
 
 
 

 
 

1300 W. St. Germain 
St. Cloud, Minnesota  56301 

Tel. 320.650.2500   Fax 320.650.2501 
 

Board of Trustees Special Session 
Tuesday, December 19, 2017, 6:00 p.m. 

St. Cloud Public Library Mississippi Room  
Agenda 

 
 
 

1. Call to Order                 6:00 
 

2. Central Minnesota Libraries Exchange Summary of Activities           6:01 
 

3. Central Minnesota Libraries Exchange Board Appointments (Requested Action – Approve)    6:15 
 

4. Third Quarter Strategic Plan Progress              6:17 
 

5. Fund Designation Request for Fund Development Audit (Requested Action – Approve)        6:25 
 

6. Bargaining Unit Contracts               6:30 
a. Library Services Coordinator Unit (Requested Action – Approve)  
b. General Unit (Requested Action – Approve) 

 
7. Reimbursement for Use of Personal Vehicle Policy Revisions (Requested Action – Approve)   6:35 

 
8. Farewell to Departing Members (verbal)              6:37 

 
9. Executive Director Performance Evaluation – Closed Session           6:40 

Pursuant to Minn. Statute 13D.05 Subd. 3(a) – closed meeting for employee performance 
 review of Executive Director Karen Pundsack   
 

10. Next Meeting – January 16, 2018, Board of Trustees 6:00 p.m.  
 

11. Adjournment                 7:10 
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CMLE Summary of Activities 
Mary Jordan, Executive Director 
GRRL Board Meeting 
October 17, 2017 
 
 
The Central Minnesota Libraries Exchange (CMLE) has had a busy year! As the multitype system for the 
twelve county area that includes Great River and East Central regional systems, we provide information 
and build connections across all 300+ libraries: public, school (K-12), academic (tech schools, colleges, 
universities) and special (medical, legal, business, archives, history centers). Our board is comprised of 
members of the library community, as well as members appointed by Great River and East Central. 
Karen Pundsack is our board President. 
 
We are working on our strategic plan, which is anticipated to last several more months. CMLE has had 
many changes, and we are reaching out to our members to find out how we can best serve their needs. 
Our current plan expires at the end of this fiscal year (July 30, 2018), and we need this to submit with 
our state budget request. 
 
We have begun several programs to ensure we are fulfilling our primary mission as a multitype system: 
communicate, connect, and contribute.   
 

• We create a weekly podcast: Linking Our Libraries. Currently we are in Season Two. This podcast 
shares library information and training ideas on specific topics, for the education (and 
entertainment!) of our members as our primary audience, as well as anyone who wants to 
download it. Material is also on our website, for more information on the topics we discuss; or 
for people who would prefer to read.  
 
We have had members from across our system as Guest Hosts to discuss different topics. This 
week we are covering Technology Training and our guest is a tech trainer for the school media 
staff in the St. Cloud district. Next week we celebrate Open Access Week with a guest from the 
St. Cloud Hospital to discuss the institutional repository she is creating to share medical research 
work done by doctors and nurses in the hospital system, and to discuss the importance of 
keeping information out from behind paywalls. The week of the MLA and ITEM annual 
conferences, we gave tips on both attending conferences and presenting at them. We have 
discussed customer service expectations in libraries, evaluation, staff development, and working 
with library Friends and volunteers.  
 

• We begin a new podcast this week! It is called Books and Beverages, and this is a podcast 
meeting another issue from our member needs analysis: information on Reader’s Advisory. Each 
week we cover a different genre, with guests to join us and share ideas on the books they enjoy. 
Our website has not only the books we are reading, but also a lot of material on how to find and 
recommend books in that genre. Our first episode is on Romance books, with guests from the 
St. Cloud Public Library – and we recorded that episode, as well as the episode on Graphic 
Novels, in a meeting room on your second floor! This podcast is more general in tone, designed 
to appeal to everyone who enjoys talking about books in a book group environment. But, as 
with everything we do, our focus in on sharing information and training with our members. 
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• We have a weekly newsletter, coming out every Friday. We have begun providing more original 
content, as well as sharing library information from across Minnesota and across the country. 
Many of our members are either solo library people, or working with very small staffs. We are 
working to build connections to share information, but also to help remind everyone they are 
part of a larger library community: regional, state, and nationally. Some of our more popular 
series have been CMLE Reads Across Minnesota (complete with a Google map to show locations 
of the books we read), and Spotlight Programs. 
 

• We are working to visit each of our member libraries. This is a huge undertaking, with so many 
libraries, but it is great to see what they are doing! We take pictures, and write it up for our 
weekly blog and newsletter; and our members read these articles more than any other – 
reinforcing the information sharing across libraries. We all have much more in common than 
different in service focus, so more sharing of information is always good! This is also a good way 
to help our members to connect with each other, and to be available to provide information to 
each other. 

 
• We offer regular opportunities for members to meet each other in person. Every other 

Wednesday we hold Office Hours at CMLE HQ, giving members the opportunity they said they 
wanted to have time to talk with us in an unstructured format. (My colleague’s dog comes most 
weeks, and is a very popular addition!) We also hold regular Member Social Events, where we 
can get together and enjoy chatting informally. Anyone is invited to drop by and chat about 
libraries. Our next event is Monday, October 23, 5:30 at Old Chicago in St. Cloud. 

 
• We are working to improve advocacy for libraries across CMLE. We have been developing 

talking points, and sharing information on library issues. We held a Postcard Party in the Park at 
Munsinger Garden, and plan to hold others. We printed postcards with library advocacy stats, 
provided templates of wording, and addresses for state and federal politicians. We ended up 
with more than 100 postcards to mail! 

 
• We also do research projects on issues important to our members. We do small-scale research 

to find information that may be inaccessible to our members (behind paywalls, or more complex 
than they have time to search themselves). And, we conduct large-scale research projects on 
bigger issues. We recently completed a national survey on strategies for serving Emerging 
Bilingual library community members. The results of our pilot test in Minnesota were presented 
at the Lake Superior Libraries Symposium in June; and the results of the national study were 
presented at the MLA Annual conference earlier this month. We are currently writing these up 
and submitting them to library journals. 
 
Our next large-scale research project will look at the Information Literacy skills high school 
students need to take to colleges to be successful. Our academic library members have been 
discussing the poor preparation for college they see in students who have had poor high school 
libraries, and libraries without library staff to help them. This is an issue nationwide; and we 
want to see what kinds of information we can discover to help our high schools to ensure 
students graduate college-ready. 

 
It has been a busy but productive year. We are fortunate to have strong libraries in our system, including 
Great River public libraries; and the opportunity to connect and share with the library staff here has 
been great! 



Minnesota Multitype 
Library Cooperative Systems

Northern Lights Library Network 
(NLLN)

Kathy B. Enger, Executive Director
P.O. Box 136
1104 7th Avenue South
Moorhead, MN 56563
218-477-2934
kathy.enger@nlln.org
nlln.org

Arrowhead Library System
(ALS)

Jim Weikum, Executive Director
Shari Fisher, Assistant Director
5528 Emerald Ave.
Mountain Iron, MN 55768
218-741-3840
218-748-2171 - FAX
jim.weikum@alslib.info
shari.fisher@alslib.info
www.alslib.info 

Central Minnesota Libraries 
Exchange (CMLE)

Mary Wilkins-Jordan, Executive Director
570 1st St. SE
St. Cloud, MN  56304
320-257-1937
mwilkinsjordan@cmle.org
www.cmle.org

 

Metronet

Ann Walker Smalley, Director
1619 Dayton Ave., Suite 314
St. Paul, MN  55104
651-646-0475
651-649-3169 - FAX
ann@metronet.lib.mn.us 
metrolibraries.net/

Traverse des Sioux Library Cooperative
(TdS)

Ann Hokanson, Executive Director
1400 Madison Ave., Suite 622
Mankato, MN  56001
800-450-6169-Toll Free
800-838-1904-FAX Toll Free
ahokanson@tds.lib.mn.us 
tdslib.org

Southeast Library System (SELS)
 

Ann Hutton, Executive Director
Reagen Thalacker, Regional Librarian
2600 19th Street NW
Rochester, MN  55901-0343
507-288-5513
507-288-8697  FAX
800-992-5061  Toll-Free
ahutton@selco.info
rthalacker@selco.info
www.selco.info 

 

Southwest Area Multicounty Multitype
Interlibrary Exchange (SAMMIE)

Shelly Grace, Executive Director
SMSU McFarland Library
1501 State Street
Marshall, MN  56258
507-532-9013
507-532-2039 FAX
800-788-6974-Toll Free
800-776-2906-FAX Toll Free
shelly@sammie.org
www.sammie.org
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The seven multicounty multitype library systems provide critical links between the academic, 
public, school and special libraries in the state. Each multitype system responds to the needs of the 
librarians in its region by providing support services. Key areas in which these systems provide 
e�cient, cost e�ective services include: consulting; communications; sharing of resources across all 
types of libraries; ongoing opportunities for professional and sta� development; and assistance 
with strategic planning.



CMLE Board Appointments 
Submitted by Karen Pundsack, Executive Director 

 
 

BOARD ACTION REQUESTED  

 Information      Discussion    Approve/Accept 

 

RECOMMENDATION 

Reappoint Mary Eberley to the Central Minnesota Libraries Exchange (CMLE) Board.  

 

BACKGROUND INFORMATION 

 Supporting Documents Attached 

• Letter of interest from Mary Eberley 

The CMLE Board structure includes 11 members, consisting of seven citizen members, not employed in 
library or information services, and four library or information service workers.  

GRRL has five citizen representatives on the CMLE Board. Terms for Mary Eberley and Gloria Palmer will 
expire December 31, 2017; both are eligible for reappointment. Other GRRL appointees are Bernice 
Berns, Seal Dwyer and Gail McCarty.  

Executive Director Karen Pundsack also serves on the board as the public librarian representative. This 
seat alternates between East Central Regional Library (ECRL) and GRRL.  

 

FINANCIAL IMPLICATIONS 

Estimated Cost: $        Funding Source:        Budgeted:  Yes      No      N/A 

 

ACTION 

 Passed    Failed          Tabled  



From: "Mary Eberley" <xxxxx@xxxxx> 
To: "Patricia Waletzko" <xxxxx@xxxxx> 
Sent: Monday, December 4, 2017 8:29:12 PM 
Subject: Re: CMLE Board 
 
To: GRRL Board of Trustees 
 
I would be pleased to be reappointed to the CMLE Board as a representative of our GRRL 
Board, and as a citizen member.  I believe my contribution to CMLE would be from both 
perspectives.  If members of the Board have additional questions, I would be happy to 
respond. 
 
Mary Eberley 
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2016-2020 GRRL Strategic Plan Progress 

Third Quarter 2017 
 

G O A L S & O B J E C T I V E S 
 
 

SERVICE PRIORITY: LITERACY 
 

All users will have the resources they need to develop and improve their literacy skills in order to succeed 
in school, meet their personal goals and fulfill their responsibilities as students, parents, citizens and 
workers. 

 
Goal 1: Provide materials and services that encourage users to develop and maintain their literacy skills. 

 
OBJECTIVE 1: Communities will find improved or expanded literacy efforts to locally 
underserved populations. 
 
