
HR 101: 
SESSION 3

for Library 
Leaders



FUNCTIONS 
OF HR MGMT

Recruiting & Staffing
Training & Development
Compensation & Benefits
Org and Job design
Employee Relations
Compliance
Equity, Diversity, & Inclusion (EDI)



EMPLOYEE RELATIONS

Employee Relations – 
• active “listener” to employee needs and concerns; 
• organizes and conducts activities to improve employee 

engagement; 
• addresses employee relations issues, conducts 

investigations and makes recommendations for 
resolution; 

• works with mgmt. to document disciplinary actions, 
conducts or assists in employee terminations and 
oversees the unemployment claim and appeal process; 

• conducts exit interviews w/ terminating employees and 
provides information with regards to the continuation of 
benefits after employment.



The employer or employee may terminate the 
relationship at any time, without notice, and with or 
without cause.

Exceptions:

• Employment contracts (verbal/written)  

• Illegal dismissals (protected class) 

• Retaliation for Protected Leave/Activities (ex.  
W/C claim, whistle-blowing, refusal commit 
illegal acts) 

• Senior staff prior to receipt of benefits

• Employee handbook

= policy and procedures designed to improve and 
prevent a recurrence of undesirable employee behavior 
and performance issues. 

Conduct vs. Performance

Progressive 
Discipline



PROGRESSIVE 
DISCIPLINE



COUNSELING

• Informal discussion with employee intended to 
clarify standards, evaluate employee’s strengths 
and weaknesses, seek information or solve 
problems.

• If successful, no need to escalate
• Summary of discussion goes into your supe’s file 

– recommend sending EE an email noting 
meeting and agreed expectations.



VERBAL OR ORAL WARNING

• Verbally notifies employee that his/her 
performance or behavior needs improvement

• Defines areas for improvement and sets goals
• Informs EE that failure to improve will result in 

further disciplinary action.

• Warning is also provided as letter which goes into 
supe’s file and to personnel file if subsequent action 
is required. 



WRITTEN WARNING/REPRIMAND

Formal notice to an employee that further disciplinary action will be 
taken unless behavior/performance improves
Includes:
1.  What occurred
2. Date and time of event
3. Rule, Policy, Contract Provision that has been violated
4. Whether employee has received previous counseling or warning
5. What employee is being directed to do to correct the situation, 

by when and that failure to improve will result in further 
disciplinary action



WEINGARTEN RIGHTS

• Employee has the right to Union representation during an investigatory interview. An investigatory 
interview occurs when: 

(1) management questions an employee to obtain information; and 

(2) the employee has a reasonable belief that discipline or other adverse consequences may 
result. 

• Employee can request union representation before or at any time during the interview. 

• When an employee asks for representation, employer must either: 

(1) Grant the request and delay questioning until the union representative arrives; 

(2) Deny the request and end the interview immediately; or 

(3) Give the employee a choice of having the interview without representation or ending the 
interview. 



SUSPENSION

•Temporary removal of EE 
from work without pay



SKELLY

A notice of the proposed action being contemplated
• The reason for the proposed action
• A copy of the charges and the materials on which 

the proposed action is based
• The opportunity to respond to the proposed 

action either orally or in writing.
(applies to disciplinary actions that result in loss of 

wages ie., suspensions, demotions, terminations 
etc. )



PERF IMPROVEMENT PLAN

TIPS for PIPS:
• Identify acceptable performance levels and EE’s perf 

deficiencies 
• Specifics of perf deficiencies including dates, data and detailed 

explanations (Attach the job description and any relevant 
employer policies to further clarify expectations)

• Specific and measurable objectives that are achievable, 
relevant and time-bound (PIPs usually last 30, 60 or 90 days)

• What management will do or provide to assist the employee 
in achieving these goals (training, coaching, other resources)

• Details on how often the manager and employee will meet to 
discuss progress

• Clearly stated consequences for not meeting the objectives of 
the plan



FITNESS FOR DUTY

• FEHA permits an employer to require a medical or 
psychological examination of an employee if it can show 
the examination is “job related and consistent with 
business necessity.”



Q&A
3-5 MINS
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EMPLOYEE 
PERFORMANCE

Why Conduct Performance Appraisals?
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REASONS FOR CONDUCTING 
PERFORMANCE APPRAISALS…

• Improve performance (Individual/Team)
• Increase Employee Engagement
• Increase Employee Motivation
• Increase Job Satisfaction
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TRADITIONAL EVAL 
VS. 

PERFORMANCE MGMT

Annual Performance Evaluation

• Cover too much in one session
• Likely to be less accurate or current
• Monologue not Dialogue
• Surprise!

Performance Management

• Sups set goals and objectives with 
ee’s

• Sups evaluate and measure 
performance and progress

• Sups provide continual feedback
• Sups isolate performance problems 

and provide needed coaching
• Sups recognize and reinforce 

positive performance
Slide by J Shurson 0420



ADDING A 
LIL’ AI TO 
OUR PM
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APPRECIATIVE 
INQUIRY

is not so much a shift in the methods and 
models of organizational change, but a 
fundamental shift in the overall 
perspective to ‘see’ and to “inquire” into 
our strengths, possibilities, and successes 

(Cooperrider et al., 2015).



•Ap-pre’ci-ate,v. 1. valuing; the act of 
recognizing the best in people or the 
world around us; affirming past and 
present strengths, successes, and 
potentials; to perceive those things that 
give life (health, vitality, excellence) to 
living systems 2. to increase in value, e.g. 
the economy has appreciated in value. 
Synonyms: VALUING, PRIZING, 
ESTEEMING, and HONORING.

