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FACE MASK REQUIREMENT DURING PANDEMIC 

https://www.michigan.gov/coronavirus/0,9753,7-406-98178_98455-533660--,00.html
https://d4804za1f1gw.cloudfront.net/wp-content/uploads/sites/88/2020/08/10115810/Library-Patron-Responsibilities.pdf
https://d4804za1f1gw.cloudfront.net/wp-content/uploads/sites/88/2020/08/10115810/Library-Patron-Responsibilities.pdf
https://www.kdl.org/sites/default/files/kdl-policy-manual.pdf
https://www.kdl.org/sites/default/files/kdl-policy-manual.pdf
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/about-face-coverings.html
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INVESTMENTS 
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http://www.legislature.mi.gov/(S(2mfrycp4k3qduioswls0lvwy))/mileg.aspx?page=getObject&objectName=mcl-397-182
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http://www.legislature.mi.gov/(S(xlnv0w1xicgvrtt5ssetk5hm))/mileg.aspx?page=MclPASearch
http://www.legislature.mi.gov/(S(xlnv0w1xicgvrtt5ssetk5hm))/mileg.aspx?page=MclPASearch
http://www.legislature.mi.gov/(S(xlnv0w1xicgvrtt5ssetk5hm))/mileg.aspx?page=MclPASearch
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FUND BALANCE 
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KDL POLICY 5.2 

PURCHASING POLICY 
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KDL POLICY 5.3 

CONFLICT OF INTEREST—BOARD & STAFF 

 

http://www.legislature.mi.gov/(S(mqetx133za5db3bhyxbjnijo))/mileg.aspx?page=getObject&objectName=mcl-15-321
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KDL POLICY 5.3.1 

CONTEST PARTICIPATION 
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KDL POLICY 5.4 

CODE OF ETHICS—BOARD  

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 
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ACCEPTANCE OF NON-BOOK GIFTS  
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CREDIT CARD USE  
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KDL POLICY 5.8 

NON-SUFFICIENT FUNDS (NSF) CHECK RETURN FEE  
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KDL POLICY 5.9 

FRAUD PREVENTION  
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• 



 
 
 
 

POLICY MANUAL 
76 

 
 

KDL POLICY 5.10 

CAPTURE OF KDL MILLAGE  
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KDL POLICY 5.11 

FUNDRAISING  

  

https://afpglobal.org/ethics/code-ethics
https://afpglobal.org/ethics/code-ethics
https://afpglobal.org/ethics/code-ethics
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KDL POLICY 5.12 

RECORDS RETENTION  

  

https://www.michigan.gov/documents/dtmb/RMS_GS17_640201_7.pdf
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KDL POLICY 5.13 

FIXED ASSETS  

1. 
2. 
3. 
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PERSONNEL , cont.  
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KDL POLICY 6.1 

EQUAL EMPLOYMENT OPPORTUNITY  

KDL POLICY 6.1.1 

HARASSMENT  

• 

• 

• 

• 

• 

http://www.gpo.gov/fdsys/pkg/STATUTE-100/pdf/STATUTE-100-Pg3445.pdf
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• 

• 

• 

KDL POLICY 6.1.2 

AMERICANS WITH DISABILITIES ACT (ADA)  

https://www.eeoc.gov/facts/ada18.html
https://www.michigan.gov/documents/PWDCRA10-05_115444_7.pdf
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KDL POLICY 6.2 

POSITION AUTHORIZATION 

KDL POLICY 6.2.1 

APPLICATIONS 

KDL POLICY 6.2.1.1 

INTERNSHIPS 
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• 

• 

• 

KDL POLICY 6.2.2 

INTERVIEW + SELECTION 

• 

• 

• 
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KDL POLICY 6.2.3 

INITIAL EMPLOYMENT PERIOD 

  KDL POLICY 6.2.4 

PROMOTIONS 

KDL POLICY 6.2.5 

NEPOTISM 
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KDL POLICY 6.2.6 

“ACTING” CAPACITY 

KDL POLICY 6.2.7 

OUTSIDE EMPLOYMENT 
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KDL POLICY 6.2.8 

