
Welcome to  
Cornell University Library  



Please notice that many of the headings are 
hyperlinks to the actual Web pages or further 
information. We hope this presentation is useful as 
you begin your journey with Cornell University 
Library.  



Anne R. Kenney 
University Librarian 
 
 
 
  

Welcome to Cornell University Library!  If you don’t know already, this is a 
terrific place to work. The library is truly one of Cornell's most precious assets 
— its collections, services, and especially the staff are among the very best in 
the world. Graduating seniors consistently rank the library as the first among 
38 administrative services of the university and CUL leads its peers in user 
satisfaction ratings among research libraries in North America. You can take 
pride in joining our ranks. 
 
This packet has been designed to help acclimate you to the library.  You will 
find information on policies and procedures, services, organizational culture, 
learning opportunities, and the various means for communicating within the 
system. The staff in Library Human Resources is also available to help you 
gain your sea legs and to provide support throughout your tenure.  I wish you a 
productive and enjoyable career here. 
 
Best wishes, 

 

Anne R. Kenney 
Carl A. Kroch University Librarian 



Staff Web 

http://staffweb.library.cornell.edu/   

At the Cornell University 
Library Staff Web Site, 

employees can learn about 
the hot topics and priorities 

of the Library, find out about 
committees, and link to the 
staff directory, newsletters, 

and annual reports.    

http://www.library.cornell.edu/staffweb/
http://staffweb.library.cornell.edu/
http://staffweb.library.cornell.edu/
http://staffweb.library.cornell.edu/
http://staffweb.library.cornell.edu/
http://staffweb.library.cornell.edu/


About Us 

About Us provides 
information about the 

Library’s administration 
and organization. Included 
are links about our history 

and purpose, goals and 
objectives, annual 

statistics, and more.  

http://campusgw.library.cornell.edu/aboutus  

http://campusgw.library.cornell.edu/aboutus
http://campusgw.library.cornell.edu/aboutus
http://campusgw.library.cornell.edu/sites/default/files/CULOrgChart-July2010.pdf
http://campusgw.library.cornell.edu/aboutus


Library Hours and Maps 

The Library Hours 
and Maps page 

provides an 
interactive map for 
each unit library on 
the Ithaca campus as 

well as hours of 
operation and contact 

information for 
every Cornell 

Library.  

http://campusgw.library.cornell.edu/hours  

http://campusgw.library.cornell.edu/hours
http://campusgw.library.cornell.edu/hours
http://campusgw.library.cornell.edu/hours
http://campusgw.library.cornell.edu/hours


Library Gateway 

The Library Gateway is a 
starting place for 

information about the 
Library, as well as access to 

its outstanding resources. 
Patrons can find resources 
in the on-line catalog, chat 

with a librarian, renew 
books, and much more.  

http://www.library.cornell.edu/   

http://campusgw.library.cornell.edu/
http://www.library.cornell.edu/
http://www.library.cornell.edu/


Libraries & Departments 

Links to Unit Libraries and Central Departments provide quick 
reference to individual libraries, collections, or departments/divisions. 

http://campusgw.library.cornell.edu/aboutus/inside/libraries
http://campusgw.library.cornell.edu/aboutus/inside/depts


Library Human Resources 

The Library Human 
Resources page is a helpful 
resource for all employees. 

We provide information 
about training and 

professional development, 
payroll, student employment, 

recognition, links to all 
policies, and HR forms that 

are frequently requested.  

http://www.library.cornell.edu/Adminops/libhumres/index.html  

http://www.library.cornell.edu/Adminops/libhumres/
http://www.library.cornell.edu/Adminops/libhumres/
http://www.library.cornell.edu/Adminops/libhumres/
http://www.library.cornell.edu/Adminops/libhumres/
http://www.library.cornell.edu/Adminops/libhumres/index.html


Whom to Contact in HR…. 

 Please feel free to contact anyone in the Library Human Resources 
Office if you have questions or concerns. Although each of us is happy 
to speak with you, the following list identifies the specialist in each area: 
 

Lyndsi Prignon 5-9560 

www.library.cornell.edu/Adminops/libhumres/whoweare.html 

Employee relations, position postings and appointments, 
employee Policies and Benefits, disability, worker’s comp 
and benefits 

Kronos, exempt leave reporting, academic and non-
academic search support, payroll, student employment 

Bonnie Bailey 5-7021  

Kristie Devine 5-8587 Kronos, payroll, student employment 

http://www.library.cornell.edu/Adminops/libhumres/whoweare.html
http://www.library.cornell.edu/Adminops/libhumres/whoweare.html
http://www.library.cornell.edu/Adminops/libhumres/whoweare.html
http://www.library.cornell.edu/Adminops/libhumres/whoweare.html


Library Learning 
Opportunities 
Library Learning Opportunities connects staff with courses and workshops for 
both job-related skills training and professional development. Throughout the 
year, Library Human Resources offers and sponsors many courses and 
workshops designed specifically for library employees.  
 

