LANESBORO PUBLIC LIBRARY

BOARD OF TRUSTEE MEETING

June 12, 2024

Join Zoom Meeting

hitps://us02web.zoom.us/i/820695238957pwd=MUFCS 1VWSkQxK1FHSkQ2dFq2Y0cyQT0Q

Meeting ID: 820 6952 3895 Passcode: 429639
Dial by your location +1 312 626 6799 US (Chicago) +1 646 876 9923 US (New York) +Meeting ID: 820 6952 3895

Location: City Council Chamber
Agenda:

VI

VII.

VIII.

VIII.

X1

XIl.

Call to order
Public Comments
Approval of the Agenda — 2 minutes
Approval of the Minutes -- 5 minutes
Treasurer’s Report -- 5 minutes
Financial Report -- 5 minutes

a. Budget balance

b. Approval of bills

Director's PTO Hours: 8 hours (5/23)
Circulation report — 2 minutes

Committee Reports -- 10 minutes

a. Budget Committee
Building & Grounds Committee
City Council Liaison
Friends of the Library Liaison
Grants & Fundraising Committee
Personnel Committee
Policy Committee
Public Relations Committee
SELCO Board

" Fm o oo0o

Director’s Report -- 10 minutes

New Business — 5 minutes
a. Summer Reading Events

b. SELCO Foundation change to existing funds

Old Business — 10 minutes

a. Personnel Policy Addendum
Other Business -- 5 minutes

a. Comments and Questions

b. Next meeting, July 17, 2024 at 5:00 pm

Adjourn

Time: 5:00 p.m.



LANESBORO PUBLIC LIBRARY * BOARD OF TRUSTEE MEETING
Secretary Notes * May 15th, 2024

Location: ZOOM Virtual Mtg. & City Council Chambers Time: 5:00 p.m

Present: Jon Buggs-Chair., Alissa Sindelar- Vice-Chair, Sarah Pieper-Treas., Stacey Schultz-Sec., Phil
Holtegaard, Sjeila Goetzke, Mindy Benson, City Council Rep. & Library Board Member, Tara
Johnson-Library Director, Mitchell Walbridge-City Administrator, Linda Henessey, SELCO Rep.

Agenda:

. Call to order: Jon Buggs called the meeting to order. Appoint Time Keeper: Mindy
Public Comments: Shirley Mulder, Tracy Henkel, Anna Loney, Phil Dybbing

11 Approval of the Agenda:
Sarah moved to approve of the agenda. Alissa seconded. MC

lll. Approval of the Minutes:
Alissa moved approval of the minutes. Sarah seconded. MC

V. Treasurer’s Report:
(Donation Checking Acct #618230 / Rose Bell Fund Acct #22802752)

Lanesboro Public Library Treasurer's Report

May 1, 2024
Donation Checking Account #618230
Beginning Balance: April 1, 2024 $14,940.02
Deposits:
3000

Disbursements:

$0.00
Ending Balance: April 30, 2024 $14,940.02
Rose Bell Fund Account #22802752
Beginning Balance: April 1, 2024 $3,119.72
Deposits:

$0.00
Disbursements:

$0.00
Ending Balance: April 30, 2024 $3,149.72

V. Financial Report:
a. Budget balance: April 2024 ~ 26% Budget Income / 39.6% Budget Expenditures
b. Bills: May 2024 Bills = $3969.98
Mindy moved approval of the May bills. Stacey seconded. MC




VI. Director's PTO Hours: 0 Hours

VIl.  Circulation report: April 2024 (4 new library cards + 1 author visit)
Total Checkout= 1730 (1564 physical items / 166 ebooks/eaudio)

VIIl. Committee Reports:

Budget Committee: N/A

Building & Grounds Committee: N/A

City Council Liaison: N/A

Friends of the Library Liaison: FOLL: Book Sale planned for 6/8/24-Info.

