staff members’ tasks, hours of 
employment, compensation, benefits, and other terms and conditions of employment 
may be modified as required for the safety of the staff, the patrons, the general 
public, or otherwise to address the exigent circumstances.   

 
2.15 Employment Termination / Payments 

 
2.15.1  Regular employees terminating service with the Dunbar Free Library will be 

entitled to a payout of earned vacation time of no more than two (2) weeks, 
as long as the employee is terminating service in good standing.  This payout 
will take place in the next regular payroll cycle of the Town of Grantham. 
 

2.15.2  Dismissals: Non-exempt employees dismissed by the Dunbar Free Library 
will be paid through the last hour worked, including any overtime due. 
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Exempt employees who are dismissed will be paid through the last day of 
the final pay period during which they work.  These payments will be 
processed within 72 hours of dismissal. 
 

2.15.3  Voluntary Termination: Non-exempt employees who voluntarily 
terminate employment will be paid through the last hour worked, including 
any overtime due. 
 
Exempt employees who voluntarily terminate employment will be paid 
through the last day worked.  These payments will be paid at the next 
scheduled pay period. 
 
Termination of employment is an inevitable part of personnel activity within 
any organization, and many of the reasons for termination are routine.  
Below are examples of some of the most common circumstances under 
which employment is terminated:  
 
RESIGNATION - voluntary employment termination initiated by an 
employee.  Although advance notice is not required, the Dunbar Free Library 
requests at least two weeks' written resignation notice from all employees. 
 
DISCHARGE - involuntary employment termination initiated by the Dunbar 
Free Library. 
 
LAYOFF – involuntary employment termination initiated by the Dunbar 
Free Library for non-disciplinary reasons. 
 
RETIREMENT - voluntary employment termination initiated by the 
employee meeting age, length of service, and/or any other criteria for 
retirement from the Dunbar Free Library employment. 
 
Employee benefits will be affected by employment termination.  Health and 
dental insurance are carried through the end of the month in which 
employment was terminated.  (e.g.: employee terminates employment on 
May 15th, insurance coverage will be in place through May 31st.)  All 
accrued and/or vested benefits that are due and payable at termination will be 
paid.  Some benefits may be continued at the employee's expense if the 
employee so chooses. 
 

2.15.4  Return of Property 
 
The Dunbar Free Library is the sole owner of everything within the Dunbar 
Free Library property. Employees are responsible for all property, materials, 
or written information issued to them or in their possession or control.  
Employees, on or before their last day of work, must return all of the Dunbar 
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Free Library’s property, excepting items legitimately borrowed on the 
Employee’s library card. 
 

2.15.5  References 
 
After termination of employment, all reference requests will be forwarded to 
the Library Director/Board of Trustees.  Letters of reference will only 
indicate dates of employment and title and description of positions held 
while employed by the Dunbar Free Library unless the Library and the 
former employee have agreed to a different letter of reference.  If the former 
employee and prospective employer present a request in writing that waives 
all claims against the DFL that may arise from issuance of a letter of 
reference and indemnifies the DFL from any claim which might be filed 
arising from said reference, a letter reviewing the former employee's 
performance and abilities will be issued.  Information in such a letter will be 
based on performance evaluations and appraisals in the employee's personnel 
file and may include the reasons for separation. 
 
Requests from any Department of Employment Security concerning 
verification of unemployment will be forwarded to the Town Administrator. 

 
Section 3:  EMPLOYEE BENEFITS 
 
Eligible employees of the Dunbar Free Library are provided a wide range of benefits.  A 
number of the programs (such as Social Security, workers' compensation, state disability, 
and unemployment insurance) cover all employees in the manner prescribed by law. 
 
Benefits eligibility is dependent upon a variety of factors, including employee 
classification.  Your supervisor can identify the programs for which you are eligible.  
Details of many of these programs can be found elsewhere in the Personnel Handbook. 
 
The Dunbar Free Library currently provides various benefits to its employees depending on 
their category of employment.  These benefits typically include the benefits summarized in 
this Handbook; however, the Dunbar Free Library reserves the right to change, revise, or 
eliminate any and all of these employment benefits at any time.  The Dunbar Free Library, 
or its designated administrator, shall have the exclusive authority to determine all questions 
of eligibility for any benefits. 
 
The following benefit programs are currently available to eligible employees as outlined in 
this Handbook: 
 
Auto Mileage    Benefits Continuation (COBRA) 
Bereavement Leave   Military Leave 
Family & Medical Leave (FMLA) Extended Unpaid Leaves of Absence 
Holidays & Personal Days  Educational Assistance 
Jury Duty Leave   Workers’ Compensation Insurance 
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Life Insurance    Long-Term Disability Insurance 
Vacation    Medical Insurance 
Sick Leave (Short-Term Disability) Pension Plan 
 
Some benefit programs require contributions from the employee, but most are currently 
fully paid by the Dunbar Free Library. 
 
3.1 Insurance 

 
3.1.1 Health Insurance 
 
Full-time employees and eligible members of her/his family, as determined by the 
insurance policy, are currently eligible for coverage by the health insurance in effect 
for Dunbar Free Library/Town of Grantham employees at that time. This insurance 
will be effective on the first of the month following date of hire. (e.g.: employee is 
hired on May15th, insurance will be effective on June 1st.) 
 
The Dunbar Free Library currently contributes an amount equal to 90% of the 
Anthem Plan toward the premium for any plan selected by an employee. The Board 
of Selectmen will determine the type and level of benefit provided by the Town, the 
amount of any employee contribution, and the providers and programs, during each 
yearly budget cycle.  Please see the individual insurance packets provided by NH 
Interlocal Trust for plan details. 
 
When an employee moves or has a change in the status of a dependent, the 
employee must notify the Selectmen’s Office Administrative Assistant to receive the 
appropriate paperwork to complete. 
 
If an employee opts to not participate in the Town's Health Insurance, she/he must 
provide to the Board of Trustees' satisfaction details of an alternate plan, i.e. spousal 
insurance or vested military insurance.  Those employees who qualify for non-
participation in the Town's health insurance program will receive an adjustment in 
their bi-weekly payroll equal to $3,500.00 per year.  This adjustment will be negated 
in the event that the employee joins the Town's group plan in any given year. 
 
Elected officials, upon written request to the Board of Selectmen, shall be given the 
opportunity to participate in the Town's health insurance plan.  Such approval shall 
be contingent upon 100% reimbursement by the elected official for the costs of 
inclusion in the plan.  Failure to reimburse on the required monthly schedule will 
result in termination of that elected official from the health plan immediately.  
Under no circumstances will the Town assume responsibility for the payment of 
such a premium for any elected official who avails her/himself of the Town's health 
insurance plan. 
 
The Town offers a Premium Offset Plan for insurance contributions by the 
employees.  These contributions are set up in the payroll system as a before-tax 
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insurance premium.  All eligible employees must apply for this deduction upon 
hiring. 
 
3.1.2 Dental Insurance 
 
Full-time employees and eligible members of her/his family, as determined by the 
insurance policy, are currently eligible for coverage by the dental insurance in effect 
for Dunbar Free Library employees at that time.  This insurance will be effective on 
the first of the month following date of hire. (e.g.: employee is hired on May 15th, 
insurance will be effective on June 1st.) 
 
The Dunbar Free Library/Town of Grantham currently covers 100% of the cost of 
the Delta Dental Plan.  Please see the individual insurance packets provided by 
Health Trust for plan details. 
 
3.1.3 Accidents and Disability Insurance 
 
All regular full-time employees currently receive this benefit at no cost.  The current 
disability plan is based on 66 2/3% of regular wages to a maximum benefit of 
$500/week for thirteen (13) weeks.  In the event of a non-occupational accident or 
sickness, benefits are payable starting with the 8th day of disability, and continue for 
the duration of total disability, up to a maximum of 30 months.  Any compensation 
received from a statutory plan (i.e. Social Security, etc.) is included in the 
calculation of the 66 2/3% of wage benefit payment guarantee.  Benefits under this 
plan cease upon termination of employment for any reason. 
 
An employee receiving accident and disability insurance benefits will be considered 
to be on unpaid leave of absence.  Such leave shall be considered FMLA leave (for 
all employees eligible for FMLA leave) and will run concurrently with the 12-work 
week allotment of FMLA leave.  (See section Leave under the Family and Medical 
Leave Act) 
 
3.1.4 Life Insurance 
 
All regular full-time employees currently receive this benefit at no cost.  The life 
insurance plan is currently based on one-times an employee's annual salary, rounded 
upward to the next highest thousand to a maximum of $50,000, and includes 
Accidental Death & Dismemberment coverage.  Benefits under this plan are payable 
in the event of death from both occupational and non-occupational causes, whether 
natural or accidental.  Please see the individual insurance plan for complete benefits, 
exclusions and limitations. 
 
3.1.5 On-the-job Injuries and Workers' Compensation Insurance 
 
Employees who sustain work related injuries or illnesses shall inform the Library 
Director immediately.  No matter how minor an on-the-job injury may appear, it is 
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important that it be reported immediately.  This will enable an eligible employee to 
qualify for coverage as quickly as possible. 
 
The Dunbar Free Library/Town of Grantham provides a comprehensive workers' 
compensation insurance program at no cost to employees.  This program covers any 
injury or illness arising out of, and, in the course of, employment that requires 
medical, surgical, or hospital treatment.  Subject to applicable legal requirements, 
workers' compensation insurance provides benefits after a short waiting period or, if 
the employee is hospitalized, immediately. 
 