Around the region, Library Services Coordinators identified a target audience with whom they 
wanted to better engage, and set performance targets for how to do so. Over 90% of branches 
have completed their performance targets so far. Third-quarter successes include: 
• Pre-K: took GRRL story times offsite to local daycares (Belgrade, Richmond),  
• School age: collaborative programming with local summer school (Foley), continued efforts to 

develop a special story time for high-need children (Monticello), 
• Teens: attended a teen apprenticeship fair through the local high school to develop additional 

opportunities for local youth (Big Lake), worked on grants to increase the young adult 
collection (Buffalo), actively refreshed and promoted YA collection to local readers to increase 
circulation (Becker), significantly expanded programming for teens (Cokato, Little Falls, 
Royalton, St. Cloud, Waite Park), 

• +55 adults: developed relationship with local senior center (Clearwater), outreach to local 
Alzheimer's support group and senior center to share information (Elk River), held a dementia 
clinic/workshop for caregivers and loved ones (Sauk Centre), significantly expanded relevant 
programming (Albany, Elk River, Grey Eagle), 

• Educators/homeschoolers & Chamber: held an educator open house for homeschoolers and 
others to highlight GRRL programs and services (Delano, Eagle Bend), collaborated with 
multiple Chamber and community groups as part of National Night Out (Rockford), and 

• Immigrants: collaborated with local church to meet with immigrant group and provide 
information on GRRL resources, programs and services (Cold Spring), participated in a 
Blandin’s Leadership group on Ethnically Diverse Communities in order to build knowledge and 
network with other groups (Long Prairie), worked with the local Chamber to develop a 
community-wide Cinco de Mayo celebration (Melrose). 

 
OBJECTIVE 2: Adults will continue to have targeted digital literacy efforts, such as basic Internet 
classes and technology training, available to assist them with maintaining or increasing their 
skills and accompanying confidence levels. 
 
Patrons also received a significant amount of support for their technology questions and needs:  
• Book a Librarian: 24 patrons in 22 sessions for 23.75 hours of support.  
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• Regional Tech Tutors: 9 patrons in 6 sessions for 10.25 hours of support. (Staff pulled from this 
task June, July and August to provide desk coverage for St. Cloud Public Library during 
summer.)  

• Tech Help Tracking: July 17-22 (local staff tracking unscheduled tech assistance) 162 patrons 
in 23 branches for 31 hours (average 11.48 minutes per patron).  

• AskMN: 209 total questions from GRRL patrons, 251 total chats picked up by GRRL staff. 
 
OBJECTIVE 3: Library users will have one-on-one library assistance available on demand for 
at least 10-minute sessions at all library locations. 
 
Statistics gathered through Tech Help Tracking provide insights into the kinds of tech help services 
that patrons are requesting locally and outside of the regional support provided by Book a 
Librarian and Tech Tutors. For July's tracking week, 74% of requests were for help with computers. 
In addition, 32% were with basic tech skills like printing, up- or down-loading, etc. Another 23% 
were basic device operating questions. Only 11% of questions were regarding eBooks or digital 
library. 

 
 

SERVICE PRIORITY: ACCESS 
 

All users will have access to reliable sources of information in welcoming virtual or physical spaces 
that support community connection and engagement. 

 
Goal 1: Residents will have clean and comfortable facilities that promote community connection 
and enhance access to physical library services. 

 
OBJECTIVE 3: Meet with community stakeholders where needed library facility 
improvements have been identified. With community stakeholders, develop an action plan for 
each library to address any known issues. 
 
Revised branch agreements approved and signed by all cities. Discussions continue on the St. 
Cloud Public Library lease. 
 
All cities with libraries with issues identified in the 2016 Library Assessment Plan have been 
responsive in creating solutions and plans to resolve. Kimball has created a community task force 
to develop a plan. Cold Spring is beginning new plans for their joint facility needs. Waite Park and 
Howard Lake have requested space studies for future building needs. Eagle Bend has purchased 
additional land for future expansion and is looking at relocating the museum out of the library 
space. 
 
OBJECTIVE 4: Expand services available to residents unable to physically visit the library 
through enhanced partnership with local community organizations. 
 
Distribution department reorganized in spring to support expansion of delivery services in Sartell. 
GRRL2Go in Sartell became operational in October. 

 
Goal 2: Residents will access library services through a unified and user-friendly online library 
experience that provides relevant information for making decisions and exploring topics of personal 
interest. 
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OBJECTIVE 1: A plan to enhance library website access to mobile devices and improve 
user experience will be created and implemented. 
 
Public Website – The web team continues to review and evaluate the results through usage 
statistics and patron feedback. A user survey is planned for Q4. 
 
OBJECTIVE 3: A solution to improve catalog search functionality will be implemented. 
 
Library Catalog – The Enterprise workgroup and IT staff participated in training in preparation for 
implementation. Implementation and ongoing use of Enterprise is not expected to have any 
additional budgetary impact. Enterprise positions GRRL to take advantage of forthcoming features 
in our Horizon ILS including family cards.  

 
 

SERVICE PRIORITY: LIFELONG LEARNING 
 

All users will have the resources they need to explore topics of personal interest, continue to learn 
and complement their quality of life. 

 
Goal 1: Library users will have the resources and services they need to identify, locate and evaluate 
information. They will find pleasurable reading, viewing, and listening experiences in pursuit of 
lifelong learning at all libraries. 

 
OBJECTIVE 3: Library users will find an up-to-date and relevant eBook, eAudiobook and 
database collection available through the library website. 
 
Opening Day Collection was developed for the new Axis 360 ebook/eaudio service. The service will 
launch to the public in Q4. 

A staff training plan was developed for Axis 360. 

OBJECTIVE 4: Library users will find an up-to-date and relevant physical collection of 
library materials that meet their lifelong learning needs. 
 
Hands-on work took place with the staff in Grey Eagle on a customized weeding plan utilizing 
Collection HQ. Also, an on-site visit was made with the staff in Long Prairie to make space and 
merchandising recommendations. 

The “Dashboard” feature in Collection HQ was identified as a resource to share library-by-library 
progress on collection updating with Library Services Coordinators. This will be implemented by 
Q4. 

 
 

ORGANIZATIONAL PRIORITY: EXCEPTIONAL SERVICE 
 

We will be an empowered, engaged, well-trained staff ready to provide exceptional service. 
 

Goal 1: Library users will encounter well-trained, engaged and empowered team members at all 
libraries to meet their current and future information needs. 
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OBJECTIVE 1: All new library staff will participate in a competency-based training program 
which will instill an understanding of GRRL Core Values and increase their knowledge regarding 
effective, courteous, and efficient library service.  
 
Through September 2017, 40 employees completed Day One orientation in St. Cloud and are in the 
process of completing on-line orientation. Organizational Orientation was held on August 17 
for 19 new staff members to help them understand how various departments work together at 
GRRL and how their jobs fit with the total organization. Shadow Day was held on November 2 for 6 
new employees to train with Patron Services staff on how to present and/or build a program, and 
to review circulation desk issues and Patron Services reference work. Three new Library Services 
Coordinators are in a mentorship program. 
 
OBJECTIVE 2: The library will set aside 8 hours of staff training time per employee for an 
annual All Staff Training day covering topics such as new technology, reader’s advisory, and 
customer service. 
 
All Staff Day was held on October 9 with 234 staff attending. The theme of the day was 
innovation. Presentations included a keynote by Valerie Horton, Minitex Director, on innovation 
and risk taking; annual compliance training on data privacy and harassment policies; breakout 
sessions related to health and safety including de-escalation, self-defense, yoga and healthy 
eating; and a final session facilitated by GRRL Librarians based on theories of the book, Yes And, 
which explores innovation and leadership. 
 
OBJECTIVE 4: Develop training, performance management, and succession plans around a 
competency-based model which includes leadership development for staff at all levels of the 
organization to provide greater retention of existing staff, promotional opportunities, and 
smooth transitions in all departments. 
 
Human Resources 
The 2017 Staff Engagement and Communication Survey was completed by 222 staff members in 
August, 2017. Results of the survey indicate increased satisfaction among staff in areas such as 
internal communication; communication between senior leaders and employees; the culture of the 
workplace; and trust between senior management and employees. Several of the survey questions 
indicate a higher level of satisfaction and engagement from GRRL respondents than benchmark 
data. Survey results were presented in detail to the Board of Trustees in September 2017. 

 
 

ORGANIZATIONAL PRIORITY: OPERATIONAL EXCELLENCE 
 

We will utilize resources effectively in order to be adaptable to future needs. 
 

Goal 1: Library users will experience effective and efficient library service and up-to-date library 
technology each time they use GRRL through a well-maintained infrastructure focused on 
continuous improvement and process simplification. 

 
OBJECTIVE 1: The effectiveness of library technology, literacy and access services, 
including programs and outreach activities, will be evaluated annually through user and 
community feedback. 
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Hardware Replacement – Hardware needed to replace our backup server was received and 
implementation began. Backups will be carefully transitioned from the old to new server to 
ensure no loss of data.  
 
Regular Software Updates – Updates are being regularly applied to both applications and 
operating systems. We are investigating methods to reliably identify when new updates are 
available for all software in our environment.  
 
OBJECTIVE 2: Processes in need of improvement are identified for streamlining and analyzed 
by cross-departmental teams. 
 
Collection Development formed a workgroup to improve the relocation process. 
 
Social media team is developing plans to launch local Facebook pages for 10 branches as a pilot in 
2018.  

 
Goal 2: Explore options for new funding sources and for streamlining existing processes to ensure 
stable and sustainable funding for regional library services for residents now and into the future. 

 
OBJECTIVE 2: Explore and develop new fund development initiatives that support new 
and existing library services. 
 
New software used to track Annual Appeal. Donor database updated to better identify donors and 
track donations. Locally Growin' will replace High Five in 2018. 2017 fund raising target adjusted 
to $100,000 after deeper analysis of historical campaign activity. 

 
 

ORGANIZATIONAL PRIORITY: COMMUNITY FOCUS 
 

We will enhance our service to current and future patrons by embracing the diversity of our communities. 
 

Goal 1: Communities will have strong library partners to serve their unique and diverse needs, 
promote understanding between residents, and avoid duplication of effort. Residents will have a 
broader awareness of the library services available to them as potential users. 

 
OBJECTIVE 3: Library leaders will develop and maintain ongoing relationships with 
community leaders. 
 
84% of branches have completed a presentation to a local organization. Presentations given to 
multiple organizations: school groups, homeschoolers, civic organizations, etc. 
 
Associate Director – CD Jami Trenam received the Minnesota Library Association President’s 
award in October for her work as MLA Legislative chair this year. The award is given in recognition 
for significant contribution to Minnesota’s library community. She was recognized for 
championing library legislative issues at the state capitol, for her willingness to lead while 
educating her peers, for her navigation of the game of politics with aplomb and grace, for her 
calm demeanor and her quiet and steely determination. 
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Patron Services Supervisor Ryan McCormick served in 2017 as MLA president-elect and will begin 
his term as president in January 2018. 
 
Executive Director Karen Pundsack received the University of Wisconsin-Milwaukee School of 
Information Studies 50 Distinguished Alumni award for her work in public library administration 
and for her writing for the Public Library Association. 
 
