
 

 
 

Great River Regional Library  
1300 W. St. Germain Street 

St. Cloud, MN  56301 
Tel. 320.650.2500   Fax 320.650.2501 

 

                                                                                                                                                             

Board of Trustees Meeting – Special Session 
Tuesday, August 19, 2014, 7:00 p.m. 

St. Cloud Public Library Mississippi Room 
Agenda 

 
 
Public Open Forum—Total time: 10 minutes, each person limited to two minutes, speakers must address library 
related topics not already on the agenda, board members will not interact with public speaker (concerns are referred 
to management for follow-up), and all parties are expected to display appropriate behavior.  
 
 

1.   Call to Order 
2.   Adoption of Agenda 
3.   Public Open Forum  
4.   Staff Reports 

4.1 Building Report (verbal) 
5.   Old Business 

5.1 RLTA FY2014 Final Report (on table) (Requested action – Approve) 
6.   New Business 

6.1 3E. Succession Plan Policy – 100 Service and Administration (Requested action – Approve) 
6.2 Executive Director Position Description (Requested action – Approve) 
6.3 Executive Director Hiring Process Discussion 
6.4 Executive Director Employee Performance Review Process Discussion  

7.   Board Open Forum  
8.   Next Meeting:  September 16, 2014, Personnel Committee 6:00 p.m., Full Board 7:00 p.m. 
9.   Adjournment 



100 Service and Administration 
3E. Succession Plan 
Submitted by Sunny Hesse, Associate Director – HR  
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GRRL Succession Plan Concerning Executive Director – MARK-UP COPY 
 
1. Rationale 
 
The Executive Director position is critical to the success of the Great River Regional Library (GRRL). This plan is 
primarily designed to insure that the organization has leadership and effective management in the event the 
director is unable to fulfill his or her duties due to unplanned temporary absence or short or long term 
absence. 
 
2. Basics of the Plan 
 
The GRRL Board of Trustees authorizes the Chairman (Chair)Personnel Committee to implement the terms of 
this emergency succession plan in the event of an unplanned absence.  A special meeting of the Personnel 
Committee will be called within one (1) week of notification of leave of absence. temporary, short-term or long 
term absenceAn unplanned absence is one that arises unexpectedly, in contrast to a planned leave such as 
vacation. The length of the unplanned absence will be considered when implementing the terms of this 
emergency succession plan. 

A temporary absence is 29 days or less.  
• A short-term absence is between 30 and 90 daysup to 12 weeks consistent with FMLA qualified 

absences. Exceptions may exist based on other state or federal law (for example Military Caregiver 
Leave).  

• A long-term absence is between 91 and 180 days.is greater than 12 weeks. Long-term absences will be 
evaluated on a case-by-case basis. 

 
It is the responsibility of the Executive Director to inform the Personnel Committee Chair of a planned 
temporary or short-term absence, and to make appropriate plans for duty coverage. Planned absences do not 
trigger the implementation of this plan under ordinary circumstances. 
 
It is the responsibility of the Associate Director, Human Resources to immediately inform the Chair GRRL Board 
of Trustees of an unplanned temporary or short-term absence of the Executive Director. It is the responsibility 
of the Executive Director, or a personal representative, to regularly communicate with the Associate Director, 
Human Resources and the Personnel Committee Chair regarding the status of the leave and anticipated return 
to work date. Communication will occur weekly and be shared with the full GRRL Board of Trustees. 
 
As soon as feasible, following notification of an unplanned temporary or short-term absence, the Chair shall 
implement the procedures in this plan. If procedures need to be modified prior to implementation, the Chair 
shall convene an Executive Committee meeting. 
 
3. Unplanned Temporary or Short Term Absence of Executive Director 
 

I. Appointing an Acting Executive Director 
 
Based on the anticipated duration of the absence and accessibility of the current Executive Director, 
the Chair may appoint an Acting Executive Director will automatically be appointed from existing 
Associate Director or Patron Services Supervisor level staff. The appointment will be limited be 
determined first toby staff in one of these level positions whom holding an MLS degree which isas 
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required by Minnesota Rules. If more than one employee holds an MLS degree, the appointment will 
be based on: 

• level of position, with preference given to the Associate Director level  
• years of service in an administrative role. 
• . The appointment of an Acting Executive Director shall be made from Associate Director level 

staff. 
 
