
















 

LANESBORO PUBLIC LIBRARY 
POLICY ADDENDUMS TO  

THE CITY OF LANESBORO PERSONNEL POLICY MANUAL 
(These policies will be implemented prior to those listed in the City of Lanesboro Personnel Policy) 

 
Article III.  Section 3.04 CORE HOURS 
Article VI.  Section 6.02 
 
For Section 3.04 Add to “Police, fire, [Library Staff], and public works employees” 
 
Library hours are set by the Librarian with the approval of the Library Board.  Current business 
hours can be found on the Lanesboro Library Website at www.lanesboro.lib.mn.us and on the 
front door entrance to the library. 
 
Article VI.  Section 6.01 HOURS OF WORK 
 
The library’s regular workweek is determined by the open hours of the library as is found on the 
website. 
 
Article III.  Section 3.23 TRAINING/PROBATIONARY PERIOD 
 
The Lanesboro Library training policy will be maintained by the Library Director; changes will 
be made with the assistance of the Personnel Committee as needed.  A Training Manual will be 
kept in the Library.  The library will implement a 6 month probationary period. 
 
Article III.  Section 4.01 SCOPE 
 
The Library Director will manage the hiring process for positions within the library.  While the 
hiring process may be coordinated by the Library Director, the Library Board is responsible for 
the final hiring decision and must approve all hires to the library. 
 
Article VI.  Section 6.03 MEAL BREAKS AND REST PERIODS 
 
If an employee is working alone, their 15 minute break will be taken at the desk.  The library is 
only open for 5 hours so no meal breaks will be earned by library staff. 
 
Article VI.  Section 6.04 ADVERSE WEATHER CONDITIONS 
 
The library will follow the school closure for adverse weather conditions.  In the event the library 
is closed due to weather or other public emergency, the Library Director will give notice to the 
staff member scheduled to work getting verbal or written confirmation staff received the 
message.  The Library Director will also give written notice to the Library Board of said closure. 
 
Article IX. PERFORMANCE REVIEW 
 

http://www.lanesboro.lib.mn.us/


 

Library staff performance reviews will be conducted by the Library Director using the 
Performance Evaluation Form as designated by the city.  The Library Personnel Committee will 
conduct the review for the Library Director.  Reviews will be done on an annual basis. 
 
Article XVIII. DISCIPLINE 
 
Section 18.03  Process. 
 
The library will implement these steps to the discipline policy: 
 
(a)  Oral Reprimand – The key being documentation in the employee’s file. 
 
(b)  Written Reprimand – Using the Written Reprimand Form attached.  This includes a plan for 
correction. 
 
(f)  Dismissal – The Library Director, with advance review with the City Administrator, will 
need approval of the Library Board prior to dismissal. 
 
Article XIX. GRIEVANCE PROCEDURE 
To be implemented before the city’s grievance procedure. 
 
1. If an Employee has an issue with another Employee, they should try to first discuss the issue 

with the Employee.  If the Employee feels it will take more than 3-5 minutes or need privacy 
for the conversation, then they should email or text the other Employee to meet with them at 
the library before the other Employee’s shift, before the library opens for the day. 

 
2. If they do not feel this is an option, then they should talk to the Library Director.  Since 

Employees do not work at the same time, a meeting should be requested with the Director.  
To do this, they should email or text the Director to set up a time to have the discussion.  
Preferably before or after open hours at the library.  If the issue is with the Director and the 
Employee does not feel they can bring the issue directly to the Director, then they should 
reach out to the Library Personnel Committee. 

 
3. If the Employee does not feel the issue is resolved, they should next contact one or more 

members of the Library Personnel Committee.  The committee membership and phone 
numbers can be found in the ?????? Binder on the Library Desk. 

 
4. If the Employee still does not feel the issue is resolved, they should request to be added to the 

Library Board agenda to discuss with the full board. 
 
5. If the Employee still does not feel the issue is resolved, they should set up a meeting with the 

City Administrator. 
 
6. REMINDER: All Employees should maintain a civil attitude and speak respectfully to each 

other. 



 

Lanesboro Library Written Warning 
 
Employee Name:   

Date of Incident:   Step of Warning:   

Issue for Written Warning:   

  

 
Action Plan to correct/improve the behavior:    

  

  

  

  

  
 
This issue was discussed with the Employee on:   

 
    
Employee’s Signature  Director’s Signature 

The Employee has the right to add a written response to this warning, but must sign to acknowledge they 
have been notified of the issue. 
 

 

Lanesboro Library Written Warning 
 
Employee Name:   

Date of Incident:   Step of Warning:   

Issue for Written Warning:   

  

 
Action Plan to correct/improve the behavior:    

  

  

  

  

  
 
This issue was discussed with the Employee on:   

 
    
Employee’s Signature  Director’s Signature 



 
The Employee has the right to add a written response to this warning, but must sign to acknowledge they 
have been notified of the issue. 
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