
Personnel Policy 

Rawlins Municipal Library falls under the umbrella organization of the City of Pierre. With that stated, 

Rawlins Municipal Library employees are subject to the rules and regulations found in the Personnel 

Policies Manual for the City of Pierre. The Personnel Policies Manual is a 92-page living document that is 

continually being updated. All employees can access the Personnel Policies Manual on the P drive that is 

available on each staff member’s computer. The following pages list the Table of Contents from the 

Policies and Procedures Manual that shows each category in the manual. Rawlins Municipal Library 

formally adopts the City of Pierre Personnel Policies Manual as part of the Rawlins Municipal Library’s 

Procedures Manual. 

Adopted by the Rawlins Municipal Library Board of Trustees August 30, 2023 

Reapproved by the Rawlins Municipal Library Board of Trustees August 25, 2025 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
A  
Absence - Un-notified Section 8.2.2  
Acceptance of Employment Section 4.11  
Accident Investigation Section 2.11  
American With Disabilities Act Section 11.0  
Annual Leave Section 7.2  
Anti-Harassment Section 2.2  
Application for Employment Section 4.3  
Appointive Official Defined Section 3.1.2  
Appointments to Boards, Commissions or Committees Section 2.6.1  
Arrest Policy Section 2.23  
Attendance Section 5.10  
B  
Benefits Section 6.5  
Bloodborne Pathogens Exposure Control Plan Section 13.0  
Break Periods Section 5.3.1  
C  
Call Back Pay Section 5.4  
Cellular phones Section 2.8.1  
Certification Section 2.18  
Changes of Name, Address, etc. Section 2.14.2  
City Property Section 2.8  
City Vehicles Section 2.8  
COBRA Section 6.5.6  
Commuting Section 2.8  
Compensation Time Section 5.8  
Compensation Section 6  
Computer Acceptable Use Policy Section 2.22  
Confidential File Section 2.15  
D  
Daylight Savings Time Section 5.3.3  
Definitions-Employees Section 3.1  
Definitions-Separation from Service Section 8.1.1  
Dental Insurance Section 6.5.2  
Demotion Section 9.1.5  
Discharge Disciplinary Interview Section 8.3.1  
Disciplinary Action Section 9.1  
Disciplinary Causes Section 8.5  
Disclaimer Section 1.4  
Disciplinary Interview Section 9.1.9  
Dismissal Section 9.1.6  
Disqualification for Employment Section 4.7  
Donating Leave Section 7.13  
Double time (See Call Back) Section 5.4  
Drug and Alcohol-Free Workplace Policy Section 10  
E  
Early Pay Checks Section 6.2  



Educational Assistance Section 2.9  
Eligibility for Employment Section 4.4  
Employee Committee Section 2.5  
Employee Responsibilities/Drugs Section 10.5  
Employment Offers Section 4.10  
Employment References Section 2.16  
Employment of Relatives Section 4.14  
Equal Employment Opportunity Section 2.1  
Evaluations Section 2.13  
Executive Session Section 2.17  
Exemptions to Overtime Section 5.9  
Exit Interviews Section 8.4  
F  
Family and Medical Leave Act Section 7.10  
Flex Time Section 5.6 & 5.3  
Full Time Employee, Defined Section 3.1.5  
G  
Grievance Procedure Section 9.2.1  
H  
Health Insurance Section 6.5.1  
Hiring Section 4.1  
Holiday on Regular Day Off Section 7.11.2  
Holidays Section 7.11  
I  
Immediate Family Section 2.24  
Involuntary Separation Section 8.3  
J  
Job Announcement Section 4.2  
Job Redesign/Reconsideration Section 12.4  
Jury Duty Section 7.7  
K  
L  
Leave Donation Section 7.13  
Leave Request Forms Section 7.12  
Leave Without Pay Section 7.5  
Life Insurance Section 6.5.3  
Licenses and Certifications Section 2.19  
Living Outside City Limits Section 4.12  
Lobbying Section 2.6  
Longevity Pay Section 6.5.12  
Longevity/Wellness Benefit Section 6.5.10  
Longevity/Wellness Retirement Benefit Section 6.5.11  
M  
Maternity Leave Section 7.6  
Military Leave Section 7.8  
Misconduct Section 8.5  
Mobile phones Section 2.8.1  
Municipal Employee Defined Section 3.1.1  



