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Employee Manual 
Effective June 2026 

 
 

OVERVIEW 
 
The Bozeman Library Friends and Foundation Employee Manual (the “manual”) has been developed to 
provide general guidelines about the organization’s policies and procedures for employees. It is a guide 
to assist an employee in becoming familiar with some of the privileges and obligations of employment. 
None of the policies or guidelines in the manual is intended to give rise to contractual rights or 
obligations, or to be construed as a guarantee of employment for any specific period of time, or any 
specific type of work, unless an otherwise agreed upon contract has been signed by both parties. 
Additionally, these guidelines are subject to modification, amendment or revocation by the Bozeman 
Library Friends and Foundation (to be known as “BLFF” or “Friends and Foundation”) at any time, 
without advance notice.  
 
The personnel policies of BLFF are approved by the Board of Directors, which has delegated authority 
and responsibility for their administration to the CEO. All employees will be provided a copy of the 
manual upon employment and are expected to abide by it. The highest standards of personal and 
professional ethics and behavior are expected of all BLFF employees. Further, BLFF expects each 
employee to display good judgment, diplomacy, and courtesy in their professional relationships with 
members of the Friends and Foundation Board of Directors, committees, staff, donors, volunteers, 
Bozeman Public Library staff and the general public.  
 
 
MISSION 
 
Our mission is to provide financial support and advocate for the Library, ensuring it has the resources to 
create opportunities that inspire curiosity, exploration, and connection. 
 
EMPLOYMENT POLICIES  
 
Equal Employment Opportunity 
BLFF shall follow the spirit and intent of all federal, state of Montana, and local employment law; is 
committed to equal employment opportunity and will not discriminate against any employee or 
applicant in a manner that violates the law; is committed to providing equal opportunity for all 
employees and applicants without regard to race, color, religion, national origin, sex, age, marital status, 
sexual orientation, disability, political affiliation, personal appearance, family responsibilities, or any 
other characteristic protected under federal, state, or local law. Reasonable accommodations will be 
available to all qualified disabled employees, upon request, so long as the potential accommodation does 
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not create an undue hardship on the Friends and Foundation. The Executive  Director shall act as the 
responsible agent in the full implementation of the Equal Employment Opportunity policy.  
 
Employees are selected on the basis of work history, professional and other skills, knowledge, judgment, 
education, experience, character, motivation and other work-related individual qualities demonstrated in 
written applications and interviews. BLFF strives to recruit and hire the best possible candidates for each 
position. This policy governs all aspects of employment, including selection, job assignment, 
compensation, discipline, termination and access to benefits and training. 
 
 
Policy Against Workplace Harassment  
Employees of BLFF are entitled to work in an environment free of discrimination and harassment, and 
the Foundation is committed to providing a work environment for all employees that is free from sexual 
harassment and other types of discriminatory harassment. Employees are expected to conduct 
themselves in a professional manner and to show respect for their co-workers. Any behavior that creates 
or contributes to an intimidating, hostile, or offensive work environment is absolutely prohibited and 
may result in disciplinary action, up to and including termination of employment. All harassment, 
including sexual harassment, is prohibited under federal and state laws.  
 
It is the employee’s responsibility to report any harassing or sexually harassing behavior to the CEO or 
in the case where the allegation of harassment is against the CEO, the employee is to notify the Board 
President.  
 
This policy applies to all work-related settings and activities, whether inside or outside the workplace, 
and includes business trips and business-related social events. Harassing behavior could be in the form 
of verbal, written or electronic harassment. BLFF’s policy against harassment covers employees and 
other individuals who have a relationship with the Foundation, which enables BLFF to exercise some 
control over the individual’s conduct in places and activities that relate to its work (e.g. directors, 
officers, contractors, vendors, volunteers, etc.).  
 
While it is not possible to list all of the circumstances which would constitute sexual harassment, 
BLFF’s prohibition of harassment includes, but is not limited to the following forms of sexual 
harassment: 

• any deliberate or repeated unsolicited comments, gestures or physical contact of a sexual nature 
which are one-sided, unwelcome or come with strings attached; 

• any requests for sexual favors, including indirect threats that non-cooperation may affect the 
person’s employment, or behavior the affected party wants to stop but doesn’t because of fear 
that it may be coming from someone with power to hire or fire, reward or punish; 

• other inappropriate, vulgar, graphic or obscene language or materials, or physical conduct of a 
sexual nature when such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance; 

• harassment directed toward a person because of gender; and 
• a pattern of favoritism toward sexual partners. 
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While such behavior, depending on the circumstances, may not be severe or pervasive enough to create 
a sexually hostile work environment, it can nonetheless make co-workers uncomfortable. Accordingly, 
such behavior is inappropriate and may result in disciplinary action regardless of whether it is unlawful.  
 
Any reported episode of harassment will be carefully reviewed and investigated promptly and, to the 
extent it is feasible, confidentially. There will be no form of retaliation taken against anyone who in 
good faith reports an episode of harassment. If, after investigation, the organization deems that a person 
has committed an act of harassment, the person will be subject to appropriate discipline, up to and 
including discharge. 
 
It is also unlawful and expressly against BLFF policy to retaliate against an employee for filing a 
complaint of sexual harassment or for cooperating with an investigation of a complaint of sexual 
harassment.  
 
Compliance with this policy is a condition of each employee’s employment.  
 