II. Authority, Restrictions and Compensation of the Acting Executive Director 
 
The Acting Executive Director reports to the Board Chair. 
The Acting Executive Director shall have full authority for day-to-day decision making and independent 
action as the regular Executive Director. 
 
Any staff termination decisions shall be made in consultation with the ChairPersonnel Committee. 
 
As soon as possible, the Chair and Acting Executive Director shall announce the organization's 
temporary leadership structure to staff, the Board of Trustees, and the public including key supporters. 
 
The Acting Executive Director will be offered no additional compensation. 
 
III. When No Acting Executive Director is appointed 
 
In the event that the absence is 29 days or less and the current Executive Director is available for 
consultation, appointment of an Acting Executive Director is not required. Appointment of an Acting 
Executive Director is left to the discretion of the Executive Director. 
 
IVIII. Return After Absence 
 
The decision about when the absent Executive Director returns to lead GRRL should be determined by 
the Executive Director and the Chair in coordination with the Associate Director, Human Resources. 
They will decide upon a mutually agreed upon schedule and start date. A reduced schedule for a set 
period of time can be allowed with the intention of working their way back up to a full-time 
commitment.The Executive Director will return from a leave of absence upon release to work from the 
medical provider. 

 
4. Unplanned Long Term Temporary Absence of Executive Director 
 
If the Executive Director is not released from the medical provider to return to work after the 12-week FMLA 
qualified period, s/he must request an additional leave of absence. The new request will be evaluated by the 
GRRL Board of Trustees for approval. Information that may be considered in reaching a decision includes: 

(1) What is the diagnosis? 
(2) On what basis does the physician you base this diagnosis? 
(3) Please review the enclosed job description for the Executive Director position. 

a. Is the individual currently able to perform the essential duties of the enclosed job 
description, with or without reasonable accommodation? 

b. If the answer to 3a. above is no, how soon will s/he be able to perform the essential duties 
of the enclosed job description, with or without accommodations. 

(4) What type of accommodations would the individual need in order to perform the essential 
functions of the job? 

(5) What is the expected duration of the medical condition?  Is the condition expected to change over 
the course of its duration?  Please explain. 
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(6) Does the physician you have any other information that would assist GRRL in evaluating the 
individual’s employment situation? 

 
 
The intent to request an additional leave of absence must be submitted in writing to the Associate Director, 
Human Resources and Personnel Committee Chair at least two (2) weeks prior to the end of the initial 12-week 
period.  
A long-term absence is one that is expected to last more than 90 days, but no more than 180 days. The 
procedures and conditions to be followed should be the same as for a short-term absence with one addition: 

• The Executive Committee of the GRRL Board of Trustees will give immediate consideration, in 
consultation with the Acting Executive Director, to temporarily filling the management position left 
vacant by the Acting Executive Director. 

 
This is in recognition of the fact that it may not be reasonable to expect the Acting Executive Director to carry 
the duties of both positions. The position description of a temporary manager would focus on covering the 
priority areas in which the Acting Executive Director needs assistance. 
 
5. Permanent Change in Executive Director 
A permanent change is one in which it is firmly determined that the Executive Director will not be returning to 
the position. A permanent change is generally evidenced by an absence of more than 180 days, a 
determination of permanent disability, a voluntary letter of resignation, or death. In unusual circumstances, an 
absence of more than 180 days might not be considered proof of the Executive Director's intention to 
permanently leave the position. The procedures and conditions should be the same as for a long-term 
temporary absence with one addition: 
 
It is considered a voluntary resignation if the Executive Director is unable to return to work from a leave of 
absence, either after the initial 12-week period or within the board designated return to work date. 

 
• The GRRL Board of Trustees will hold a special meeting and appoint an Interim Executive Director  

Transition and Search Committee within  2110 business days. to plan and carry out a transition to a 
new permanent Executive Director. 

•  
The Board will consider the need for outside consulting assistance depending on the circumstances of the 
transition and the Board's capacity to plan and manage the transition and search. The Transition and Search 
Committee will determine the need for an Interim Executive Director, and plan for the recruitment and 
selection of an Interim Executive Director and/or permanent Executive Director. 
 
