








CONTRACT MEMBER LIBRARIES - Monthly Financial Report

LIBRARY:  AURORA TOWN PUBLIC LIBRARY MONTH: NOV

Projected Projected

Adopted Budget Year-to-Date Utilization Variance

SAP Acct. Description Budget Transfers Expenditures at 12/31 at 12/31 Comments

500000 Salaries - Full-time 0 0 0 0 0
502000 Fringe Benefits 0 0 0 0 0

          Utility Charges:

515000 Water 550 0 271 279 550 0
515000 Sewer 850 38 888 0 888 0
515000 Telephone  - Maintenance 0 264 264 (0) 264 0 Rel Comm 

510200 Dues and Fees 20 0 20 0 20 0
510200 Professional Services 0 435 435 0 435 0 All American Security

545000 Rental Charges 0 0 0 0 0
506200 Repairs & Maintenance Chgs. 2,100 (447) 1,734 (81) 1,734 (81)
555050 Insurance Charges 0 0 0 0 0
510000 Travel & Mileage Expenses 400 (290) 112 (2) 112 (2)
530000 Other Expenses & Charges 600 0 500 100 600 0
530000 Contingency (Bullet Aid) 0 2,120 2,120 0 0 2,120 Bullet Aid - In Local 

TOTAL  EXPENSES 4,520 2,120 6,344 296 4,603 2,037

Adopted Budget Y-T-D Projected Projected
Budget Revisions Revenues Revenues Variance Comments

       Fines, Lost Books, etc. 11,490 0 5,486 6,004 5,985 (5,505)
       Copy Machines 606 0 384 222 418 (188)
       Print Cost Recovery 2,333 0 1,530 803 1,669 (664)
       Other Income 304 0 0 304 0 (304) Recording Under Fines, Lost
       State Funding 0 0 0 0 0
       Municipal Support 0 0 0 0 0
       Donations (priv. persons/foundations) 0 0 0 0 0
       Fundraising (events/booksales) 0 0 0 0 0
       Interest Income 0 0 0 0 0
       Misc Income 0 2,120 0 2,120 (2,120) Bullet Aid - In Local
       Use of Fund Balance 0 0 0 0 0
         TOTAL DIRECT INCOME 14,733 2,120 7,400 9,453 8,072 (8,781)

 DIRECT LOCAL INCOME

Available 

Budget

To Be 

Realized
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Buffalo & Erie County Public Library 
 

PERSONNEL POLICIES AND PROCEDURES MANUAL 
_____________________________________________________________________________________________ 
 
SUBJECT: Union Membership 

CHAPTER: III 

SECTION: 1 

EFFECTIVE DATE: 1/81 

REVISION DATE: 6/06, Modified for the B&ECPL effective 1/1/15, 11/15/21 

This policy is a system-wide policy for application to all libraries within the Buffalo & Erie 
County Public Library System. 
 
I.  JOINING OR RESIGNING FROM A UNION 
 

In accordance with the Public Employees Fair Employment Act (Taylor Law)1 
union membership is not a requisite for employment. However, any employee 
with permanent status or who is otherwise eligible for union membership and 
whose title is not designated as Managerial or Confidential may join a union if 
they so choose. 
 
The B&ECPL will neither encourage nor discourage membership in any union or 
with any certified employee representative. Further, we quote a standard 
"PLEDGE AGAINST DISCRIMINATION AND COERCION" from a current 
bargaining agreement: 

"The employer agrees not to interfere with the rights of employees to 
become members of the Union, and there shall be no discrimination, 
interference, restraint, or coercion by the Employer or any employer 
representative against any employee because of Union membership or 
because of any employee activity in an official capacity on behalf of the 
Union." 

 
Employees should contact their respective union representative for information 
on joining the union. Human Resources will advise an employee of which 
bargaining unit their current position is assigned to.  

 
 
 

                                                           
1 It is important to note that the employees of “Free Association” Libraries within the B&ECPL system are not public 

employees. 
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II. UNION DUES 
 

A. Union Dues 

 
1. In accordance with all bargaining agreements, the B&ECPL is required 

to deduct union dues from the pay of each employee who signs a 
membership dues check off authorization card.  
 

2. The B&ECPL will forward all amounts so deducted to the appropriate 
bargaining agents, together with a list of the names of the persons from 
whose pay deductions have been made and the deductions from each. 

