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Agenda
Kenosha Public Library Board of Trustees

Northside Library 1500 27th Avenue
Tuesday, December 11, 2018

5:30 pm

Trustee James Moore
Trustee Deborah Ross-Corbett
Trustee Sandra Steeves

President George O'Malley Trustee James C. Kennedy
Vice President Dianna L. Hodges Trustee Carlos A. Florez
Treasurer Peter Touhey Trustee Michelle Miloslavic

Call to Order
Roll Call
Citizens Comments

Agenda

1. Minutes of the Regular Meeting Held November 1 3, 2018

2. Minutes of the Personnel & Finance Meeting Held December 4, 2018

3. Director's Financial Report - November 2018

4. November Bills

5. Department Reports and Statistics

6. Wage Study Implementation Plan (Consultant Presentation)

7. Approval of 2019 Organizational Chart

8. Approval of 2019 Pay Grade Schedule

9. Approval 2019 Budget

10. 2019 Fiscal Policy

11. KPL Personnel Handbook

12. Referrals to Committees

Trustee Comments

End of Meeting

Kenosha Public Library, 812 56th Street, Kenosha Wisconsin 53140 | T: 262-564-6100
MYKPL. INFO

IF YOU ARE DISABLED AND NEED ASSISTANCE, PLEASE CALL 564-6300 BY NOON BEFORE THIS MEETING TO MAKE ARRANGEMENTS FOR
REASONABLE ON-SITE ACCOMMODATIONS.



















































































If you have questions about deductions from your pay or the potential violations of this policy, please 

contact the Head of Administrative Services immediately. ·1f you believe your wages have been subject to 

any improper deductions or your pay does not accurately reflect all hours worked, you should report 

your concerns to a supervisor immediately. If a supervisor is unavailable or if you believe it would be 

inappropriate to contact that person (or if you have not received a prompt and fully acceptable reply 

within three business days), you should immediately contact the Head of Administrative Services or the 

Accounting Assistant. 

LONGEVITY PAY 

Any employees hired or who became full-time after January 1, 2007 shall not be eligible for longevity 

payments. 

Longevity payments are made to full-time employees hired before January 1, 2007 in accordance with 

the chart below, based on consecutive full-time employment. Payments are made on the first of the 

month after the employee's length of service reaches the years of service in the chart below. If the 

full-time employment date is the first of the month, then the first of the month is the payment date. 

Longevity is paid for each subsequent month during which the employee is paid for more than half of the 

working days. 

Longevity for those hired before January 1, 2007: 

5 years $120 per year $10 per month 

10 years $240 per year $20 per month 

15 years $360 per year $30 per month 

20 years $480 per year $40 per month 

25 years $600 per year $50 per month 

PAY GRADES/STEP INCREASES 

The salaries and pay grades for each job position are set forth in a pay grade schedule. Salaries and 

benefits may be reviewed at the discretion of the Library Board. The resulting pay grade schedule, 

outlining the salary range and pay grade steps for each job position, will be distributed to staff. 

• At the time of hire, compensation is to start at pay grade Step 1 in the appropriate job position

except as otherwise approved by the Library Director.

• Current employees who change job positions will be paid at the next higher pay grade step of

the new job position from their current pay grade.

• Employees will not receive a pay grade step increase before a satisfactory performance review is

received in Administration. An employee who does not receive a scheduled pay grade step

increase due to a poor performance evaluation shall be granted recurring 60 day review periods

until the performance improves to a "meets requirements" or better ranking or disciplinary

action is taken. When an employee who does not receive a scheduled pay grade step increase
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receives a performance evaluation ranking of "meets requirements" or better, the pay grade step 

increase will be effective the following complete pay period. 

Effective Pates for Step Increases 

All staff employed at the Kenosha Public Library on 01/01/2019 will have a job position anniversary date 

of 01/01/2019. That date will change only if the staff person moves to another job position. 

All staff hired after 01/01/2019 will have a job position anniversary date that coincides with their hire 

date unless they move into a new position. 