An up-to-date listing of current offerings can be found at: 
 www.library.cornell.edu/Adminops/libhumres/llo/learning.html 

If you have any questions or suggestions, 
please visit the website or contact Library Human Resources 

at  libhr@cornell.edu  

http://www.library.cornell.edu/Adminops/libhumres/llo/learning.html
mailto:libhr@cornell.edu


Learning Opportunities 
Related Links 
Learning and Career Development 

http://www.hr.cornell.edu/life/career/professional_development.html  
 

 

Educational Benefits 
http://www.hr.cornell.edu/benefits/education/  
 

 

Extramural Program 
http://hr.cornell.edu/benefits/education/extramural.html 

Tuition Aid 
http://hr.cornell.edu/benefits/education/tuition_aid.html  

http://www.hr.cornell.edu/life/career/professional_development.html
http://www.hr.cornell.edu/benefits/education/
http://hr.cornell.edu/benefits/education/extramural.html
http://hr.cornell.edu/benefits/education/tuition_aid.html


Electronic Communities 
   

CU-Lib is an electronic mailing list that has been established to facilitate the communication of information 
among library staff. Its operation is similar to a non-moderated list server. Membership is open to everyone in the 
Cornell Library Community. As a new employee, you will be subscribed to the list. Any member of the list will be 
able to send mail and it will be received by everyone on the list. Although discussion is encouraged from all 
departments, it must focus on library-related business and issues. Subscribers are asked to use the subject line to 
describe their message as clearly as possible. Examples of items to be sent include meeting announcements, 
workshop announcements, posting of agendas and minutes, cancellation notifications, and discussion on library-
related issues.  
 
CUL Community 
CUL-Community-L is a list server that was created to share announcements and events that are not work related 
and therefore not appropriate for posting on CU-Lib.  Examples of messages that might be posted to this list are 
homes or apartments for rent, messages of topical nature, announcements of non-library events or activities that you 
want to advertise. This is a list that anyone can subscribe to, but only subscribers may post messages. Subscription 
is entirely voluntary.  
 
To subscribe: Send an email to lyris@cornell.edu  
Leave the subject blank and in the first line of the text write: 
Join CUL-Community-L your full name 

mailto:lyris@cornell.edu


Cornell University  
Office of Human Resources 

The University Office of 
Human Resources page is 

another great resource for all 
staff. There is information 

about jobs at Cornell, benefits, 
career development, 

compensation, and work and 
personal life.  

https://www.hr.cornell.edu/index.cfm  

https://www.hr.cornell.edu/index.cfm
https://www.hr.cornell.edu/index.cfm
https://www.hr.cornell.edu/index.cfm
https://www.hr.cornell.edu/index.cfm
https://www.hr.cornell.edu/index.cfm
https://www.hr.cornell.edu/index.cfm


University 
Onboarding Center 

New employees will be prompted 
to schedule an appointment with 

the University Onboarding Center 
after the university netid has been 
activated. This appointment may 
occur before or on the first day of 

employment. Plan to complete  
necessary  paperwork, have your 

photo ID taken, discuss 
transportation options, and discuss 

benefits. 

https://www.hr.cornell.edu/orientation/getting_started.html  

http://www.ohr.cornell.edu/
http://www.ohr.cornell.edu/
https://www.hr.cornell.edu/orientation/getting_started.html
https://www.hr.cornell.edu/orientation/getting_started.html


Commuter and Parking Services  

Commuter and Parking 
Services provides 

sustainable transportation 
options for helping you get 
to work. Choices include 

purchasing a parking 
permit, bus services, 
vanpool, and more. 

http://transportation.fs.cornell.edu/  

http://transportation.fs.cornell.edu/
http://transportation.fs.cornell.edu/
http://transportation.fs.cornell.edu/
http://transportation.fs.cornell.edu/


Cornell Dining 

Cornell Dining offers a 
large selection of dining 

facilities. Cornell 
MealChoice is designed 
for faculty and staff and 
allows you to use your 
staff ID card as a debit 
card. There are several 

dining locations that offer 
$6 All-You-Care-to-Eat 

lunches.  