EMPLOYEE TERMINATION OF EMPLOYMENT 
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KDL POLICY 6.3 

PERSONNEL FILES + EMPLOYEE RECORDS 

KDL POLICY 6.3.1 

ACCESS TO EMPLOYEE FILE INFORMATION 

http://www.legislature.mi.gov/(S(sopouj45ylcygv55rz4oo02r))/printDocument.aspx?objName=mcl-act-454-of-2004&amp;amp%3Bamp%3Bversion=txt
http://www.legislature.mi.gov/(S(sopouj45ylcygv55rz4oo02r))/printDocument.aspx?objName=mcl-act-454-of-2004&amp;amp%3Bamp%3Bversion=txt
http://www.legislature.mi.gov/(S(sopouj45ylcygv55rz4oo02r))/printDocument.aspx?objName=mcl-act-454-of-2004&amp;amp%3Bamp%3Bversion=txt
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KDL POLICY 6.3.2 

CONTINUOUS LENGTH OF SERVICE 

• 

• 

• 

• 

• 

KDL POLICY 6.3.3 

DISCLOSURE OF EMPLOYEE FILE INFORMATION 

• 
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• 

 
 

• 

• 

KDL POLICY 6.3.4 

EMPLOYEE REFERENCES 

  

http://www.legislature.mi.gov/(S(qgogpctccnuwe2dquwszsbk1))/mileg.aspx?page=getobject&amp;objectname=mcl-Act-454-of-2004&amp;query=on
http://www.legislature.mi.gov/(S(qgogpctccnuwe2dquwszsbk1))/mileg.aspx?page=getobject&amp;objectname=mcl-Act-454-of-2004&amp;query=on
http://www.legislature.mi.gov/(S(qgogpctccnuwe2dquwszsbk1))/mileg.aspx?page=getobject&amp;objectname=mcl-Act-454-of-2004&amp;query=on
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KDL POLICY 6.3.5 
APPLICANT/EMPLOYEE BACKGROUND VERIFICATION + DRUG SCREENING 
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KDL POLICY 6.3.6 

SOCIAL SECURITY NUMBERS PRIVACY 

• 

• 

• 

• 

• Require an employee to transmit the SSN to gain access to an internet website or 
computer system network unless the connection is secure, the transmission is encrypted, 
or a password or other authentication devise is required to gain access; 

• Include the SSN in or on any document sent to an individual if the numbers are visible on 
or, without manipulation, from outside of the envelope or packaging; 

• Include the SSN in or on any document or information mailed to an individual, except in 
accordance with the Act or other applicable laws, rules, or regulations; or 

• Unlawfully disclose social security numbers in violation of the Act or other applicable 
laws, rules, and regulations. 

http://www.legislature.mi.gov/(S(qgogpctccnuwe2dquwszsbk1))/mileg.aspx?page=getobject&amp;objectname=mcl-Act-454-of-2004&amp;query=on
http://www.legislature.mi.gov/(S(qgogpctccnuwe2dquwszsbk1))/mileg.aspx?page=getobject&amp;objectname=mcl-Act-454-of-2004&amp;query=on
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KDL POLICY 6.4 

COMPENSATION  

KDL POLICY 6.4.1 

PERFORMANCE EVALUATION  

KDL POLICY 6.4.2 

BENEFITS  
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KDL POLICY 6.4.3 

SICK LEAVE  

• 

• 

• 

• 
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  KDL POLICY 6.4.4 

SICK TIME PAYMENT  

• 

• 

• 

• 

KDL POLICY 6.4.5 

DISABILITY LEAVE OF ABSENCE  
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KDL POLICY 6.4.6 

WORKERS’ DISABILITY COMPENSATION SUPPLEMENTAL PAY  

KDL POLICY 6.4.7 

EMERGENCY CLOSING COMPENSATION  



 
 
 
 

POLICY MANUAL 
100 

 
 

 



 
 
 
 

POLICY MANUAL 
101 

 
 

KDL POLICY 6.5 

WORK WEEK  
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KDL POLICY 6.6 

PROGRESSIVE ACTION POLICY 

KDL POLICY 6.6.1 

COMPLAINT RESOLUTION PROCESS 

1. 

2. 
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3. Nothing contained in this policy is intended to create a just-cause employment relationship 
or to establish a disciplinary policy that precludes the Library from discharging an employee 
at will. 
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KDL POLICY 6.7 

VACATION ELIGIBILITY 

KDL POLICY 6.7.1 

VACATION—PART TIME 

KDL POLICY 6.7.2 

VACATION—CARRY FORWARD 

 

Requests to carry forward vacation leave resulting in an excess of 26 days (208 hours) in 
the employee’s vacation leave bank shall be made in writing to the employee’s supervisor 
and must note the anticipated dates that the excess leave will be used. All carry forward of 
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vacation leave must be approved by both the supervisor and the Executive Director. Such carry 
forward leave shall be allowed only for special personal reasons and for no longer than six 
months after the year in which the carry forward was credited. 