 
Whistleblower Policy 
As employees and representatives of the Friends and Foundation, everyone must practice honesty and 
integrity in fulfilling responsibilities and complying with all applicable laws and regulations. It is the 
responsibility of all directors, officers, and employees to report violations or suspected violations. No 
director, officer or employee who in good faith reports a suspected violation shall suffer harassment, 
retaliation or adverse employment consequence. An employee who retaliates against someone who has 
reported a violation in good faith is subject to discipline up to and including termination of employment. 
This policy is intended to encourage and enable employees and others to raise serious concerns within 
the Friends and Foundation prior to seeking resolution outside the Friends and Foundation.  
 
The Friends and Foundation has an open door policy and suggests that employees share their questions, 
concerns, suggestions or complaints with someone who can address them properly. In most cases, the 
CEO is in the best position to address an area of concern. However, if the concern involves the CEO, or 
the employee is not comfortable speaking with the CEO, or the CEO’s response is not satisfactory, the 
employee is encouraged to speak with the Board President for resolution. The CEO is required to report 
suspected violations to the Board President or Executive Committee. 
 
Any employee may also report any concern about the financial or accounting policies or practices of the 
Friends and Foundation to the board Treasurer. 
 
Anyone filing a complaint concerning a violation or suspected violation against applicable laws and 
regulations or policies laid out in this manual must be acting in good faith and have reasonable grounds 
for believing the information disclosed indicates a violation. Any allegations that prove not to be 
substantiated and which prove to have been made maliciously or knowingly to be false will be viewed as 
a serious disciplinary offense.  
 
Violations or suspected violations may be submitted on a confidential basis by the complainant or may 
be submitted anonymously. Reports of violations or suspected violations will be kept confidential to the 
extent possible, consistent with the need to conduct an adequate investigation.  
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The Board President will notify the sender (if known) and acknowledge receipt of the reported violation 
or suspected violation as soon as possible. All reports will be promptly investigated and appropriate 
corrective action will be taken if warranted by the investigation.  
 
 
Employee Classifications  
Each employee of BLFF is classified as either exempt or non-exempt from overtime pay requirements, 
depending on their job duties. An employee’s exempt or non-exempt classification may be changed only 
upon written notification by the CEO. 
 
Non-Exempt employees are subject to minimum wage and overtime pay requirements for hours worked 
over 40 in a workweek, in accordance with Federal and State Wage and Hour Laws. Exempt employees 
are classified as such if their job duties are exempt from overtime pay and/or minimum wage 
requirements as determined by Federal and State Wage and Hour Law definitions. 
 
Based on the terms of employment, employees of BLFF fall into the following categories:  full-time, 
part-time, and temporary employees. 
 
Full-Time: 
A full-time employee is one who works an average of 30 or more hours per week on a regular basis. 
 
Part-Time 
A part-time employee is one who works an average of less than 30 hours per week on a regular basis. 
 
Temporary Employees: 
A temporary employee is one who is employed full-time or part-time for a specific job assignment or 
limited duration, or during certain periods of time depending upon the demand of work as determined by 
BLFF. A temporary employee is not eligible for any organization provided benefits. 
 
 
COMPENSATION & BENEFITS  
 
Salaries and Benefits  
BLFF shall provide a competitive package of salary and benefits to all eligible employees. The CEO’s 
salary and benefits are established by the Board of Directors. The salaries, wages and benefits for all 
other employees will be set by the CEO with input from the Executive Committee of the Board of 
Directors.  
 
Performance and salary/wage reviews will be held annually for all employees on or near their 
anniversary of hire date. Reviews may be done more frequently if necessitated. 
 
Health Insurance: The Friends and Foundation makes group health benefits available to eligible 
employees and their family members.  
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Retirement Plan: The Friends and Foundation participates in a retirement plan so that employees may 
save a portion of their earnings for retirement.  
 
More information concerning benefit plans can be found in each benefit’s Summary Plan Description, 
which is available from the Office Administrator. If there are any inconsistencies between this handbook 
and any of the Summary Plan Descriptions, the Summary Plan Descriptions shall govern. The 
organization reserves the right to modify or terminate any or all of its retirement benefits or to change 
benefit providers at any time with or without notice. 
 
Employees should consult each benefit’s Summary Plan Description for information regarding the 
classifications of employees eligible under the specific benefit program. Employees with questions about 
their employment classification or benefits eligibility should contact the CEO. 
 
Deductions: The employee portions to be paid toward health insurance and retirement will be made 
through payroll deductions. Employee elections can be made or changed when allowed by the plan, 
which can result in adjustments to the amount being deducted. 
 
 
Work Schedule/Overtime 
The work week begins at 12:01 a.m. on Sunday and ends at 12:00 midnight on the following Saturday. 
Hours worked do not include vacation, sick, holiday, and other leave or time away from work.  
 
The overtime rate is one and one-half (1½) times the employee’s regular rate of pay for every hour over 
40 worked in a workweek. For purposes of overtime pay, employees are classified as exempt or 
nonexempt. Exempt employees are not eligible for overtime pay. Nonexempt employees receive 
overtime pay for all hours worked over 40 hours in a workweek.   
 
When business conditions require, employees may be needed to work overtime. When this occurs, the 
CEO will make every effort to provide timely advance notice. Such a request for overtime is considered 
to be mandatory. The CEO must approve all overtime in advance.  Employees working overtime without 
approval may be subject to disciplinary action, up to and including discharge. 
 
Non-exempt employees whose work duties require a smart phone or laptop as a business necessity must 
have written permission and consistently log time spent working outside of the scheduled business day. 
BLFF will verify the work performed, business necessity and the access time required to document 
overtime to be paid. 
 