6. Transition and Search Committee 
 
The GRRL Board will consider the need for outside consulting assistance depending on the circumstances of 
the transition and the Board's capacity to plan and manage the transition and search.  
 
The GRRL Board will assign individuals to the Transition and Search Committee. The Transition and Search 
Committee will plan for the recruitment and selection of a permanent Executive Director. Final 
recommendation will be presented to the GRRL Board for approval. 
  
Approved Date:  3/16/10 
Effective Date: 3/16/10 
Revised Date:  8/19/14 
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GRRL Succession Plan Concerning Executive Director – CLEAN COPY 
 
1. Rationale 
 
The Executive Director position is critical to the success of the Great River Regional Library (GRRL). This plan is 
primarily designed to insure that the organization has leadership and effective management in the event the 
director is unable to fulfill his or her duties due to unplanned temporary absence or short or long term 
absence. 
2. Basics of the Plan 
 
The GRRL Board of Trustees authorizes the Personnel Committee to implement the terms of this emergency 
succession plan in the event of an unplanned absence.  A special meeting of the Personnel Committee will be 
called within one (1) week of notification of leave of absence. An unplanned absence is one that arises 
unexpectedly, in contrast to a planned leave such as vacation. The length of the unplanned absence will be 
considered when implementing the terms of this emergency succession plan. 

 
• A short-term absence is up to 12 weeks consistent with FMLA qualified absences. Exceptions may exist 

based on other state or federal law (for example Military Caregiver Leave). 
• A long-term absence is greater than 12 weeks. Long-term absences will be evaluated on a case-by-case 

basis. 
It is the responsibility of the Executive Director to inform the Personnel Committee Chair of a planned short-
term absence, and to make appropriate plans for duty coverage. Planned absences do not trigger the 
implementation of this plan under ordinary circumstances. 
 
It is the responsibility of the Associate Director, Human Resources to immediately inform the GRRL Board of 
Trustees of an unplanned short-term absence of the Executive Director. It is the responsibility of the Executive 
Director, or a personal representative, to regularly communicate with the Associate Director, Human 
Resources and the Personnel Committee Chair regarding the status of the leave and anticipated return to work 
date. Communication will occur weekly and be shared with the full GRRL Board of Trustees. 
 
As soon as feasible, following notification of an unplanned temporary or short-term absence, the Chair shall 
implement the procedures in this plan. If procedures need to be modified prior to implementation, the Chair 
shall convene an Executive Committee meeting. 
 
3. Unplanned Temporary or Short Term Absence of Executive Director 
 

I. Appointing an Acting Executive Director 
 
Based on the anticipated duration of the absence and accessibility of the current Executive Director, an 
Acting Executive Director will automatically be appointed from existing Associate Director or Patron 
Services Supervisor level staff. The appointment will be limited first to staff in one of these level 
positions holding an MLS degree as required by Minnesota Rules. If more than one employee holds an 
MLS degree, the appointment will be based on: 

• level of position, with preference given to the Associate Director level  
• years of service in an administrative role. 

 
II. Authority, Restrictions and Compensation of the Acting Executive Director 
 
The Acting Executive Director reports to the Board Chair. 
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The Acting Executive Director shall have full authority for day-to-day decision making and independent 
action as the regular Executive Director. 
 
Any staff termination decisions shall be made in consultation with the Personnel Committee. 
 
As soon as possible, the Chair and Acting Executive Director shall announce the organization's 
temporary leadership structure to staff, the Board of Trustees, and the public including key supporters. 
 
The Acting Executive Director will be offered no additional compensation. 
 
III. Return After Absence 
 
The Executive Director will return from a leave of absence upon release to work from the medical 
provider. 