Part-time employees receive their pay grade step increase on their job position anniversary date. 

The effective dates for pay grade step increases for all full-time employees are as follows: 

• If the job position anniversary date is the 1st through the 8th of the month, the pay grade step

increase goes into effect the 1st of the month.

• If the job position anniversary date is the 9th through the 23rd of the month, the pay grade step

increase goes into effect on the 16th of the month.

• If the job position anniversary date is the 24th to the last day of the month, the pay grade step

increase goes into effect on the 1st of the following month.

PAY PERIODS 

Pay is issued to all employees on the 15th and on the last day of each month, unless those days fall on a 

weekend (Saturday or Sunday) or a federal holiday. In that case, employees will receive their pay on the 

Friday before the weekend or the last business day before the federal holiday. All employees must be 

enrolled in the City of Kenosha's Direct Deposit program. Pay will be deposited into the designated 

account on the scheduled payday. A Direct Deposit Advice Notice detailing gross pay, deductions, and net 

pay will be delivered to the employee at work. 

EMPLOYMENT BENEFITS 

Insurance 

DENTAL INSURANCE 

Full-time employees eligible for the City of Kenosha's Health Insurance are eligible to participate in the 

dental plan. Employees may elect dental insurance without electing health insurance. 

HEAL TH INSURANCE 

Full-time employees become �ligible for City of Kenosha employer-provided health insurance on the first 

of the month following 60 days of employment. These employees shall receive the same health 

insurance plan coverage that active employees of the City of Kenosha receive. 
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of this program. 

The restricted/modified duty assignment will be based on a qualified medical assessment of the 

employee. It is mandatory for the employee to provide all necessary medical information concerning the 

extent of their work restrictions and the probable duration of their restrictions. The employee is also 

required to submit updated work restrictions to the Head of Administrative Services after every doctor 

visit. 

There is no guarantee of restricted/modified duty assignments. All requests for restricted/modified duty 

assignments shall be reviewed on a case by case basis. It is at the discretion of the Library Director and 

the Department Head or his/her designee to determine the duty assignment. Such assignments shall 

depend in part on the medical limitations of the individual, the availability of suitable work, adequate 

funding, and the needs of the Library. At no time shall a position be created for an employee who has 

requested and/or accepted a restricted/modified duty assignment. A restricted/modified duty 

assignment may be altered to comply with any applicable state and/or federal law. 

VACATION TIME 

Vacation Time for Full-time Employees 

Vacation ·time shall not exceed forty (40) hours in a workweek. Annual vacation time is granted based on 

years of consecutive full-time employment. Employees earn 1/12 of vacation time each month they work 

at least half of their scheduled days in the month. 

Full-time non-exempt employees who work a 40 hour week receive the following vacation time: 

Consecutive Full-Time Employment 

Less than 1 year 

1 year but less than 5 years 

5 years but less than 10 years 

10 years but less than 15 years 

15 years but less than 25 years 

25 years plus 

Accumulation Rate 

56 hrs 

96 hrs 

136 hrs 

152 hrs 

176 hrs 

216 hrs 

Full-time exempt employees receive the following vacation time: 

Years of Consecutive Full-Time Employment 

Less than 1 year 

1 year but less than 5 years 

5 years but less than 10 years 

10 years but less than 15 years 

15 years but less than 25 years 

25 years plus 
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Accumulation Rate 

96 hrs 

136 hrs 

160 hrs 

176 hrs 

192 hrs 

216 hrs 
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Employees earn vacation time for each month they have worked at least half the month. Until January 1 
of the year after the start of the employee's full-time employment, vacation time shall be earned 

. monthly at the rate of 1/12 the annual vacation allowance and may not be used until it has been earned. 
Thereafter, on January 1 of each year, employees will be credited with their full annual vacation time for 
that year. This calculation will include days expected to be accumulated for the full year, taking into 
account the consecutive full-time employment date and the changes in the rate of accumulation that 
may occur. Vacation benefits shall be prorated at 1/12 the annual vacation allowance per month for 
employees whose employment with the Library is discontinued during the year. For the purposes of 
calculating vacation time, if the employee's full-time date is 1-15 of the month , that month is used in the 
vacation calculation; if the full-time date is 1.6-31 of the month, the month is not used in calculating 
vacation time . Vacation taken in advance of accrual must be repaid to the Library upon termination of 
employment . 