http://www.campuslife.cornell.edu/campuslife/dining/  

http://www.campuslife.cornell.edu/campuslife/dining/mealchoice.cfm  

http://www.campuslife.cornell.edu/campuslife/dining/
http://www.campuslife.cornell.edu/campuslife/dining/
http://www.campuslife.cornell.edu/campuslife/dining/
http://www.campuslife.cornell.edu/campuslife/dining/mealchoice.cfm


Cornell Wellness Program 

http://wellness.cornell.edu/   

Statement issued by Cornell President, 
David J. Skorton, 12/12/2006 

The Cornell University Wellness Program provides employees and 
retirees with diverse opportunities that foster joy, balance and well-

being. 

“As Cornell's president, I value a 
healthy work-life balance and 
encourage all members of the 

campus community to engage in 
activities that promote good 
mental and physical health.” 

http://wellness.cornell.edu/
http://wellness.cornell.edu/
http://wellness.cornell.edu/
http://www.hr.cornell.edu/life/support/presidents_statement.html
http://www.hr.cornell.edu/life/support/presidents_statement.html
http://www.hr.cornell.edu/life/support/presidents_statement.html
http://www.hr.cornell.edu/life/support/presidents_statement.html
http://www.hr.cornell.edu/life/support/presidents_statement.html
http://www.hr.cornell.edu/life/support/presidents_statement.html


Computing in the Library  

http://blogs.cornell.edu/culdshelp/about-2/   

CUL Desktop Services 
provides IT support to staff 

in most of the endowed 
libraries. Desktop Services 

can be reached at cul-
dshelp-l@cornell.edu or by 

calling 607-255-8530.  

Library employees from Hotel, ILR, Law, Mann, and Vet receive IT 
support through their college IT department. 

http://blogs.cornell.edu/culdshelp/
http://www.cit.cornell.edu/for/staff.cfm
http://blogs.cornell.edu/culdshelp/about-2/
https://confluence.cornell.edu/display/desktop/CULIT+coverage
https://confluence.cornell.edu/display/desktop/CULIT+coverage
mailto:cul-dshelp-l@cornell.edu
mailto:cul-dshelp-l@cornell.edu


Computing at Cornell 

Technological 
support is also 
provided by 

Cornell 
Information 

Technologies. 

http://www.it.cornell.edu/for/staff.cfm  

http://www.it.cornell.edu/for/staff.cfm
http://www.it.cornell.edu/for/staff.cfm


Email & Calendar Systems  

http://www.it.cornell.edu/services/guides/facstaff_email/    

Cornell 
Library staff 
currently use 

Microsoft 
Exchange-
based email 

and 
calendaring. 
We will be 
moving to 

Office 365 in 
the fall of 

2012. 

http://www.it.cornell.edu/services/guides/facstaff_email/
http://www.cit.cornell.edu/for/staff.cfm
http://www.it.cornell.edu/services/guides/facstaff_email/


Updating Your  
Information 

Cornell maintains directories of telephone numbers, e-mail 
addresses, and other contact information for students, faculty, 
staff, and affiliates.  

 
Some information about you is automatically entered in these 
directories so that people can contact you. It is your 
responsibility to: 

 
 Update this information 
 Add optional information 
 Indicate if you want some information to remain unpublished 



Updating Your Campus 
Contact Information 

UPDATE YOUR CAMPUS 
MAILING ADDRESS 
 sign into Employee Essentials at 

https://ee.ohr.cornell.edu/ 
 click "Work" to edit your campus 

mailing address. 
 Click "update" 
 

https://ee.ohr.cornell.edu/ 

UPDATE YOUR CAMPUS 
TELEPHONE NUMBER AND/OR 
FAX NUMBER 
 sign into employee essentials at 

https://ee.ohr.cornell.edu/ 
 click " Personal " 
 click " Phone Numbers" to edit and add 

your primary work telephone number in 
the correct field. You may also input 
other contact numbers if you wish. 

 Click " save " 
 

Some changes will not appear immediately, so check the main on-line directory the next day to 
verify your updates. Please also notify Library of any changes to your contact information.  

https://ee.ohr.cornell.edu/
https://ee.ohr.cornell.edu/
https://ee.ohr.cornell.edu/


Changing Your Home Address  
with Library Human Resources 

The Library HR personnel database is not yet directly 
linked with the Office of Human Resources system. 