 

KDL POLICY 6.7.3 

PAYMENT OF UNUSED LEAVE + PAID TIME OFF (PTO) 

KDL POLICY 6.7.4 

BEREAVEMENT LEAVE 

a. 

b. 

c. 
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d. 

e. 

KDL POLICY 6.7.5 

FAMILY + MEDICAL LEAVE ACT (FMLA) 

A. 

1) 

2) 

3) 

4) 

5) 

6) 

https://www.dol.gov/whd/regs/statutes/fmla.htm
https://www.dol.gov/whd/regs/statutes/fmla.htm
https://www.dol.gov/whd/regs/statutes/fmla.htm
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B. 

1) 

2) 

3) 
4) 

5) 

C. 

D. 
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E. 

F. 

G. 

H. 
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I. 

KDL POLICY 6.7.6 

PERSONAL LEAVE OF ABSENCE WITHOUT PAY 
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KDL POLICY 6.7.7 

PERSONAL LEAVE OF ABSENCE WITH PAY 

KDL POLICY 6.7.8 

JURY LEAVE 

KDL POLICY 6.7.9 

MILITARY LEAVE 

https://www.dol.gov/vets/programs/userra/
https://www.dol.gov/vets/programs/userra/
https://www.dol.gov/vets/programs/userra/
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POLICY MANUAL 
112 

 
 

KDL POLICY 6.7.10 

HOLIDAY ACCRUAL + ELIGIBILITY 

• 

• 

• 
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KDL POLICY 6.8 

TRANSPORTATION REIMBURSEMENT 

KDL POLICY 6.8.1 

HONORARIA 

KDL POLICY 6.8.2 
PROFESSIONAL ASSOCIATION/COMMUNITY ORGANIZATION MEMBERSHIPS 
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• 

• 

• 
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KDL POLICY 6.9 

DRUG-FREE WORKPLACE  

a) 

b) 

c) 
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a) 

b) 

c) 

d) 

e) 
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KDL POLICY 6.10 

ELECTRONIC COMMUNICATIONS POLICY  
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KDL POLICY 6.11 

WHISTLEBLOWER POLICY  

http://www.legislature.mi.gov/documents/mcl/pdf/mcl-Act-469-of-1980.pdf
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KDL POLICY 6.12 

BOARD MEMBER COMPENSATION  
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KDL POLICY 6.13 

CONFERENCE ATTENDANCE—BOARD + STAFF  
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KDL POLICY 6.14 

VOLUNTEERS  

KDL POLICY 6.14.1 

VOLUNTEER BACKGROUND VERIFICATION  
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SECTION 1 
 APPENDIX. 
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KDL APPENIX I 

LIBRARY BILL OF RIGHTS 
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KDL APPENDIX II 

FREEDOM TO READ STATEMENT 
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1. 

2. 
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3. 

 

4. It is not in the public interest to force a reader to accept the prejudgment of a label 
characterizing any expression or its author as subversive or dangerous. 

 

The ideal of labeling presupposes the existence of individuals or groups with wisdom 
to determine by authority what is good or bad for others. It presupposes that individuals 
must be directed in making up their minds about the ideas they examine. But Americans 
do not need others to do their thinking for them. 

 

5. 
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6. 

 
 

http://www.ala.org/
http://www.publishers.org/
http://www.publishers.org/
http://www.bookweb.org/abfe
http://www.aaupnet.org/
http://www.aaupnet.org/
http://www.cbcbooks.org/
http://www.cbcbooks.org/
http://www.ftrf.org/
http://www.nacs.org/
http://www.nacs.org/
http://www.ncac.org/
http://www.ncac.org/
http://www.ncte.org/
http://www.tjcenter.org/
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KDL POLICY APPENDIX III 

FREEDOM TO VIEW STATEMENT  

1. 

2. 

3. 

4. 