 
Time Reporting 
All non-exempt employees must record their hours worked utilizing the organization’s recordkeeping 
system. The time record is used to compute earnings and is kept as a permanent record. Recording 
another employee's time or falsifying any time record is not permitted and is cause for disciplinary 
action, up to and including discharge. Exempt employees are not required to record hours worked. 
All employees must give written notice of any vacation time, sick time, or personal time being taken in a 
given pay period. 
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Pay Periods/Pay Days 
The pay period is bi-weekly on alternating Mondays. If payday falls on a weekend or holiday, paychecks 
will be issued on the preceding workday. 
 
An itemized statement showing your gross wages for the pay period and all statutory and voluntary 
deductions will be provided. After you review your pay stub and deductions, any mistakes and/or 
improper deductions should be reported immediately. BLFF will attempt to promptly review the 
complaint and, if valid, reimbursement will be issued within a reasonable time frame. 
 
Employees may be paid by check or through direct deposit of funds to either a savings or checking 
account at their bank of choice, providing the bank has direct deposit capability. To activate direct 
deposit, you will be required to complete and sign a Direct Deposit Authorization form and provide it to 
the Office Administrator. 
 
Holidays 
BLFF will observe the following holidays with office closure and paid time for full-time employees:  

• New Year’s Day  
• Martin Luther King, Jr. Day  
• Presidents’ Day  
• Memorial Day  
• Juneteenth 
• Independence Day  
• Labor Day  
• Indigenous Peoples’ Day (2nd Monday in October) 
• Thanksgiving Day (and the Friday following) 
• Christmas Eve 
• Christmas Day  

 
In addition, two personal days may be taken within each calendar year. Full-time employees receive one 
paid day off for each full day of holiday time. Employees will also be given any paid time needed to 
vote in elections. 
 
Sick and Vacation Leave 
Full-time employees accrue 4 hours of sick pay per pay period for a total of 104 hours per year. 
Employees need to notify the CEO the day before or call the morning of the sick leave. If the CEO is not 
in the office, a message must be left on his/her phone and the Office Administrator should be notified. 
Sick days may be used to take care of immediate family members during sickness or for bereavement 
time. A physician’s note may be requested at the discretion of the CEO. Employees may carry up to 104 
hours of accrued sick leave forward into the next year. Unused sick leave is not paid upon termination of 
employment. 
 
 
Full-time employees will accrue vacation time as follows: 
 
First 3 years of employment: 120 hours (3 weeks) per year 
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At 3 years of service vacation increases to: 160 hours (4 weeks) per year 
 
At 5 years of service vacation increases to: 200 hours (5 weeks) per year 
 
Vacation will begin accruing the first day of employment. Employees may only use paid vacation time 
that has accrued. They cannot take paid vacation they have not yet earned.  Vacation notice needs to be 
provided in advance to the CEO, or in the case of the CEO, to the Friends and Foundation Board. Every 
effort must be made to schedule vacation around critical work events.  
 
Employees may accumulate vacation balances up to two (2) times the eligible accrual rate per year. 
Balances exceeding the two (2) times annual limit are considered “excess.”  Employees will be notified 
by December 31 of each year if they have excess vacation accrued. Any excess vacation must be used in 
the first ninety (90) days of the year. If it is not used, the employee will not accrue additional vacation 
time until the excess time is used. 
 
Used and unused sick and vacation hours will be identified on all paychecks. Unused accrued vacation is 
paid at 100% upon termination of employment. 
 
 
Medical Leave 
After completion of one year of continuous full-time employment, leaves of absence, not to exceed 30 
days within any 12-month period may be granted for reasons of bona fide illness. All leaves are to be 
requested in writing to the CEO stating the anticipated start and end dates of the leave of absence. BLFF 
reserves its right to request a doctor’s certification for medical related leaves, before granting the 
requested leave.   
 
If the employee has accrued or earned paid leave, the employee must use paid leave first and take the 
remainder of the time as unpaid leave. Employees unable to work due to a work-related illness or injury 
will be granted leave under this policy and may use accumulated leave time only for the purpose of 
satisfying any waiting period. Absences in excess of these accumulated leave days will be treated as 
leave without pay. 
 
Any employee on Medical Leave does not accrue vacation time or sick hours and is not eligible for 
holiday pay. 
 
Please refer to the Summary Plan Description for information on group insurance benefits during a 
medical leave of absence. If the employee fails to return to work after a leave of absence, BLFF may 
require repayment of the employer’s portion of the premium during the leave of absence.  
 
Upon expiration of the leave, or upon the employee’s notification of his/her intent to return, BLFF will 
reinstate the employee to the next available job opening in his/her classification. If an employee on leave 
does not report to BLFF upon the expiration of his/her leave, the employee shall be considered as having 
voluntarily given his/her resignation. If the employee fails to return to work after leave, BLFF may 
require repayment of the employer’s portion of the premium during the leave. 
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When an employee returns from a Medical Leave, the employee must provide a release from a physician 
stating that the employee is medically fit for duty and can perform the essential functions of the job, 
with or without an accommodation. BLFF, at its discretion, may require an employee to be examined by 
a physician designated by the organization before the employee is permitted to return to work from a 
disability leave. 
 
If an employee returning from a leave of absence requires an accommodation due to a disability, BLFF 
will make a reasonable accommodation, unless doing so will result in an undue hardship. The final 
decision on whether an employee is ready to return to work rests with the organization. 
 
 
Parental Leave 
An employee requiring parental leave for the birth or adoption of a child shall provide BLFF with 
reasonable notice of the expected date of leave. BLFF will not terminate an employee because of 
pregnancy. BLFF requires disability as a result of pregnancy be verified by medical certification that the 
employee is not able to perform employment duties.    
 