Grants & Fundraising Committee: June Book Pick Up coming up (SMIF Early Literacy Grant)
Personnel Committee: (See in ‘Old Business')

Policy Committee: N/A

Public Relations Committee: N/A

SELCO Board: N/A

Ts@meaoTD

IX. Director’s Report: (See 2 page handout images below)

-
QLaneshoro LANESBORO PUBLIC LIBRARY DIRECTOR’S REPORT
May 2024

Administrative Projects

Purchased new books and materials for May

Purchased supplies for new material processing

Submitted paperwork for SELCO MN Author Tour

Posts for library webpage, social media, PPT and posters

¢ Scheduling Kindergarten visits

* Website Accessibility Audit WCAG 2.1

e Fillmore Co. Commissioners Meeting: stalistics for library presentation
e Compile Reports for library board meeting: materials for meeting

* Updating and documenting ILS (Horizon) workflow procedures

¢ Generated SELCO Quarterly and monthly reports

Directlor’s Activities:

e Met with Brynn per library training 4/17

e Met with Eliza: Library Board update 4/21

e Met with Claire per library training 4/27

® Met with Eliza: workflow documentation 5/2
e Met with SELCO Consultants 5/8

e Met with Eliza: 5/11

e Met with policy committee 5/13

e Birding Program with Amy Simso-Dean 5/13

Circulation Desk

Check-in / Check-oul materials

Assist Patrons

Update & maintain computers

Clean rugs, desks, tables, windows

Pull List

Reference Questions

Fill Tubs for Sylvan & Kenilworth monthly
Sort and reshelf Board book collection

Updates from MNLINK / SELCO
® MNLINK requests are no longer automatically placed in SELCO. Patrons are
notified but must manually place their requests.

® SELCO received five respanses from [LS vendors. The Public Lih raries Task
Force (PLTF) members met on Moaday, May 13 (o review the vendor responses.



X. New Business:

a. Fillmore County Contract 2025-2027 (Rural Services/7 Fillmore Cty. Libraries/3% increase)
Sarah moved approval of the Fillmore County 25-27 Contract. Phil seconded. MC

b. Camera in library / FOLL book sale area
-Board requested information on where the camera came from? Purpose? Who Monitors?
-Mitchell Wallbridge, Lanesboro City Administrator answered multiple questions from board:
Reason ?: All entrances to the building have video surveillance-that one did not-so city added.
Additions ?: 4 cameras added - previously had 4 on City Hall Building- now a total of 8.
Access ?: Mitchell Wallbridge, Darla Taylor, Dave Haugen.
Facial Recognition ?: Yes.
Make/Model ?: Amazon Blink—not accessed through the provided service-City
Audio ?: Not enabled.
City Council Aware? We have had cameras, discretion to add/by the City Administrator.
Timer ?. Motion censored.
View of bathroom access ?: If people walk across path of camera view.
Letter of Request for Access to Camera ?: Mitchell will research access availability.

c. Public Data Request-
-Original request in writing via email (April 18th, 2024) to Tara Johnson (no time table request)
-Stacey shared dates and requests for Secretary Notes by the City of Lanesboro (April 29th,
2024.) Data Requested to be completed in 14 days—->request completed and sent back to
those who requested: Mitchell Wallbridge-email request was cc'd to Mr. O’Koren-files submitted
from 2018-Current. Stacey asked about time to complete-who to request reimbursement from
regarding the cost of large file download and share (Jumpdrive cost $9.99)—>No resolution on
reimbursement.
Xl. Old Business: a. Library Board Personnel Committee (Phil 4 votes/Mindy 3 votes)

Roll Call Vote (Two Library Board Members willing to join the Personnel Committee Mindy and Phil-to replace Alissa.)
Stacey: Phil

Phil: Phil
Jon: Phil
Sarah: Phil
Alissa: Mindy
Sjeila: Mindy
Mindy:  Mindy
Board Approves Phil as the new member of the Personnel Committee. (Votes: Phil 4/ Mindy 3)
b. Bylaws
Sarah made a motion to approve the updated Bylaws with edits. Alissa seconded. MC
Xll.  Other Business: a. Former Library Employee Grievance Letter (See Timeline)
May 12, 2024
10-17-23 Email from Library Employee SM
10-23-23 In Person Mtg. (Tara Johnson (Library Direcior), Allssa Sindetar (Library Chair), Emplayse SM)
11-1-23 Library Board Special Mtg.  (Mig- calied by Allssa Sindetar (Library Chakr )
11-13-23 Employese E! ion Mig. Persannel Commiies (Tracey Lambrecht. Ofie Lepper, Sargh Pieper),