OBJECTIVE 4: The library will evaluate and improve existing marketing and outreach efforts 
to enhance community member awareness of library services available and to expand services 
provided to meet local community needs. 
 
Q3 Email blast sent to 1,560 patrons. It highlighted Chilton Library and Halloween titles. Open rate 
continued above industry average at 29.4%. Click rate was lower than others at 0.60%. 
 
As of the end of September, we had 3,493 people "like" the GRRL Facebook page, an increase of 
238 (7%) since Q2. We have selected 10 branches to participate in a pilot program. Our individual 
branch Facebook pages are receiving "likes" but there is currently no content, by having individual 
branches post to their page next year we can watch insights (statistics) to see if we're reaching a 
wider audience. 
 



Fund Designation Request –  
Fund Development Audit 
Submitted by Karen Pundsack, Executive Director   
 

BOARD ACTION REQUESTED  

 Information      Discussion    Approve/Accept 

 

RECOMMENDATION 

Approve a designation of $11,000 to contract for a Fund Development audit. 

 

BACKGROUND INFORMATION 

 Supporting Documents Attached 

• The audit would assess GRRL’s current fund development function, identify 
opportunities for expanding private support, gaps in capacity. 

• The audit would examine GRRL’s case for support, trends and opportunities with the 
current donor base, sources of funding , systems & processes, policies & procedures, the 
role of staff and the Board, perceptions from current donors and donor 
communications. 

• Depending on the audit recommendations, additional services may be contracted for 
implementation.  

• Funds to support this effort would come from the vacant Associate Director –Public 
Relations position. 

• Public Relations department would remain in transition at least through completion of 
the Fund Development audit. 
 

FINANCIAL IMPLICATIONS 

Estimated Cost: $11,000  Funding Source: 2017 Unexpended Operating Funds 
Budgeted:  Yes      No      N/A 

 

ACTION 

 Passed    Failed          Tabled  



 

 
 
 
 
 
 
 

AGREEMENT BETWEEN 
 

GREAT RIVER REGIONAL LIBRARY BOARD 
 

AND 
 

AMERICAN FEDERATION OF STATE, COUNTY AND 
MUNICIPAL EMPLOYEES, AFL-CIO COUNCIL NO. 65 

 
Library Services Coordinator Unit – Local 1345  

(formerly known as Branch Manager) 
 
 
 
 

Upon GRRL Board Approval through December 31, 2019 
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PREAMBLE 
 
This Agreement is entered into by Great River Regional Library, hereinafter referred to as the 
Employer, and the American Federation of State, County and Municipal Employees, Minnesota 
Council No. 65, Local Union No. 2707, AFL-CIO, hereinafter referred to as the Union. It is the 
intent and purpose of this Agreement to: 

 
• Assure sound and mutually beneficial working and economic relationship between the parties 

hereto; and 
 

• Establish procedures for the resolution of disputes concerning this Agreement’s 
interpretation and/or application; and 

 
• Place in written form the parties’ agreement upon terms and conditions of employment for 

the duration of this Agreement. 
 
ARTICLE 1.  RECOGNITION 

 
1.1 Recognition. The Employer recognizes the Union as the sole exclusive bargaining agent for 

all Library Services Coordinators (formerly known as Branch Managers) employed by the 
Great River Regional Library, St. Cloud, Minnesota who are public employees within the 
meaning of Minnesota Statutes § 179A.03, subd. 14, excluding supervisory, confidential and 
all other employees. 

 
1.2 Agreement. The Union recognizes the Great River Regional Library Board as the Employer 

and the designated representative of the Employer shall meet and negotiate exclusively with 
such representative, except as may be otherwise specifically provided for in this Agreement. 
No Agreement covering terms and conditions of employment or other matters made between 
the Union and the Employer shall be binding upon the Employer or Union unless the 
witnessed signature of the Employer’s and Union’s designated bargaining representatives are 
affixed thereon. 

 
ARTICLE 2.  UNION SECURITY 

 
2.1 Deduction of Dues and Fair Share Fee. In recognition of the Union as the exclusive 

representative the Employer shall: 
 

2.11 After thirty (30) days of employment, deduct Union dues from the pay of those 
employees who authorize in writing that such deduction be made. 

 
2.12 Deduct fair share fees in accordance with the provisions of Minnesota Statutes, 

Section 179A.06, subd. 3. 
 

2.13 Remit monthly such deductions to the designated officer of the Union with a list of 
the names of the employees from whose wages deductions were made. 

 
2.14 The Union shall certify to the Employer, in writing, the current amount of regular 

dues to be withheld. 
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2.2 Indemnification. The Union agrees to indemnify and hold the Employer harmless against 
any and all claims, suits, orders, judgments or cost to the Employer including Employer 
attorney fees for actions brought or issues against the Employer as a result of any action 
taken or not taken by the Employer under the provisions of Section 2.1 of this article. 

 
2.3 Union Representative Access to Premises. Non-employee representatives of the Union 

shall be permitted to come on the premises of the Employer for the purpose of investigating 
and discussing grievances if they first obtain permission from the Employer’s designee. 
Union representatives will not interfere with the work of employees. The Union shall not use 
the Employer’s premises or facilities for Union business without prior approval of the 
Employer. 

 
2.4 Bulletin Boards. The Employer shall make space available for a bulletin board for the 

posting of Union notices and announcements at the St. Cloud, Little Falls and Buffalo 
libraries. Union will submit all proposed postings to the Employer designated representative 
for review prior to posting. 

 
2.5 Employee Notification. The Union may notify employees at work of Union notices and 

announcements by United States mail. 
 
2.6 Union Stewards. The Union may designate up to six (6) employees from the bargaining unit 

including officers of the Union as stewards, and shall, within seven (7) days of such 
designation, certify to the Employer, in writing, the names of the designated stewards. 

 
2.7 Investigation of Grievances. Stewards and other employee union officers shall not leave 

their work stations without prior permission from their designated supervisor(s) and they 
shall notify their designated supervisor(s) upon return to their work stations. Permission to 
leave a work station for Union business will be limited to the investigation of grievances. 
Permission may be withheld if the Employer in its discretion does not receive sufficient 
notice from the employee to provide coverage. Union stewards or Union officers may elect 
to use PTO or time off without pay. 

 
ARTICLE 3.  EMPLOYER AUTHORITY 

 
3.1 Retained Rights. It is recognized by both parties as expressly stated herein, that the 

Employer shall retain rights and authority necessary to operate and direct the organization, 
including, but not limited to the provisions of Minnesota Statutes 179A.07, subd. 1; which 
include but are not limited to: directing the workforce, policy, the functions and programs of 
the Employer, its overall budget, utilization of technology, its organizational structure and 
the selection, direction and number of personnel and to perform any inherent managerial 
right not specifically limited by this Agreement. 

 
3.2 Any term and condition of employment not specifically established or modified by this 

Agreement shall remain solely within the discretion of the Employer to modify, establish or 
eliminate. The foregoing enumeration of Employer’s rights and duties shall not be deemed 
to exclude other inherent managerial rights and management functions not specifically 
delegated in this Agreement or restricted by state or federal law. 
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3.3 Contracting Out. Nothing in this Agreement shall be interpreted to prohibit or limit the 
right of the Employer to contract out bargaining unit work. In the event the Employer elects 
to contract out bargaining unit work that will result in the layoff of bargaining unit 
employees, the Employer will to the extent practicable, provide twenty (20) days written 
notice to the Union and upon subsequent five (5) day written request by the Union, meet and 
confer regarding the impact on laid off employees. 

 
ARTICLE 4.  HOURS OF WORK 

 
4.1 Work Schedules. Work shifts, staffing schedules and the assignment of employees thereto 

shall be established by the Employer. Nothing herein shall be construed as a guarantee of 
the number of hours of work per day, per week or per year. Branch schedules shall be 
approved by the Library Services Coordinators immediate supervisor, or designee. 

 
4.2 Change of Work Location. The Employer will handle changes of work location in 

accordance with Employer policy 2C.2 Transfers. 
 
4.3 Meal Breaks. Employees who are scheduled to work six and one-half (6 ½) or more 

consecutive hours are eligible for a one-half (1/2) hour unpaid duty-free meal break. For 
employees working less than eight (8) hours the meal break may be eliminated with the 
employee’s agreement or based on public service needs. 

 
4.4 Rest Breaks. The Employer will provide rest breaks consistent with Minnesota statutes. 

Employees are eligible for a duty-free paid rest break not to exceed twenty (20) minutes 
within each four (4) consecutive hours of work. Rest breaks will be taken based on public 
service needs.  

 
4.5 Reporting Absences. Illness and personal emergencies must be reported to the employee’s 

supervisor as early as possible in the workday but at a minimum of one (1) hour prior to the 
beginning of a scheduled shift. Under the circumstances of this provision, employees are not 
required to find their own replacement. 

 
4.6 Banked Hours. Upon approval of the Employer, if an employee works less than their regular 

scheduled hours in any given week, the employee may bank those hours to be used within the 
fiscal year based on the needs of the public and their branch library. 

 
ARTICLE 5.  OVERTIME 

 
5.1 Overtime. Employees shall be compensated at the rate of one and one-half times the regular 

rate of pay for all approved work time in excess of forty (40) hours per work week. All 
overtime and extra time must be approved in advance by the Director or designee. 

 
5.2 Phone Calls from Employer While Off Duty. Employees who are called by the Employer 

regarding work related matters while off duty shall receive a minimum of fifteen (15) 
minutes pay, in fifteen (15) minute increments if the phone call exceeds fifteen (15) minutes. 
Any time exceeding the first fifteen (15) minutes will be rounded up or down based on the 
accepted rounding principles. 
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ARTICLE 6.  PTO (Paid Time Off) 
 
6.1 Eligibility. Employees shall be eligible for PTO in accordance with Employer policies. 

 
PTO may be utilized by an employee subject to necessary request and approval by the 
Employer so that customer services and work requirements are not adversely impacted. 

 
6.2 PTO Eligibility and Availability. PTO is earned, in advance, on a pay period by pay period 

basis and may be taken in full up through the last pay period worked and up through the last 
full day earned. 

 
A maximum of three (3) days of PTO is available for an employee’s use during their first six 
(6) months of service. Employees who need to take more than three (3) days off during the 
first six (6) months of service may request time off without pay. After an employee has been 
in the continuous service of the Employer for a period of six (6) full months, the remaining 
accrued PTO will be available for use. 

 
6.3 Accrual Rates and Maximums. PTO benefits shall be accrued at the following rate for full- 

time staff. Part-time employees are awarded PTO at the same rate of accrual as full-time 
staff, except that their accrual and maximum carry-over is prorated based on hours worked. 
All compensated hours shall be considered as hours worked for the purpose of accruing PTO. 

 

Years of 
Service 

Annual Accrual 
Rate Prorated 

 
(hours/days) 

Accrual Rate 
Formula 

 
(hours earned per 
hour worked) 

Max Carry-Over 
Prorated 

 
(hours/days) 

0-4 144/18 .0693 288/36 
5-9 184/23 .0885 368/46 
10-20 224/28 .1077 448/56 
21 232/29 .1116 464/58 
22 240/30 .1154 480/60 
23 248/31 .1193 496/62 
24 256/32 .1231 512/64 
25+ 264/33 .1270 528/66 

 
No employee shall accrue more than thirty-three (33) days prorated of PTO annually. PTO 
will be forfeited when an employee reaches the maximum carry-over. 