An employee receiving Workers’ Compensation insurance benefits will be 
considered to be on unpaid leave of absence.  Such leave shall be considered FMLA 
leave (for all employees eligible for FMLA leave) and will run concurrently with the 
12-workweek allotment of FMLA leave.  (See section FAMILY AND MEDICAL 
LEAVE ACT LEAVE)  
 
3.1.6 Unemployment Insurance: Employees may be eligible for unemployment 
benefits upon termination of service with the Dunbar Free Library/Town of 
Grantham, depending on state law and circumstances connected with termination.  
After leaving the Library's employment, the terminating employee can file an 
unemployment claim with the state employment office, which will explain the 
rights, benefits, and eligibility determination process provided by state law. 
 

3.2 Benefits Continuation (COBRA) 
 
The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives 
employees and their qualified beneficiaries the opportunity to continue health 
insurance coverage under the Dunbar Free Library/Town of Grantham’s health plan 
when a "qualifying event" would normally result in the loss of coverage.  Some 
common qualifying events are: resignation or termination of employment; death of 
an employee; a reduction in an employee's hours or a leave of absence; an 
employee's divorce or legal separation; and a dependent child no longer meeting 
eligibility requirements. 
 
Under COBRA, the employee or beneficiary pays the full cost of coverage at the 
Dunbar Free Library/Town of Grantham’s group rates plus an administration fee. 
 
The Dunbar Free Library/Town of Grantham provides each eligible employee with a 
written notice describing rights granted under COBRA when the employer is 
notified or becomes aware of a "qualifying event".  The notice contains important 
information about the employee's rights and obligations. 
 

3.3 Leave 
 
The Dunbar Free Library has established the following as formal leaves for full-time 
employees: holiday, vacation, sick, bereavement, jury, armed forces reserve service, 
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and storm.  Holiday, vacation and storm apply to part-time as well.  All leave shall 
be noted on payroll time sheets.  As with all policies contained in this handbook, 
these provisions on leave time are subject to change.  Salaried employees are 
required to complete a time sheet indicating their name, week ending date and any 
vacation, sick, personal, holidays or other leave that is taken.  
 
3.3.1 Holidays: All (full or part-time) employees shall receive their regular 
compensation for the following holidays: 
 
New Year's Day    Martin Luther King Day 
President's Day    Memorial Day 
Juneteenth     Independence Day   
Labor Day      Veterans Day    T 
Day before Thanksgiving   Thanksgiving Day    
Day before Christmas    Christmas Day            
Post-noon New Year’s Eve 
 
The Dunbar Free Library will grant paid holiday time off to all employees 
immediately upon hiring.  Holiday pay will be calculated based on an employee's 
straight-time pay rate (as of the date of the holiday) times the number of hours an 
employee would have normally worked on that day. 
 
Holiday pay will be based on whatever hours that day would have been worked on 
their normal schedule.  Example: Work schedule of 4 hours per day, 5 days per 
week – the holiday pay would be for 4 hours. 
 
If a recognized holiday falls during an eligible employee's paid absence (e.g., 
vacation, sick leave), holiday pay will be provided instead of the paid time off 
benefit that would otherwise have applied. 
 
3.3.2 Vacation: It is the intent of the Board of Trustees to have all benefit-eligible 
employees utilize all the vacation time granted in each fiscal year.  It is well 
documented that this enables the employee to take the opportunity to rest and return 
to work refreshed. All regular full-time employees are entitled to vacation with pay, 
which is non-accumulative. 
 
The entitlement shall be as follows (weeks is equal to the number of hours the 
employee regularly works): 
 
After July 1 following 1 year of full-time employment .................... 1 week 
After July 1 following 2 years of full-time employment ................... 2 weeks 
After July 1 following 5 years of full-time employment ................... 3 weeks 
After July 1 following 10 years of full-time employment ................. 4 weeks 
After July 1 following 20 years of full-time employment ................. 5 weeks 
 
Vacation pay of one week will be granted to all regular part-time employees who 
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regularly work an average of twenty (20) hours per week on a continuous basis.  
Vacation pay will be based on their normal work schedule.  Example:  Work 
schedule of four (4) hours per day, five (5) days per week – the vacation pay would 
be twenty (20) hours for the week. 
 
In the event that a paid holiday falls during an employee's vacation, said holiday will 
be charged as a paid holiday and not as a vacation day. 
 
Vacation leave must be taken with prior approval at least two (2) weeks’ notice in 
advance by the Library Director.  In the case of the Library Director, the Board of 
Trustees should be extended the courtesy of knowing in advance of dates when the 
Director will be away.  The Library Director will take staffing needs into 
consideration when approving leave request. 
 
In the event that two (2) or more employees request the same dates off, seniority 
will prevail. 
 
Employees are encouraged to clear vacation schedules with the Library Director 
before making any final plans, paying deposits, purchasing non-refundable tickets, 
etc. 
 
Full-time employees who terminate employment with the Dunbar Free Library with 
proper notice will be paid the amount of vacation not used at the time of termination 
up to a maximum of one (1) week.  This payout will take place in the next payroll 
cycle of the Town of Grantham.  Payout of vacation time does not extend active 
employment with the Dunbar Free Library. 
 
An employee terminating WITHOUT NOTICE or a result of unsuccessful 
completion of introductory period or probation may forfeit any unused pay at the 
discretion of the DFL Board of Trustees. 
 
3.3.3 Sick Leave: Beginning the first of the month following the date of 
employment, regular full-time employees may accrue eight (8) hours per month up 
to ninety-six (96) hours per year accumulative to four hundred eighty (480) hours.  
Upon termination of employment, no wages will be paid in lieu of unused sick time.  
 
Employees may use sick leave for bona fide illness, injury, medical examination or 
other health related purpose.  An employee on sick leave shall notify or cause 
notification to the supervisor of this fact and the reason for taking sick leave by 8:00 
a.m. of the day of leave.  Failure to do so may cause denial of pay for the period of 
absence. 
 
A doctor's certificate is required for absences of more than five (5) days.  The 
doctor's certificate shall be given to the Library Director on the day the employee 
returns to work.   
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The Board of Trustees may approve the use of sick leave for a period not exceeding 
five (5) consecutive work days for a bona fide illness, injury, medical examination 
or other health related purpose in the employee's immediate family (as defined under 
the Bereavement leave section). 
 
In the event that all accumulated sick leave has been used, the employee shall take 
any accumulated vacation leave.  An employee may also request approval for a 
leave of absence without pay for up to two (2) weeks from the Board of Trustees. 
An absence from work beyond the limit of authorized leave may place the employee 
in jeopardy of termination. 
 
Work time lost due to illness or injury which results in sick leave usage in excess of 
twenty (20) days, and which is compensable under the Short-term and Long-term 
disability policies, shall be debited against an employee's total sick leave 
accumulation on a pro-rata basis in such a manner as to compensate the employee 
for the difference between actual pay and the amount of compensation afforded by 
the Short-term and Long-term disability policies. 
 
3.3.4 Personal Days: All regular full-time employees will be granted one (1) 
week of personal time after July 1st following one (1) year of full-time employment.  
Personal time is not accumulative. For new employees, after successful completion 
of their probationary period, personal time will be applied as follows: 
 
Hired between July and September…………..16 hours 
Hired between October and December………...8 hours 
Hired between January and June………………0 hours 

 
 

3.3.5 Bereavement Leave: An employee may be excused from work for not more 
than three (3) days because of death in the employee's immediate family, as defined 
below, and shall be paid at the regular rate of pay for schedule work hours missed.  
Additional time off, if requested, will be considered by the Board of Trustees, and if 
approved, may be charged to accumulated vacation time or as an official leave of 
absence without pay. 
 
Immediate family is defined to include: spouse, children, parents, step-parents, step-
children, siblings, step-siblings, immediate in-laws, grandparents, grandchildren, or 
other persons actually living in the employee's household at the time of death. 
 
3.3.6 Jury Duty: The Dunbar Free Library encourages employees to fulfill their 
civic responsibilities by serving jury duty when required. 
 
A regular full-time employee will be paid the difference between compensation 
received while serving on a jury and their regular compensation.  Employees must 
report to work when excused by the Court from jury duty.  Satisfactory evidence of 
jury service must be presented to the Library Director, or in the case of the Library 
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Director serving, to the Board of Trustees. 
 
3.3.7 Military Leave:  A regular full-time employee who is required to meet 
her/his annual obligation, which may include two weeks and one weekend per 
month in the military reserve, shall be paid the difference between Military Reserve 
compensation and her/his regularly scheduled  Dunbar Free Library compensation, 
if the latter is greater than the military pay.  The Dunbar Free Library will otherwise 
grant military leave as required by law.  
 
The employee will be assured of her/his position while on military leave. 
 
3.3.8 Storm Leave: As a matter of policy, the Dunbar Free Library will not be 
closed on the basis of weather conditions or predictions in any area of the state.  At 
all times, the presumption shall be that the library will be open.  However, the 
Library Director, following consultation with the Chair of the Board of Trustees, or 
upon her/his own, should the chair not be available, has the discretion to close the 
library if storm conditions or weather predictions warrant such action for employees' 
safety.  Under such circumstances, all employees will be paid for that day and no 
vacation leave shall be charged.  Time off in these circumstances is not considered 
“worked time” for the purposes of calculating overtime pay. 
 
3.3.9 Maternity Leave of Absence: All female employees may take an unpaid 
leave of absence for the period of temporary physical disability resulting from 
pregnancy, childbirth or related medical conditions.  A maternity leave begins when 
an employee is medically determined to be disabled and ends when medically 
determined to be able to return to work.  Employees will be required to take FMLA 
leave as set forth below, if they are eligible for such leave.  In addition, employees 
will be required to exhaust unused accrued paid sick, personal or vacation time 
before taking any unpaid leave.  Maternity leave may be coordinated with short-
term and long-term disability programs. 
 
When the employee is physically able to return to work, her original job or a 
comparable position will be made available to her unless business necessity makes 
this impossible or unreasonable.  Employees who cannot be returned to their former 
or a comparable position remain eligible to apply for any available position with the 
Dunbar Free Library. 
 