Tara Johnsan (Library Direcior), Michell Waltridge (CRy Administrator), Employee SM)
11-15-23 Library Board Mtg. (Tabled Action Ptam for Employsa SM)
11-21-23 Library Board Special Mtg.  (Action Plan Approved for Empioyea SM)
11-27-23 Employee Resignation
11-28-23 1st Day Employee SM was 1o retumn lo work at Lanesboro Public Library.

12-1-23 Employee submitted formal grievance letter (Dated: 12-1-23)
(Letter mailed lo: Lanesboro City Council, 202 Parkway Ave. S.)
(Bady of Lefter, addressed fo: Dear Liwary Direcior, Laneshoro Library Board, Lanesbor City Caundik)

12-1-23 to 12-20-23 Question for Mitchell W., City Admin..:
When was a copy of the grievance letter from employee SM given o the Library Direclor?___ Chair.?___ Library Board? __

12-20-23 Library Board Mtg. (Approved Resignation of SM)
1-2-24 January Lanesboro City Council Mtg.
{Accepind Library Employes i ion, Formes L Latter Fisiad on Agerxtn & in Board Packet, Two recammendations from Lhe

wpioy!
Litrary Board-approved 1 & sponiried 5 Ty Counsl Mamissr 5a Ihe ofter. Jon SugeS Praper noersen. Tara Schuhz wa znam )




Roll Call Vote

Stacey: yes
Phil: yes
Jon: no
Sarah: no
Alissa: yes
Sjeila:  yes
Mindy: yes

Stacey made a motion to dismiss the Former Employee Evaluation Review dated 11/13/23 and
Former Employee (SM) Corrective Action Plan. MC

Jon made a motion to dismiss the Former Employee (SM) Grievance Letter dated 12/1/23. (Library Board received
the greivance letter 5/9/23 and Library Director, Tara Johnson received 5/13/23.) Alissa seconded. MC

a. Comments & Questions

b. Next meeting, June 12th, 2024, at 5:00 pm VIA In-Person & ZOOM Options.
Xlll.  Adjourn: Jon/Alissa moved to adjourn the Library Board Meeting. MC
4 of 4 pages for May 15th, 2024— Lanesboro Library Board Minutes.
Respectfully Submitted by: Stacey Schultz 6-7-2024



Lanesboro Public Library Treasurer's Report

June 1, 2024

Donation Checking Account #618230

Beginning Balance: May 1, 2024 $14,940.02
Deposits:

$0.00
Disbursements:
5/15/24 Demco (Check # 5173) $351.51

Balance for the Boss Deluxe Task computer chairs
$351.51

Ending Balance: May 31, 2024 $14,588.51
Rose Bell Fund Account #22802752
Beginning Balance: May 1, 2024 $3,119.72
Deposits:

$0.00
Disbursements:

$0.00
Ending Balance: May 31, 2024 $3,119.72
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'!ﬁl&grﬂgﬂr}g LANESBORO PUBLIC LIBRARY DIRECTOR’S REPORT

JUNE 2024

Administrative Projects

Purchased new books and materials for June

Purchased additional supplies for SRP

Submitted paperwork for SELCO MN Author Tour

Posts for library webpage, social media, PPT and posters

SRP promotion, sign-up

Website Accessibility Audit WCAG 2.1

Compile Reports for library board meeting: materials for meeting
Updating and documenting ILS (Horizon) workflow procedures
Generated SELCO Quarterly and monthly reports

Director’s Activities:

Met with Brynn per library training 5/15
Met with Eliza: Library Board update 5/15
Met with Claire per library training 5/18