If the employee has accrued or earned paid leave, the employee must use paid leave first and take the 
remainder of the time as unpaid leave. Any employee on parental leave does not accrue vacation time or 
sick hours and is not eligible for holiday pay. Medical insurance benefits will continue on the same basis 
as if the employee were actively working. If the employee has elected family (spouse, child, or both) 
coverage, the employee is responsible for paying their portion of the health insurance plan while on 
unpaid leave. This may be accomplished by pre-paying the amount due through payroll deduction before 
going on unpaid leave or in the form of a check written to BLFF to cover the portion of family coverage 
owed for each billing cycle. 
 
Please refer to the Summary Plan Description for information on group insurance benefits during leave. 
If the employee fails to return to work after leave, BLFF may require repayment of the employer’s 
portion of the premium during the leave.  
 
Upon signifying an intent to return at the end of a parental leave of absence, the length of which will 
have been negotiated on an individual basis with the CEO, the employee will be reinstated to the 
employee’s original job or to an equivalent position with equivalent pay, benefits, and accumulated 
seniority as of the date leave began, unless the employer’s circumstances have so changed as to make it 
impossible or unreasonable to do so.  
 
 
Extended Personal Leave 
Employees who have been employed by BLFF for at least one year may apply for personal leaves of 
absence for up to eight weeks. Personal leaves are unpaid and are discretionary with approval by the 
CEO. When considering a request for a personal leave, BLFF will consider factors such as the 
employee’s position, the employee’s length of service, the employee’s performance record including 
attendance, the purpose of the leave, the effect of the leave on other employees, and the Friends and 
Foundation’s general business needs.  
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Per above, personal leaves generally are unpaid, however, if the employee has accrued or earned paid 
leave, the employee must use paid leave first and take the remainder of the time as unpaid leave. Any 
employee on personal leave does not accrue vacation time or sick hours and is not eligible for holiday 
pay. Medical insurance benefits will continue on the same basis as if the employee were actively 
working. If the employee has elected family (spouse, child, or both) coverage, the employee is 
responsible for paying their portion of the health insurance plan while on unpaid leave. This may be 
accomplished by pre-paying the amount due through payroll deduction before going on unpaid leave or 
in the form of a check written to BLFF to cover the portion of family coverage owed for each billing 
cycle.  
 
BLFF cannot guarantee reinstatement upon return from a personal leave; however, it will make a 
reasonable effort to place the employee in an available position for which he or she is qualified. If such a 
position is not available, then the employee’s employment will terminate. Even in that event, the 
employee may later apply for reemployment. Employees who fail to report to work after an approved 
leave of absence are deemed to have voluntarily resigned. If the employee fails to return to work after 
leave, BLFF may require repayment of the employer’s portion of the premium during the leave. When 
an approved leave has been exhausted, the employee may request additional leave. The Executive  
Director must approve all unpaid leave before it is taken.  
 
 
Jury Duty 
Recognizing that employees who serve on jury duty will be minimally compensated by the Court, BLFF 
will pay the employee the difference between what the Court pays and the usual salary of the employee 
for up to ten (10) days of jury duty. After ten (10) days, the employee will take unpaid leave or use 
vacation time with the continuation of benefits. 
 
 
Military Leave  
BLFF will abide by all provisions of the Uniformed Services Employment and Re-Employment Rights 
Act (USERRA) and will grant military leave to all eligible employees.  Employees must provide 
advance notice of their intent to take military leave and must provide appropriate documents unless 
giving such notice is impossible, unreasonable, or precluded by military necessity.  
 
Eligible employees called for annual or special reserve or National Guard duty training during regularly 
scheduled workdays may receive the difference between regular pay and military service pay, up to a 
maximum of three weeks per year.  To be eligible for military leave pay, an employee must be a full-
time employee who has completed six months of employment, who is actively employed and on the 
payroll up to the time the employee reports for duty, and returns to employment after completion of 
duty.   
 
In accordance with applicable law, employees on military leave will be reinstated upon satisfactory 
completion of military service and timely notice of intent to return to work, provided the employee is 
qualified and the organization’s circumstances have not changed to the extent that it would be 
impossible or unreasonable to provide reemployment. 
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Please refer to your Summary Plan Description for information on group insurance benefits during your 
leave of absence.  
 
Any employee on leave does not accrue vacation time or sick hours and is not eligible for holiday pay.   
 
Sabbatical 
 
1.  Purpose 
The Bozeman Library Friends and Foundation (the “BLFF”) values the long-term dedication of its 
employees and recognizes that sustained, meaningful work in the nonprofit sector can be both deeply 
rewarding and personally demanding. This Sabbatical Policy is designed to: 
 

• Recognize and reward significant, sustained contributions to BLFF’s mission; 
• Support the physical, mental, and creative renewal of experienced staff members; 
• Encourage professional growth and the development of new skills, perspectives, and ideas that 

benefit the organization; and 
• Strengthen organizational resilience by developing internal coverage capacity and succession 

readiness. 
 
A sabbatical is not an entitlement and is distinct from standard vacation, sick leave, or other forms of 
paid time off. It is a structured benefit awarded to eligible employees who have demonstrated long-term 
commitment to BLFF. 
 
2.  Eligibility 
To be eligible for a sabbatical, an employee must meet all of the following criteria: 
 

• Be classified as an exempt, full-time employee of BLFF; 
• Have completed a minimum of seven (7) years of continuous employment with BLFF at the time 

the sabbatical is proposed to begin; 
• Be in good standing, with no active performance improvement plans, disciplinary actions, or 

unresolved HR matters at the time of application; and 
• Have not taken a sabbatical within the preceding seven (7) years. This benefit recurs on a seven-

year cycle; an employee who has taken a sabbatical becomes eligible again after completing an 
additional seven (7) years of continuous service. 