3.3.10 Unpaid Leave of Absence 
 
The Dunbar Free Library recognizes that due to personal circumstance, it may be 
necessary for an employee to request more time off than is provided under the above 
leave time provisions.  Employees may therefore request unpaid leave once all other 
leave and sick time has been exhausted.  Leave time may be granted for good cause 
at the discretion of the Board of Trustees for up to thirty (30) days.  However, this 
provision is not intended to allow employees to regularly miss full-time work 
without pay.  Doing so may change an employee’s status from full-time to part-time 
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and may be cause for termination.  Employees who are absent on unpaid leave may 
continue to participate in the Town’s insurance benefit for the calendar month 
during which the leave begins, and the employees must reimburse the Dunbar Free 
Library for their share of any benefits extended during their leave of absence. 
 
Unpaid leaves of absence shall not be approved for the purpose of extending 
vacations and shall only be approved for good reasons, as determined by the Board 
of Trustees.  Requests for unpaid leave will be considered on a case-by-case basis, 
taking into account the Dunbar Free Library’s staffing needs and other factors.  The 
employee must inform the Library Director when he or she is ready to return to 
work. 
 

3.4 EMPLOYEE EXPENSES 
 
All employees traveling on Dunbar Free Library business or using personal assets 
for Dunbar Free Library purchases shall be entitled to reimbursement of their 
expenses in the following manner: 
 
Automobile Expenses: reimbursable at the mileage rate established by the Internal 
Revenue Service. 
 
Lodging & Meals: reimbursable for all reasonable expenses.  Employees are 
expected to refrain from luxury accommodations, but are expected to select lodging 
with due regard for comfort and cleanliness.  Alcohol beverages and guest expenses 
are not reimbursable. 
 
All expenses must be itemized with receipts, and submitted for approval by the 
Library Director/Board Treasurer prior to any reimbursement.  Failure to provide an 
itemized receipt will result in expenses not being reimbursed. 
 
3.4.1 Educational Assistance   
 
The Dunbar Free Library encourages its employees to further their knowledge as it 
relates to their position with the Dunbar Free Library.  As such, the Dunbar Free 
Library encourages employees to attend conferences and participate in continuing 
education programs.  The Dunbar Free Library may participate in the cost of 
sending employees to conferences, may provide time off from duties to attend 
conferences and training, and may also participate in the cost of continuing 
education in situations where an activity will contribute to an employee's 
professional development as a Dunbar Free Library employee.  In each case the 
decision of whether or not the Dunbar Free Library will participate and to what 
extent, shall be the Library Director’s.  The Dunbar Free Library will not participate 
in the cost of conferences or continuing education until an employee has accrued six 
months of service with the Dunbar Free Library, unless approved by the Library 
Director. 
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3.4.2 Nationwide Retirement Plan (Optional) 
 
All regular, full-time employees are eligible to participate in the Nationwide 
Retirement Plan.  Participation in this plan is solely the option of the employee.  The 
Dunbar Free Library/Town of Grantham does not contribute to this plan.  For more 
information please contact the Board of Selectmen's Administrative Assistant. 

 
3.5 MANDATED BENEFITS 

3.5.1 Leave Under the Family and Medical Leave Act 
 
General Provisions:  Under the provisions of the federal Family and Medical Leave 
Act of 1993 (FMLA), certain employees may be entitled to take an unpaid leave of 
absence of not more than 12 workweeks in the event of: 
The birth of a child, in order to care for the child (leave must be taken within 12 
months of the birth of said child); 
An adoption or foster care placement of a child in order to care for the child (leave 
must be taken within 12 months of the adoption or placement); 
A serious health condition of the employee’s parent, spouse, minor child, or adult 
child when the ill person is not capable of self-care and the employee is needed for 
such care; or 
A serious health condition of the employee that results in the employee’s inability to 
perform his or her job. 

 
In order to be eligible to take FMLA leave, the employee must have worked for the 
employer for at least twelve (12) months, must have worked at least 1,250 hours in 
the preceding 12-month period, and must be employed by an employer with at least 
fifty (50) employees.  As of the date this handbook was prepared, the Dunbar Free 
Library  does not have 50 employees. 
 
As stated above, an eligible employee is entitled to a total of (twelve)12 workweeks 
of leave during any 12-month period.  That 12-month period is defined as a 
“rolling” 12-month period measured backward from the date that an employee 
begins FMLA leave.  In other words, the number of weeks that an employee has 
available upon the beginning of FMLA leave shall be 12 weeks less the number of 
FMLA leave weeks taken in the 12-month period prior to the beginning of the 
current FMLA leave (the “Available Leave Weeks”).  For example, if an employee 
has taken eight weeks of FMLA leave during the past 12 months, an additional four 
weeks of leave could be taken when a second leave is requested.  If an employee 
used four weeks beginning February 1, 2014, four weeks beginning June 1, 2014, 
and four weeks beginning December 1, 2014, the employee would not be entitled to 
any additional leave until February 1, 2015.  Beginning on February 1, 2015, the 
employee would be entitled to four weeks of leave and on June 1, 2015, the 
employee would be entitled to four additional weeks. 
 
FMLA leaves for the birth or placement for adoption or foster care of a child, as 
described in paragraphs A and B above, must be taken all at once unless otherwise 
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agreed to by the Board of Selectmen.  If medically necessary, FMLA leave due to 
illness as described in paragraphs C and D above may be taken on an intermittent or 
reduced leave schedule.  If FMLA leave is requested on this basis, however, the 
Town may require the employee to transfer temporarily to an alternative position 
that better accommodates periods of absence or a part-time schedule, provided that 
the position has equivalent pay and benefits. 
 
When an employee requests any leave of absence that qualifies as leave under 
FMLA, the Town may designate such leave as FMLA leave upon written 
notification to the employee. 
 
Substitution of Paid Leave for Unpaid Leave 
 
In the case of leave for the birth or adoption of a child, or the serious health 
condition of a spouse, child or parent, an eligible employee must substitute any 
accrued leave time for any part of the unpaid leave provided for under FMLA.  In 
the case of the employee’s own serious health condition, an eligible employee must 
substitute any accrued leave time (sick, vacation or personal leave) for any part of 
the unpaid leave provided for under FMLA.  The substitution of paid leave time for 
unpaid leave time does not extend the (twelve) 12-week leave period.  FMLA leave 
will run concurrently with other types of leave.  Leave time and other benefits will 
not accrue while on unpaid leave. 
 
Status of Employee Benefit 
 
While on FMLA leave, employees may continue to participate in the Town’s group 
health insurance in the same manner as employees not on FMLA leave.  However, 
in the event of unpaid FMLA leave, an employee shall pay the Town for the 
employee’s share of any medical and dental insurance premiums once per month in 
advance on the first day of each month.  In the event the employee elects not to 
return to work upon completion of FMLA leave, the Town may recover from the 
employee the cost of any payments to maintain the employee’s medical and dental 
insurance coverage, unless the employee’s failure to return to work is for reasons 
beyond the employee’s control. 
 
Basic Regulations and Conditions of Leave 
 
The Town may require medical certification to support a claim for FMLA leave for 
an employee’s own serious health condition or to care for a seriously ill child, 
spouse or parent.  For the employee’s own medical leave, the certification must 
include a statement that the employee is unable to perform the functions of his or 
her position.  For FMLA leave to care for a seriously ill child, spouse or parent, the 
certification must include an estimate of the amount of time the employee is needed 
to provide care.  At its discretion, the Town, at its own expense, may require a 
second medical opinion and periodic recertification at its own expense.  If the first 
and second opinions differ, the Town may require the binding opinion of a third 
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health care provider, approved jointly by the Town and the employee. 
 
Notification and Reporting Requirements 
 
When the need for a FMLA leave is foreseeable, such as the birth or adoption of a 
child, or planned medical treatment, the employee must provide reasonable prior 
notice and make efforts to schedule leave so as not to disrupt the Dunbar Free 
Library operations.  In case of illness, the employee will be required to report 
periodically on his or her FMLA and intention to return to work.  At the expiration 
of any FMLA leave due to the employee’s own illness, the employee must present a 
written authorization from his or her doctor stating that the employee is ready to 
return to work. 
 
Procedures 
 
The following steps should be taken when seeking FMLA leave: 
 
A request for FMLA leave should be submitted to the Library Director or Board of 
Trustees.  This will be forwarded to the Town Administrator.  If possible, the form 
should be submitted 30 days in advance of the effective date of the FMLA leave. 
All requests for FMLA leaves of absence due to illness should include the following 
information to be supplied by the treating medical provider: 
The date on which the serious health condition commenced; 
The probable duration of the condition (in the case of certification for intermittent 
FMLA leave of FMLA leave on a reduced leave schedule for planned medical 
treatment, the dates on which such treatment is expected to be given and the 
duration of such treatment must be stated); 
The appropriate medical facts within the knowledge of the health care provider 
regarding the condition;  
For purposes of FMLA leave for an employee’s illness, the request must state that 
the employee is unable to perform the functions of his or her position;  
For purposes of FMLA leave to care for a child, spouse, or parent, the request 
should give an estimate of the amount of time that the employee is needed to 
provide such care. 
 
Coordination with other Town Policies 
 
In the event of any conflicts between this policy and other Town policies, the 
provisions of this policy shall govern.  The Family and Medical Leave Act contains 
many limitations and qualifications for entitlement and leave that are not stated 
herein.  The terms of the FMLA are incorporated herein and will be applied in all 
instances of requested or designated FMLA leave. 
 
Coordination with Maternity Leave 
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The DFL provides employees with a leave of absence for the period of the 
temporary physical disability resulting from childbirth and related medical 
conditions (see Maternity Leave section).  A maternity leave begins when an 
employee is medically determined to be disabled and ends when medically 
determined to be able to return to work. 
 