Fillmore County Library Director’s meeting (SV) 5/21
Met with Eliza: new Itypes for cataloging items 5/21

Met with policy committee 5/13

MN Author, Michael Hall 5/21

Met with Eliza patron verification for Libby: 5/28
Kindergarten library tour & story time 5/30

Doug Ohman Program 6/5

Rad Zoo Program 6/6

Story time 6/7

FOLL Book Sale 6/8

Met with Clair SRP planning 6/8

SELCO Director’s meeting 6/11

Circulation Desk

Check-in / Check-out materials
Assist Patrons
Update & maintain computers

Clean rugs, desks, tables, windows
Pull List



Reference Questions

Fill Tubs for Sylvan & Kenilworth monthly
Sort and reshelf Graphic novels

Materials repair

Updates from MNLINK / SELCO

e New MNLINK system up and running the old system will be shut down. All items
borrowed under the old system must be returned by June 21.

| {g SELCOILS Migration
Phase 1 Phase3 Phase 4 Phase5

Planning Selection Process Implementation Go Live Adjustment Perlod
« Consolldate Settings + Look at Proposals - Data Migration + First Day running on = adapt to new software
= Send out RFPs + Select for Demos * Sotting Selection new 1] - I i i s
* Document local processes < Contract Negotiatlons - Training - Adjusting workflovrs + document possible need

« Continue to document for future changes

‘ your library processes



LANESBORO PUBLIC LIBRARY

Summer Reading Program 2024

ADVENTURE. =

e ) .
e EEGINS AT e

YOUR LIBRARY. A\

Calendar of events

About the Summer Reading

Program Thursday Friday Saturday
_ , Family programs |Story Time Crafts
The Summer Reading Program is an
exciting way to keep reading all summer
long! Tojoinin, sign up at the library front Jung 1_3 o . _ 15
desk. Magician Brodini- Story time- Library closed
3pm 9:30am at Sylvan | for Artin the
Throughout the summer, youth aged 0-12 Park Gazebo Park
years can log their reading and join us in
person at the Lanesboro Library or nearby | ;. 5q 21 29
Sylvan Park for in person events: Summer Story time- Craft- little
. 9:30am at Sylvan .
. Celebration- 3pm picture books
Thursday Family Programs Park Gazebo
Friday Story Time o8
June 27 Story time- 29
Saturday Crafts with Claire Brian & Susan’s _ Y
B 9:30am at Sylvan
FauL Elinyan Park Gazebo
Reading and attending events this summer | Musical Story”- 3pm
will also benefit your community! Every
time you check something out or attend | July 4 5 6
an event, you will get to vote for a local
cause to support. At the end of the Library Closed )Jm;j;f N
summer the cause with the most votes will J
get the largest donation. July 11 12 _ 13
The choices for this summer will be: Amanda & Munchkin | 2tory time-
the mini horse- 3pm 9:30am at Sylvan
Camp Companion P Park Gazebo
(Rochester, MN)
July 18 19
. . 20
Birthday Cake Kits Pond exploration Story time- Craft- Sun
for the Food Shelf | with Eagle Bluff- 9:30am at Sylvan i
3pm Park Gazebo
New Playground 26
Equipment July 25 Story time- 2R7a1in date for
; Will Bjorndahl- 3pm | 9:30am at Sylvan .
% sun print craft
= Park Gazebo

Use the reading log on the back of this flyer to start your summer of adventure!