 
4. Unplanned Long Term Temporary Absence of Executive Director 
 
If the Executive Director is not released from the medical provider to return to work after the 12-week FMLA 
qualified period, s/he must request an additional leave of absence. The new request will be evaluated by the 
GRRL Board of Trustees for approval. Information that may be considered in reaching a decision includes: 
 

(1) What is the diagnosis? 
(2) On what basis does the physician base this diagnosis? 
(3) Please review the enclosed job description for the Executive Director position. 

a. Is the individual currently able to perform the essential duties of the enclosed job 
description, with or without reasonable accommodation? 

b. If the answer to question 3a above is no, how soon will s/he be able to perform the 
essential duties of the enclosed job description, with or without accommodations. 

(4) What type of accommodations would the individual need in order to perform the essential 
functions of the job? 

(5) What is the expected duration of the medical condition?  Is the condition expected to change over 
the course of its duration?  Please explain. 

(6) Does the physician have any other information that would assist GRRL in evaluating the 
individual’s employment situation? 

 
The intent to request an additional leave of absence must be submitted in writing to the Associate Director, 
Human Resources and Personnel Committee Chair at least two (2) weeks prior to the end of the initial 12-week 
period.  
 
5. Permanent Change in Executive Director 
 
It is considered a voluntary resignation if the Executive Director is unable to return to work from a leave of 
absence, either after the initial 12-week period or within the board designated return to work date. 

 
• The GRRL Board of Trustees will hold a special meeting and appoint an Interim Executive Director 

within 10 business days.  
 
6. Transition and Search Committee 
 
The GRRL Board will consider the need for outside consulting assistance depending on the circumstances of 
the transition and the Board's capacity to plan and manage the transition and search.  
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The GRRL Board will assign individuals to the Transition and Search Committee. The Transition and Search 
Committee will plan for the recruitment and selection of a permanent Executive Director. Final 
recommendation will be presented to the GRRL Board for approval. 
 
Approved Date:  3/16/10 
Effective Date: 3/16/10 
Revised Date:  8/19/14 
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EXECUTIVE DIRECTOR 
 
 

Department:  
 

GRRL Administration/GRRL Class Code: 2775 
Reports To:   
 

GRRL Board of Trustees Pay Grade: 37 
  FLSA Status: Exempt 

 
Date Approved:   09/27/2005 
Date of Last Revision:  11/19/2013, 08/19/2014      
 
 
Under general direction of the Great River Regional Library Board of Trustees, the position of Executive 
Director plans, organizes, directs, evaluates and reviews the library’s resources, services and programs.  
The Executive Director also interprets library resources, services and programs to the regional library 
board, governmental authorities and citizens. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 

THE FOLLOWING ARE THE REGULAR DUTIES FOR THIS POSITION.  THESE DUTIES ARE NOT 
TO BE CONSTRUED AS EXCLUSIVE OR ALL-INCLUSIVE.  OTHER DUTIES MAY BE REQUIRED 
AND ASSIGNED. 

• Serves the library in a leadership capacity to move the region’s services forward, anticipates 
future needs, as well as to respond to current trends. 

• Plans, organizes and directs all activities concerned with the administration and operation of the 
regional library system.  
• Provides direction and coaching to direct reports in the effective operation of major 

library service areas including Accounting, Collection Development, Human Resources, 
Information Technology, Patron Services and Public Relations. Maintains a 
caollaborativecollaborative and respectful workplace environment. 

• Makes policy and budget recommendations to the regional library board and serves as a 
non-voting executive officer at all board and committee meetings.  Reports to the board 
on library needs and operation on a regular basis.   

• Provides the board with an appropriate strategic planning process, short- and long-range 
goals, and implements an ongoing process of reviewing the development of library 
services and programs in response to changing needs or conditions.  

• Develops and recommends to the board system wide policies and procedures for library 
operations. 

• Administers expenditure of all regionally held funds committed for library services and 
operations.  Develops, preparesOversees preparation and development of the annual 
budget and. Ppresents the annual budget proposal for board authorization.  Provides 
periodic budget status reports and enforces provisions of the adopted budget. 

o Exercises final authority for all recruitment, hiring and dismissal actions for library staff. 
• Leads advocacy efforts and maintains effective relationships with board members and 

community stakeholders. Maintains effective communication with governmental officials 
regarding funding issues. Represents Great River Regional Library in the community. 



Great River Regional Library | Executive Director 2 
 

• Represents the library in state and national professional associations and at conferences.  Stays 
informed on new developments affecting library operations, services and programs and assesses 
advisability and feasibility of implementation strategies. 