Maternity disability will be treated in the same manner as a type D FMLA leave of 
absence.  The employee is required to exhaust accrued unused sick, vacation, and 
personal time before taking any unpaid leave.  However, maternity leaves are not 
limited by any measure other than the period of medical disability.  If a maternity 
disability is for the number of available FMLA leave weeks or less, the employee 
will be reinstated in accordance with this policy.  If a maternity disability exceeds 
the available FMLA leave, the employee will be reinstated unless business necessity 
makes reinstatement impossible or unreasonable. 
 
An employee who uses less than the available leave week for type D leave for 
maternity may take additional type A FMLA leave after the end of the disability 
period for a period not to exceed the available leave weeks. 
 
3.5.2 Social Security 
Employees and the Dunbar Free Library are required to contribute toward Federal 
Social Security benefits from the first day of employment.  Employees need not 
apply for this benefit or payroll deduction - it is taken automatically by the Dunbar 
Free Library.  These rates are established under Social Security and may be obtained 
at your nearest Social Security office.   
 
3.5.3 New Hampshire Retirement Plan 
Immediately upon employment, each regular (including introductory status), full-
time employee, working a regular schedule of at least thirty-five (35) hours per 
week, must join the State of New Hampshire Retirement System for employees and 
contribute the required percentage of her/his gross wages as determined by the 
Legislature.  The Dunbar Free Library also contributes its required payment toward 
the NH Retirement System for employees. 
 
New employees may obtain detailed information about New Hampshire Retirement 
System by going to their website at www.nhrs.org. 
 

Regular full-time employees are also eligible to participate in the Nationwide 
retirement system.  However, the Town of Grantham will not contribute to this 
retirement system on behalf of employees.  See the Town Administrator for more 
details and enrollment information. 

 
Section 4: POLICY AGAINST HARASSMENT 

 
The Dunbar Free Library’s goal is to create a workplace and a working environment that 
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maximizes success for its employees.  The Dunbar Free Library recognizes the harmful 
effects of harassment, will not tolerate harassment, and is committed to providing to all of 
its employees a work environment that is free of any unlawful harassment.  Harassment of 
employees by co-workers, supervisors, managers, elected officials, customers, taxpayers, or 
vendors will not be permitted, regardless of their working relationships.  Reprisals for 
reporting harassment and/or for participating in an investigation of report of harassment are 
also prohibited.  Any employee who violates this Policy will be subject to corrective and/or 
disciplinary action, up to and including termination of employment, subject to the 
provisions of RSA 202-A:17. Further, retaliation against an individual who makes a report 
or who participates in an investigation of a report is strictly prohibited, and any employee 
who engages in retaliation will be subject to corrective and/or disciplinary action, but up to 
and including termination of employment. 
 
Examples of Prohibited Harassment:  This policy prohibits offensive, intimidating, 
threatening, or otherwise unwelcome comments or conduct based on sex, race, color, 
national origin, religion, age, military or veteran status, physical or mental disability, 
marital status, pregnancy, sexual orientation, gender identity, and any other characteristic 
protected by applicable law.  Examples of prohibited conduct include, but are not limited to: 
 
Written or spoken derogatory terms about gender, race, color, national origin, religion, age, 
military or veteran status, physical or mental disability, marital status, pregnancy, or sexual 
orientation, gender identity, and any other characteristic protected by applicable law;  
Slurs and epithets; 
Unwelcome jokes; 
Insults; 
Threats of physical violence or harm to a person’s property; 
Display or circulation of materials, items, or images that are degrading or disparaging to 
individuals or groups based on the characteristics listed above;  
Any other unwelcome conduct or pejorative comments directed at a person or group 
because of a particular protected characteristic (i.e. gender, race, age, etc.). 
 
It is important to note that the types of conduct explained in this policy are prohibited 
regardless of the intent of the person(s) engaging in the conduct (i.e. to be intentionally 
offensive, a misguided attempt at humor, attempts at establishing a romantic relationship, 
etc.).  Prohibited conduct includes conduct that is direct as well as indirect (e.g. overheard 
conversations, e-mail messages sent or forwarded by accident, etc.). 
 
Specific Information About Sexual Harassment:  The formal definition of sexual 
harassment includes unwelcome sexual advances, requests for sexual favors and other 
verbal, physical, and non-physical conduct of a sexual nature when: 
 
Submission to or rejection of such conduct is made explicitly or implicitly a term or 
condition of employment; 
Submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting that individual, or for awarding or withholding favorable 
employment opportunity, evaluation or assistance; or 
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Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
performance at work, or creating an intimidating, hostile, or offensive work environment. 

 
Less formally, the types of conduct prohibited by this policy cover a wide range of 
inappropriate behaviors including, but not limited to, the actual coercion of sexual relations, 
unwelcome comments, jokes, innuendoes, sexually suggestive materials, and other 
unwelcome sexually oriented actions.  
 
It is not possible to list all of the types of conduct that might violate this policy, but the 
following are some examples:   

Unwelcome sexual advances, whether they involve physical touching or not;  
Sexual epithets, jokes, vulgarity; 
Written or oral references to sexual conduct;  
Gossip regarding an individual’s sex life;  
Comments regarding an individual's body; 
Comments about an individual's sexual activity, deficiencies, or prowess;  
Displaying sexually suggestive objects, pictures, cartoons, electronic images;  
Leering, staring, whistling, grabbing, pinching; 
Sexual flirtation; 
Brushing against someone’s body; 
Sexual gestures; 
Suggestive or insulting comments;  
Inquiries into one's sexual experiences; and  
Discussion of one's sexual activities.  

 
Please note: While this Policy sets forth our goals of promoting a workplace that is free 
from harassment, this Policy is not designed or intended to limit the authority of the Dunbar 
Free Library to take corrective and/or disciplinary action for workplace conduct which is 
determined to be unacceptable, regardless of whether such conduct satisfies the definition 
of harassment. 
 
HARASSMENT 
 
Harassment may subject the Dunbar Free Library and the individuals who engage in it to 
significant liability.  Any employee who feels she/he has been subjected to harassment is 
asked to report this conduct to the Library Director and/or the Board of Trustees. The policy 
against harassment prohibits harassment from employees including co-workers or 
supervisors as well as harassment from non-employees including elected officials, patrons, 
volunteers, vendors, workers and all visitors inside and on the premises of the Dunbar Free 
Library.  
 
It is the policy of the Dunbar Free Library to investigate thoroughly and promptly any 
complaint of harassment.  While employees are encouraged to report instances of 
harassment to the Library Director first, they are not required to do so. 
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The Library Director and other designated resources either observing or receiving reports of 
harassment are expected to treat the issue seriously and to take appropriate steps in 
accordance with the Dunbar Free Library’s policy.  The Library Director is expected to use 
her/his personnel resources to assist in this process.  Investigation must be handled in the 
most timely and confidential manner as possible. 
 
An employee accused of this harassment will be given sufficient information about the 
allegations to provide her/him with a reasonable opportunity to respond before any 
corrective action or discipline is imposed.  An accused employee should not be assumed to 
have violated the Dunbar Free Library’s Harassment Policy unless and until the 
investigation establishes that she/he has done so. 
 
If the investigation determines that an employee has violated this policy, the Library 
Director and the Board of Trustees will take prompt appropriate disciplinary action up to, 
and including, termination of employment, subject to the provisions of RSA 202-A:17.  A 
record of any communication/warning relating to any charge of harassment is retained in 
the personnel file of the accused employee. 
 
Role of Employees  
 
Any employee who believes that she/he is being harassed by anyone on the premises of the 
Dunbar Free Library is asked to promptly take the following steps: 
 
If possible and appropriate, politely but firmly address whoever is doing the harassing, state 
how you feel about her/his actions and request that the person cease those or similar actions 
immediately. 

 
If the actions continue, if you believe some employment consequences may result from 
your confrontation, or if you feel incapable of confronting the individual directly, you may 
report directly to the Library Director, stating or writing specific details of the behavior you 
consider harassing.   If circumstances prohibit this response, report to one of the trustees. 

 
In the case of a problem with a co-worker, even if the matter has been resolved between the 
employees involved, please bring the issue to the attention of the Library Director to put 
her/him/them  on notice in the event of further problems. 

 
If, after a reasonable length of time you believe your complaint has not been resolved, go 
directly to the Board of Trustees for resolution of your problem.  The policy of the Dunbar 
Free Library is to listen to all complaints of harassment or sexual harassment, to investigate 
all complaints, and to take disciplinary action when appropriate. 

 
Discipline against harassment and/or sexual harassment will be determined at the Dunbar 
Free Library's discretion depending upon the circumstances surrounding the incident and 
the nature of the incident, but may include discipline up to and including dismissal from 
employment, subject to the provisions of RSA 202-A:17. 
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Role of the Library Director and Board of Trustees 
 
Every member of the Dunbar Free Library’s management is responsible for appropriately 
addressing any harassment or sexual harassment concern, which may occur within her/his 
area of authority. 
 
Any complaint or observation of harassment is to receive the immediate attention of the 
supervisor and be reported immediately to the Library Director and Board of Trustees so 
that an investigation may be initiated. 

 
Investigation of a complaint of harassment will include conferring with the parties and 
witnesses named by the complaining employee. 

 
Because of its sensitive nature, complaints of sexual harassment should be investigated with 
particular care and should remain, to the extent possible, strictly confidential.  Under most 
circumstances, the Library Director will conduct this investigation. 

 
Ordinarily, information concerning a complaint of sexual harassment will not be released 
by the Dunbar Free Library to third parties who are not involved in the incident or the 
investigation, or to anyone within the Dunbar Free Library who is not involved with the 
investigation, unless otherwise required by law or in connection with a lawsuit.  The 
purpose of this provision is to protect the confidentiality of the employee who files a 
complaint, to encourage the reporting of any incidents of possible harassment, and to 
protect the reputation of the accused employee in case the investigation does not confirm 
the charge of harassment. 