Investments Report as of 12/31/2023

Investments Rpt

SELCO LIBRARY FOUNDATION
12-month CD  12-month CD 12-month CD 12-month CD 12-manth CD 12-month CD 60-month CD  Institutlonal Funds Savings Savings Chocking Savings
‘Oimsted Natjonal “§ .
Financlal Institution Edward Jones Edward Jones Edward Jones Edward Jones Edward Jones Edward Jones Foresight Bank Mutual af Amotica® Bank Capltal One . Think Bank  Edward Jones
Number 669360543 394441401 441577415 503114738 518835658 5808043308 42242 201749963-00 JEO1 1604805 234384
Maturlty Date 12/20/12024 12/14/2023 2/15/2024 5/14/2024 5/30/2024 9/6/2024 5/6/2027 upoh request upon request  upon request upon request upon request
Interest Rate 5.00% A.B0% 4.75% 515% 5.25% G.40% 0.90% variable 0.10% 0.01% Totals
Albert Lea Public Library 26,327.18 0.40 0.00 26,327.58
Buckham Memarial Library 14,000.00 14,000.00 12,163,386 41,950.80 1,34 0.00 82,115.60
Chatfield Public Library 34,905.98 0.00 (0.00) 0,00 34,905.98 Keep all funds In ONB
Dodge Center Frlands of ihe Library 5153.00 (0.00) 5,063.44 0.07 4777 59.63 10,323.90 Keep new funds in ONB
Harmony Public Library 3,606.66 (0.00) 525.72 6,567.08 0.00 0.00 33.43 52.25 10,805.14
Lanesboro Public Library . 1,03089 wom V675088 —__ 341645 R ; i} e 00—, 00} MSE___ J0SE. . 2ag94d46
Van Harn Public Library T - ) 13184001 - 0.00 0.00 2107 13,215.18
Van Horn Public Library - Bullding Fund 102,70 (0.00) 18,159.56 2,829.47 2,269.59 0.00 0.95 5.71 23,367.99
Plalnview Publle Library 2,758.46 (0.00) 24,024.69 3,750.65 13,111.05 4,176.26 0.06 25.57 52.85 47,908.58 Keep Only $3,000 In ONB
Preslon Public Library 41,328.14 21,153.59 0.20 65.97 62,548.90
Rushford Public Librery 24,497.78 0.44 0.00 24,498.22
SL. Charles Frlends of the Library 20,855.49 0.00 0.00 0.00 20,855.49
S Charles Publlc Library 10,267.81 (0.00) 22,166.74 0.00 0.00 95.18 118.84 32,646.66
Spring Valley Public Library 3,080.38 (0.00) 5,900.77 6,190.82 19,776.92 0.32 28,56 45.53 35,031,71
Stewarlville Publlc Library 159,000.00 15,441.18 118.04 21,164.84 0.23 24,64 185,748.93
Wabasha Frlends of the Library (0.00) 0.00 0.00 0.00 (0.00)
SELCO 113.16 900.70 172,540.60 103.83 0.00 144 173,6859.73
SELCO Foundstion 4585 (0,00} 142010 0.00 11,465.94
Totals: A40,000.00 .oy 83,000.00 42,000,00 168,000.00 119,00 00 12.183.38 194,825.37 166,526 58 3,07 166112 468.51 828,651,01
[ 000
Encumbered
827,177.78  (includos $10k of Foundalion funds an
~Mutual of America Princlpal Investment:
sC 8,771.67
STEW 70,000.00
SELCO ____ 50,000.00 Cash Avalfable for Reinvestment :80,143.47
128,771.67
Total CO's 455,183.36
Total Mulual Funds 194,825.37
Total Sevings 167,001.16
Total Olher Bank 11,661.12
828,651.01 0.00

Q2 - 12.31.23 Investments



SELCO LIBRARY FOUNDATION

Participating Library Deposit/Withdrawal Authorization Form

Library Name: Lﬁﬂ 63\90 cOo T)Ob ‘ Ya \.,'\ \orar\/
[

0

X

i

Option I: Above-named library authorizes a deposit to the SELCO
Foundation in the amount of $ to be deposited as follows:

High-interest savings account (funds available for withdrawal at any time).
Short term CD (funds are invested in a CD for up to one (1) year).

Long term CD (funds will be invested for a minimum of one (1) year and held
indefinitely awaiting direction from Library).

Invest in Mutual of America Institutional Funds (funds available for withdrawal with
proper notification). Complete the Wire Transfer form.

Attach a copy of the Library Board resolution defining the purpose of the charitable
funds transferred to the Foundation.

