VALENTINE PUBLIC LIBRARY
STAFF/PROFESSIONAL DEVELOPMENT
PURPOSE
The Valentine Public Library realizes the importance of a knowledgeable staff and encourages their growth and development through participation in educational and training programs.

Staff members have a goal to continue to develop themselves professionally to enhance their excellence as library staff and to fulfill their roles as members of the professional team of the Valentine Public Library.

All staff will be encouraged to stay current with continuing education guidelines set by the Nebraska Library Commission.

A budget is established at the beginning of each fiscal year to support training and conference expenses.  
The Library Director will watch for continuing education opportunities and encourage staff to attend when possible.  Online education opportunities will be encouraged.  All professional development support for training and conferences is predicated on the availability of funding and can be decreased at any given time during a fiscal year due to a library budget decrease or to a change of budget priorities.

There are two basic types of staff development:

· Training: These types of sessions are job specific and necessary to obtain a specific set of skills, to update previous skills or to learn current techniques.

· Continuing Education: These are professional activities necessary to implement library strategic planning and to develop the library vision for future operations.  This will also include maintaining the appropriate credit hours as set forth by the Nebraska Library Commission for certification.

GUIDELINES FOR ATTENDING CONFERENCES OR TRAINING SESSIONS:

1. Prior approval must be received before attendance at any training session or conference.
2. Attendance at any outside training session or conference within the State of Nebraska must be approved by the Director and/or the Board of Trustees.
3. Attendance at any national training sessions or conferences outside the State of Nebraska must be approved by the Board of Trustees.

There are two basic types of travel:

· Administrative Travel: Travel by staff for the purpose of conducting general library business.  (e.g., attendance as official representative of the library at meetings of associations, other organizations, etc.).
· Non-Administrative Travel: Travel to a conference to present a session, to participate in a panel discussion, to serve as an elected/appointed officer or committee member of a professional library or scholarly organization or attendance to broaden a staff member’s perspective and to stay abreast of developments in the library field.  This also includes travel to participate in workshops, institutes, seminars, etc. in order to promote, improve or enhance job-related skills.

Scope of Travel

· In-State Travel: Travel within the state of Nebraska.
· Out-of-State Travel:  Travel outside the state of Nebraska but within the United States.
PROCEDURES FOR APPLYING FOR REIMBURSEMENT OF STAFF DEVELOPMENT EXPENSE:

Initiating Travel Request:
· The staff member attending any event, training or conference must first seek leave time from regular work.  At that time, any estimated costs must be approved.

Ground Transportation:

· It is preferred that a City of Valentine vehicle be used for out-of-town travel.  

· If the City of Valentine vehicle is not available, the library will reimburse mileage at the current rate per mile set by the IRS.
· When two or more staff attend the same event by personal automobile, staff is expected to carpool unless a justifiable reason prevents it.  When two or more staff travel together, only one will be reimbursed for the mileage allowance.

Air Travel:

· Air travel for library-related purposes is generally arranged by the staff member. Reservations should be made in coach or economy class and should reflect reasonable and cost-effective options.

· While the Nebraska Library Commission may occasionally assist with travel, this is now rare. If travel is funded by the Commission or another organization, staff should follow that organization’s specific travel guidelines.

For reimbursement, staff should retain and submit a digital receipt or confirmation showing the traveler’s name, travel dates, itinerary, and amount paid.
Lodging:

· The library will reimburse the staff member the actual cost of accommodations within a reasonable level.  When a staff member is attending a conference and conference rates are given the staff member should make reservations at one of these locations.  Other lodgings may be booked but should not exceed the cost of hotel or motel conference rates.

· Movies, exercise facilities, or other forms of entertainment are not reimbursable library travel expenses.

Meals:
· Meals shall be reimbursed at the following rates: Breakfast $8.00, Lunch $8.00, Dinner $18.00.  An itemized receipt is required, No alcoholic beverages or tobacco products will be allowed.
Reimbursement:

· Within one week of the staff member’s return, all “original” receipts for expenses should be submitted to the library Director.  All vouchers will be submitted to the Board of Trustees and paid by the City Council when approved at the next regular meetings for each.
Miscellaneous:

· Other expenses will be reimbursed if determined to be reasonable and necessary and if supporting receipts, documents, etc. are provided as set forth in the above guidelines.
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