Proration Formula = Budgeted weekly hours divided by five (5). 

PTO is accrued per pay period and may be used subsequent to being earned in increments of: 
 

• Employees may use PTO in increments of not less than thirty (30) minutes.  
• PTO used in amounts greater than thirty (30) minutes may be used in 15 minute 

increments.
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When the employee’s length of service reaches the next higher rate of accrual, accrual at the 
new rate will be effective as of the date of eligibility.  

 PTO shall not accrue during a period of unpaid leave of absence. 

6.4 Using and Requesting PTO. PTO may be utilized for any purpose, subject to necessary 
request and approval procedures. Requests for non-emergency use must be made as far in 
advance as practical. Non-scheduled PTO requests shall be reported as described in Article 
4, subsection 4.5. 

 
6.5 PTO Credit for Prior Experience as Library Services Coordinator. Newly hired or 

promoted employees who have prior experience as a Library Services Coordinator will be 
credited for their prior experience in the amount of PTO they earn per hour worked. Prior 
experience must be verified and there must be less than a one (1) year break in employment 
prior to being employed or promoted by the Employer. This credit shall not exceed five (5) 
years. 

 
6.6 PTO Pay Out Upon Severance of Employment. Upon separation of employment from the 

Employer, the employee will be paid for any earned PTO at their current rate of pay for any 
PTO earned through the day of separation, provided the employee has completed six (6) 
months of employment. 

 
6.7 PTO Cash-Out or Conversion Options, Extended Sick Leave Bank (ESLB), and 

Donating PTO. These benefits will be administered in accordance with federal and state 
law and the Employer Paid Time Off (PTO) Plan policy. 

 
6.8 Extended Sick Leave Bank ( ESLB) Pay Out Upon Retirement. Upon separation of 

employment from the Employer due to retirement (as defined by the Public Employees 
Retirement Association (PERA)), the employee will be paid twenty-five percent (25%) of 
accrued, unused ESLB time up to a maximum of thirty (30) days at that employee's 
straight time hourly rate of pay on their last day of employment. 

 
ARTICLE 7.  HOLIDAYS 

 
7.1 Holidays. The following days shall be paid holidays: 

 
New Year’s Day – January 1 
Martin Luther King Day – Third Monday in January 
Presidents’ Day – Third Monday in February 
Memorial Day – Last Monday in May 
Independence Day – July 4 
Labor Day – First Monday in September 
Veteran’s Day – November 11 
Thanksgiving Day – Fourth Thursday in November 
Christmas Eve Day – December 24 
Christmas Day – December 25 
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When New Year’s Day, Independence Day, Veteran’s Day or Christmas Day falls on Sunday, 
the following day will be a holiday. When Christmas Eve falls on a Sunday, the preceding 
Saturday will be a holiday. When Veteran’s Day falls on a Saturday, the preceding Friday 
will be a holiday in conjunction with other governmental offices. 

 
7.2 Early Closings. In addition to the above provisions for “holidays,” the following shall be 

observed: 
 

Headquarters and all branches observing open hours shall close at: 
 

5:00 p.m. on December 31. 
 

5:00 p.m. on the evening before July 4 if July 3 falls on Monday, Tuesday, Wednesday, 
Thursday or Friday. 

 
5:00 p.m. on the evening before Thanksgiving. 

 
The closings outlined above are not holiday time. Employees scheduled to work hours 
beyond 5:00 p.m. shall be scheduled for earlier hours on the same day or if that is not 
possible, other hours during that pay period. Employees may elect to take PTO for those 
hours instead of a schedule change, take time off without pay, or, upon prior approval by the 
Employer, work those hours lost within the same budget year at a later date. 

 
7.3 Holiday Observance. Based upon prior approval by the employer, employees may be 

granted a prorated day off in lieu of holiday pay for holidays that occur on a day they are not 
regularly scheduled. This day must be taken within the pay period in which the holiday 
occurs unless otherwise approved by the employer. 

 
7.4 Part-Time Employees. Part-time employees will receive pro-rated pay for the holiday based 

on scheduled hours as budgeted. If this results in a loss of hours during a particular week, 
part-time employees may elect to take PTO for those hours instead of a schedule change, 
time off without pay, or upon prior approval by the Employer, work those hours lost within 
the same budget year at a later date. 

 
7.5 Personal Holiday. One (1) personal holiday per year shall be taken by an employee upon 

approval of the employee’s supervisor. The personal holiday may be taken in conjunction 
with another holiday or with PTO. Should an employee be separated from employment, the 
employee shall not be reimbursed for the personal holiday not taken. The personal holiday is 
granted for the period of each fiscal year and must be taken during that same period. 

 
Personal holidays do not accumulate. A personal holiday must be taken as one day; it cannot 
be split up into hours. Part-time employees will receive a prorated personal holiday based on 
the proration formula as defined in Section 6.3. 
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ARTICLE 8.  PERSONNEL POLICY MANUAL 
 
Except in exigent circumstances, the Employer agrees to notify all employees, via the Daily News or 
similar means, of any proposed changes to the Personnel Policy at least (seven) 7 days prior to 
adoption by the Board of Trustees. 

 
ARTICLE 9. LEAVES OF ABSENCE 

 
Employees shall be eligible for leaves of absence in accordance with Employer policy and state and 
federal law as outlined below. 

 

• Bone Marrow/Organ Donor Leave 
• Jury Duty Leave 
• Educational Leave 
• Family Medical Leave of Absence 
• Military Leave 
• MN Parental Leave 
• MN School Conference and Activities Leave 
• MN Sick Child Care Leave 
• Personal Leave 
• Voting Leave 

 
ARTICLE 10.  INSURANCE 

 
10.1 Employer Contribution. The Employer shall provide a set monthly contribution, as 

approved by the Board of Trustees annually in the same amount as that set for non-union 
employees, regularly scheduled to work thirty (30) or more hours per week to purchase 
benefits. This set dollar amount is prorated based on scheduled hours.  

 
10.2 Employer Contribution Distribution. The plan or plans to which the amount is 

contributed (the Section 125 cafeteria plan and/or the retiree-only HRA) is determined by 
whether an eligible employee enrolls in GRRL’s group health insurance or not. The set 
dollar amount is reviewed annually during the budget process by the GRRL Board of 
Trustees. The primary goal of this allotment is to provide single health, dental and life 
insurance coverage. However, this money can be used toward the following benefits based 
on individual employee needs and meeting the qualifications for eligibility of the benefit.  

 
• Health Insurance (requires a minimum contribution) 
• Dental Insurance 
• Basic Life Insurance 
• Vision 
• Health Savings Account (HSA) 
• Retiree-Only Health Reimbursement Arrangement (automatic contribution if 

declining GRRL health insurance) 
• Flexible Spending Account (Health Care, Dependent Care and Limited Scope Health 

Care) 
• Long Term Disability 
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• Short Term Disability 
• Taxable earnings (as determined by the Board) 
• Additional voluntary health and accident benefits as determined by the Board 

 
10.3 Opt Out. Employees may decline participation in the health and dental plan. However, to 

decline health insurance, proof of existing coverage is required. Single life insurance 
coverage is required. 

 
10.4 Continued Coverage After Retirement. Retirees will be provided the opportunity to 

continue their coverage as provided by and in accordance with Section 471.61 of the 
Minnesota Statutes. Premiums for such coverage shall be the exclusive responsibility of 
the retired employee.  

 
10.5 Voluntary Benefits. The Employer provides eligible employees, based on their scheduled 

hours per week, the opportunity to elect voluntary insurance and retirement benefit 
coverage at a cost to the employee. Voluntary Insurance options include: 

 
• Long Term and Short Term Disability Insurance (minimum schedule of twenty (20) 

hours per week) 
• Flexible Spending Accounts (minimum schedule of thirty (30) hours per week) 
• Limited Scope Health Flexible Spending Account (schedule of between 8 and 29 hours 

per week) 
• Dependent Care Flexible Spending Account (schedule of between 8 and 29 hours per 

week) 
• Deferred Compensation 
• Group Decreasing Term Life Insurance 

 
All voluntary insurance benefits will be administered in accordance with Employer policy. 

 
10.6 Affordable Care Act. In the event the health insurance provisions of this Agreement fail to 

meet the requirements of the Affordable Care Act and its related regulations or cause the 
Employer to be subject to a penalty, a tax or fine, the Union and the Employer will meet 
immediately to bargain over the alternative provisions so as to comply with the Act and 
avoid any penalties, taxes or fines for the Employer. 

 
ARTICLE 11.  REIMBURSEMENT FOR USE OF PERSONAL VEHICLE 

 
Definitions: 

• Home Library – the primary library assigned to the employee by GRRL. No reimbursement for 
mileage will be paid to or between home libraries or between any home library(ies) and the 
employee’s residence. No reimbursement for transit time will be paid to or between any 
home library(ies) except shared branches within your regular schedule. 

 
• Secondary Library(ies) – designated for mileage reimbursement purposes only, secondary 

libraries are additional libraries assigned to the employee by GRRL within 20 miles of the 
employees’ home library(ies). No reimbursement for mileage or transit time will be paid to 
or between any secondary library(ies). 
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Library staff will be assigned a home library(ies) within the GRRL region and may be assigned 
secondary libraries. Mileage and transit time to and from work at those location(s) will not be 
reimbursed. Library staff will receive mileage reimbursement from their home library(ies) or 
residence (whichever is less) to a temporary work location equal to the Internal Revenue 
Service (IRS) mileage rate. 

 

Those employees will be paid based on a designated mileage and time matrix (see procedures). 
 

 
11.1 – Approved Library Business 

 
Employees who use their personal vehicles for approved library business (to attend 
authorized meetings or perform required job functions) will receive mileage 
reimbursement equal to the IRS mileage rate. This payment shall not apply to travel 
between an employee’s residence and home or secondary library(ies). This rate does not 
apply to substitute shifts (see 11.2). 

  
Staff who use their own vehicles for library business will be reimbursed for travel time and 
mileage, equal to the IRS mileage rate, between library locations if the employee is 
assigned by GRRL to work in more than one location during a day. If the temporary work 
location is the last location worked for the day, staff will be reimbursed for transit time and 
mileage to return to their home library(ies) or home, whichever is less. Those employees 
will be paid based on a designated mileage and time matrix (see procedures). This does not 
apply to substitute shifts (see 11.2). 

 
Travel time will be paid, regardless of use of personal vehicle or library vehicle as follows: 
• Travel time to meetings and trainings. 
• Travel time to a location other than your home or secondary libraries to deliver a 

program. 
• Travel time between shared branches within your regular schedule. 

 
11.2 – Approved Substitute Shifts 

 
Employees who use their personal vehicles for approved substitute shifts will receive 
mileage reimbursement equal to the IRS mileage rate. This payment shall only apply to 
travel between an employee’s residence or home library and the substitute shift filled 
outside of the assigned secondary libraries. Payment shall not apply to travel between an 
employee’s residence and home library(ies) or secondary library(ies). 