 
If the investigation reveals that the complaint is valid, prompt disciplinary action is intended 
to stop the harassment immediately and to prevent its recurrence.  Discipline will vary, at 
the Dunbar Free Library’s discretion, based upon the nature and circumstances of the 
incident, but may include discipline up to and including termination of employment if 
appropriate, subject to the provisions of RSA 202-A:17. 
 
Reporting Procedure for Discrimination, Harassment, and Retaliation:  Any employee 
who has observed, been made aware of, or experienced conduct in violation of our Policy 
Against Harassment must follow this reporting procedure to notify the Dunbar Free Library 
of the problem so that the matter can promptly and thoroughly be investigated and 
appropriate action taken.   
 

Notify the Library Director or the Board of Trustees of the conduct.  An employee 
can report the matter to any (or more than one) of these six individuals orally or in 
writing. 
 
In the event that the report is about conduct engaged in by the Library Director, the 
employee may choose to make the report directly to the Chair of the Board of 
Trustees, and may do so orally or in writing.   
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In the event that a harassment complaint is made against the Library Director,    a 
member of the Board of Trustees will be the investigating party.  In the event that a 
complaint is made against a member of the Board of Trustees, the remaining 
members of the Board of Trustees shall be the investigating party.   

 
Investigation:  The Dunbar Free Library will investigate reports made through this 
Reporting Procedure promptly and fairly.  The investigation will be conducted in such a 
way as to maintain confidentiality to the extent practicable under the circumstances.  At the 
discretion of the Dunbar Free Library the investigation may be conducted internally or, in 
appropriate circumstances, an outside investigator may be retained.   

Investigations will typically include private interviews with the person filing the report, 
with witnesses, and, if possible, with the person alleged to have violated the Harassment 
Policy.  Any employee asked to participate in an investigation is expected to cooperate fully 
and truthfully.  When the investigation is complete, to the extent appropriate, Dunbar Free 
Library will inform the person filing the report and the person alleged to have violated the 
Policies of the results of that investigation. 

Retaliation is Prohibited:  Employees who make reports in good faith under this 
Reporting Procedure and/or participate in good faith in any investigation under this 
Reporting Procedure have the Dunbar Free Library’s assurance that it WILL NOT 
TOLERATE ANY FORM OF RETALIATION AGAINST THEM FOR THEIR 
PARTICIPATION IN THE PROCESS. Any concerns regarding retaliation must be 
reported using the Reporting Procedure. 
 

Section 5: DISCIPLINE / GRIEVANCE  
 
5.1 Discipline 
 
In order to operate smoothly, properly and efficiently, and for the protection of all 
employees, the Dunbar Free Library has implemented certain rules, regulations, policies, 
and procedures.  Many of these items are contained in this Handbook.  Additionally, the 
Dunbar Free Library will inform an employee of a new or additional rule, regulation, 
policy, or procedure.  If she/he violates any of these rules, regulations, policies, or 
procedures, she/he will be subject to disciplinary action. 
 
The list of grounds for discipline in this Handbook cannot include all situations that may 
arise.  The Dunbar Free Library reserves the right to discipline or discharge employees for 
other reasons not set forth in this Handbook or in any other publication including such 
actions as the Dunbar Free Library determines are contrary to its interests, whether or not 
the incident is listed in this Handbook or any other publication as one which may result in 
disciplinary action.  Moreover, nothing herein affects the right of the Dunbar Free Library 
to discharge an employee, subject to the provisions of RSA 202-A:17. 
 
5.2 Guidelines of Progressive Discipline Policy 
Discipline may include verbal reprimand, written reprimand, suspension, or dismissal.  The 
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type of discipline administered and the notice given will be determined at the Dunbar Free 
Library’s discretion by the nature and circumstances of the violation.  The schedules of 
discipline outlined herein are merely offered as guidelines. 
 

5.2.1 Verbal Reprimand:  An individual employed by or serving the Dunbar Free 
Library, may be verbally reprimanded by the Library Director or the Board of 
Trustees for any violation of Dunbar Free Library rules, regulations, policies, or 
procedures.  A written record, of the employee's reprimand will normally become a 
part of the employee's record. 
 
5.2.2 Written Reprimand:  Written reprimands may be used in cases of repeated 
minor violations and for all other violations.  A written reprimand may be appealed 
to the Board of Trustees upon written request to the Library Director.  A copy of all 
written reprimands will be provided to the employee and will be entered into the 
employee's personnel record. 
 
Written reprimands may be issued for violations including but not limited to 
failure to report within 48 hours to the Library Director known injuries occurring 
while employed by or serving the Dunbar Free Library. 

 
5.2.3 Suspension:  An individual may be suspended from employment or service 
with the Dunbar Free Library for serious violation of the Dunbar Free Library 
policies or procedures.  Individuals may be suspended without pay for violations of 
policies or procedures, including but not limited to:  
 
1st Offense: 
 Purposefully damaging the Dunbar Free Library or private property; 
 Insubordination; 
 Failure to report for duty or other forms of absenteeism; 
 Sleeping on duty; 
 Unacceptable conduct and/or performance of duties and work; 
 Failure to comply with safety regulations. 
 
Chronic or repeated minor violations including, but not limited to: 
 Tardiness or absence from work; 
 Violation of policies or dress code; 
 Misuse of the Dunbar Free Library equipment. 
 
5.2.4 Authority to Suspend:  The Library Director is authorized to temporarily 
suspend, with pay, any individual employed by the Dunbar Free Library for 
violations of the Dunbar Free Library policies, procedures, rules, and regulations, or 
when necessary to protect the safety of the employee, the Dunbar Free Library or 
the public.  The Library Director or the Board of Trustees may require that the 
individual surrender any Dunbar Free Library property in her/his possession during 
the suspension. 
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An individual may be suspended by the Board of Trustees.  Such action shall be by 
written notice, signed by the Board of Trustees and the Library Director and, where 
appropriate, shall contain a written statement of the basis for such action. 
 
5.2.5 An individual may be dismissed from employment or services with the 
Dunbar Free Library, subject to the provisions of RSA 202-A:17 (See Appendix I), 
for serious and/or chronic violations of Town of Grantham Safety Policy or Dunbar 
Free Library rules, regulations, policies, or procedures, or for violation of specific 
provisions so designated, including, but not limited to: 
 

5.2.5.1 Theft of Dunbar Free Library property while working for the Dunbar 
Free Library 
5.2.5.2 Conviction of any felony 
5.2.5.3 Reporting for duty under the influence of alcohol or controlled or 
illegal drugs 
5.2.5.4 Falsification of official documents 
5.2.5.5 Violation of safety rules and regulations 
 

5.3 Authority to Dismiss:  An individual may be dismissed from employment or service 
with the Dunbar Free Library by written order of the Board of Trustees, subject to 
the provisions of RSA 202-A:17. 

 
Section 6: WORKPLACE HEALTH AND SAFETY ISSUES 

 
The Dunbar Free Library is committed to providing a safe and healthy workplace and to 
promoting the health and well-being of its employees.  All employees are required to make 
safety and the safety of their coworkers a priority.  As a condition of employment, each 
employee is expected to conduct their daily tasks in a manner that is consistent with the 
philosophy and objectives of this policy as well as any safety rules or procedures that are 
practiced by the Dunbar Free Library.  The Dunbar Free Library will provide adequate 
safeguards to the maximum extent possible to ensure the safety of its employees in the 
workplace. 
 
6.1 Smoking, Drug and Alcohol Policies: Consistent with this commitment, the 

Dunbar Free Library recognizes the mounting scientific evidence on the adverse 
effects of tobacco, drugs, and alcohol. 
 

6.2 Smoking in the Workplace: Implementation of a smoke-free workplace policy 
eliminates the possibility of exposure to environmental tobacco smoke, thereby 
contributing overall to a healthier work environment and healthier employees.  It is 
the policy of the Dunbar Free Library to prohibit smoking in all locations, facilities 
and all vehicles owned by the Town of Grantham.  
 

6.3 Drug and Alcohol Abuse Policy: It is the policy of the Dunbar Free Library that 
employees shall not be involved with the unlawful use, possession, sale or transfer 
of drugs or otherwise adversely affect the Library's business.  
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Any involvement with alcohol/drugs that adversely affects the workplace or the 
work environment will not be tolerated.  Further, off-the-job drug activity or alcohol 
abuse that could have an adverse effect on an employee's job performance or that 
could jeopardize the safety of other employees, Library or Town equipment or the 
Library's relations with the public will not be tolerated. 
 
The Library considers alcoholism and other drug addictions to be a treatable illness; 
absences directly or indirectly caused by the use of alcohol or drugs, for the specific 
purpose of Library and Town approved treatment, will be excused as provided for in 
the Sick Leave policy. 
 
On premises of the Dunbar Free Library the use, sale, or personal possession of 
drugs (e.g., on the person, in a desk, in a vehicle parked on premises, etc.) which are 
illegal to possess under Federal or State law is an offense for which an employee 
may be discharged immediately and may result in criminal prosecution.  Any illegal 
drugs found will be turned over to the appropriate law enforcement agency. 
Violation of this policy may result in disciplinary action up to and including 
termination of employment, subject to the provisions of RSA 202-A:17. 
 
On premises of the Dunbar Free Library the use, sale or possession of alcohol (e.g., 
on the person, in a desk, in a vehicle parked on premises, etc.) is prohibited as 
outlined in the Use of Alcoholic Beverages Ordinance in the Town of Grantham 
enacted on May 8, 2013.  Violation of this policy may result in disciplinary action 
up to and including termination of employment, subject to the provisions of RSA 
202-A:17. 
 

6.4 Seat Belt Policy: All Dunbar Free Library employees are required to wear seat belts 
while operating or riding in any vehicle while on Library business.  This applies to 
personally owned vehicles, as well as vehicles of others.  In addition, passengers in 
vehicles operated by Library staff while on Library business are required to wear 
seat belts. 
 