•In-quire’ (kwir), v., 1. the act of 
exploration and discovery. 2. To ask 
questions; to be open to seeing new 
potentials and possibilities. Synonyms: 
DISCOVERY, SEARCH, and 
SYSTEMATIC EXPLORATION, STUDY.



TRADITIONAL
 DEFICIT-BASED APPROACH



STRENGTHS- BASED APPROACH



BENEFITS OF AI

∙ Increased employee engagement
∙ Greater job satisfaction
∙ Improved communications
∙ Better, more productive meetings
∙ Increased Innovation
∙ Improved morale
∙ Higher productivity (ideas are now production)
∙ More “buy-in” from the team
∙ Increased agility
∙ More rapid/easier change





THE AI PERF APPRAISAL

• Ask Positive Questions
Ex: How do you think you have changed since your last appraisal?
 What did you do that helped you improve?
To become even more effective, what do you want to do more of? 
What do you think you need to do differently? 
What would you like to do even better than you do now?

• Focus on Development Plan
• Include an Achievements List
• Make it a Collaborative endeavor



AI ?’S FOR PM

• Thinking over the last 6 months (or 12 months or whatever period since the last review) what do you think has been 
your greatest success?  What made you proudest? Tell me about it.

• What made that time so memorable for you? What was it about you that you think contributed most to making it a 
success?

• Who else contributed? What did he/she do that helped? In what ways did this organization/company support that 
success (e.g. our structures, systems, processes etc.)

• What are you doing that works best – has the most value – for you, for your team, for this organization?
• How do you think you have changed since your last appraisal? What did you do that helped you improve?
• To become even more effective, what do you want to do more of? What do you think you need to do differently? 

What would you like to do even better than you do now?
• Of all the things, you’ve listed, on which one do you feel most inspired to act? What steps will you take to move 

forward on that?
• Thinking of the future, imagine you are in your dream role, doing exactly what you’d love to do and feeling very proud 

of what you’ve achieved. Tell me about that. What does it look like? What have you done to get there? What has 
happened to help you get there?

• What resources are already in place to support you as you move forward? (e.g. training opportunities, other staff, time, 
budget?) If you had to pick one thing that would help most, what would that be?

• What could I do that would help you most?



Q&A
3-5 MINS
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UNIONS AT WORK

• Union shop:  EE is not required to join a union in order 
to be hired, but must join the union within a certain 
period of time after starting work, generally within thirty 
(30) days. 

• Agency shop:  EE is required to pay union dues or fees, 
but you are not required to have an actual membership 
in the union. 

• Open shop: union represents the entire bargaining unit 
regardless of membership (right to work state)



SOME IMPORTANT DEFINITIONS

• Labor Union: an organization of workers joined to protect 
their common interests and improve their working conditions 
thru collective bargaining. Serves as intermediary between the 
employer and the employees. 

• Collective Bargaining Agreement:  an agreement negotiated 
between a labor union and an employer that sets forth the 
terms of employment for the employees who are members of 
that labor union.  May include provisions regarding wages, 
vacation time, working hours, working conditions, and health 
insurance benefits. (CBA/MOU)

• Bargaining unit: a group of employees that perform similar 
work and usually share a work area but may also work in 
different places. 



PRIVATE SECTOR
• The NLRA is a federal law that grants employees 

the right to form or join unions; engage in 
protected, concerted activities to address or 
improve working conditions; or refrain from 
engaging in these activities.

• Applies to most private sector employers, 
including manufacturers, retailers, private 
universities, and health care facilities.

• The Public Employment Relations Board 
(PERB) is a quasi-judicial agency which 
oversees public sector collective 
bargaining in California. 

PUBLIC SECTOR

ORGANIZED LABOR

https://www.nlrb.gov/how-we-work/national-labor-relations-act




MMBA

• The Meyers-Milias-Brown Act (MMBA) 
of 1968 establishing collective 
bargaining for California’s municipal, 
county, and local special district 
employers and employees.

http://www.leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=GOV&division=4.&title=1.&part=&chapter=10.&article=


GENERAL RIGHTS UNDER LABOR 
UNIONS

• Organize a union to negotiate with your employer concerning 
your wages, hours, and other terms and conditions of 
employment.

• Form, join or assist a union. 
• Bargain collectively through representatives of employees’ own 

choosing for a contract with your employer setting your wages, 
benefits, hours, and other working conditions. 

• Discuss your wages and benefits and other terms and conditions 
of employment or union organizing with your co-workers or a 
union.  

• Take action with one or more co-workers to improve your 
working conditions by, among other means, raising work-related 
complaints directly with your employer or with a government 
agency, and seeking help from a union. 

• Strike and picket, depending on the purpose or means of the 
strike or the picketing. 



GENERAL EMPLOYER PROHIBITIONS

• Prohibit EE from soliciting for a union during non-work time
• Distributing union literature during non-work time, in non-work 

areas (parking lots/break rooms)
• Ask EE about his/her union support or activities in a manner that 

discourages engagement 
• Fire, demote, or transfer or reduce/change EE’s hours as a result of 

union support 
• Threaten to close workplace should EE’s choose to organize 
• Prohibit EE’s from wearing union hats, buttons, t-shirts, and pins in 

the workplace
• Spy on or videotape peaceful union activities and gatherings



THIS CONCLUDES 
SESSION 3
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Q&A
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