• Oversees advice to local boards and governmental authorities on a variety of library issues 
including local library board operations, building improvements, site selection, 
programmingservices, etc. 

•   Oversees the release of information regarding status of pending local, state and federal 
legislation affecting library operations.  Represents the library concerning governmental 
regulations and funding at local, state and federal levels. 

• Insures GRRL’s interests are represented with the State of Minnesota by participating in various 
meetings such as those conducted by State Library Services & School Technology, the Council of 
Regional Public Library System Administrators, Central Minnesota Libraries Exchange and other 
appropriate local, county, state and federal agencies. 

• Other essential duties include but are not limited to the following: 
• Conducts staff meetings communicating the library’s vision, mission, philosophy, goals and 

objectives to library staff.  Ensures that these goals are executed by staff.  
• Supervises Oversees preparation and distribution of statistical reports outlining library 

services and operations.  Interprets and analyzes those reports and uses that analysis to 
develop goals and objectives for Board consideration. 

• Provides needed reports, planning documents, program applications and other 
documentation to board members and state and federal program officials.  

• Represents GRRL to the media. 
• Maintains awareness of and pursues grant opportunities and other innovative sources of 

income. 
•  

• People management system(s) oversight 
• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 

• Participates in professional meetings, workshops and related continuing education 
activities to represent GRRL and to keep current on changing trends in the field of library 
science. 

 
MINIMUM QUALIFICATIONS 

Education and Experience: 

Master’s degree in Library Science from an American Library Association accredited college or university. 

AND 

At least eight years of public library experience including significant at least two years of administrative 
responsibility.  Experience working with a board of trusteeslibrary board. 

Required Skills and Abilities: 

• Demonstrated leadership exemplified by willingness and ability: 
o to model and reinforce integrity, ethics and excellence in work performance  
o to develop and sustain work relationships characterized by respect, dignity and trust 
o to provide enthusiastic and positive leadership 
o to support policies and work practices that engender successful collaboration 
o to manage by objectives and outcomes 
o to mentor and coach in a manner that contributes to staff development 



Great River Regional Library | Executive Director 3 
 

o to lead and follow through on initiatives based on the achievement of the organization's 
annual and long-term goals 

o to develop and implement creative solutions to regional challenges 
o to maintain a commitment to personal and professional development 

• Demonstrated administrative skills sufficient to manage the operation of a 32-branch library 
system. 

• Ability to lead administrative staff in long and short range planning to assist GRRL in fulfilling its 
stated mission.  Knowledge of management techniques to plan and coordinate the work of 
approximately 280 employees to provide high quality library services. 

• Knowledge of concepts, principles, techniques, and practices of accounting, human resources 
management, public relations, planning, statistics, verbal and graphical presentations, public 
speaking, grant writing and grant administration. 

• Financial planning and management skills necessary to oversee the creation, development and 
management of a large and complex annual operating budget. 

• Ability to create with the library board a philosophy supporting regional library services and 
interpersonal skills sufficient to effectively relate this to the general public, staff, and legislative 
and governmental bodies. 

• Ability to develop and write policies and procedures and secure board support to implement 
them. 

• Comprehensive knowledge of professional library principles, methods, techniques, materials 
and procedures. 

• Comprehensive Excellent computer skills and familiarity with electronic information resources 
including databases and the Internet and knowledge of relevant software applications. 

• knowledge ofFamiliarity with automation, telecommunication,  and library and information 
management technologies. 

• Ability to travel frequently with overnight stays.  Minnesota driver’s license required. 
• Comprehensive knowledge of laws and regulations relating to library operations. 
• Ability to read, write, give, follow and comprehend verbal and written instructions.   
• Effective oral and written communication skills to communicate productively with staff and 

library users. 
• Must reside within the region within six months of hire. 