6.5 Safety Violations: Employees violating the Town's safety practices may be 
disciplined pursuant to the Library's Progressive Disciplinary Policy.  Employees 
may be terminated for knowingly using unsafe practices, including the use of  illegal 
drugs or alcohol in the job or on the premises or other dangerous practices that 
jeopardize the health and safety of Library or Town employees, customers, patrons, 
or visitors. 

 
6.6 Town Safety Policy: All employees of the Dunbar Free Library must comply with 

the rules, regulations and policies as outlined in the Town Safety Policy. 
 

Every new hire of Dunbar Free Library shall read the Town Safety Policy in its 
entirety and, prior to her/his first workday, sign a form acknowledging that they 
have read, understood and will comply with these policies.  
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Furthermore, at the time of her/his annual employment evaluation, every employee 
of Dunbar Free Library will read the Town Safety Policy in its entirety and sign a 
form acknowledging that she/he understands that it is her/his responsibility to read, 
understand and comply with these policies. 
 
Please Note: All employees of the Dunbar Free Library are appointed, not at 
will. Therefore, in relation to employees of the Dunbar Free Library, any 
reference to at will employees in the Town of Grantham Safety Policy is 
superseded by State of NH RSA 202-A:17. 
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Appendixes: 
 
Appendix I: NH RSA 202-A:11 V. 
   NH RSA 202-A:15 
   NH RSA 202-A:16 
   NH RSA 202-A:17 
 
Appendix II:  Staff Job Descriptions 
 Library Director 
 Assistant Librarian 

Children’s & Programming Library Assistant 
 
 
Appendix III: Documents and Forms 

New Employee Acknowledgement of DFL Personnel Policy Handbook 
New / Current Employee Acknowledgement of Job Description 
Employee Evaluation Form 
Employee Annual Acknowledgement of DFL Personnel Policy Handbook 
Employee Annual Acknowledgement of Town Safety Policy 
Appointment Letter Form 
Reappointment Letter Form 
Town of Grantham/Dunbar Free Library Director’s Accident/Review 
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Appendix I:    
TITLE XVI 
LIBRARIES 

CHAPTER 202-A 
PUBLIC LIBRARIES 

 
   NH RSA 202-A:11 Powers and Duties. – [of Library Trustees] 
V. Appoint a librarian who shall not be a trustee and, in consultation with the 
librarian, all other employees of the library and determine their compensation and 
other terms of employment unless, in the cities, other provision is made in the city 
charter or ordinances. 
 
   NH RSA 202-A:15 Public Librarian; Qualification and Tenure. – The librarian 
shall have education of sufficient breadth and depth to give leadership in the use of 
books and related materials. The librarian shall be appointed by the board of library 
trustees for a term of office agreed to at the time of employment and until a successor 
is appointed and qualified. 
Source. 1963, 46:1. 1996, 33:3, eff. June 23, 1996. 
 
    NH RSA 202-A:16 Powers and Duties. – 
In addition to any other duties which the librarian may be delegated from time to 
time, the public librarian shall: 
I. Serve as the administrative officer of the public library; 
II. Recommend to the board of library trustees the appointment of all employees. 
Source. 1963, 46:1. 1996, 33:4, eff. June 23, 1996. 
 
   NH RSA 202-A:17 Employees; Removal. – No employee of a public library shall 
be discharged or removed from office except by the library trustees for malfeasance, 
misfeasance, or inefficiency in office, or incapacity or unfitness to perform the 
employee's duties. Prior to the discharge or removal of any such employee, a 
statement of the grounds and reasons therefore shall be prepared by the library 
trustees, and signed by a majority of the board, and notice thereof shall be given to 
the employee not less than 15 days nor more than 30 days prior to the effective date 
of such discharge or removal. Upon receipt of said notice and within 30 days 
thereafter, but not otherwise, the employee may request a public hearing. If such 
request is made, the library trustees shall hold a public hearing on such discharge or 
removal. The hearing shall be held not more than 30 days after receipt of the request 
for the hearing, and if the trustees, upon due hearing, shall find good cause for 
discharge or removal of the employee, they shall order the employee's discharge or 
removal from office. There shall be no change in salary of such employee during the 
proceedings for discharge or removal nor until the final effective date of the order for 
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discharge or removal. The provisions of this section shall apply to the employees of 
any public library except in a case where the city or town has personnel rules and 
regulations which apply to such employees and which make provision for a public 
hearing in the case of such discharge or removal.  
Source. 1955, 18:1. RSA 202:10-a. 1963, 46:1. 1996, 33:5, eff. June 23, 1996. 
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Appendix II:  Dunbar Free Library 
 

Library Director – Job Description  
 
The Library Director is responsible for managing and maintaining the collection of 
materials and sources of information for the Dunbar Free Library and for the 
maintenance and upkeep of the building.  The Library Director works under the 
direct supervision of the Board of Trustees. The Library Director supervises all 
library staff and provides broad supervision of volunteers. 
 
This position performs administrative and professional library work in planning, 
directing, and coordinating the operation of the library.  The job includes working 
with the Board of Trustees in areas of finances, facilities management, and 
formulation of policy.  Other responsibilities include staff training, staff 
development, and performance evaluation. 
 

Duties 
The Library Director: 
 

1. Plans, coordinates, and maintains in a timely manner the operation and 
administration of the library including but not limited to the following 
categories: 

 personnel file up-dates; procedure manuals to include up-dating personnel 
handbook, up-dates for library policies, and up-dates from Town of 
Grantham Safety Policy when appropriate; maintenance of equipment and 
facilities;  maintenance of building and grounds; oversight and maintenance 
of collection of materials to include addition and culling; budget reports 
with up-to-date record keeping of monthly expenditures; and timely bill 
paying.  

2. Plans, manages, and maintains current and accurate operating budget to 
include detailed monthly budget reports to the Board of Trustees and 
timely, organized record-keeping of receipts, financial accounts, and 
expenditures. 

3. Provides a yearly plan to the Board of Trustees formulating library goals 
and objectives including plans for implementation.   

4. Develops and/or oversees library policies and programs to implement 
formulated objectives, and organizes the services and staffing of the library 
to meet goals and objectives. 

5. Recruits, interviews, recommends for hire, trains and supervises staff; 
recruits and trains volunteers; and creates staff job descriptions. 
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6. Assigns staff duties and delegates appropriate work responsibilities; posts a 
weekly calendar of staff hours; reviews staff performances with an 
evaluation at a minimum of once per year to include updating and 
reviewing Personnel Handbook and Policy; and performs in-staff training 
and encourages attendance of appropriate conferences or educational 
venues. 

7. Maintains personnel records of all staff in a timely manner to include but 
not limited to the following: yearly evaluations; annual forms signed by 
staff confirming that they have been updated on library procedure and 
policy, DFL Personnel Policy Handbook, and Town of Grantham Safety 
Policy; and job descriptions signed by staff at the time of staff evaluations. 

8. Reviews and updates library procedures and manuals. 
9.      Recommends policy changes to the Board of Trustees. 
10. Culls or oversees culling of the library collection in a timely, systematic 

manner when necessary, at a minimum once a quarter.  
11. Prepares a preliminary budget with the Board of Trustees. 
12. Analyzes sources of revenue, anticipated expenditures and cost of increased 

services. Analyzes patterns of library usage to meet community needs, 
including but not limited to program participation and circulation of 
materials. 

13. Interprets and clearly articulates library policies and objectives to the staff, 
volunteers, and the public. 

14. Formulates and oversees execution of new programs to improve and extend 
library service. 

15. Spearheads advocacy for the library: communicates with and oversees 
delegated staff to ensure the library and its services are known and readily 
accessible to the community in a timely manner through reports, website 
updates, press releases, personal contacts, email correspondence, Facebook, 
and other social media platforms. 

16. Reviews and selects the acquisition of materials in a variety of formats 
which will satisfy the different informational needs of the community; 
reviews and recommends to the Board of Trustees library software, 
hardware, applications, and programs to satisfy the changing informational 
needs of the community and delivery of information and materials. 

17. Keeps abreast of changing local and national trends, interests, and 
requirements which affect library services. Confers with the Board of 
Trustees to institute or adapt policy and procedure to reflect changes or 
revisions of laws pertaining to libraries. 
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18. Affiliates with district, state, and regional professional associations; attends 
workshops and meetings; cooperates and consults with other public and 
educational services. 

19. Keeps all records and statistics in an organized and timely manner to 
include but not limited to the following: written details of maintenance, 
repairs, work completed to equipment and all DFL property; written details 
of all communications with service agents; a calendar of upcoming yearly 
maintenance and/or descriptions of requirements for all equipment; a 
written brief history of equipment, including warranties, as known by the 
director; and an up-to-date list of contacts for emergency servicing or repair 
of all utilities and equipment as well as contacts for any contracts for leased 
equipment.  

20. Provides regular reports for the Board of Trustees and an annual report for 
inclusion in the Grantham Town Report. 

21. Makes suggestions to the Board of Trustees relative to the purchase of all 
equipment and the overall maintenance of building and grounds. 

22. Coordinates and supervises arrangement of physical facilities in the library.   
23. Attends all public sessions of Board of Trustee meetings.  
24. Serves as consultant in any library capital improvement plans. 
25. The Library Director may be asked to perform other duties within the 

Library Director’s scope of practice from time to time.  
 

Minimum qualifications required 
1. Bachelor’s degree from an accredited institution; Masters of Library and 

Information Science or Masters of Library Science  
2. Three to five years of previous supervisory and managerial library 

experience. 
3. Comprehensive knowledge of public library related issues. 
4. Knowledge of technical advances in information retrieval and library 

processes. 
5. Considerable skill in organizing, managing, and motivating people. 
6. Ability to speak and write effectively. 
7. Ability to analyze community interests and needs, and to plan appropriate 

library services. 
8. Ability to interact with the public and maintain its confidence.  