 
B. Deductions 
 

1.  Payroll deductions are made for those employees who have signed 
and submitted a membership dues check off authorization card. Union 
membership also confers union voting privileges. 

 
2.  The union shall certify in writing to the B&ECPL the current rate of 

membership dues and shall give the employer thirty (30) days notice 
prior to the effective date of any change. 

 
III. TIME OFF FOR UNION BUSINESS 

 
A. Union Business 

 
It is the policy of the B&ECPL that no union activity is to occur during work 
hours except as specifically provided for in the respective collective 
bargaining agreements. Examples of forbidden work time union activity 
without prior employer approval include, but are not limited to, the 
following: 

1. Discussing union meetings or activities during work hours. 
2. Union officials using work time to campaign for union offices. 
3. Using B&ECPL equipment or vehicles for union purposes.  

 
B. Guidelines 
 

1.  This general policy will be applicable to all unions either currently 
certified or any union challenging a recognized union. 

 
2.  Employees who willfully disregard this policy may be subject to 

disciplinary action. 
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3.  Any union representative must give reasonable advance notice to their 
immediate supervisor when union business requires that they will be 
absent from their normal work station. 

 
4.  A union representative who wishes to contact a bargaining unit 

employee during working hours must first contact the employee's 
immediate supervisor to assure the availability of the employee at a 
mutually satisfactory time and place.  

 
5.  It is understood that all employees who are conducting union business 

in accordance with the following procedures will do so without loss of 
pay or benefits, or charge to accumulated leave time. 

 
C. Procedures 

 
For specific information on procedures pertaining to time off for union 
business, please see the appropriate collective bargaining agreement. 

 
IV. MEETING SPACE/ACCESS TO PREMISES 

 
The B&ECPL will accord to the recognized collective bargaining agents the 
privilege of using space in library buildings, without charge, for the purpose of 
holding meetings, subject to the provisions of the respective bargaining 
agreements and the guidelines below.  
 
Rules regarding meeting space and access to library premises can be found in the 
collective bargaining agreements that cover library employees. All users must 
abide by the specific library’s meeting room policies and make reservations 
accordingly. Directions for utilizing the LibCal Room Reservation system for 
room reservation at Central and Buffalo Branches can be found on the intranet. 

 
V. BULLETIN BOARDS 

 
A. Provision of Space 

 
In accordance with collective bargaining agreements, the Buffalo & Erie 
County Public Library shall provide bulletin board space reserved exclusively 
for the employee organizations that have been certified as collective 
bargaining agents. All material that is posted on such boards must be signed 
by an officer of the bargaining agent and reviewed by the Assistant Deputy 
Director of Human Resources. 
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B. Guidelines 
 

1. No material shall be posted that is profane or obscene, which is 
defamatory to the B&ECPL or its representatives, or which constitutes 
election campaign material for or against any person, organization, or 
faction thereof. 
 

2. Any bulletin board space designated for the exclusive use of any 
bargaining agent will be clearly identified by a label, sign, or other 
device. 

 
3. Where locked bulletin boards are provided, duplicate keys will be held 

by one (1) individual designated by the bargaining agent and the 
Assistant Deputy Director of Human Resources. 
 

4. The B&ECPL has agreed to provide bulletin boards in accessible and 
suitable locations. 
 

5. The B&ECPL retains ownership of all bulletin boards unless otherwise 
provided by contract. 
 

6. It is suggested that any matter posted on any bulletin board be dated, 
and be removed when it is no longer timely. 
 

7. Further information regarding bulletin boards may be found in 
collective bargaining agreements. 

 
VI. LABOR MANAGEMENT COMMITTEE 

 
A. Meetings 

 
It is agreed that labor and management representatives will meet on a 
monthly basis or at other mutually satisfactory times to discuss 
predetermined work related issues. Such meetings are attended by the 
Assistant Deputy Director of Human Resources (or their designee), Union 
Unit President (or their designee), and any other department or union 
representative(s) as previously agreed to by both the Assistant Deputy 
Director and the Union Unit President. Total attendance will not exceed the 
number of representatives specified in bargaining agreements. 

 
B. Guidelines 

 
1. Discussions at Labor-Management meetings are limited to topics that 
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are not grievable. However, it is deemed to be in the best interest of 
both labor and management to openly discuss work related issues of 
mutual interest in order to maintain and improve good working 
relationships. 
 