 

PHYSICAL DEMANDS/WORK ENVIRONMENT 

The physical demands and work environment characteristics described on the attached Physical 
Demands Analysis are representative of those that must be met by an employee to successfully perform 
the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

ACCEPTANCE STATEMENT 

I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Executive Director at GRRL. If employed, I certify that I can and will perform the primary duties and 
responsibilities of the position.  Management reserves the right to change job responsibilities, duties 
and hours as needs prevail.  This document is for management communication only and does not 
indicate a written or implied contract of employment. 
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Acknowledgement of Review 

I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
 
__________________________________                  ___________________  
Employee Signature     Date 
 
 
__________________________________  ___________________ 
GRRL Supervisor Signature    Date    



 
Executive Director Search Options 
Submitted by Sunny Hesse, Associate Director – HR 
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GRRL Past Practice for Executive Director Search 
 
1. Review job description 

• Review duties of positions and an outline of present projects including timelines and a reference to staff 
responsible for each project 
 

2. Ongoing tasks were reassigned to the Deputy Director in the interim period 
 

3. HR Manager developed and presented a hiring timeline for the director position 
• Work with marketing department to develop a packet of information about GRRL for candidates 

interviewed 
 St. Cloud building information 
 Other building projects 
 Re-Structure Plan 
 Compensation & Classification Study 
 GRRL’s Strategic Plan 

• Determine job title for job posting (Director, Director-Regional System, System Director) 
• Determine whether a supplemental application will be required 
• Approve revisions to job description if necessary 
• Proposed application deadline 
• Proposed listings 

 GRRL website, Hotline (print and online advertising), MetroNet (MN Library Jobline), MLA online 
 

4. HR Manager proposed search process for consideration by the GRRL Board 
• Determine the make-up of the search/selection committee 
• HR completes initial steps before the first selection committee meeting 

 Rating sheets for all applicants to insure minimum requirements are met 
 Confirms ALA accreditation for MLS degree of each applicant 
 Send candidates that meet the minimum requirements a letter indicating their eligibility, a packet 

of information on GRRL and St. Cloud and surrounding communities 
 Send letter to candidates that do not meet minimum requirements 
 Inform the search committee how many candidates met the requirements 

 

5. First Search/Selection Committee Meeting 
• Members will review resumes and applications of candidates 

 Names will be blacked out and candidates will be identified only by number 
 Resumes and a competency matrix will be sent to committee members prior to the first meeting 

• Committee members will evaluate candidates based on qualification and competency matrix 
• Committee will meet to determine which candidates to interview 
• Committee will evaluate potential interview questions. Interview matrix will be created to rank the 

questions 
 

6. Search/Selection Committee will perform phone interviews if necessary 
• Phone interviews may be held to determine whether to invite candidates to an onsite interview 
• GRRL has paid travel expenses for Director level candidate finalists in the past 
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7. Further evaluations to be completed by HR 
• Reference checks on all candidates who are finalists 
• Information packet sent to all finalists to include: 

 GRRL Personnel Policies 
 GRRL Budget 
 List of GRRL board members and management staff 
 Latest GRRL annual report 
 Recent copies of GRRL Report 
 GRRL’s mission, vision and value statements 
 Format and schedule of the interview process 

 

8. Interview Process 
• Finalists will be interviewed by the search committee 
• Finalists will meet with staff throughout the region 
• Finalists will informally meet with the management team over lunch 

 

9. Evaluation and Recommendation 
• Management team provides candidate feedback and a recommendation to the search committee 
• Based on finding the candidate that matches the profile identified by the search committee, the 

committee will make a hiring recommendation to the GRRL Board 
• GRRL Board evaluates the recommendations and decides whether to make the job offer 
• HR will notify candidates who were not selected 

 
November 15, 2005 – GRRL Board Minutes 
 

The Board unanimously approved a seven (7) member Director’s Search Committee. In addition, the Deputy 
Director and Human Resources Coordinator would serve as non-voting members, and the committee could invite 
community members to participate if they chose. The motion also included recommending an initial budget of 
$5,000, noting that the committee would refine the process to accomplish the task. 
 
Psychological testing of candidates was suggested as an option. 
 