Please notify Library Human Resources if your home 
address changes. We need to manually update our 

database with your new address.  

http://www.library.cornell.edu/Adminops/libhumres/documents/name%20change.doc  

http://www.library.cornell.edu/Adminops/libhumres/documents/name change.doc
http://www.library.cornell.edu/Adminops/libhumres/documents/name change.doc
http://www.library.cornell.edu/Adminops/libhumres/documents/name change.doc


Direct Deposit 
 

 Cornell employees may sign-up to have their paychecks 
automatically deposited into their bank accounts.  Receiving 
payroll direct deposit has several advantages over handling paper 
checks, including not having to worry about: 

 Picking up paychecks  
 Losing or misplacing paychecks  
 Receiving pay while on vacation, sick, or out of town  

Note: Due to processing and pre-notification times, it may take up to two pay cycles 
before funds are direct deposited into your account. During this time employees will 
continue to have a paycheck mailed to the address on file.  

  

 An employee wishing to enroll in direct deposit must complete a 
Payroll Direct Deposit Form 

 http://www.dfa.cornell.edu/dfa/payrollservices/services/directdeposit.cfm  

http://www.dfa.cornell.edu/dfa/payrollservices/services/directdeposit.cfm
http://www.dfa.cornell.edu/dfa/cms/payrollservices/forms/upload/cu_prl_directdepositrequest1.pdf
http://www.dfa.cornell.edu/dfa/payrollservices/services/directdeposit.cfm


View Your Paycheck Online 

 As an active university employee, you can see any of 
your paychecks electronically, at any time. You will 
see the most current paycheck first. 

    

 You can view prior paychecks by clicking on the link 
"View a Different Paycheck," located on the top, 
right-hand side of the paycheck, directly under 
"Check Date." 

http://www.dfa.cornell.edu/dfa/payrollservices/services/epay/index.cfm  

http://www.dfa.cornell.edu/dfa/payrollservices/services/epay/index.cfm
http://www.dfa.cornell.edu/dfa/payrollservices/services/epay/index.cfm


Tax Information 
 

All eligible employees are required to use the 
W-4 self-service application to submit tax 

withholding changes and updates. 
 

 This application was developed as part of the 
university's commitment to personal security 

and sustainability. 

http://www.dfa.cornell.edu/dfa/payrollservices/services/w-4-self-service.cfm   

http://www.dfa.cornell.edu/dfa/payrollservices/services/w-4-self-service.cfm
http://www.dfa.cornell.edu/dfa/payrollservices/services/w-4-self-service.cfm
http://www.dfa.cornell.edu/dfa/payrollservices/services/w-4-self-service.cfm


Cornell has established policies to connect the 
university’s mission  to the everyday actions of its 
community. These policies clarify the institution’s 
expectations of its individual members, mitigate 
institutional risk, enhance efficiency, and support 

the university’s compliance with laws and 
regulations. 

http://www.hr.cornell.edu/policies/  

University Policies 
             and Contracts: 

http://www.hr.cornell.edu/policies/
http://www.hr.cornell.edu/policies/
http://www.hr.cornell.edu/policies/
http://www.hr.cornell.edu/policies/
http://www.hr.cornell.edu/policies/


General Policies to be 
Familiar With: 
 Standard Work Week and Pay 

Periods (also outlines meal 
breaks and rest periods) 

 
 Flexibility in the Workplace 

 
 Disability Accommodation 
 
 Prohibited Discrimination, 

Protected Status Harassment, 
and Bias Activity 
 

 