Option Il: Above-named library authorizes a Q_haagg to existing deposits with the SELCO
Foundation as follows: Move $_1(p, 145,

From: To:
Savings ___ Savings
CD X €D
Institutional Funds _Institutional Funds

Option lII: Above-named library requests and authorizes a withdrawal of its funds from the
SELCO Foundation in the amount of $ . This withdrawal amount is requested
by (date).

Make Check Payable To:

Send/Mail Check To:

Signatures: This authorization must have approval by the local library board.

Library Board or Friends President Date

SELCO Library Foundation Representative Date



For Board Review for June Board Meeting

LANESBORO PUBLIC LIBRARY
POLICY ADDENDUMS TO
THE CITY OF LANESBORO PERSONNEL POLICY MANUAL

(These addendum policies will replace those listed in the City of Lanesboro Personnel Policy)

Article TIL. Section 3.04 CORE HOURS
Article V1. Section 6.02

For Section 3.04 Add to “Police, fire, library staff, and public works employees”

Library hours are set by the library board. Current business hours can be found on the Lanesboro
Library Website at www.lanesboro.lib.mn.us and on the door to the main entrance of 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 TIL. 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 and approved by the board. A

Training Manual will be kept in the library. The library will implement a 6 week, 3 month, 6
month, and one year probationary period.

Article TII. 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 break will be taken on premises. The library is open for
less than & hours so no meal breaks will be earned by library staff.

Article VI. Section 6.04 ADVERSE WEATHER CONDITIONS

Refer to the library’s Inclement Weather Policy.

Article TX. PERFORMANCE REVIEW

Library staff performance reviews will be conducted by the library director using the
Performance Evaluation Form as designated by the library board. The library personnel



committee will conduct the review for the library director. After probation, reviews will be done
annually on the employee’s anniversary month of hire.

Article XVIIL DISCIPLINE

Section 18.01 General Policy

Supervisors are responsible for maintaining compliance with library standards of employee
conduct. The objective of this policy is to establish a standard disciplinary process for employees
of the Lanesboro library. Library employees will be subject to disciplinary action for failure to
fulfill their duties and responsibilities at the level required, including observance of work rules
and standards of conduct and applicable library policies.

Discipline will be administered in a non-discriminatory manner. An employee who believes that
discipline applied was either unjust or disproportionate to the offense committed may pursue a
remedy through the grievance procedures established in the library’s personnel policies. The
library director, personnel committee, or library board will investigate any allegation on which
disciplinary action might be based before any disciplinary action is taken.

Section 18.02 No Contract Language Established
This policy is not to be construed as contractual terms and is intended to serve only as a guide for
employment discipline.

Section 18.03 Process

The library may elect to use progressive discipline, a system of escalating responses intended to
correct the negative behavior rather than to punish the employee.

There may be circumstances that warrant deviation from the suggested order or where
progressive discipline is not appropriate. Nothing in these personnel policies implies that any
library employee has a contractual right or guarantee (also known as a property right) to the job
they perform.

Documentation of disciplinary action taken will be placed in the employee’s personnel file with a
copy provided to the employee. The following are descriptions of the types of disciplinary
actions:

(a) Oral Reprimand

This measure will be used where informal discussions with the employee’s supervisor have not
resolved the matter. All supervisors have the ability to issue oral reprimands without prior
approval.

Oral reprimands are normally given for first infractions on minor offenses to clarify expectations
and put the employee on notice the performance or behavior needs to change, and what the
change must be. The library director will document the oral reprimand including date(s) and a
summary of discussion and corrective action needed. This documentation will be added to the
employee’s file.

(b) Written Reprimand

A written reprimand is more serious and may follow an oral reprimand when the problem is not
corrected, or the behavior has not consistently improved in a reasonable period of time. Serious
infractions may require skipping either the oral or written reprimand, or both. Written reprimands
are issued by the library director.

A written reprimand will: (1) state what happened; (2) state what should have happened; (3)
identify the policy, directive or performance expectation that was not followed; (4) provide
history, if any, on the issue; (5) state goals, including timetables, and expectations for the future



(plan for correction); and (6) indicate consequences of recurrence. A Written Reprimand Form is
attached.