 
Approved by the Dunbar Free Library Board of Trustees 
September 2020 
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Library Assistant 
Job Description 

 
This job entails many duties.  Different assistants may have primary responsibility 
for one area or another but all should be trained in all areas. 
 
Customer service: 
Assists patrons in finding materials both on the computer and physically, requesting 
materials from other libraries, reference queries, and just in general. 
 
Circulation supervision: 
Supervises circulation desk volunteers and attends circulation desk in the absence of 
a volunteer or when the library is busy.  Takes and creates printout of fine 
transactions. 
Supervises opening and closing procedures.  
 
ILL: 
Must understand state system for placing ILL requests, monitor daily e-mail requests 
for such to our library and “general” requests from libraries for book-group titles 
Our requests to other libraries: Looks up requests on the part of patrons in state ILL 
system and tracks requests, filled and unfilled, providing statistics to director.   
 
Copy Cataloging: 
Downloads computer MARC records from the state database into our Follett system.  
These are for books, audios and videos, primarily.  Tailors records occasionally to 
match item in hand. Creates copy records in Follett for use in circulation.  Provides 
statistics to director. 
Enters “Brief” records with state of materials not currently in the state database, for 
the state to obtain/create suitable records.   
Catalog cleanup:  As materials are withdrawn from our collection, withdraws item 
from both Follett and NHU-PAC (state union catalog).  Maintains statistics of 
deletions. 
 
Overdues:   
Produces and uses Follett overdue report to call and inform patrons of overdue items.  
Tracks notifications and sends letters when phone calls prove insufficient.  Keeps 
director appraised of extreme situations. 
 
Creating Library cards/entering new patron records:   
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Creates new patron library cards with laminate, maintains patron database.  Inserts 
message in record informing desk personnel that new card is ready.  Supervises 
volunteer maintenance of “Hard copy” of patron database. 
 
Collection development: 
May keep abreast of collection development journals and make recommendation as 
well as collecting recommendations from patrons when director is not available. 
 
Teamwork/education: 
Monitors and responds to communications from director and other staff, both via e-
mail and in mail slot. 
Attends staff meetings. 
Attends occasional instructional sessions provided by the state or other agency. 
Attends occasional conference sessions. 
May attend Trustee meetings. 
May get involved with committee work. 
 
Other duties as assigned include: 
Library statistics: 
Assists Director in ensuring the proper monthly reports are run and patron attendance 
counts recorded. 
 
Banking: 
Counts moneys taken in each month for copies/computer printouts/faxes, 
fines/fees/lost books, donations to Library, and lobby book sales.  Records amounts, 
deposits money at Lake Sunapee Bank in appropriate accounts, and files paperwork 
with Trustee Treasurer and Library Director.   
 
Special projects as assigned. 
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Children’s & Programming Library Assistant 
Job Description 

 
This position requires follow-up and at home activities outside any particular weekly 
schedule.  For purposes of coverage and teamwork this assistant is also trained in the 
basic library assistant duties (See below). 
10-15 hours a week.   
 
Primary duties- 
I Children’s programming:  
 
Summer Reading Program:   
Creating and presenting Summer Reading Program schedule of events, usually 
corresponding to state or other organization’s selected theme, with 6-7 story times 
including craft or activity for varying numbers of participants usually ages 5-9. 
Organizes outside performers for events to attract participants to SRP, and for 
“closure”.   
 
Story times:   
Creates story times for lap-babies/Toddlers year round, creates and presents story 
times for preschoolers fall through spring. 
 
Other:  co-ordinates or plans original programming for after-schoolers 
 
II Adult programming:   
co-ordinates or plans original programming for adults, sometimes with other groups, 
sometimes sponsored by the library alone.   
 
III Teamwork/education: 
Works co-operatively with the DFL Friends of the Library group which funds most 
of these programs. 
Attends meetings/conferences for juvenile library service providers for idea sharing, 
etc. 
Collection maintenance:  Assists in collection development for juvenile and YA 
collection. 
 
Secondary duties: 
Supervises circulation desk volunteers and attends circulation desk in the absence of 
a volunteer or when the library is busy.  Takes and creates printout of fine 
transactions. 
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Supervises opening and closing procedures.  
Assists patrons in finding materials both on the computer and physically, requesting 
materials from other libraries, reference queries, and just in general. 
Special projects as assigned. 
Covering for other staff as asked/needed when possible. 
Monitors and responds to communications from director and other staff, both via e-
mail and in mail slot. 
Attends Staff meetings. 
Time constants: 
Every other Saturday, Thursday mornings until 1. One evening (currently 
Wednesday) 
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Appendix III 
 
New Employee Acknowledgement of DFL Personnel Policy Handbook 
 
The Dunbar Free Library Personnel Policy Handbook (Issued                       ) 
describes important information about the Dunbar Free Library, and I understand that 
I should consult the Library Director or the Town Administrator regarding any 
questions not answered in the Handbook.  I have entered into my employment 
relationship with the Dunbar Free Library voluntarily and acknowledge that I have 
accepted the term of appointment with a specific period of time. Accordingly, either 
the Dunbar Free Library or I can terminate the relationship at any time, so long as 
there is no violation of applicable federal or state law, specifically NH RSA 202-A: 
17. 
 
Since the information, policies, and benefits described herein are necessarily subject 
to change, I acknowledge that revisions to the Handbook may occur at any time and 
without notice. Such changes may be communicated through official notices or in 
other manners, and I understand that revised information may supersede, modify, or 
eliminate existing policies found in this handbook. Only the Board of Trustees of the 
Dunbar Free Library has the ability to adopt any revisions to the policies in this 
Handbook. 
 
Furthermore, I acknowledge that this Handbook is neither a contract of employment 
nor a legal document.  I have received the Handbook, and I understand that it is my 
responsibility to read, understand and comply with the policies contained in this 
Handbook including any revisions made to it. 
 
 
_____________________________________   __________________  
EMPLOYEE'S SIGNATURE                         DATE 
 
_____________________________________ 
EMPLOYEE'S NAME (TYPED OR PRINTED) 
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Employee Acknowledgement of DFL Personnel Policy Handbook 
 

I have received and read the Handbook and fully understand the policies and 
information set forth therein. The Dunbar Free Library Personnel Policy Handbook,  
approved on this date of                               , describes important information about 
the Dunbar Free Library; I understand that I should consult the Library Director or 
the Town Administrator regarding any questions not answered in the Handbook. I 
understand that I am responsible for working within the scope of the policies and 
information in this handbook. 

Since the information, policies, and benefits described herein are necessarily subject 
to change, I acknowledge that revisions to the Handbook may occur at any time and 
without notice. Such changes may be communicated through official notices or in 
other manners, and I understand that revised information may supersede, modify, or 
eliminate existing policies found in this handbook. Only the Board of Trustees of the 
Dunbar Free Library has the ability to adopt any revisions to the policies in this 
Handbook. 
 
Furthermore, I acknowledge that this Handbook is neither a contract of employment 
nor a legal document.  I have received the Handbook, and I understand that it is my 
responsibility to read, understand and comply with the policies contained in this 
Handbook including any revisions made to it. 
 
 
_____________________________________   __________________  
EMPLOYEE'S SIGNATURE                         DATE 
 
_____________________________________ 
EMPLOYEE'S NAME (TYPED OR PRINTED) 
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Employee Acknowledgement of Job Description 
 

I have received and read this job description and fully understand the requirements 
set forth therein. I understand that I may be responsible for performing other duties 
that fall with the scope of those outlined as assigned.  

 
_____________________________________   __________________  
EMPLOYEE'S SIGNATURE                         DATE 
 
_____________________________________ 
EMPLOYEE'S NAME (TYPED OR PRINTED) 
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DFL Employee Acknowledgement of Grantham Safety Policy 
 
I acknowledge that I have received a copy of the Town of Grantham Safety policy, 
approved on this date of                         , which describes the safety rules and laws I 
must follow in the course of my work for the Dunbar Free Library which takes place 
in the Town of Grantham.  I understand that I should consult the Library Director or 
the Town Administrator if I have questions. 
 
I also understand and agree that I will read and comply with this safety policy. 
 
 
_____________________________________   __________________  
EMPLOYEE'S SIGNATURE                         DATE 
 
_____________________________________ 
EMPLOYEE'S NAME (TYPED OR PRINTED) 
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Employee Evaluation Form 
 

DUNBAR FREE LIBRARY 
Employee Evaluation Form 

 
CONFIDENTIAL REPORT 

 
Name: ___ ______________    Evaluation Period: _ 
 
Job Title:__Library Assistant___________     Date of Hire: ______________  
 
Reason: ( ) Probation  ( ) Annual  ( ) Other________________    
 
RATING SECTION:   
 
Needs Improvement:  Unacceptable performance of duties and responsibilities outlined in 
job description.  Closer supervision is required than should be, given level of responsibility 
and/or experience in the position. 
 
Good:  Performance is as expected or as desired.   
 
Above average:  Usually performs beyond requirements, objectives, and expectations of current 
position.   
 
Excellent:  Consistently and significantly performs above the position requirements, 
objectives and expectations.   
 
Any rating that is ( ) Needs improvement or ( ) Excellent must have written comment to 
explain it. 
 