 
Part-time employees, non-exempt employees, temporary staff, and independent contractors are not 
eligible for this benefit. Eligibility does not guarantee approval; all sabbaticals are subject to 
organizational need, timing, and the requirements set forth in this policy. 
 
3.  Duration and Compensation 
3.1  Standard sabbatical period 
An approved sabbatical consists of eight (8) consecutive weeks of paid leave. BLFF will continue to pay 
the employee’s regular base salary and maintain all benefits (including health insurance and retirement 
contributions) throughout the standard sabbatical period. 
 
3.2  Optional extension using accrued vacation 
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An eligible employee may elect to extend the sabbatical by using up to ten (10) accrued vacation days 
immediately following the eight-week paid sabbatical period. Use of vacation days for this purpose is 
subject to the employee having a sufficient accrued vacation balance at the time the sabbatical begins. 
Vacation days used in this manner will be treated and paid according to BLFF’s standard vacation 
policy. 
 
3.3  Other leave balances 
Accrued sick leave may not be used to extend a sabbatical. The sabbatical period does not interrupt the 
accrual of standard paid time off benefits. 
 
4.  Application and Approval Process 
4.1  Advance notice 
Employees must submit a written sabbatical request to the CEO (or, in the case of the CEO, to the Board 
Chair) no fewer than ninety (90) days before the proposed start date. This notice period exists solely to 
allow BLFF adequate time to plan for coverage of the employee’s responsibilities. 
 
4.2  Written  
The written request must include the following. No explanation of the employee’s intended activities 
during the sabbatical is required or expected. 
 

• The proposed start and end dates of the sabbatical; 
• A preliminary outline of proposed coverage arrangements, identifying who will assume primary 

responsibility for the employee’s key duties during the leave. 
• The proposed start and end date of any vacation extension, if the employee elects to use accrued 

vacation days to extend the sabbatical. 
 
4.3  Scheduling and approval 
The CEO (or Board Chair, as applicable) will respond in writing within thirty (30) days of receiving the 
notification. An eligible employee’s sabbatical will be approved provided that adequate coverage 
arrangements can be confirmed for the proposed period. BLFF will work collaboratively with the 
employee to finalize coverage. The only basis on which a start date may be adjusted is a documented 
operational conflict that cannot be resolved through coverage planning — for example, an unavoidable 
staffing gap, a key deadline, or a critical organizational event that falls within the proposed leave 
window. In such cases, BLFF may request that the employee defer the start of the sabbatical by up to 
ninety (90) days. Any deferral beyond ninety (90) days requires the employee’s written agreement. 
 
Sabbatical requests may not be denied on the basis of the employee’s intended activities or personal 
reasons for taking leave. Scheduling conflicts are resolved through deferral, not denial. 
 
5.  Responsibilities Coverage Plan 
A detailed, written coverage plan is a required condition of sabbatical approval. The coverage plan must 
be finalized and approved by the CEO (or Board Chair) no fewer than thirty (30) days before the 
sabbatical begins. 
 
The coverage plan must address: 
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• Identification. Primary responsibilities and ongoing projects 
• Assignment. For each responsibility identified, name the individual(s) who will assume or share 

that responsibility during the sabbatical. 
• Transition preparation. Any required training, briefings, or knowledge transfer that must occur 

before the employee departs. 
• Decision authority. Clear designation of who holds decision-making authority for time-sensitive 

matters in the employee’s absence. 
• Communication protocols. How urgent communications directed to the employee will be 

handled and redirected. 
• Staffing adjustments. Any interim contractor, temporary staff, or redistribution of duties that 

may be required. 
 
The employee on sabbatical is not expected to be available for work-related matters during their leave. 
The coverage plan should be designed to function without requiring contact with the employee except in 
extraordinary circumstances, and only then with the employee’s prior consent. 
 
6.  Post-Sabbatical Return  
BLFF offers this benefit in the spirit of mutual investment — in the employee’s renewal and in the long-
term health of the organization. Employees are expected to return to their role at the conclusion of the 
sabbatical period. 
 
7.  General Provisions 
7.1  Coordination with other leave 
A sabbatical may not be combined with or run concurrently with FMLA leave, medical leave, or any 
other leave of absence program. If an employee experiences a qualifying medical event during a 
sabbatical, the BLFF and employee will address the situation in accordance with applicable law and 
BLFF policy. 
 
7.2  Benefits continuation 
All employer-paid benefits will continue without interruption during the standard eight-week paid 
sabbatical period. Benefit treatment during any vacation extension will follow standard BLFF vacation 
leave practices. 
 
7.3  Confidentiality and conduct 
Employees on sabbatical remain bound by BLFF’s confidentiality obligations, conflict of interest policy, 
and code of conduct. Engaging in outside employment or consulting that conflicts with the employee’s 
duties to BLFF during the sabbatical period is prohibited without prior written approval from the CEO. 
 
7.4  Policy modifications 
BLFF reserves the right to modify, suspend, or discontinue this policy at any time, subject to applicable 
law. Modifications will not affect sabbaticals already in progress at the time of the change. 
 
7.5  Governing law 
This policy shall be governed by and interpreted in accordance with the laws of the State of Montana. 
 
Professional Development  
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When funds permit, BLFF will assist all employees to attend non-mandatory workshops, seminars, 
conferences and trainings, etc. for continued staff development. Individual employees will help identify 
training needs to determine knowledge, skills and abilities necessary for job performance, areas in need 
of improvement and career development goals. Monetary limits on training are established annually.  
 