N  
Nepotism Section 4.14  
New Hire Section 12.2  
New Positions Section 4.13 & 12.4  
Non Grievable Actions Section 9.1.8  
O  
On-Call Section 5.5.1  
Oral Reprimand Section 9.1.1  
Outside Employment Section 2.12  
Overtime Section 5.7  
Overtime - exemptions Section 5.9  
P  
Pagers Section 2.8.1  
Pay Period and Pay Day Section 6.1  
Payroll Deductions Section 6.4  
Performance Evaluations Section 2.13  
Permanent Part-Time Employee, Defined Section 3.1.6  
Permanent Part-Time Leave Section 7.4  
Personal Appearance Section 2.21  
Personal Emergency Leave Section 7.9  
Personnel Records Section 2.14  
Political Activity Section 2.6  
Probation Period-Disciplinary Section 9.1.3  
Probationary Employee Section 4.15  
Probationary Employee, Defined Section 3.1.8  
Promotions Section 3.2  
Public Relations Section 2.7  
Purpose and Use Section 1  
Q  
Qualifications for Employment Section 4.5  
R  
Record Retention Section 2.14.3  
Recruitment and Hiring Section 4.1  
References Section 2.16  
Residency Requirement Section 4.12  
Resignation Section 8.2.1  
Retirement Age Section 8.2.3  
Retirement System Section 6.5.4  
Retirement System Separation Section 8.2.4  
Return of Municipal Property Section 8.1.2  
Revision of Policy Section 1.3  
Risk Management Committee Section 2.10.1  
Risk Management Policy Section 2.10  
S  
Safety Committee Section 2.10.1  
Safety Glasses Section 6.5.8  
Safety and Risk Management Policy Section 2.10  



Safety Rules Section 2.10.2  
Salary Administration Section 12  
Salary Schedule for Certified Positions Section 2.20  
SD Retirement System Section 6.5.4  
SD Retirement System-Separation Section 8.2.4  
Seat Belt Policy Section 2.3  
Second Job (See Outside employment) Section 2.12  
Selection for Employment Section 4.8  
Seniority Section 3.3  
Separation from Municipal Service Section 8  
Serving on Boards, Commissions, and Committees Section 6.6.2  
Signing Requirements-Discipline Section 9.1.10  
Sick Leave Section 7.3  
Smoke and Vape-Free Workplace Policy Section 2.4  
Stand-By Pay Section 5.5  
Supervisors Guidelines/Drugs Section 10.6  
Suspension Without Pay Section 9.1.4  
T  
Temporary or Seasonal Employee, Defined Section 3.1.7  
Time Clocks Section 5.12  
Time Sheets or Cards Section 5.11 & 6.3  
Transfers Section 4.15 & 12.3  
Travel Section 6.6  
U  
Un-Notified Absence Section 8.2.2  
Unemployment Compensation Section 8.3.2  
Uniform Allowance Section 6.5.7  
V  
Vacation Leave Section 7.2  
Vehicle Fringe Benefit Section 6.5.9  
Vehicle Use by employees Section 2.8  
Vehicle Use - Commuting Section 2.8  
Veteran's Preference Section 4.6  
Violence in the Workplace Section 2.10.3  
Voluntary Separation Section 8.2  
Voluntary Separation and Grievances Section 9.1.7  
Volunteer Firefighter Section 2.25  
W  
Wellness/Tobacco /Electronic Nicotine Delivery Systems or  
Electronic Smoking Devices User Program Section 6.5.1.1  
Written Reprimand Section 9.1.2  
Workday Section 5.3  
Work on a Holiday Section 7.11.1  
Work Week Section 5.2  
Workers Compensation Section 6.5.5  
Workplace Violence Section 2.10.3  
XYZ 



 