Work Presence 
 

Attendance  ( ) Good ( ) Needs improvement 
Punctuality  ( ) Good ( ) Needs improvement  
Attitude  ( ) Good ( ) Needs improvement 
 
Comment:_________________________ 
 
 
Understands and accomplishes work outlined in Job Description (see attached)   
 
( ) Needs improvement   ( ) Good   ( ) Above average   ( ) Excellent 
 
Comment:____________________________ 
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Quantity of work   
( ) Needs improvement   ( ) Good   ( ) Above average   ( ) Excellent 
 
Comment:____________________________ 
 
Quality of work  
( ) Needs improvement   ( ) Good   ( ) Above average   ( ) Excellent 
 
Comment:____________________________ 
 
Initiative & motivation   
( ) Needs improvement   ( ) Good   ( ) Above average   ( ) Excellent 
 
Comment:____________________________ 
 
Interaction with co-workers 
( ) Needs improvement   ( ) Good   ( ) Above average   ( ) Excellent 
 
Comment:____________________________ 
 
Customer Service 
( ) Needs improvement   ( ) Good   ( ) Above average   ( ) Excellent 
 
Comment:____________________________ 
 
 
OVERALL PERFORMANCE  
 
( ) Needs improvement   ( ) Good   ( ) Above average   ( ) Excellent 
 
Comment:____________________________ 
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NARRATIVE SECTION:  Below, please list the performance criteria you feel are 
essential to this position and discuss your assessment of the employee's performance 
relative to each of these criteria: 
 
Criteria:  Customer service 
Performance:   
Criteria:  Attention to detail 
Performance:  .  
Criteria:  Understanding of various computer systems 
Performance:       
 
 
Date of Evaluation:________ __ 
 
Reviewer:_____________________________Signature:____________________ 
 
I understand that my signature below attests only to the fact that I have seen this review 
and that it has been discussed with me by my supervisor. 
 
Employee Signature:_______   ____________________ Date:___ _________ _ 
 
Employee Comments: 
 
________________ _____________________________________________________  
 
 _____________________________________________________________________  
 
Goal(s) for 20:  _________________________________________________________ 
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APPOINTMENT LETTER FORM 
 
 
 
(DATE) 
 
 
Dear (NAME OF EMPLOYEE), 
 
We are happy to learn from (LIBRARY DIRECTOR NAME) that your six-month introductory 
period has been successful and that you are enjoying your work at the Dunbar Free Library.  
Grantham is fortunate to have a thriving library with a staff that is dedicated to providing so many 
important services and opportunities to the residents of the town.  We -- the staff and the Trustees -
- all share in the belief that the library is a fundamental institution in this very special community, 
its educational and cultural center. 
 
The Board is pleased to appoint you to the position of (JOB TITLE) beginning (START DATE) 
and ending (END DATE)*.  We hope your work at the library continues to be a positive 
experience for you in which you learn and thrive. 
 
By signing below, you indicate your acceptance of these terms.   A copy of this letter will be placed 
in your personnel file and a copy will also be provided to you. 
 
Thank you and best wishes, 
 
 
The Dunbar Free Library Board of Trustees   
 
 
I, (NAME OF EMPLOYEE), agree to the terms stated above.   
 
 
 
 
_________________________________________   ________________ 
  (EMPLOYEE SIGNATURE)      (DATE) 
 
 
 
 
 
 
* Per NH RSA 202-A:11, V, NH RSA 202-A:16 II and NH RSA 202-A:17, and Dunbar Free 
Library Personnel Policy Handbook 2.12.3 
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REAPPOINTMENT LETTER FORM 
 
 
 
(DATE) 
 
Dear (NAME OF EMPLOYEE), 
 
Grantham is fortunate to have a thriving library with a staff that is dedicated to offer so many 
robust services and opportunities to the residents of the town.  We, the DFL Board of Trustees,  
feel confident that you and the other members of our staff will continue working in the best 
interests of our library patrons and town residents. 
 
We are happy to learn from (LIBRARY DIRECTOR NAME) that as your period of appointment 
at Dunbar Free Library draws to a conclusion, you will continue to enjoy working at Dunbar Free 
Library.  Therefore, we are pleased to reappoint you to the position of (JOB TITLE) beginning 
(START DATE) and ending (END DATE)*.  We hope your work at the library continues to be a 
positive experience for you in which you learn and thrive. 
 
By signing below, you indicate your acceptance of these terms.   A copy of this letter will be placed 
in your personnel file and a copy will also be provided to you. 
 
Thank you and best wishes, 
 
 
The Dunbar Free Library Board of Trustees   
 
 
 
I, (NAME OF EMPLOYEE), agree to the terms stated above.   
 
 
 
__________________________________________   ________________ 
  (EMPLOYEE SIGNATURE)      (DATE) 
 
 
 
* Per NH RSA 202-A:11, V, NH RSA 202-A:16 II and NH RSA 202-A:17, and Dunbar Free 
Library Personnel Policy Handbook 2.12.3 
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Town of Grantham/Dunbar Free Library 
Director’s Accident/Incident Review 

 
 

                            Date of Review: 
__________________________ 
Department/Job Title:  __________________________                Date of Injury:  
__________________________ 
Location:  _________________________                           Reviewer’s Signature:  
__________________________ 

 
Personal Injury or Illness Information 

 
 
Part of Body Affected:_____________________________ Nature of 
Injury/Illness:_________________________ Cause of Injury/Illness 
(Object/equipment/substance):_________________________________________________ 
 

Describe Clearly What Happened, Including Events Leading Up to Accident/Illness: 
 
 
 
 
 
 
 
 

 
Did Injured Leave Work? __________________ Time:_______________ AM/PM    Date:   
__________________   
Did Injured Go to Doctor? 
_____________________________Hospital?__________________________________ 
Name of Physician: _________________________________   Return to Work Date:   
______________________ 
 

Describe conditions or factors that may have contributed to the Accident/Illness  
 
 
 
 
 
 
 
 

For Slip/Trip/Fall or Material Handing Incidents, please complete reverse side 
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Corrective Actions Taken: 

(please outline actions taken to reduce likelihood that this type of incident will reoccur) 
 
 
 
 
 
 
 
 
 

Safety Committee Comments: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Material Handling Analysis 
 

1. What was being handled:____________________________________________________________ 
 
2. How much did it weigh?__________________  3.  Distance of lift/lower? _____________________ 

 
4. Did the employee slip while lifting?       Yes_______   NO_______ 
 
5. Were there any abnormal working conditions at the location of the accident (wet floors, material on 

floors etc.)?_______________________________________________________________________ 
 
6.   Was the material handled in the standard way?___________________________________________ 
 
7.   How often is this job done?__________________________________________________________ 
 
8.   Was the accident reported immediately?________________________________________________ 
 
9. Who was the employee working with at the time of the accident?                           
________________________________________________________________________    
 
10.  Has the employee had previous material handling accidents?      Yes_______    No_______ 
Explain:______________________________________________________________________ 
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Slips, Trips or Falls 
 

1. What was the condition of the walking surface? (i.e. damaged, worn, wet, icy, cluttered) 
 

 
2. Was hazardous condition reported prior to the accident? 
 
 
3. How long had the condition existed? 
 
 
4. Was the hazardous condition corrected? 

When? _________________________________________________  
How?___________________________________________________ 
 

5. Was the lighting adequate? 
 
 
6. Was the employee wearing appropriate footwear? 
 
 
7. Was the employee carrying/pulling anything? 
 
 
8. Have similar accidents occurred at this location prior to this accident? 
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THE STATE OF NEW HAMPHSIRE 
DEPARTMENT OF LABOR 

SPAULDING BUILDING 
95 PLEASANT STREET 

CONCORD, NEW HAMPSHIRE 
 

NOTICE OF ACCIDENTAL INJURY OR OCCUPATIONAL DISEASE 8aWCA 
(Please print or type) 

 
To_____________________________________________________________________ Phone #______________________ 
            (Name of Employer) 
 
____________________________________________________________________________________________________ 
  (Business Name and Address) 
 
IN ACCORDANCE WITH RSA 281-A:20, This is to notify you that an injury occurred. 
 
______________________________________________________________________  SS #__________________________ 
            (Name of Injured Employee) 
 
_____________________________________________________________Daytime Phone #_________________________ 
            (Address of Injured Employee) 
 
____________________________________________________________________________________________________ 
            (Date of Accident or First Treatment) 
 
____________________________________________________________________________________________________ 
            (Place Accident Happened) 
 
Describe your injury or disease, and how it happened.  Identify the body part(s) affected._____________________________ 
 
____________________________________________________________________________________________________ 
 
____________________________________________________________________________________________________ 
 
____________________________________________________________________________________________________ 
 
I have been unable to work since my injury.         __________          __________ 
                                                                                    Yes                         No 
 
I have incurred the following medical bills. ______________________________  ___________________  ______________ 
                                                                           Name of Doctor                                      Dates of Service              Amount 
 
                                                                       ______________________________  ___________________  ______________ 
                                                                           Name of Hospital                                    Dates of Service              Amount 
 
                                                                       ______________________________  ___________________  ______________ 
                                                                                  Other                                                Dates of Service              Amount 
 
__________________________________________________          _____________________________________________ 
                       (Employer’s Signature)                                                                           (Employee’s Signature) 
 
__________________________________________________          _____________________________________________ 
                                   (Date)                                                                                                           (Date) 
 

This form can be returned to DOL with or without employer’s signature. 
 

NOTICE TO EMPLOYER 
YOU MUST FILE AN EMPLOYER’S FIRST REPORT, Form No. 8WC, WITH THE LABOR COMMISSIONER AND 

THE NEAREST CLAIMS OFFICE OF YOUR INSURANCE CARRIER, AS SOON AS POSSIBLE AFTER 
ACQUIRING KNOWLEDGE OF THE OCCURRENCE OF AN OCCUPATIONAL INJURY OR DISEASE TO 

ONE OF YOUR EMPLOYEES OR UPON PRESENTATION OF THIS NOTICE BY HIM, BUT NO LATER 
THAN FIVE DAYS THEREAFTER.  FAILURE TO COMPLY CARRIES AN AUTOMATIC CIVIL PENALTY 

OF UP TO $2500.  (RSA 281-A:53) 
 

Form No. 8aWCA (Rev. 08/01)                    Employer’s Copy – White                                         Employee’s Copy - Pink 