 
Reimbursable Expenses  
Reimbursement is authorized for reasonable and necessary expenses incurred in carrying out job 
responsibilities. Reimbursable travel expenses include only those legitimate business expenses incurred 
while traveling in connection with BLFF business, including travel costs (least expensive means 
possible), personal vehicle costs according to federal guidelines, gas, reasonable lodging, and actual 
meal costs. Alcohol or in-room services are not allowable expenses. Employees may opt to rent a 
vehicle instead of personal use of car for extended trips.  
 
Employees are responsible for transportation costs between the office and home during normal work 
hours. Expenses incurred during periods of paid time off while in a travel status are not allowable. Only 
if a weekend stay is required during a work-related trip will expenses incurred during the weekend be 
reimbursed. Miscellaneous business expenses incurred while on BLFF travel are also reimbursable. You 
must support each expense with paid receipts. 
 
 
SAFETY POLICY 
 
BLFF is committed to safety in all areas of the organization and our goal is to comply with the Montana 
Safety Culture Act and the Occupational Safety & Health Act of 1970. These Acts require employers to 
provide a safe and healthful working environment and that employees comply with occupational safety 
and health standards and all rules, regulations, and orders contained within the Acts, which are 
applicable to their own actions and conduct.  
 
We believe that safety must function as an integral part of, and in no manner separate from, the 
operation of the organization. In recognition of this, employees are expected to: 
 

• Maintain a safe and healthful working environment and to comply with BLFF’s policies. 
• Consistently adhere to proper operating practices and procedures, which are designed to prevent 

injury, illness, and loss of assets. 
• Comply with the requirements of federal, state, and local safety and health codes to insure the 

wellbeing and safety of all employees. 
• Attend and participate in training and education opportunities. 

 
Employees may receive training on the use of equipment, proper and safe operating procedures, and 
site/task specific job functions. Periodic safety training sessions may be conducted to maintain employee 
awareness. 
 
 
Reporting Accident or Injury 
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Maintaining a safe work environment requires the continuous cooperation of all employees. BLFF 
encourages employees to communicate with fellow employees and the Director regarding safety issues.  
 
All employees are covered by Workers’ Compensation Insurance that provides coverage and protection 
in accordance with the workers’ compensation law. Any work-related accident which occurs on the job, 
no matter how minor, must be reported immediately to theCEO. The CEOand employee will complete a 
First Report of Injury as soon as possible, and no later than 24 hours from the time of injury, even if 
there are no apparent injuries at the time. Failure to report accidents is a serious matter as it may 
preclude an employee’s coverage under Workers’ Compensation Insurance. 
 
Employees suffering a loss time injury on the job must have written authorization from his/her physician 
stating that he/she can perform the normal duties of the position, with or without reasonable 
accommodation, before returning to work. Time off for days not worked or resulting in partial days or 
an intermittent work schedule will be coordinated under the terms of the Medical or Personal Leave 
Policy. See pages 7-9 for more information on job protected leave and benefit continuation provisions. 
 
 
WORKPLACE THREATS AND VIOLENCE 
 
Nothing is more important to the Friends and Foundation than the safety and security of its employees. 
BLFF has zero tolerance for violence in the workplace, which includes zero tolerance for acts of 
intimidation, threats of violence (whether express or implied), or acts of violence on Library premises, 
while on BLFF business, or against another BLFF employee, either during or after working hours. Any 
of the aforementioned acts of violence against employees, visitors, guests or other individuals by anyone 
will not be tolerated and must be reported to the CEOimmediately. Violations of this policy will lead to 
disciplinary action up to and including discharge and potentially arrest and prosecution. 
 
Bullying, including cyberbullying, is also prohibited. Behaviors that may be determined to be bullying 
include but are not limited to:  

• Use of hate words, such as the 'n-word.' 
• alienating or isolating an employee;  
• harassing or intimidating an employee;  
• making rude, condescending, insulting and demeaning statements to others;  
• using angry and hostile tones, shouting, throwing things, or slamming doors when displeased; 
• berating staff and colleagues in front of others. 

  
Any person who makes substantial threats, exhibits threatening behavior, or engages in violent acts on 
Library property shall be removed from the premises as quickly as safety permits, and shall remain off 
the premises pending the outcome of an investigation. BLFF will initiate an appropriate response.  This 
response may include, but is not limited to, suspension and/or discharge from any business relationship, 
reassignment of job duties, suspension or discharge from employment, and/or criminal prosecution of 
the person or persons involved. 
 
No existing policy, practice, or procedure should be interpreted to prohibit decisions designed to prevent 
a threat from being carried out, a violent act from occurring, or a life-threatening situation from 
developing. 



15  Bozeman Library Friends and Foundation Employee Manual 
 

 
All BLFF employees are responsible for notifying the CEOof any threats they have witnessed, received, 
or been told that another person has witnessed or received. Even without an actual threat, employees 
should also report any behavior they have witnessed which may be regarded as threatening or violent 
when that behavior is job-related or might be carried out on the Library site, or is connected to Friends 
and Foundation employment. Employees are responsible for making this report regardless of the 
relationship between the individual who initiated the threat or threatening behavior and the person or 
persons who were threatened or were the focus of the threatening behavior.   
 
All individuals who apply for or obtain a protective or restraining order, which lists the Library as a 
protected area, must provide to the CEOa copy of any temporary protective or restraining order which is 
granted, and a copy of any protective or restraining order which is made permanent. BLFF understands 
the sensitivity of the information requested and has developed confidentiality procedures, which 
recognize and respect the privacy of the reporting employee(s).   
 
