
Staff Development Policy 
Gates Public Library 

  
A. Conference and Workshop Attendance: 

  
This library’s institutional goals make a special commitment to develop trustees and staff that 
are well-read and knowledgeable about library system and activities.  To that purpose, the 
Board, whenever fiscally possible, will send at least one representative to local, regional and 
state library workshops and conferences.  The Director, in accord, encourages all permanently 
appointed staff, whenever scheduling or budget restrictions permit, to participate in similar 
library workshops and meetings, so that they may continue to be well-read and knowledgeable 
about library developments. 
  
To clarify the process by which paid conference/workshop attendance is granted, the Director 
requests that all library personnel, who find a job-related conference/workshop of interest to 
them which they wish to attend at library expense, follow this procedure: 
  

1. Library employee submits in writing to the Director a request to attend 
conference/workshop: 

a. his or her reasons for wishing to attend conference/workshop at library 
expense:  please attach program copy. 

b. potential benefits  for the library resulting from this conference/workshop. 
c. this written request should be submitted where possible at least 30 days 

in advance of conference/workshop 
  

2. Director evaluates conference/workshop request(s) in terms of scheduling 
problems, monetary restrictions and potential benefits: 

a. if conference/workshop is a single day program, not costing over$100 to 
attend and without any overnight or long distance travel (over 90 miles) 
involved, the Director is authorized to approve such requests without 
obtaining Board permission. 

b. if conference will cost $100 and over, and involves more than one day or 
long distance travel, the Director shall make a written recommendation to 
the Library Board for their approval at their next meeting. 

c. when more than one employee is interested in attending, the decision as 
to who is selected to attend, if any, will be made on the basis of their 
written reasons for attendance, potential value to the library and previous 
conference attendance.  An alternate employee can be selected in case 
the original person approved by the Board cannot attend. 

  
3. If the Director wishes to attend a conference/workshop that falls in category 2,the 

Director shall follow the same written procedure described in #A. and include it 
along with the written recommendation, so that the Board can make the final 
decision. 



4. If an employee wished to attend a conference/workshop and the library is not in a 
position to fund the request, but which the Director recognizes as offering much 
potential value to the library, the Director can agree to paid leave on library time. 

5. Once approved by the Library Board each employee attending a 
conference/workshop, on library time, will supply a full report in writing to the 
Director at the conclusion of the conference/workshop of all meetings attended 
and new ideas or techniques gained before being reimbursed. 

6. To ensure equitable distribution of conference/workshop funds and multiple 
employee participation, a cap of $500 per person towards overnight 
conference/workshop annually is recommended. 

7. Any pre-approved conference/workshop approval is automatically canceled upon 
receipt of employee’s letter of resignation. 

  
B. Tuition Reimbursement: 

The library strives to encourage permanently appointed employees to acquire  additional work 
related skills which will help fulfill the library’s mission and goals and enhance total service to 
the Gates community.  Accordingly, to the extent that budgetary funds are available, the Library 
Director may approve tuition requests not to exceed $150 for any single employee during any 
year based on the following criteria: 
  

1. Reimbursement is granted only for courses in which a grade is received 
 
Grade         Reimbursement Rate   
A,B,C                                          50% 
Pass, Empire State 
  
D or lower                                   0% 
  
For Continuing Education Courses without a grade 
a copy of the Certificate of Course completion is required    50% 
  

2. Tuition reimbursement is based on the actual costs of educational expenses to 
the employee, less any scholarships or other aid sources.  Non-required texts are 
not eligible for reimbursement. 

3. The course must relate to the employee’s present position, or a job that the 
employee might reasonable be expected to perform at Gates in the future. 

  
In Addition 

● Employees participating in the Tuition Reimbursement Policy shall inform the Director in 
writing if the course is dropped so encumbered course funds may be freed to other 
employee’s consideration. 

● Requests for participation in the Tuition Reimbursement plan must be made in writing to 
the Director at least two weeks prior to course commencement.  (G-186) 

● Receipts for payment must be submitted within 4 weeks of the course completion. 



● Applications for tuition reimbursement for the Director/Assistant Director must be 
approved by the Board.  Courses costing over $100 must also be approved by the Board 
regardless of job title. 

● Employees will be reimbursed via purchase order.  It will be the employee’s 
responsibility to comply with IRS requirements for tuition reimbursed by employer. 

  
C. Applicable to all Staff Development 

  
1. If an employee voluntarily resigns from the library within a year of the date of 

completion of a reimbursed conference/workshop/course, where the amount was 
over $250, he of she is required to refund the library the full amount of staff 
development funds received. 

2. The Director will strive to equitably to distribute available staff development 
money over the budget year. 

3. Compensatory time will be offered. 
4. For all staff development funds not committed by October 1, the Director can 

reallocate uncommitted funds to alternate staff development purposes. 
  
  
Questions concerning the interpretation of the above policy are to be decided jointly by the 
Library Board and the Library Director. 
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