 
Traditional Posting Process 
 
1. Determine selection committee (interview panel) 

• Identify committee chair (hiring manager) 
 

2. Develop posting for vacant position 
• Determine deadline for posting 
• Develop application questions specific to position 

 Rate questions 
• Prepare online application process 

 

3. Identify sources to advertise posting (social media, newspapers, library specific websites, etc.) 
• Advertise posting for vacant position 

 

4. Collect applications in online applicant tracking system through identified deadline 
• Prepare final rating of applicants based on answers provided in application process 
 

5. Selection Committee creates interview questions 
 

6. Identify top five (5) applicants based on rating 
• Provide top five (5) applicant information to committee members for review 

 



 

Great River Regional Library | August 19, 2014 Board of Trustees 3 

7. Schedule and conduct interviews 
 

8. Complete review of applicants interviewed  
• Complete hiring matrix 
• Determine top applicant(s) 

 

9. Perform background check and reference checks on top applicant(s) 
 

10. Determine assessments for completion prior to identifying top application for recommendation  
• Strengths Finder, Psychological evaluation, etc. 
• Administer assessment(s)  

 

11. Recommend top applicant to Board for approval 
• Extend job offer to top applicant 
• Identify start date taking notice period and relocation into consideration (if necessary) 

 

12. Prior to start date, develop transition plan and timeline 
 
 

Hire an Employment Consultant 
 
Process for Hiring Employment Consultant 
 

1. Determine Selection Team 
• Develop RFP for Hire of Employment Consultant 
 

2. Distribute RFP for response 
• Identify deadline for response 
• Identify where RFP will be distributed  

 

3. Accept and Conduct Screening/Interviews (Selection Team) 
• Determine screening criteria 
• Identify top consultants for interview based on screening criteria 
• Contact top consultants and schedule interviews 
• Determine interview questions 
• Conduct Interviews 
• Make recommendation for hire to Board for approval 
• Retain employment consultant 
• Contact all consultants not selected 

 
Employment Consultant Responsibilities 
 

1. Determine Needs 
• Review Executive Director position description 
• Gather feedback from Board 
• Gather feedback from Staff 

 

2. Determine Search Committee 
• Board Members? 
• Management Staff? 
• Front-line Staff? 
 

3. In Coordination with the Search Committee 
• Create Executive Director search process and timeline 
• Develop application materials 
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 Develop application questions specific to position 
 Prepare online application process 

• Identify sources to advertise posting (social media, newspapers, library specific websites, etc.) 
 Develop advertising materials  

• Post vacancy in all appropriate sources 
• Determine screening criteria 
• Identify top applicants for interview based on screening criteria 
• Contact top applicants and schedule interviews 
• Determine interview questions 
• Conduct interviews 
• Completing review of applicants including hiring matrix 

 Determine top applicant(s) 
• Perform background check and reference checks on top applicant(s) 
• Determine assessments for completion prior to identifying top application for recommendation - 

Strengths Finder, Psychological evaluation, etc. 
 Administer assessment(s)  

• Make recommendation to hire to Board for approval 
• Make offer to applicant 
• Determine start date taking notice period and relocation into consideration 
• Develop transition plan and timeline 

 
 
Items for Reference 
 
SELCO Executive Director Search and Transition Plan 
 

Executive Director Search Plan  
 

1. Board appoints Search Committee 
 

2. Search Committee 
• Design RFP for employment consultant to assist Executive Director search 
• Select employment consultant (individual or firm) 
• Recommend employment consultant for hire to Board 

 

3. Board approves hire of employment consultant 
 

4. Search Committee and Employment Consultant 
• Create search process time line 
• Review and Revise job description 
• Prepare job ad 

 

5. Employment Consultant 
• Post job ad 
• Accept and conduct initial screening of applications 

 

6. Search Committee and Employment Consultant 
• Review applications and identify finalists 
• Determine interview agenda and role of search committee participants 
• Invite finalist and schedule interviews 

 

7. Search Committee 
• Conduct interviews 
• Check references 
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• Make recommendation for Executive Director hire to the Board 
 

8. Search Committee Chair 
• Make job offer to finalist 
• Negotiate final arrangements with finalist 

 

9. Search Committee and Finalist 
• Allow time for notice and relocation (if necessary) 

 

Executive Director Transition Plan  
 

1. Transition of duties from current Executive Director to new Executive Director 
2. Attend first Board meeting 
3. Retirement of current Executive Director 

 
Scott County Search Process 

 