2. Labor Committee attendees must give reasonable advance notice to 
their immediate supervisors that it is necessary to be away from their 
work stations. 
 

3. In the event such meetings are scheduled within their regularly 
scheduled working hours, employee representatives will not suffer 
loss of time and pay. 
 

4. The agenda of items to be discussed at any committee meeting must be 
exchanged by both parties at least seven (7) calendar days before such 
meeting, unless this provision is waived by mutual agreement. 
 

5. Any agreement reached among the parties in attendance at a given 
meeting will not abrogate or negate any provisions of the applicable 
collective bargaining agreement. 
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Buffalo & Erie County Public Library 
 

PERSONNEL POLICIES AND PROCEDURES MANUAL 
_____________________________________________________________________________________________ 
 
SUBJECT: Sick Leave 

CHAPTER: VII 

SECTION: 2 

EFFECTIVE DATE: 1/81 

REVISION DATE: 11/89, 5/90, 4/91, 7/06, 1/10, Modified for the B&ECPL effective  
              1/1/15, 11/15/21 

This policy is a system-wide policy for application to all libraries within the Buffalo & Erie 
County Public Library System. 
 

I. STATEMENT OF POLICY 

 
Full-time and regular part-time employees of the Buffalo & Erie County Public 
Library earn sick leave credits in accordance with the terms of their collective 
bargaining agreement or benefits package. The appropriate collective bargaining 
agreement or benefits package should be consulted for further information.  
 
Within the limits of the sick leave credits they have accrued, an employee will be 
granted sick leave with pay when they are incapacitated or unable to perform the 
duties of their position by reason of personal sickness or injury, serious illness in 
the employee's immediate family which requires the care and attendance of the 
employee, quarantine regulations, medical/dental visits, or maternity. 

 
II. GUIDELINES 
 

A. Accrual of Sick Leave 
 

1. The start of accrual varies by the type of appointment. 
a. Each permanent appointee will begin to accrue sick leave 

credits immediately upon appointment. 
b. Each temporary and provisional appointee who does not hold 

permanent status under any title will begin to accrue sick leave 
credits only after six (6) months of continuous service. 

c. Temporary appointees in the AFSCME bargaining unit only 
who do not hold permanent status under any other title will 
begin to accrue sick leave credits immediately upon 
appointment. 
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2. The rate of accrual is dependent on factors such as the employee’s 
status, type of appointment, and bargaining unit assignment. 
Employees should refer to their respective collective bargaining 
agreement or contact Human Resources.  
 

3. Sick leave credits will be accrued only for each pay period in which the 
employee is on full pay status for 50% or more of the workdays in the 
pay period. 
 

4. An employee’s sick time accruals are noted on their bi-weekly pay 
stubs. 

 
5. Employees may accrue unused sick leave up to the maximum allowed 

in the labor agreements or in policies designated for Managerial/ 
Confidential and non-represented employees. 

a. A "bank" of unused sick leave credits provides excellent 
insurance in the event of serious injury or extended illness of 
any employee. The B&ECPL does not participate in the New 
York State Disability Insurance Program.  

b. In general, employees are able to accrue a maximum of 1,800 
hours of sick leave. 

 
6. When a permanent employee resigns or retires and is later reemployed 

or reinstated into the same position within one (1) year following 
resignation or within two (2) years or four (4) years of returning from a 
recall or preferred list, respectively, sick leave credits accumulated at 
the time of separation from service shall be restored. 

 
B. Use of Sick Leave  

 
1. Anticipated sick leave should be requested and approved in advance. 

Unanticipated sick leave should be approved promptly upon return to 
work.  
 

2. An employee who utilizes sick leave for five (5) or more consecutive 
scheduled days of work must substantiate said leave, unless otherwise 
stated in the applicable collective bargaining agreement. 

 
3. Charges against sick leave time for medical/dental visits (that must be 

made during work hours) only may be made in one (1) hour increments 
for all bargaining units and for Managerial/Confidential employees. 

 
4.  Sick leave shall not be granted in less than one (1) hour increments. 
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C. Approval of Sick Leave 
 

1. To obtain approval and credit for the use of sick leave, the employee 
must complete and submit to the department head or designee one (1) 
copy of the Request for Leave form (PO-19). 

 
2. A certificate or affidavit, issued by the attending physician, indicating 

incapacity and inability of the employee to perform their duties must 
be filed with Human Resources in cases of absence of five (5) or more 
consecutive workdays, unless otherwise stated in the applicable 
collective bargaining agreement. Human Resources may make further 
inquiries on any illness, regardless of certificate or affidavit. 