 
• Travel time to fill a substitute shift will not be paid except in cases where an 

employee works a regular shift at their home library and an adjoining substitute shift in 
the same day. 

 
ARTICLE 12.  PROBATIONARY PERIODS 

 
The first six (6) months of employment of an employee shall be regarded as a probationary period. 
The Employer reserves the right to terminate an employee’s employment at any time during the 
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probationary period and such action shall not be grievable pursuant to the Grievance Procedure of 
this Agreement. 
 
ARTICLE 13.  SENIORITY AND LAYOFF 

 
13.1 Definition. Seniority shall be defined as an employee’s length of continuous service with the 

Employer since the employee’s last date of hire. An employee’s continuous service record 
shall be broken by separation from service by reason of resignation, discharge for cause, 
retirement, death, absence from work for one day or more without notification of the 
Employer or failure to return when recalled from a layoff. 

 
Seniority shall be granted to employees upon successful completion of their probationary 
period served as a Library Services Coordinator. Unless otherwise provided herein, seniority 
shall apply only for the purpose of calculating benefit accrual. 

 
13.2 Layoff. In the event of a Library Services Coordinator being laid off due to the closing of a 

branch or the elimination of a position, the affected Library Services Coordinator may accept 
the layoff or they may utilize their Library Services Coordinator seniority to bump the least 
senior Library Services Coordinator. There shall be no further bumping. Employees shall be 
given a minimum of fourteen (14) days written notice of layoff. 

 
13.3 Shared Branch Management. In the event of the shared management of two branches, the 

incumbent Library Services Coordinator(s) may apply for the shared management vacancy. If 
the incumbent Library Services Coordinator(s) is/are not selected for the shared management 
position, they may utilize their seniority to bump the least senior Library Service 
Coordinator(s) as stated under 13.2 Layoff. The Library Services Coordinator(s) that is/are 
ultimately laid off will have the rights to recall as stated under 13.5 Rights of Recall. 

 
13.4 Recall. Notice of recall shall be by certified mail to the last mailing address which the 

employee has furnished to the Employer. A recalled employee must respond and report to 
work within ten (10) calendar days of notice of recall. An offer of recall returned by the post 
office will constitute a refusal of the recall offer. Failure to respond on time to a recall shall 
constitute refusal of the offer and forfeiture of all rights of recall. 

 
13.5 Rights of Recall. Recall rights shall cease eighteen (18) months after the employee is laid 

off or if an employee fails to respond to a recall and thereupon such employee shall be 
deemed separated from employment and shall have no further recall rights. 

 
13.6 Vacancies and Newly Created Positions. Vacancies or newly created Library Services 

Coordinator positions shall be posted by the Employer for a minimum of seven (7) calendar 
days. 

 
In the event of a consolidation of branches, the new Library Services Coordinator position 
will be considered a vacancy. 

 
Filling of vacancies shall be at the sole discretion of the Employer and such decisions shall 
not be subject to the grievance procedure of this Agreement. 
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ARTICLE 14.  DISCIPLINE AND DISCHARGE 
 
14.1 Just Cause. The Employer shall discipline employees who have completed the probationary 

period only for just cause. 
 
14.2 Discipline Forms. Discipline may take any of the following forms in no particular sequence: 

 
1. Oral Reprimand 
2. Written Reprimand 
3. Suspension (without pay) 
4. Demotion 
5. Discharge 

 
14.3 Grievance Procedure. An employee, other than a probationary employee, may appeal 

discipline as set forth in Section 14.2 through the grievance procedure. 
 
14.4 Union Representation. An employee may request that a Union representative be present 

during questioning concerning an investigation that may result in disciplinary action against 
that employee. The Employer has no obligation to inform the employee of this provision. 

 
14.5 Copies of Discipline. Employees shall receive copies of any disciplinary action as set forth 

in Section 14.2 and a copy of such shall be forwarded to the Union Representative unless the 
employee objects to sending the Union the copy. 

 
14.6 Reasonable Written Notice. Employees shall have the right to inspect their personnel file 

per Minnesota law and in the presence of the Employer. 
 
ARTICLE 15.  GRIEVANCE PROCEDURE 

 
15.1 Definition of a Grievance. A grievance is defined as a dispute or disagreement as to the 

interpretation or application of the specific terms and conditions of this Agreement. 
 
15.2 Union Representatives. The Employer will recognize representatives designated by the 

Union and the grievance representatives of the bargaining unit having the duties and 
responsibilities established by this article. The Union shall notify the Employer, in writing, 
of the names of the Union representatives and of their successors. 

 
15.3 Processing a Grievance. It is recognized and accepted by the Union and the Employer that 

the processing of a grievance as hereinafter provided is limited by the job duties and 
responsibilities of the employees and shall therefore be accomplished during normal working 
hours only when consistent with such employee duties and responsibilities. The aggrieved 
employee and a Union representative shall be allowed a reasonable amount of time, without 
loss in pay (during their normal working hours), when a grievance is presented to the 
Employer during normal working hours provided that the employee and the Union 
representative have notified and received the approval of the designated supervisor who has 
determined that such absence is reasonable and would not be detrimental to the work 
programs of the Employer. All grievances must follow the steps designated herein. 
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15.4 Grievance Procedure. Grievances, as defined by this article shall be resolved in 
conformance with the following procedure: 

 
Step 1 - Informal. An employee claiming a violation concerning the interpretation or 
application of this Agreement, shall within fourteen (14) calendar days after such alleged 
violation has occurred, or such time as the employee reasonably should be aware of the event 
giving rise to the grievance, present such grievance to the employee’s immediate supervisor 
as designated by the Employer. The supervisor will discuss and give an answer to such Step 
1 grievance within seven (7) calendar days after receipt. A grievance not resolved in Step 1 
and appealed to Step 2 shall be placed in writing setting forth the nature of the grievance, the 
facts on which it is based, the provision or provisions of this Agreement allegedly violated, 
the remedy requested, and shall be appealed to Step 2 within ten (10) calendar days after the 
supervisor’s final answer in Step 1. Any grievance not appealed in writing to Step 2 by the 
Union within ten (10) calendar days shall be considered waived. 

 
Step 2 - Formal. If appealed, the written grievance shall be presented by the Union and 
discussed with the Employer-designated Step 2 representative. Such meeting shall be held 
within seven (7) calendar days. The Associate Director – Patron Services or designee shall 
give the Union the Employer’s Step 2 answer, in writing, within seven (7) calendar days after 
receipt of such Step 2 grievance. A grievance not resolved in Step 2 may be appealed to 
Step 3 within ten (10) calendar days following the Associate Director – Patron Services or 
designee’s final Step 2 answer. Any grievance not appealed in writing to Step 3 by the Union 
within ten (10) calendar days shall be considered waived. 

 
Step 3 - Director. If appealed, the written grievance shall be presented by the Union and 
discussed with the Director or designee. Such meeting may be waived by agreement of the 
parties. The Employer-designated representative shall give the Union the Employer’s answer 
in writing within seven (7) calendar days after receipt of such Step 3 grievance. A grievance 
not resolved in Step 3 may be appealed to Step 4 within ten (10) calendar days following the 
Director or designee’s final answer in Step 3. Any grievance not appealed in writing to Step 
4 by the Union within ten (10) calendar days shall be considered waived. 

 
Step 4 - Mediation. If the grievance is not resolved in Step 3 of the grievance procedure, the 
grievance may be submitted by mutual agreement to the State of Minnesota, Bureau of 
Mediation Services (BMS) for mediation within ten (10) calendar days after the Employer’s 
answer in Step 3. It is recognized by the parties that the intervention of BMS does not 
preclude either party from proceeding to arbitration. The use of the BMS is for a possible 
mediated resolution only. 

 
Step 5 - Arbitration. If the grievance is not resolved at Step 3 or Step 4, it may be appealed to 
binding arbitration upon the filing of a “Notice of Intent to Arbitrate” with the BMS and 
Employer within ten (10) calendar days after the mailing of the Employer’s written answer at 
Step 3 or within ten (10) calendar days after the conclusion of a mediation meeting under 
Step 3A of the grievance procedure, whichever is later. The selection of an arbitrator shall be 
made in accordance with the “Rules Governing the Arbitration of Grievances” as established 
by the Bureau of Mediation Services. 

 



13 

 

15.5 Arbitrator’s Authority. The Arbitrator shall have no right to amend, modify, nullify, 
ignore, add to, or subtract from the terms and conditions of the contract. The Arbitrator shall 
consider and decide only the specific issue(s) submitted in writing by the Employer and the 
employee and the Union, and shall have no authority to make a decision on any other issue 
not so submitted. The Arbitrator’s decision shall be submitted in writing within thirty (30) 
days following close of the hearing or the submission of briefs, by the parties, whichever be 
later, unless the parties agree to an extension. The Arbitrator shall be without power to make 
decisions contrary to or inconsistent with or modifying or varying in any way, the application 
of laws, ordinances, or rules and regulations having the force and effect of law. The decision 
shall be based solely on the Arbitrator’s interpretation or application of the express terms of 
this Agreement and on the facts of the grievance presented. The parties may, by mutual 
written agreement agree to submit more than one grievance to the Arbitrator provided that 
each grievance will be considered as a separate issue and each on its own merits. The fees 
and expenses for Arbitrator’s services and proceedings shall be borne equally by the 
Employer and the Union, provided, if a grievance is clearly decided in favor of the Union or 
the Employer, then the losing party shall be responsible for the Arbitrator’s fees and 
expenses; and provided that each party shall be responsible for compensating its own 
representative and witnesses. If either party desires a verbatim record of the proceedings it 
may cause such a record to be made, provided it pays for such record. If both parties desire a 
verbatim record of the proceedings, the cost shall be borne equally. 

 
15.6 Waiver. If a grievance is not presented within the time limits set forth above, it shall be 

considered “waived.” If a grievance is not appealed to the next step within the specified time 
limit or any agreed extension thereof, it shall be considered settled on the basis of the 
Employer’s last answer. If the Employer does not answer a grievance or an appeal thereof 
within the specified time limits, the Union may elect to treat the grievance as denied at that 
step and appeal the grievance to the next step. The time limit in each step may be extended 
by mutual written agreement of the Employer and the Union in each step. 

 
15.7 Election of Remedies. Grievances filed by or on behalf of employees who are covered 

under the provisions of the Minnesota Veterans Preference Act (“VPA”) shall not be subject 
to the arbitration provision of this Agreement where a remedy is being pursued under the 
VPA. If, as a result of the written Employer’s response in Step 3, or conclusion of a 
mediation meeting in Step 4, the grievance remains unresolved and if the grievance involves 
the suspension, demotion, or discharge of an employee who has completed the required 
probationary period, the grievance may be appealed either to Step 5 of this Article or to 
another procedure such as Veterans Preference or fair employment. If appealed to any 
procedure other than Step 5 of this Article, the grievance shall not be subject to the 
arbitration procedure provided in Step 5 of this Article. The aggrieved employee shall 
indicate in writing which procedure is to be used—Step 5 of this Article or an alternative 
procedure—and shall sign a statement to the effect that the choice of an alternate procedure 
precludes the employee from making an appeal through Step 5 of this Article. 