Employees will be given a copy of the reprimand to sign acknowledging its receipt. An
employees’ signature does not mean the employee agrees with the reprimand. Written
reprimands will be placed in the employee’s personnel file.

(c) Suspension With or Without Pay

The library director, after consulting with the personnel committee, may suspend an employee
with or without pay for disciplinary reasons. Suspension without pay may be followed with
immediate dismissal as deemed appropriate by the library board, except in the case of veterans.
Qualified veterans, who have completed their initial probationary period, will not be suspended
without pay in conjunction with a termination. The employee will be notified in writing of the
reason for the suspension either prior to the suspension or shortly thereafter. A copy of the letter
of suspension will be placed in the employee’s personnel file.

An employee may be suspended or placed on involuntary leave of absence pending an
investigation of an allegation involving that employee. The leave may be with or without pay
depending on a number of factors including the nature of the allegations. If the allegation is
proven false after the investigation, the relevant written documents will be removed from the
employee’s personnel file and the employee will receive any compensation and benefits due had
the suspension not taken place.

(d) Demotion andlerTransfer

An employee may be demoted or transferred if attempts at resolving an issue have failed and the
library director, after consulting with the personnel committee, determines a demotion or transter
to be the best solution to the problem. The employee must be qualified for the position to which
they are being demoted or transterred. The library board must approve this action.

(e) Salary

An employee’s salary increase may be withheld, or the salary may be decreased due to
performance deficiencies.

(f) Dismissal

The library director with advance review with the personnel committee, and with the approval of
the library board, may dismiss an employee for substandard work performance, serious
misconduct, or behavior not in keeping with library’s standards.

Article XIX. GRIEVANCE PROCEDURE

Any dispute between an employee and the library relative to the application, meaning or
interpretation of these personnel policies will be settled in the following manner:

Step 1A: If an employee has an issue with a co-worker, they should try to first discuss the issue
with the co-worker. 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 co-worker to meet with them at the
library before the library is open to the public.

Step 1B: If they do not feel Step 1A 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 employee prefers, they may present the grievance in writing, stating the nature of the
grievance, the date at which the incident allegedly occurred, the facts on which it is based, the
provision or provisions of the personnel policies allegedly violated, and the remedy requested, to
the library director within twenty-one days after the alleged violation or dispute has occurred.
The director will respond to the employee in writing within seven calendar days.



Step 2: If the issue is with the director and/or the grievance has not been settled in accordance
with Step 1, it must be presented in writing, stating the nature of the grievance, the date at which
the incident allegedly occurred, the facts on which it is based, the provision or provisions of the
Personnel Policies allegedly violated, and the remedy requested, by the employee to the
personnel committee within seven days after the director’s response is due (or immediately if the
issue is with the director). The personnel committee or their designee will respond to the
employee in writing within seven calendar days. 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. Employee issues can be conducted in a closed meeting with the library board per the
employee’s request. The decision of the library board is final for all disputes with exception of
those specific components in a performance evaluation subject to a challenge through the
Minnesota Department of Administration.

Section 19.01 Waiver

If a grievance is not presented within the time limits set forth above, it will be considered
“waived.” If a grievance is not appealed to the next step in the specified time limit or any agreed
extension thereof, it will be considered settled on the basis of the library’s last answer. If the
library director, personnel committee, or library board does not answer a grievance or an appeal
within the specified time limits, the employee may elect to treat the grievance as denied at that
step and immediately appeal the grievance to the next step. The time limit in each step may be
extended by mutual agreement of the library director, personnel committee, or library board and
the employee without prejudice to either party.

The following actions are not grievable:

* While certain components of a performance evaluation, such as disputed facts reported to be
incomplete or inaccurate are challengeable, other performance evaluation data, including
subjective assessments, are not.

* Pay increases or lack thereof; and

» Merit pay awards.

The above list is not meant to be all inclusive or exhaustive.



Lanesboro Library Written Warning
Employee Name:

Date of Incident: Step of Warning:

Issue for Written Warmning:

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.