 
3. If an employee fails to submit proof of illness to Human Resources 

when required to do so, the absence shall not be deductible from sick 
leave and shall be considered as time off without pay. 

 
4. If, in the judgment of Human Resources or designee, the proof 

submitted does not justify the employee's absence, such absence shall 
not be deducted from sick leave and shall be considered time off 
without pay. 

 
5. Charge of sick leave credit for a medical/dental appointment (if taken 

on other than a half or full day basis) must be reported on a Request 
for Leave form (PO-19), and an appointment card or a statement from 
the physician/dentist must be provided to Human Resources. The 
verification will be placed in the employee’s medical file, not personnel 
file or payroll file.  

 
D. Call-In Procedure 

 

1. Each day that absence is necessary under the sick leave provisions and 
established practices, employees must report to their department head 
(or the specific designee of the department head) within 30 minutes 
before the start of the employee’s shift, except where otherwise stated 
in the employee’s collective bargaining agreement.  

 
2. The daily call-in report should include, insofar as possible, the general 

nature of the illness or injury (or in the case of illness in immediate 
family, the relationship and nature of illness) and the anticipated 
return date.  
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3. It is essential that the call-in be made directly to the department head 
or the specific designee(s); call-in reports of absence to any other 
employee shall not be deemed proper notice.  

 
4. Notification via text shall not constitute sufficient notice under this 

policy. Voicemail messages left on the appropriate telephone number 
designated for notification by the department shall be sufficient if the 
30-minute notification time falls during non-working hours.  
 

5. Information regarding employee illnesses and injuries is confidential 
and will only be shared with others who have a legitimate business 
need to know.  

 
6. In cases of serious injury or accident, it is acceptable for a family 

member to report on behalf of the employee. 
 

7. Daily call-in is required each and every day, except: 
a. When illness is of anticipated short duration not exceeding five 

(5) days, employees must state, at time of initial call-in, the 
anticipated duration of absence. If they fail to do so, they are 
expected either to report to work the following workday or call 
in on a daily basis. Employees shall call in the day before their 
previously reported anticipated return date and report their 
present status. 

b. When absence is the result of accident or serious illness and at 
the time of call-in there is no indication of duration of absence, it 
is expected that the employee or member of family will report 
more definite information secured from the attending physician 
regarding the apparent nature of illness or injury and 
anticipated return date within three (3) days after the initial call-
in. 

c. When absence is the result of accident or serious illness and the 
attending physician indicates that an employee cannot return to 
work until a specified time, the employee is expected to return 
on the date indicated.  

d. When an employee calls in and reports that the attending 
physician has informed them that they will be unable to work 
indefinitely due to extended illness, the employee is expected to 
report a return date as soon as one is determined. 

 
8. Upon reporting illness/injury as stated above, employees shall 

promptly submit to Human Resources a certificate from their 
attending physician indicating the nature of illness and anticipated 
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return date, if known. The certificate will be placed in the employee’s 
medical file, not personnel file. 

 
9. In the event of any change in condition or change in anticipated return 

date from that previously reported, a new certificate from the 
attending physician shall be submitted to Human Resources. 

 
E. Return to Work 

 
Following a sick leave due to illness or injury, employees must present a 
statement from their physician demonstrating ability to return to work 
without restrictions to Human Resources prior to their return. 
 

F. Sick Leave During Suspension of Operations 
 
An employee who is on paid sick leave on a day when B&ECPL operations 
are suspended will continue on paid sick leave; their sick leave accruals will 
continue to be charged during the suspension of operations. 

 
G. Abuse Of Sick Leave Benefits 

 
1. Abuse of sick leave privileges shall be grounds for disciplinary action, 

up to and including termination. 
 

2. When an employee's absences are such that the B&ECPL has 
reasonable grounds to believe that an abuse of sick leave may exist, the 
employee will be notified in writing of such suspected abuse, and 
thereafter may be required, regardless of the duration of the absence, 
to submit a satisfactory doctor's certificate or affidavit indicating the 
specific nature of the disability and its duration to Human Resources 
before such absence may be charged against the employee's 
accumulated sick leave balance. 
 

3. The unions have pledged that they will work cooperatively with the 
B&ECPL to reduce and prevent sick leave abuse. 