 
The election set forth above shall not apply to claims subject to the jurisdiction of the United 
States Equal Employment Opportunity Commission. An employee pursuing a remedy 
pursuant to a statute under the jurisdiction of the United States Equal Employment 
Opportunity Commission is not precluded from also pursuing an appeal under the grievance 
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procedure of this Agreement. If a court of competent jurisdiction rules contrary to the ruling 
in EEOC v. Board of Governors of State Colleges and Universities, 957 F.2d 424 (7th Cir.), 
cert. denied, 506 U.S. 906, 113 S.Ct. 299 (1992), or if Board of Governors is judicially or 
legislatively overruled, this paragraph of this Section 15.7 shall be null and void. 

 

ARTICLE 16.  WAGES 
 
16.1  Salary Range. Employees shall be paid in accordance with Appendix A attached hereto 

and made part of this Agreement. 
 
 2018: Effective on the first day of the pay period in which January 1 falls, 0.5% general 

wage increase for regular employees not to exceed the maximum of the pay range.  
 

2019: General wage reopener. 
 

 
16.2 Range Movement. 

 

 
2018: Up to a 2.0% movement within range increase for regular employees whose pay is 
below the maximum of the range effective on the first day of the pay period in which 
January 1 falls. 
 
2019: Movement within range reopener.  
 
Reopener for benefit contribution amount if group insurance rate increases affect the 
ability to cover single health, dental and life insurance for 2019. 
 

ARTICLE 17.  MEET AND CONFER 
 
Meet and Confer. During the duration of this Agreement the Employer and Union may mutually 
agree to meet and confer regarding non-negotiable matters and issues of mutual concern. 

 
ARTICLE 18.  COMPLETE AGREEMENT AND WAIVER OF BARGAINING 

 
This Agreement shall represent the complete Agreement between the Union and the Employer. The 
parties acknowledge that during the negotiations which resulted in this Agreement, each had the 
unlimited right and opportunity to make requests and proposals with respect to any subject or matter 
not removed by law from the area of collective bargaining and that the complete understandings and 
agreements arrived at by the parties after the exercise of that right and opportunity are set forth in this 
Agreement. Therefore, the Employer and the Union, for the life of this Agreement, each voluntarily 
and unqualifiedly waives the right, and each agrees that the other shall not be obligated to bargain 
collectively with respect to any subject or matter referred to or covered in this Agreement or with 
respect to any subject or matter not specifically referred to or covered in this Agreement, even though 
such subject or matter may not have been within the knowledge or contemplation of either or both of 
the parties at the time that they negotiated or signed this Agreement. 
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ARTICLE 19.  SAVINGS CLAUSE 
 
This Agreement is subject to the laws of the United States and the State of Minnesota. In the event 
any provision of this Agreement shall be held to be contrary to law by a court of competent 
jurisdiction from whose final judgment or decree no appeal has been taken within the time provided, 
such provisions shall be voided. All other provisions of this Agreement shall continue in full force 
and effect. The parties agree to immediately meet and negotiate a substitute for the invalidated 
provision. 

 

ARTICLE 20.  NO STRIKE/NO LOCKOUT 
 
The Union agrees that during the life of this Agreement neither the Union, its officers or agents, nor 
any of the employees covered by this Agreement will cause, encourage, participate in, or support any 
strike, sympathy strike, slowdown, mass absenteeism, mass resignation, or other interruption of or 
interference with the operation of the Employer, except as specifically allowed by the Public  
Employment Labor Relations Act of 1971, as amended. In the event that an employee violates this 
article, the Union, including officers and stewards, shall immediately notify any such employees in 
writing to cease and desist from such action and shall instruct them to immediately return to their 
normal duties. Any or all employees who violate any of the provisions of this article may be 
discharged or otherwise disciplined. 

 
The Employer agrees that, during the life of this agreement, it will not engage in an illegal lockout. 

 
ARTICLE 21.  TERMINATION AND MODIFICATION 

 
This Agreement shall be effective as of the date of GRRL board approval and shall remain in full 
force and effect through December 31, 2019. It shall be automatically renewed from year to year 
thereafter unless either party shall notify the other in writing at least sixty (60) days prior to the 
anniversary date set forth above that it desires to modify this Agreement. 

 
This Agreement shall remain in full force and effect during the period of negotiations or until 
notice of termination of this Agreement is provided to the other party in the manner set forth in the 
following paragraph. 

 
In the event that either party desires to terminate this Agreement, written notice must be given to the 
other party not less than ten (10) days prior to the desired termination date. The termination date 
shall not be before the anniversary date set forth above. Following the expiration date of this 
agreement, no salary increases shall be granted until a successor agreement has been ratified by 
both parties. 
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GREAT RIVER REGIONAL AMERICAN FEDERATION OF 
LIBRARY BOARD STATE, COUNTY AND MUNICIPAL 

EMPLOYEES, AFL-CIO, COUNCIL 65 
 
 
 
By:            By:      

 
Title:    Title:    

 
 
Date:    Date:         
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APPENDIX A 
 
 
 
 

Great River Regional Library 
2018 Pay Range 

Library Services Coordinator 
 
 
 

 

 

Grade 21 Library Services Coordinator Annually $43,825.60 $50,502.40 $57,220.80 

  Hourly $21.07 $24.28 $27.51 
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PREAMBLE 
 
This Agreement is entered into by Great River Regional Library, hereinafter referred to as the 
Employer, and the American Federation of State, County and Municipal Employees, Minnesota 
Council No. 65, Local Union No. 1345, AFL-CIO, hereinafter referred to as the Union. It is the 
intent and purpose of this Agreement to: 

 
• Assure sound and mutually beneficial working and economic relationship between the parties 

hereto; and 
 

• Establish procedures for the resolution of disputes concerning this Agreement’s 
interpretation and/or application; and 

 
• Place in written form the parties’ agreement upon terms and conditions of employment for 

the duration of this Agreement. 
 
ARTICLE 1.  RECOGNITION 

 
1.1 Recognition. The Employer recognizes the Union as the sole exclusive bargaining agent for 

all employees employed by the Great River Regional Library, St. Cloud, Minnesota who are 
public employees within the meaning of Minnesota Statutes § 179A.03, subd. 14, excluding 
Library Services Coordinators (formerly Branch Managers), Library Assistants (formerly 
Branch Assistants), and all Aides (formerly Library Aides), supervisory, and confidential 
employees. 

 
1.2 Agreement. The Union recognizes the Great River Regional Library Board as the Employer. 

The designated representative of the Employer shall meet and negotiate exclusively with 
Union representatives, except as may be otherwise specifically provided for in this 
Agreement. No Agreement covering terms and conditions of employment or other matters 
made between the Union and the Employer shall be binding upon the Employer or Union 
unless the witnessed signature of the Employer’s and Union’s designated bargaining 
representatives are affixed thereon. 

 
ARTICLE 2.  UNION SECURITY 

 
2.1 Deduction of Dues and Fair Share Fee. In recognition of the Union as the exclusive 

representative the Employer shall: 
 

2.1.1 After thirty (30) days of employment, deduct Union dues from the pay of those 
employees who authorize in writing that such deduction be made. 

 
2.1.2 Deduct fair share fees in accordance with the provisions of Minnesota Statutes, 

Section 179A.06, subd. 3. 
 

2.1.3 Remit monthly such deductions to the designated officer of the Union with a list of 
the names of the employees from whose wages deductions were made. 
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2.1.4 The Union shall certify to the Employer, in writing, the current amount of regular 
dues to be withheld. 

 
2.2 Indemnification. The Union agrees to indemnify and hold the Employer harmless against 

any and all claims, suits, orders, judgments or cost to the Employer including Employer 
attorney fees for actions brought or issues against the Employer as a result of any action 
taken or not taken by the Employer under the provisions of Section 2.1 of this article. 

 
2.3 Union Representative Access to Premises. Non-employee representatives of the Union 

shall be permitted to come on the premises of the Employer for the purpose of investigating 
and discussing grievances if they first obtain permission from the Employer’s designee. 
Union representatives will not interfere with the work of employees. The Union shall not use 
the Employer’s premises or facilities for Union business without prior approval of the 
Employer. 

 
2.4 Bulletin Boards. The Employer shall make space available for a bulletin board for the 

posting of Union notices and announcements in the employee break room at the St. Cloud, 
Public Library. Union will submit all proposed postings to the Employer designated 
representative for review prior to posting. 

 
2.5 Employee Notification. The Union may notify employees at work of Union notices and 

announcements by United States mail. 
 
2.6 Union Stewards. The Union may designate up to six (6) employees from the bargaining unit 

including officers of the Union as stewards, and shall, within seven (7) days of such 
designation, certify to the Employer, in writing, the names of the designated stewards and 
replacements. 

 
2.7 Investigation of Grievances. Stewards and other employee union officers shall not leave 

their work stations without prior permission from their designated supervisor(s) and they 
shall notify their designated supervisor(s) upon return to their work stations. Permission to 
leave a work station for Union business will be limited to the investigation of grievances and 
will be without pay. Permission may be withheld if the Employer in its discretion does not 
receive sufficient notice from the employee to provide coverage. Union stewards or Union 
officers may elect to use PTO or time off without pay. 

 
ARTICLE 3.  EMPLOYER AUTHORITY 

 
3.1 Retained Rights. It is recognized by both parties as expressly stated herein, that the 

Employer shall retain rights and authority necessary to operate and direct the organization, 
including, but not limited to the provisions of Minnesota Statutes 179A.07, subd. 1; which 
include but are not limited to: directing the workforce, policy, the functions and programs of 
the Employer, its overall budget, utilization of technology, its organizational structure and 
the selection, direction and number of personnel and to perform any inherent managerial 
right not specifically limited by this Agreement. 
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3.2 Any term and condition of employment not specifically established or modified by this 
Agreement shall remain solely within the discretion of the Employer to modify, establish or 
eliminate. The foregoing enumeration of Employer’s rights and duties shall not be deemed 
to exclude other inherent managerial rights and management functions not specifically 
delegated in this Agreement or restricted by state or federal law. 

 
3.3 Contracting Out. Nothing in this Agreement shall be interpreted to prohibit or limit the 

right of the Employer to contract out bargaining unit work. In the event the Employer elects 
to contract out bargaining unit work that will result in the layoff of bargaining unit 
employees, the Employer will to the extent practicable, provide twenty (20) days written 
notice to the Union and upon subsequent five (5) day written request by the Union, meet and 
confer regarding the impact on laid off employees. 

 
ARTICLE 4.  HOURS OF WORK 

 
4.1 Work Schedules. Work shifts, staffing schedules and the assignment of employees thereto 

shall be established by the Employer. Nothing herein shall be construed as a guarantee of 
the number of hours of work per day, per week or per year. Department schedules shall be 
approved by the department heads immediate supervisor, or designee. The normal work week 
for full-time employees shall be forty (40) hours. Except in exigent circumstances, the 
Employer will provide at least a two (2) week notice to any changes in regular hours. 

 
4.2 Change of Work Location. The Employer will handle changes of work location in 

accordance with Employer policy 2C.2 Transfers. 
 
4.3 Meal Breaks. Employees who are scheduled to work six and one-half (6 ½) or more 

consecutive hours are eligible for a one-half (1/2) hour unpaid duty-free meal break. 
For employees working less than eight (8) hours the meal break may be eliminated 
with the employee’s agreement or based on public service needs.  