 Time Away from Work  
 

 Religious Accommodation 
 

 Employee Discipline 
 
 Staff Complaint and 

Grievance  

http://www.dfa.cornell.edu/treasurer/policyoffice/
http://www.hr.cornell.edu/policies/nonacademic/workweek.html
http://www.hr.cornell.edu/policies/nonacademic/workweek.html
http://www.dfa.cornell.edu/dfa/treasurer/policyoffice/policies/volumes/humanresources/flexibility.cfm
http://www.policy.cornell.edu/vol6_13.cfm
http://www.dfa.cornell.edu/dfa/treasurer/policyoffice/policies/volumes/humanresources/disabilityaccomm.cfm
http://www.dfa.cornell.edu/dfa/treasurer/policyoffice/policies/volumes/humanresources/prohibited.cfm
http://www.dfa.cornell.edu/dfa/treasurer/policyoffice/policies/volumes/humanresources/prohibited.cfm
http://www.dfa.cornell.edu/dfa/treasurer/policyoffice/policies/volumes/humanresources/prohibited.cfm
http://www.dfa.cornell.edu/dfa/treasurer/policyoffice/policies/volumes/humanresources/timeaway.cfm
http://www.policy.cornell.edu/vol6_13.cfm
http://www.dfa.cornell.edu/dfa/treasurer/policyoffice/policies/volumes/humanresources/religious.cfm
http://www.dfa.cornell.edu/dfa/treasurer/policyoffice/policies/volumes/humanresources/religious.cfm
http://www.policy.cornell.edu/vol6_4.cfm
http://www.dfa.cornell.edu/dfa/treasurer/policyoffice/policies/volumes/humanresources/discipline.cfm
http://hr.cornell.edu/policies/nonacademic/grievance.html
http://hr.cornell.edu/policies/nonacademic/grievance.html
http://www.ohr.cornell.edu/policies/nonacademic/1011f_emplconcern/6114.html


Additional Information: 

 CUL Staff Policies 

 Inclement Weather Procedure  

 Cornell University Holidays 

 Payroll Representatives 

 
 

http://staffweb.library.cornell.edu/policies
http://www.dfa.cornell.edu/dfa/treasurer/policyoffice/policies/volumes/riskandsafety/inclementweather.cfm
http://www.policy.cornell.edu/vol2_5.cfm
http://www.hr.cornell.edu/policies/all/staff_holidays.html
http://www.library.cornell.edu/Adminops/libhumres/payrollrepresentatives.html


Recording Time 
Away from Work 

Vacation and sick leave may not be taken before it is accrued. Vacation time can be 
taken after six months of continuous service with supervisory approval. If 
termination of employment occurs prior to one year of continuous service, the 
amount of vacation time used will be deducted from the final paycheck.  
 

Non-Exempt (Hourly) Employees will record their time in a web-based system 
called Kronos. It is recommended that staff record time worked on a daily basis. All 
time entered will reviewed and approved by both a supervisor and pay rep. See 
http://www.dfa.cornell.edu/payrollservices/services/kronos/index.cfm 

Academic and Exempt Employees are required to enter their leave time in the 
Exempt Leave Accrual System. It is important to regularly record time taken 
throughout the year as well as to monitor balances. 

http://www.dfa.cornell.edu/payrollservices/services/kronos/index.cfm
http://www.dfa.cornell.edu/payrollservices/services/kronos/index.cfm
https://accruals.ohr.cornell.edu/


Performance Reviews 

Purpose: The performance management process provides an 
opportunity for an ongoing exchange of views between a supervisor 

and the support staff regarding job results and performance 
planning. The performance dialogue process is designed to promote 

communication between supervisors and staff, improve job 
understanding, promote more effective job performance and on-the-

job staff member development, and provide a basis for salary 
improvement decisions.  

http://www.hr.cornell.edu/life/career/performance_management.html  

http://www.hr.cornell.edu/life/career/performance_management.html
http://www.hr.cornell.edu/life/career/performance_management.html
http://www.hr.cornell.edu/life/career/performance_management.html


Performance Management 

 Non-exempt employees will receive a 90 Day Evaluation. 
 The performance management process is used to provide future 

feedback. 

 
 
 

http://www.hr.cornell.edu/policies/nonacademic/probation.html


Staying Healthy at Work 

http://hr.cornell.edu/benefits/medical_leaves/mipp.html   

http://hr.cornell.edu/benefits/medical_leaves/mipp.html
http://hr.cornell.edu/benefits/medical_leaves/mipp.html


Staying Healthy at Work 

Cornell University Accident Report 
 

 Cornell University is dedicated to providing a safe and healthy 
environment for all Cornell students, faculty, staff, guests, and 
contractors. 

 All accidents and injuries, no matter how minor, are required to be 
reported to university officials through the use of our injury 
reporting system.  

 The supervisor of an injured employee, the department head, or a 
designated individual within the department, must complete all 
sections of this form within 24 hours after the injury is first 
reported.  

http://www.risk.cornell.edu/accident_reporting.cfm   

http://www.risk.cornell.edu/accident_reporting.cfm
http://www.risk.cornell.edu/accident_reporting.cfm


Working in the Library 

 We hope you enjoy your work in the Library. If you have 
any questions or concerns, please let us know.  

Library Human Resources 
213 Olin Library 

Cornell University 
Ithaca, NY 14853 

607-255-7071 
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