5. 

http://www.ala.org/advocacy/intfreedom/censorshipfirstamendmentissues
http://www.ala.org/advocacy/intfreedom/censorshipfirstamendmentissues
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KDL POLICY APPENDIX IV 

CHALLENGED MATERIALS  

---  
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KDL POLICY APPENDIX V 

DIVERSITY IN COLLECTION DEVELOPMENT 

Intellectual freedom, the essence of equitable library services, provides for free access to all 

http://www.ala.org/advocacy/intfreedom/censorshipfirstamendmentissues
http://www.ala.org/advocacy/intfreedom/censorshipfirstamendmentissues
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expressions of ideas through which any and all sides of a question, cause, or movement may be 
explored. Toleration is meaningless without tolerance for what some may consider detestable. 
Librarians cannot justly permit their own preferences to limit their degree of tolerance in 
collection development, because freedom is indivisible. 
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KDL POLICY APPENDIX VI 

EVALUATING LIBRARY COLLECTIONS  

I. 

II. 

III. 

Adopted February 2, 1973, by the ALA Council; amended July 1, 1981. [ISBN 8389-5406-5] 
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KDL APPENDIX VII 

EXHIBIT SPACES + BULLETIN BOARDS 
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KDL POLICY APPENDIX VIII 

EXPURGATION OF LIBRARY MATERIALS  

  

http://www.ala.org/advocacy/intfreedom/librarybill/interpretations
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/accessdigital
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/accessdigital
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/accessdigital
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/access-library-resources-for-minors
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KDL POLICY APPENDIX IX 

LABELS AND RATING SYSTEMS  

 
 
Publishers, industry groups, and distributors sometimes add ratings to material or include them as part 
of their packaging. Librarians should not endorse such practices. However, removing or destroying such 
ratings—if placed there by, or with permission of, the copyright holder—could constitute expurgation 
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(see Expurgation of Library Materials: An Interpretation of the Library Bill  of Rights). 

 

Some find it easy and even proper, according to their ethics, to establish criteria for judging materials 
as objectionable. However, injustice and ignorance, rather than justice and enlightenment, result from 
such practices. The American Library Association opposes any efforts that result in closing any path to 
knowledge. 
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KDL POLICY APPENDIX X 

UNIVERSAL RIGHT TO FREE EXPRESSION 

1. 

2. 

http://www.un.org/Overview/rights.html
http://www.un.org/Overview/rights.html
http://www.un.org/Overview/rights.html
http://www.ala.org/advocacy/proethics/codeofethics/codeethics


 
 
 
 

POLICY MANUAL 
141 

 
 

• 

• 

• 
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• 

Adopted January 16, 1991, by the ALA Council. [ISBN 0-8389-7494-5] 
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KDL POLICY APPENDIX XI 

LIBRARY INITIATED PROGRAMS AS A RESOURCE 
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KDL POLICY APPENDIX XII 

ECONOMIC BARRIERS TO INFORMATION ACCESS 

http://www.ala.org/advocacy/intfreedom/censorshipfirstamendmentissues
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KDL POLICY APPENDIX XIII 

ACCESS TO LIBRARY RESOURCES + SERVICES REGARDLESS OF SEX, 

GENDER IDENTITY, OR SEXUAL ORIENTATION 

• 

• 

• 
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• 

  materials, and programs 
be available to all members of the community the library serves, 

• 

• 
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KDL POLICY APPENDIX XIV 

ACCESS TO ELECTRONIC INFORMATION, SERVICES + NETWORKS 

http://www.ala.org/tools/ethics
http://www.ala.org/tools/ethics
http://www.ala.org/tools/ethics
http://www.ala.org/advocacy/intfreedom/guidelinesforaccesspolicies
http://www.ala.org/advocacy/intfreedom/guidelinesforaccesspolicies
http://www.ala.org/advocacy/intfreedom/guidelinesforaccesspolicies
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http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/access-library-resources-for-minors
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/accessresources
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/privacy
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/privacy
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/privacy
http://www.ala.org/aboutala/governance/policymanual/updatedpolicymanual/section2/50natinfosvc#B.4.2
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/economicbarriers
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/economicbarriers
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/economicbarriers
http://www.ala.org/aboutala/governance/policymanual/updatedpolicymanual/section2/52libsvcsandrespon#B.8.10
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1) 