 
4.4 Rest Breaks. The Employer will provide rest breaks consistent with Minnesota statutes. 

Employees are eligible for a duty-free paid rest break not to exceed twenty (20) minutes 
within each four (4) consecutive hours of work. Rest breaks will be taken based on public 
service needs. 

 
4.5 Reporting Absences. Illness and personal situations must be reported to the employee’s 

supervisor as early as possible in the workday but at a minimum of one (1) hour prior to the 
beginning of a scheduled shift except in an emergency circumstance which would preclude 
the individual from reporting the absence within one (1) hour. Under the circumstances of 
this provision, employees are not required to find their own replacement. 

 
4.6 Banked Hours. Upon approval of the Employer, if an employee works less than their regular 

scheduled hours in any given week, the employee may bank those hours to be used within the 
fiscal year based on the needs of the public and the library. 
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ARTICLE 5.  OVERTIME 
 
5.1 Overtime. Non-exempt employees shall be compensated at the rate of one and one-half 

(1-1/2) times the regular rate of pay for all approved work time in excess of forty (40) hours 
per work week. All overtime and extra time must be approved in advance by the Executive 
Director or designee. 

 
ARTICLE 6.  PTO (Paid Time Off) 

 
6.1 Eligibility. Employees shall be eligible for PTO in accordance with Employer policies. 

PTO may be utilized by an employee subject to necessary request and approval by the 
Employer so that customer services and work requirements are not adversely impacted. 

 
6.2 PTO Eligibility and Availability. PTO is earned, in advance, on a pay period by pay period 

basis and may be taken in full up through the last pay period worked and up through the last 
full day earned. 

 
A maximum of three (3) days of PTO is available for an employee’s use during their first six 
(6) months of service. Employees who need to take more than three (3) days off during the 
first six (6) months of service may request time off without pay. After an employee has been 
in the continuous service of the Employer for a period of six (6) full months, the remaining 
accrued PTO will be available for use. 

 
6.3 Accrual Rates and Maximums. PTO benefits shall be accrued at the following rate for full- 

time staff. Part-time employees are awarded PTO at the same rate of accrual as full-time 
staff, except that their accrual and maximum carry-over is prorated based on hours worked. 
All compensated hours shall be considered as hours worked for the purpose of accruing PTO.  
Years of 
Service 

Annual Accrual 
Rate Prorated 

 
(hours/days) 

Accrual Rate 
Formula 

 
(hours earned per 
hour worked) 

Max Carry-Over 
Prorated 

 
(hours/days) 

    
0-4 144/18 .0693 288/36 
5-9 184/23 .0885 368/46 
10-20 224/28 .1077 448/56 
21 232/29 .1116 464/58 
22 240/30 .1154 480/60 
23 248/31 .1193 496/62 
24 256/32 .1231 512/64 
25+ 264/33 .1270 528/66 

 
No employee shall accrue more than thirty-three (33) days prorated of PTO annually. PTO in 
excess of the maximum carry-over will be forfeited when an employee reaches the maximum 
carry-over. 

 
Proration Formula = Budgeted/Scheduled weekly hours divided by five (5). 
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PTO is accrued per pay period and may be used subsequent to being earned in increments of: 

 
• Non-exempt employees may use PTO in increments of not less than thirty (30) 

minutes. PTO used in amounts greater than thirty (30) minutes may be used in fifteen 
(15) minute increments. 

 
• Full-time exempt employees may use PTO in increments of four (4) or eight (8) hours.  

 
• Part-time exempt employees may use PTO in pro-rated increments, which are 

determined by dividing the budgeted/scheduled weekly hours by five (5). 
 

When the employee’s length of service reaches the next higher rate of accrual, accrual at the 
new rate shall begin on the first day of the pay period in which the date of eligibility is 
reached. 

 
PTO shall not accrue during a period of unpaid leave of absence. 

 
6.4 Using and Requesting PTO. PTO may be utilized for any purpose, subject to necessary 

request and approval procedures. Requests for non-emergency use must be made as far in 
advance as practical. Non-scheduled PTO requests shall be reported as described in Article 
4, subsection 4.5. The employer will attempt to respond to PTO requests of one (1) week or 
more within thirty (30) calendar days. 

 
6.5 PTO Credit for Prior Experience. Employees newly hired or promoted to positions 

compensated at pay grade 21 or higher who have been employed on a full-time basis in 
their respective fields, with less than one (1) year break in employment prior to entering 
the Employer’s service, and upon proper verification, may receive added PTO credit for 
this employment. This credit shall not exceed five (5) years.  

 
6.6 PTO Pay Out Upon Severance of Employment. Upon separation of employment from the 

Employer, the employee will be paid for any earned PTO at their current rate of pay for any 
PTO earned through the day of separation, provided the employee has completed six (6) 
months of employment. 

 
6.7 PTO Cash-Out or Conversion Options, Extended Sick Leave Bank (ESLB), and 

Donating PTO. These benefits will be administered in accordance with federal and state 
law and the Employer Paid Time Off (PTO) Plan policy. 

 
6.8 Extended Sick Leave Bank (ESLB) Pay Out Upon Retirement. Upon separation of 

employment from the Employer due to retirement (as defined by the Public Employees 
Retirement Association (PERA)), the employee will be paid twenty-five percent (25%) of 
accrued, unused ESLB time up to a maximum of thirty (30) days at that employee's 
straight time hourly rate of pay on their last day of employment. 
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ARTICLE 7.  HOLIDAYS 
 
7.1 Holidays. The following days shall be paid holidays: 

 
New Year’s Day – January 1 
Martin Luther King Day – Third Monday in January 
Presidents’ Day – Third Monday in February 
Memorial Day – Last Monday in May 
Independence Day – July 4 
Labor Day – First Monday in September 
Veteran’s Day – November 11 
Thanksgiving Day – Fourth Thursday in November 
Christmas Eve Day – December 24 
Christmas Day – December 25 

 
When New Year’s Day, Independence Day, Veteran’s Day or Christmas Day falls on Sunday, 
the following day will be a holiday. When Christmas Eve falls on a Sunday, the preceding 
Saturday will be a holiday. When Veteran’s Day falls on a Saturday, the preceding Friday 
will be a holiday in conjunction with other governmental offices. 

 
7.2 Early Closings. In addition to the above provisions for “holidays,” the following shall be 

observed: 
 

Headquarters and all branches observing open hours shall close at: 
 

5:00 p.m. on December 31. 
 

5:00 p.m. on the evening before July 4 if July 3 falls on Monday, Tuesday, Wednesday, 
Thursday or Friday. 

 
5:00 p.m. on the evening before Thanksgiving. 

 
The closings outlined above are not holiday time. Employees scheduled to work hours 
beyond 5:00 p.m. shall be scheduled for earlier hours on the same day or if that is not 
possible, other hours during that pay period. Employees may elect to take PTO for those 
hours instead of a schedule change, take time off without pay, or, upon prior approval by the 
Employer, work those hours lost within the same budget year at a later date. 

 
7.3 Holiday Observance. Based upon prior approval by the employer, employees may be 

granted a prorated day off in lieu of holiday pay for holidays that occur on a day they are not 
regularly scheduled. This day must be taken within the pay period in which the holiday 
occurs unless otherwise approved by the employer. 

 
7.4 Part-Time Employees. Part-time employees will receive pro-rated pay for the holiday based 

on scheduled hours as budgeted. If this results in a loss of hours during a particular week, 
part-time employees may elect to take PTO for those hours instead of a schedule change, 
time off without pay, or upon prior approval by the Employer, work those hours lost within 
the same budget year at a later date. 
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7.5 Personal Holiday. One (1) personal holiday per year shall be taken by an employee upon 

approval of the employee’s supervisor. The personal holiday may be taken in conjunction 
with another holiday or with PTO. Should an employee be separated from employment, the 
employee shall not be reimbursed for the personal holiday not taken. The personal holiday is 
granted for the period of each fiscal year and must be taken during that same period. 

 
Personal holidays do not accumulate. A personal holiday must be taken as one day; it cannot 
be split up into hours. Part-time employees will receive a prorated personal holiday based on 
the proration formula as defined in Section 6.3. 
 

ARTICLE 8.  PERSONNEL POLICY MANUAL 
 
Except in exigent circumstances, the Employer agrees to notify all employees and the Union, via the 
Daily News or similar means, of any proposed changes to the Personnel Policy at least seven (7) days 
prior to adoption by the Board of Trustees. 

 
ARTICLE 9. LEAVES OF ABSENCE 

 
Employees shall be eligible for leaves of absence in accordance with Employer policy and state and 
federal law as outlined below. 

 
• Bone Marrow/Organ Donor Leave 
• Jury Duty Leave 
• Educational Leave 
• Family Medical Leave of Absence 
• Military Leave 
• MN Parental Leave 
• MN School Conference and Activities Leave 
• MN Sick Child Care Leave 
• Personal Leave 
• Voting Leave 

 
ARTICLE 10.  INSURANCE 

 
10.1 Employer Contribution. The Employer shall provide a set monthly contribution, as 

approved by the Board of Trustees annually in the same amount as that set for non-union 
employees, regularly scheduled to work thirty (30) or more hours per week to purchase 
benefits. This set dollar amount is prorated based on scheduled hours.  

 
10.2 Employer Contribution Distribution. The plan or plans to which the amount is 

contributed (the Section 125 cafeteria plan and/or the retiree-only HRA) is determined by 
whether an eligible employee enrolls in GRRL’s group health insurance or not. The set 
dollar amount is reviewed annually during the budget process by the GRRL Board of 
Trustees. The primary goal of this allotment is to provide single health, dental and life 
insurance coverage. However, this money can be used toward the following benefits based 
on individual employee needs and meeting the qualifications for eligibility of the benefit.  
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• Health Insurance (requires a minimum contribution) 
• Dental Insurance 
• Basic Life Insurance 
• Vision 
• Health Savings Account (HSA) 
• Retiree-Only Health Reimbursement Arrangement (automatic contribution if 

declining GRRL health insurance) 
• Flexible Spending Account (Health Care, Dependent Care and Limited Scope Health 

Care) 
• Long Term Disability 
• Short Term Disability 
• Taxable earnings (as determined by the Board) 
• Additional voluntary health and accident benefits as determined by the Board 

 
10.3 Opt Out. Employees may decline participation in the health and dental plan. However, to 

decline health insurance, proof of existing coverage is required. Single life insurance 
coverage is required. 

 
10.4 Continued Coverage After Retirement. Retirees will be provided the opportunity to 

continue their coverage as provided by and in accordance with Section 471.61 of the 
Minnesota Statutes. Premiums for such coverage shall be the exclusive responsibility of 
the retired employee.  

 
10.5 Voluntary Benefits. The Employer provides eligible employees, based on their scheduled 

hours per week, the opportunity to elect voluntary insurance and retirement benefit 
coverage at a cost to the employee. Voluntary Insurance options include: 

 
• Long Term and Short Term Disability Insurance (minimum schedule of twenty 
 (20) hours per week) 
• Flexible Spending Accounts (minimum schedule of thirty (30) hours per week) 
• Limited Scope Health Flexible Spending Account (schedule of between 8 and 29 hours 

per week) 
• Dependent Care Flexible Spending Account (schedule of between 8 and 29 hours per 

week) 
• Deferred Compensation 
• Group Decreasing Term Life Insurance 

 
All voluntary insurance benefits will be administered in accordance with Employer policy. 