• Vacation time is subject to prior approval by supervisors and may be granted on a seniority basis.
Exceptions may be granted in cases of emergency as determined by the Library Director.

• Vacation time up to 40 hours may be carried over to the next year with the approval of the
Library Director. This carryover must be used in the first quarter of the following year.

• Vacation time may not be taken in increments of less than one-quarter hour.

Vacation Time for Part-Time Employees 

Part-time employees earn vacation in increments the same as their full-time counterparts at the 
percentage their position is of full-time hours in that grouping based on the hours listed on their 
Personnel Change Form. Changes in the 11umber of hours worked per week throughout the year in the 
same position will not change the vacation allotment. The hours noted on the Personnel Change Form 
on January 1 of that year will determine the vacation allotment for that year unless the employee 
changes positions during the year. 

EXAMPLE ONLY: 

·Years of Consecutive
· . Employment Accumulation

8m.

· Less than 1 year

1 year but less than 5 years

: Full-time non-exempt 
; employees who work a 

40 hour week receive 
the following vacation 

time: 

Hours 

56 

96 
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Prorated for a • Prorated for : Prorated for 
15 hr/week 'a 20 hr/week I a 29 hr/week ; 
employee 

38% 

21 

36 

em loyee 

50% 

28 

48 
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eml)loyee 

73% 

41 

70 



: 5 years but less than 10 

years 136 52 68 99 

: 10 years but less than 15 
I 

;years 152 58 76 111 
� #••--··, .. ... 

. 15 years but less than 25 

·years 176 67 88 128 

25 years plus 216 82 108 158 

Part time employees earn vacation time for each month of consecutive part-time employment at the 

rate of 1/12 the annual vacation allowance. For the purposes of calculating vacation time, if the 

employee's start date is 1-15 of the month, that month is used in the vacation calculation; if the start 

date is 16-31 of the month, the month is not used in calculating vacation time. Vacation time will be 

rounded up to the nearest quarter hour in calculating time available. 

On January 1 of each year, employees will be credited with their full annual vacation time for that year. 

This calculation will include days expected to be accumulated for the full year, taking into account the 

consecutive part-time employment date and the changes in the rate of accumulation that may occur. For 

the purposes of calculating vacation time accrual, the employee must work at least half the month to be 

credited with the entire month's vacation. An employee must be employed through the 15th of the 

month to earn vacation time for that month. If an employee is on unpaid time, no vacation time accrues . 

Vacation time will be rounded up to the nearest hour in calculating time available. 

Vacation time shall be prorated at 1/12 the annual vacation allowance per month for employees whose 

employment with the Library is discontinued during the year. For the purposes of calculating vacation 

time payout at termination, if the employee's termination date is 1-15 of the month, that month is not 

used in the vacation calculation; if the termination date is 16-31 of the month, the month is used in 

calculating vacation time. 

• Vacation time is subject to prior approval by supervisors and must be requested at least one

working day in advance.

• Vacation time up to 20 hours may be carried over to the next year with the approval of the

Library director. This carryover must be used in the first quarter of the following year.
• Vacation time may not be taken in increments of less than one-quarter hour.
• Vacation time can be used on holidays when the Library is closed.

Leaves of Absence 

MATERNITY/PATERNITY LEAVE OF ABSENCE (See also paid Maternity/Paternity Time page 29) 
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KPL Board of Trustees Committee Referral Status as of December 11, 2018 

Month Referred 

Month Referred 

December 2018 

Building and Grounds Committee 

Issue 

Finance/Personnel Committee 

Issue 

Director's Performance Appraisal 

12/11/2018 

Report Back to Board by 

Report Back to Board by 

February 2019 