 
OTHER RELATED POLICIES  
 
Employee Confidentiality 
Employees are required to sign a Confidentiality Pledge as a condition of employment. Any employee 
who discloses confidential BLFF information will be subject to disciplinary action (including possible 
separation), even if he or she does not actually benefit from the disclosure of such information.  
 
Discussions involving sensitive information should always be held in confidential settings to safeguard 
the confidentiality of the information. Conversations regarding confidential information generally 
should not be conducted on cellular phones, or in elevators, restrooms, restaurants or other places where 
conversations might be overheard.  
 
 
Personnel Records 
Personnel records are the property of BLFF, and access to the information they contain is restricted and 
confidential. A personnel file shall be kept for each employee and should include the employee’s job 
application, copy of the letter of employment and position description, performance reviews, 
disciplinary records, records of salary increases, and any other relevant personnel information. It is the 
responsibility of each employee to promptly notify the CEOin writing of any changes in personnel data, 
including personal mailing addresses, telephone numbers, names of dependents and individuals to be 
contacted in the event of an emergency.  
 
 
Appearance 
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect 
the image BLFF and Bozeman Public Library present to others. Each employee is expected to dress 
appropriately for the job. The CEOmay offer guidance as to appropriate attire. 
 
Outside Employment 
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Individuals employed by the Friends and Foundation may hold outside jobs as long as they meet the 
performance standards of their job with BLFF and the outside employment does not constitute a conflict 
of interest. Employees should consider the impact that outside employment may have on their ability to 
perform their duties for the Friends and Foundation. All employees will be evaluated by the same 
performance standards and will be subject to BLFF scheduling demands, regardless of any outside work 
requirements.  
 
If BLFF determines that an employee’s outside work interferes with his or her job performance or ability 
to meet the requirements of the job, as they are modified from time to time, the employee may be asked 
to terminate the outside employment if he or she wishes to remain employed with the Friends and 
Foundation. Employees may not receive any income or material gain from individuals or organizations 
for materials produced or services rendered while performing their jobs with BLFF.  
 
 
Tobacco Use 
The use of tobacco products including but not limited to cigarettes, cigars, pipes, vaping equipment and 
smokeless tobacco is prohibited inside any of the organization’s facilities or vehicles. Appropriate 
signage will be placed at entrances to all buildings advising employees and visitors that the Bozeman 
Public Library maintains a tobacco-free environment. The management of each facility will designate 
areas outside the building where the use of tobacco products will be allowed. This policy relates to all 
work areas always, including before and after normal working hours. Any violation of this policy may 
result in appropriate corrective disciplinary action, up to and including discharge. 
 
 
Drug and Alcohol Use 
BLFF has a strong commitment to its employees to provide a safe and secure workplace and to establish 
programs promoting high standards of employee health.  The purpose of this policy is to state the 
organization’s philosophy with respect to drug and alcohol use and abuse. 
 
The unlawful manufacture, distribution, dispensation, possession, or use of any controlled substance or 
alcohol while performing Friends and Foundation business or while on Library grounds are prohibited. 
These activities constitute serious violations of BLFF rules, jeopardize the organization, and can create 
situations that are unsafe or that substantially interfere with job performance. 
 
Employees must notify the employer of any criminal drug statute conviction for a violation occurring in 
the workplace no later than 5 days after such conviction. 
  
Employees who know or should know the use of a legal prescription could impair their ability to 
perform their jobs should inform the CEOimmediately. The information, which will be kept 
confidential, is necessary to properly and safely assess an employee’s ability to perform his/her job 
duties. 
 
Employees in violation of this policy are subject to appropriate disciplinary action, up to and including 
dismissal. 
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Use of Social Media 
Use of the social media during work hours, whether using Friends and Foundation computers or 
otherwise, for purposes other than directly related to business matters is not allowed, and violations will 
be subject to discipline up to and including termination of employment, depending on the severity and 
frequency of the violation(s). 
 
Lawful use of the social media during nonworking hours is a protected under Montana law. However, 
use of the social media during nonworking hours in a manner which is not lawful may give rise to 
discipline up to and including termination of employment. Unlawful use of social media includes, but is 
not necessarily limited to using social media to: 
 

• Harassing co-employees or donors to the Friends and Foundation or patrons of the Library; 
• Disclosing BLFF or Library proprietary information, including the name or sensitive facts 

relating to BLFF donors or Library patrons; or  
• Threatening or intimidating co-employees or donors to BLFF or Library patrons 

 
This policy applies to an employee’s social media posts, tweets, etc., that are about or may be seen by 
employees, customers, clients, vendors, competitors, etc.  
 
The employee's Facebook or other social media account may be configured as private. But if co-workers 
or other stakeholders are connected and see the posts, the posts are eligible for corrective action.  
 
Remember, what is posted by you on social media can be and is often misconstrued and is permanent. 
Think before posting matters using social media. 
 
Generative AI Use Policy 
Generative AI can be a beneficial tool in the workplace, but employees must be aware of potential risks. 
Bozeman Library Friends and Foundation permits the responsible use of these tools. Information put 
into these tools has the risk of becoming public so employees must be aware of the following 
restrictions.  
 
Never use sensitive content as part of an inquiry in AI tools, such as: 

• Personally identifiable information 
• Personal health information 
• Data containing financial information about the organization, employees, donors, or other 

individuals 
• Intellectual property that is not part of the public domain 
• Any confidential information 

If you are unsure about entering information, err on the side of caution and consult the CEOfor 
guidance. All content generated by an AI tool must be reviewed for accuracy and to evaluate quality. 
 