2) 

http://www.ala.org/aboutala/governance/policymanual/updatedpolicymanual/section2/53intellfreedom#B.2.1.17
http://www.ala.org/aboutala/governance/policymanual/updatedpolicymanual/section2/53intellfreedom#B.2.1.17
http://www.ala.org/aboutala/governance/policymanual/updatedpolicymanual/section2/53intellfreedom#B.2.1.17
http://caselaw.findlaw.com/us-supreme-court/319/141.html
http://caselaw.lp.findlaw.com/scripts/getcase.pl?court=US&amp;amp%3Bamp%3Bamp%3Bamp%3Bvol=381&amp;amp%3Bamp%3Bamp%3Bamp%3Binvol=301
http://www.aallnet.org/products/pub_llj_v95n02/2003-11.pdf
http://caselaw.findlaw.com/us-supreme-court/393/503.html
http://caselaw.lp.findlaw.com/scripts/getcase.pl?court=us&amp;amp%3Bamp%3Bamp%3Bamp%3Bvol=457&amp;amp%3Bamp%3Bamp%3Bamp%3Binvol=853
http://caselaw.lp.findlaw.com/scripts/getcase.pl?court=us&amp;amp%3Bamp%3Bamp%3Bamp%3Bvol=457&amp;amp%3Bamp%3Bamp%3Bamp%3Binvol=853
http://caselaw.lp.findlaw.com/scripts/getcase.pl?court=us&amp;amp%3Bamp%3Bamp%3Bamp%3Bvol=457&amp;amp%3Bamp%3Bamp%3Bamp%3Binvol=853
http://caselaw.lp.findlaw.com/scripts/getcase.pl?court=us&amp;amp%3Bamp%3Bamp%3Bamp%3Bvol=457&amp;amp%3Bamp%3Bamp%3Bamp%3Binvol=853
http://www.law.umkc.edu/faculty/projects/ftrials/conlaw/kendrick.html
http://www.law.umkc.edu/faculty/projects/ftrials/conlaw/kendrick.html
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3) 

 

  

https://www.law.cornell.edu/supct/html/02-361.ZS.html
https://www.law.cornell.edu/supct/html/02-361.ZS.html
https://www.law.cornell.edu/supct/html/02-361.ZS.html
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KDL POLICY APPENDIX XV 

THE LIBRARY PRIVACY ACT 
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  KDL POLICY APPENDIX XVI 

 CONTRACTS OF PUBLIC SERVANTS WITH PUBLIC ENTITIES 

(a) 

(b) 

(1) 

(2) 

(a) 

(b) 

(c) 
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(d) 

(3) 

(4) 

(a) 

(1) 

(a) 

(b) 

(2) 

(a) 

(i) 
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(ii) 

(b) 

(c) 

(i) 

(ii) 

(iii) 

(3) 
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(a) 

(b) 

(i) 

(ii) 

(iii) 

(c) 

(d) 

(1) 

(a) 

(b) 
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(c) 

(d) 

(2) 

(1) 

(2) 
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  KDL POLICY APPENDIX XVII 

WRITTEN PUBLIC SUMMARY OF FOIA PROCEDURES + GUIDELINES 

 

1. 

o 

o 

o 

o 

o 

o 

2. 

o 

• 

• 

http://www.kdl.org/
http://www.kdl.org/
mailto:lwerner@kdl.org
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• 

• 

• 

o 

3. 

o 

o 

• 

• 

• 

• 

• 

• 

o 

• 
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• 

• 

4. 

o 

o 

• 

• 

• 

• 

• 

• 

o 

• 

• 

• 

o 
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• 

• 

o 

• 

• 

o 

• 

• 

o 

o 

5. 

o 

• 

• 

o 
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• 

• 

o 

6. 

• 

• 

• 

• 

7. 
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• 

• 

• 

• 

http://www.kdl.org/
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  KDL POLICY APPENDIX XVIII 

KENT DISTRICT LIBRARY FREEDOM OF INFORMATION ACT (FOIA) 

PROCEDURES + GUIDELINES 

http://www.kdl.org/
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• 

• 

• 

• 

• 
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• 

• 

• 

• 

• 

• 

• 

• 
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• 

• 

• 

• 

• 

• 

• 

• 

• 

o 

o 

• 

o 
o 

o 
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• 

• 

• 

• 

• 

• 

• 

• 

• 
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• 

• 
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1. 

2. 

• 

• 

• 
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3. 

4. 

5. 

• 

• 
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• 

• 

• 

o 
o 

o 

o 
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• 

• 

• 

• 
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  KDL POLICY APPENDIX XIX 

CODE OF ETHICAL PRINCIPLES + STANDARDS 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 
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14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 
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  KDL POLICY APPENDIX XXI 

THE DONOR BILL OF RIGHTS 

I. 

II. 

III. 

IV. 

V. 

VI. 

VII. 

VIII. 

IX. 

X. 