1. Advertise vacant position 
 

2. Collect and review applications 
 

3. Identify top applicants for interview and schedule interviews 
• Send link to core values index to applicants 
 

4. First Round Interview 
• Take-home interview question sent to top applicants approximately one (1) week prior to in-person 

interview for completion prior to in-person interview. Answer to be presented to each interview panel 
during in-person interview (last 10 minutes of each interview panel) 

• Two (2) in-person interview panels 
 Panel 1 – Deputy County Administrator, Library Board President, Director of Strategic Analysis and 

Program Support, and Director of Economic Assistance 
 Panel 2 – Six (6) library staff, Labor Relations Manager (Employee Relations Department) 

 

5. Second Round Interview 
• Take-home interview question for completion prior to in-person interview. Answer to be presented to 

interview panel during in-person interview. 
• One (1) in-person interview panel 

 Deputy County Administrator, one (1) County Commissioner, outgoing Library Director 



 
2B. Annual Employee Performance Review (EPR) 
Submitted by Sunny Hesse, Associate Director – HR 
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DISCUSSION TOPIC 
 
Management recently reviewed the current language of policy 2B. Annual Employee Performance Review (EPR) as 
it relates to the evaluation of the Executive Director.  It is the recommendation of the management team that the 
policy be revised to include more detailed language regarding evaluating the performance of the Executive 
Director.  
 
We would like to offer the following suggestions for discussion: 

• Revised Executive Director self-evaluation form to be more aligned with GRRL’s strategic plan 
• Revised Executive Director evaluation form for completion by GRRL Board members to be more aligned 

with GRRL’s strategic plan 
• Performance feedback from all direct reports 
• Performance feedback from representatives of all levels of staff 
• Performance feedback from stakeholders (county and/or city administrators) 
• Performance feedback from community members/patrons 

 
 
2B. Annual Employee Performance Review (EPR) 
 
Annual performance reviews are used to evaluate an employee's overall work performance, based upon duties 
listed on the position description and other standard performance indicators. These reviews are an opportunity 
for the supervisor and employee to review the work, conduct, and achievements of the past and set goals for the 
future. Also see Policy titled "Merit Steps." 
  
The purpose of the annual performance review process is to promote better communication between employees 
and supervisors, and to improve employee job satisfaction and productivity. The performance review is a 
continuous and ongoing process. 
  
The annual performance review includes oral as well as written comments, conducted in private between the 
employee and the supervisor. All pertinent oral comments should be documented on the review. Isolated 
instances of good or substandard work should not unduly influence the supervisor's rating. Satisfactory job 
performance and reviews are required for continued employment and are a condition of receiving merit steps. 
Reviews will be completed by the employee and their supervisor. All completed performance reviews MUST be 
reviewed and approved by the Patron Services Supervisor or Associate Director in charge of the area the 
employee is assigned BEFORE the review is given to the employee. 
  
Each staff member also has the opportunity to request 360 Degree Feedback through the annual Employee 
Performance Review (EPR) process. 
  
The appraisal of performance of the Executive Director will be done by the full Board of Trustees in consultation 
with the director. 
  
Approved Date: 05/13/03  
Effective Date: 05/13/03  
Revised Date: 07/10/07, 03/10/08, 01/20/09, 03/15/11  


	2 - Agenda August Board Special
	Agenda

	6.1 - 100.3E.SuccessionPlan.BOT.081914
	GRRL Succession Plan Concerning Executive Director – MARK-UP COPY
	1. Rationale
	2. Basics of the Plan
	3. Unplanned Temporary or Short Term Absence of Executive Director
	4. Unplanned Long Term Temporary Absence of Executive Director
	5. Permanent Change in Executive Director

	GRRL Succession Plan Concerning Executive Director – CLEAN COPY
	1. Rationale
	2. Basics of the Plan
	3. Unplanned Temporary or Short Term Absence of Executive Director
	4. Unplanned Long Term Temporary Absence of Executive Director
	5. Permanent Change in Executive Director


	6.2 - DESC-executive-director.DRAFT.BOT.081914
	6.3 - ExecDir.Search.BOT.081914
	6.4 - 200.2B.AnnualEPR.BOT.081914