 
Internal Complaint Process 
This Internal Complaint Process is not available to employees still in their probationary period for 
disciplinary action or following discharge. 
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Employees may request a review of a personnel action, an unsatisfactory performance review, or other 
issues. Employees are expected first to discuss their concern with the CEOor if the problem involves 
theCEO, then the employee may discuss the situation with the Board President. 
 
If an employee has a particular problem or complaint that needs resolution, the employee may present a 
written statement to theCEO. If the situation is not resolved or the employee is uncomfortable taking the 
issue to theCEO, they may contact the Board President who will consider the written statement and take 
such action as deemed appropriate. 
 
If an individual employee wishes to appeal discharge, layoff, or a change in working conditions, he or 
she must present a written statement to the CEO within 10 days after he or she is informed of the 
discharge or change in the working condition. The written statement will contain the facts the employee 
believes should be considered and shall state the resolution the employee believes is appropriate.  
 
If this decision is not satisfactory to the individual employee, the employee or terminated employee must 
present a written statement to the Board President within 10 days after he or she is notified of the 
decision of the CEO. The written statement will contain the facts the employee believes should be 
considered and shall state the resolution the employee believes is appropriate. The Board President or 
his/her designee shall consider and advise the employee or former employee of the final decision 
regarding the employee’s complaint or grievance within 90 days after the employee initiates the process. 
 
 
Disciplinary Action 
Disciplinary action can be taken at the discretion of the CEO and shall be decided on a case-by-case 
basis. If an employee disagrees with any disciplinary action, he or she must file a written grievance to 
the CEO or the Board President. See the Internal Complaint Process section above for detailed 
information. 
 
 
SEPARATION AND/OR TERMINATION 
 
Employment of an individual may be terminated by resignation, discharge, expiration of their term of 
employment, retirement, or a need to reduce the work force. Employees who choose to voluntarily 
terminate their employment are encouraged to give a minimum of fourteen (14) days notice to allow for 
an orderly and responsible transition. If an employee is terminated or laid off from the organization, the 
CEO will designate the termination date, which is last working day for the employee. 
 
 
Probationary Employment Period 
The probationary period is intended to give new and rehired employees the opportunity to demonstrate 
their ability to achieve a satisfactory level of performance and to determine whether the new position 
meets both the employee’s and the employer’s expectations. During a probationary period of 
employment either you or the Friends and Foundation may end the employment relationship at will at 
any time with or without cause or advanced notice. Probationary employees do not have access to the 
internal complaint process to appeal disciplinary action or discharge.  
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All new and rehired employees work on a probationary basis during the first six months of employment. 
Any significant absence shall automatically extend the probationary period by the length of the absence.   
If BLFF determines that the designated probationary period does not allow sufficient time to thoroughly 
evaluate you, the probationary period may be extended for an additional six months. 
 
During the probationary period, new and rehired employees are eligible for the benefits required by law. 
Employees may be eligible for other organization provided benefits, subject to the terms and conditions 
of each benefit program. Employees shall be informed of the details of specific benefits programs as the 
employees become eligible. 
 
 
Final Pay 
In compliance with Montana law, when you voluntarily terminate or are involuntarily terminated prior 
to payday, your final pay will be issued on the next regularly scheduled payday, or within 15 days from 
the date of the actual separation, whichever occurs first.  
 
In the event of separation from employment, or immediately upon request by the CEO or his or her 
designee, employees must return all BLFF property that is in their possession or control, including credit 
cards, identification badges, office/building keys, computers, flash drives, or other digital property, and 
intellectual property, such as written materials or work products. BLFF may take any action deemed 
appropriate to recover or protect its property.  
 
All hiring and firing decisions related to regular employees will be executed with knowledge and input 
from the Executive Committee of the Board of Directors.  
 
If an employee has questions or concerns regarding any of the policy guidelines listed above, please 
contact the CEO.  
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EMPLOYEE MANUAL AND CONFIDENTIALITY PLEDGE 
Bozeman Public Library Foundation 

 
 
EMPLOYEE RECEIPT AND ACCEPTANCE  
 
I hereby acknowledge receipt of the Bozeman Library Friends and Foundation Employee Manual. I 
understand and agree that the Employee Manual is not an employment contract for any specific period 
of employment or for continuing or long-term employment. 
 
I understand that it is my continuing responsibility to read the Employee Manual and ask questions 
where necessary. I understand that I must follow the policies contained in the Employee Manual as a 
condition of employment. I agree to return the Employee Manual upon termination of my employment.  
 
Signature _____________________________________________  
 
Print Name ___________________________________________ Date ____________________ 
 
 
CONFIDENTIALITY POLICY AND PLEDGE  
 
Any information that an employee learns about the Bozeman Public Library, Bozeman Library Friends 
and Foundation, or its members or donors as a result of working for the organization that is not 
otherwise publicly available constitutes confidential information. Employees may not disclose 
confidential information to anyone who is not employed by BLFF or to other persons employed by 
BLFF or the Bozeman Public Library who do not need to know such information to assist in rendering 
services. The disclosure, distribution, electronic transmission or copying of BLFF’s confidential 
information is prohibited. Any employee who discloses confidential information will be subject to 
disciplinary action (including possible termination), even if he or she does not actually benefit from the 
disclosure of such information.  
 
I understand the above policy and pledge not to disclose confidential information.  
 
Signature __________________________________________  
 
Print Name _________________________________________ Date ______________________ 
 
 
Please sign and return to the Friends and Foundation CEO.  
 
 