 
10.6 Affordable Care Act. In the event the health insurance provisions of this Agreement fail to 

meet the requirements of the Affordable Care Act and its related regulations or cause the 
Employer to be subject to a penalty, tax or fine, the Union and the Employer will meet 
immediately to bargain over alternative provisions so as to comply with the Act and avoid 
any penalties, taxes or fines for the Employer. 
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ARTICLE 11.  REIMBURSEMENT FOR USE OF PERSONAL VEHICLE 
 
 
Library staff will be assigned St. Cloud Public Library as their home library within the GRRL 
region and may be assigned secondary libraries. Travel to and from work at those location(s) will 
not be reimbursed. Library staff will receive mileage reimbursement from their home library or 
residence (whichever is less) to a temporary work location equal to the Internal Revenue Service 
(IRS) mileage rate. 

 
Approved Library Business 

 
Employees who use their personal vehicles for approved library business (to attend 
authorized meetings or perform required job functions) will receive mileage 
reimbursement equal to the IRS mileage rate. This payment shall not apply to travel 
between an employee’s residence and home library. 

 
Mileage and Time Compensation Between Libraries for Approved Library Business: 
 
Staff who use their own vehicles for library business will be reimbursed for travel time 
and mileage, equal to the IRS mileage rate, between library locations if the employee is 
assigned by GRRL to work in more than one location during a day. If the temporary work 
location is the last location worked for the day, staff will be reimbursed for travel time 
and mileage to return to their home library or residence, whichever is less. Those 
employees will be paid based on a designated mileage and time matrix (see procedures). 

 
Travel time will be reimbursed, regardless of use of personal vehicle or library vehicle as 
follows:  
• Travel time to meetings and trainings. 
• Travel time to a location other than your home or secondary libraries to deliver a 

program. 
• Travel time between shared branches within your regular schedule. 

 
Definitions 
Secondary Library(ies) – any additional libraries assigned to the employee by GRRL 
within twenty (20) miles of the St. Cloud Public Library. No reimbursement for 
mileage or travel time will be paid to or between any secondary library(ies). 

 
ARTICLE 12.  PROBATIONARY PERIODS 

 
The first six (6) months of employment of an employee shall be regarded as a probationary period. 
The Employer reserves the right to terminate an employee’s employment at any time during the 
probationary period and such action shall not be grievable pursuant to the Grievance Procedure of 
this Agreement. 

 
ARTICLE 13.  SENIORITY AND LAYOFF 

 
13.1 Definition. Seniority shall be defined as an employee’s length of continuous service with the 

Employer since the employee’s last date of hire. An employee’s continuous service record 
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shall be broken by separation from service by reason of resignation, discharge for cause, 
retirement, death, absence from work for one day or more without notification of the 
Employer or failure to return when recalled from a layoff. 

 
Seniority shall be granted to employees upon successful completion of their probationary 
period served. Unless otherwise provided herein, seniority shall apply only for the purpose 
of calculating benefit accrual. 

 
13.2 Layoff. Employees shall be given a minimum of fourteen (14) days written notice of layoff. 

 
13.3 Recall. Notice of recall shall be by certified mail to the last mailing address which the 

employee has furnished to the Employer. A recalled employee must respond and report to 
work within fourteen (14) calendar days of notice of recall. An offer of recall returned by the 
post office will constitute a refusal of the recall offer. Failure to respond on time to a recall 
shall constitute refusal of the offer and forfeiture of all rights of recall. 

 
13.4 Rights of Recall. Recall rights shall cease eighteen (18) months after the employee is laid 

off or if an employee fails to respond to a recall and thereupon such employee shall be 
deemed separated from employment and shall have no further recall rights. 

 
13.5 Vacancies and Newly Created Positions. Vacancies or newly created bargaining unit 

positions shall be posted by the Employer for a minimum of seven (7) calendar days. Filling 
of vacancies shall be at the sole discretion of the Employer and such decisions shall not be 
subject to the grievance procedure of this Agreement. 

 
ARTICLE 14.  DISCIPLINE AND DISCHARGE 

 
14.1 Just Cause. The Employer shall discipline employees who have completed the probationary 

period only for just cause. 
 
14.2 Discipline Forms. Discipline may take any of the following forms in no particular sequence: 

 
1. Oral Reprimand 
2. Written Reprimand 
3. Suspension (without pay) 
4. Demotion 
5. Discharge 

 
14.3 Grievance Procedure. An employee, other than a probationary employee, may appeal 

discipline as set forth in Section 14.2 through the grievance procedure. 
 
14.4 Union Representation. An employee may request that a Union representative be present 

during questioning concerning an investigation that may result in disciplinary action against 
that employee. The Employer has no obligation to inform the employee of this provision. 
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14.5 Copies of Discipline. Employees shall receive copies of any disciplinary action as set forth 
in Section 14.2 and a copy of such shall be forwarded to the Union Representative unless the 
employee objects to sending the Union the copy. 

 
14.6 Reasonable Written Notice. Employees shall have the right to inspect their personnel file 

per Minnesota law and in the presence of the Employer. 
 
ARTICLE 15.  GRIEVANCE PROCEDURE 

 
15.1 Definition of a Grievance. A grievance is defined as a dispute or disagreement as to the 

interpretation or application of the specific terms and conditions of this Agreement. 
 
15.2 Union Representatives. The Employer will recognize representatives designated by the 

Union as the grievance representatives of the bargaining unit having the duties and 
responsibilities established by this article. The Union shall notify the Employer, in writing, 
of the names of the Union representatives and of their successors. 

 
15.3 Processing a Grievance. It is recognized and accepted by the Union and the Employer that 

the processing of a grievance as hereinafter provided is limited by the job duties and 
responsibilities of the employees and shall therefore be accomplished during normal working 
hours only when consistent with such employee duties and responsibilities. The aggrieved 
employee and a Union representative shall be allowed a reasonable amount of time, without 
loss in pay (during their normal working hours), when a grievance is presented to the 
Employer during normal working hours provided that the employee and the Union 
representative have notified and received the approval of the designated supervisor who has 
determined that such absence is reasonable and would not be detrimental to the work 
programs of the Employer. All grievances must follow the steps designated herein. 

 
15.4 Grievance Procedure. Grievances, as defined by this article shall be resolved in 

conformance with the following procedure: 
 

Step 1 - Informal. An employee claiming a violation concerning the interpretation or 
application of this Agreement, shall within fourteen (14) calendar days after such alleged 
violation has occurred, or such time as the employee reasonably should be aware of the event 
giving rise to the grievance, present such grievance to the employee’s immediate supervisor 
as designated by the Employer. The supervisor will discuss and give an answer to such Step 
1 grievance within seven (7) calendar days after receipt. A grievance not resolved in Step 1 
and appealed to Step 2 shall be placed in writing setting forth the nature of the grievance, the 
facts on which it is based, the provision or provisions of this Agreement allegedly violated, 
the remedy requested, and shall be appealed to Step 2 within ten (10) calendar days after the 
supervisor’s final answer in Step 1. Any grievance not appealed in writing to Step 2 by the 
Union within ten (10) calendar days shall be considered waived. 

 
Step 2 - Formal. If appealed, the written grievance shall be presented by the Union and 
discussed with the Employer-designated Step 2 representative. Such meeting shall be held 
within seven (7) calendar days. The Employer designee shall give the Union the Employer’s 
Step 2 answer, in writing, within seven (7) calendar days after receipt of such Step 2 
grievance. A grievance not resolved in Step 2 may be appealed to Step 3 within ten (10) 
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calendar days following the Employer designee’s final Step 2 answer. Any grievance not 
appealed in writing to Step 3 by the Union within ten (10) calendar days shall be considered 
waived. 

 
Step 3 - Executive Director. If appealed, the written grievance shall be presented by the 
Union and discussed with the Executive Director or designee. Such meeting may be waived 
by agreement of the parties. The Employer-designated representative shall give the Union 
the Employer’s answer in writing within seven (7) calendar days after receipt of such Step 3 
grievance. A grievance not resolved in Step 3 may be appealed to Step 4 within ten (10) 
calendar days following the Executive Director or designee’s final answer in Step 3. Any 
grievance not appealed in writing to Step 4 by the Union within ten (10) calendar days shall 
be considered waived. 

 
Step 4 - Mediation. If the grievance is not resolved in Step 3 of the grievance procedure, the 
grievance may be submitted by mutual agreement to the State of Minnesota, Bureau of 
Mediation Services (BMS) for mediation within ten (10) calendar days after the Employer’s 
answer in Step 3. It is recognized by the parties that the intervention of BMS does not 
preclude either party from proceeding to arbitration. The use of the BMS is for a possible 
mediated resolution only. 
 
Step 5 - Arbitration. If the grievance is not resolved at Step 3 or Step 4, it may be appealed to 
binding arbitration upon the filing of a “Notice of Intent to Arbitrate” with the BMS and 
Employer within ten (10) calendar days after the mailing of the Employer’s written answer at 
Step 3 or within ten (10) calendar days after the conclusion of a mediation meeting under 
Step 4 of the grievance procedure, whichever is later. The selection of an arbitrator shall be 
made in accordance with the “Rules Governing the Arbitration of Grievances” as established 
by the Bureau of Mediation Services. 

 
15.5 Arbitrator’s Authority. The Arbitrator shall have no right to amend, modify, nullify, 

ignore, add to, or subtract from the terms and conditions of the contract. The Arbitrator shall 
consider and decide only the specific issue(s) submitted in writing by the Employer and the 
employee and the Union, and shall have no authority to make a decision on any other issue 
not so submitted. The Arbitrator’s decision shall be submitted in writing within thirty (30) 
days following close of the hearing or the submission of briefs, by the parties, whichever be 
later, unless the parties agree to an extension. The Arbitrator shall be without power to make 
decisions contrary to or inconsistent with or modifying or varying in any way, the application 
of laws, ordinances, or rules and regulations having the force and effect of law. The decision 
shall be based solely on the Arbitrator’s interpretation or application of the express terms of 
this Agreement and on the facts of the grievance presented. The parties may, by mutual 
written agreement agree to submit more than one grievance to the Arbitrator provided that 
each grievance will be considered as a separate issue and each on its own merits. The fees 
and expenses for Arbitrator’s services and proceedings shall be borne equally by the 
Employer and the Union. Each party shall be responsible for compensating its own 
representative and witnesses. If either party desires a verbatim record of the proceedings it 
may cause such a record to be made, provided it pays for such record. If both parties desire a 
verbatim record of the proceedings, the cost shall be borne equally. 
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15.6 Waiver. If a grievance is not presented within the time limits set forth above, it shall be 
considered “waived.” If a grievance is not appealed to the next step within the specified time 
limit or any agreed extension thereof, it shall be considered settled on the basis of the 
Employer’s last answer. If the Employer does not answer a grievance or an appeal thereof 
within the specified time limits, the Union may elect to treat the grievance as denied at that 
step and appeal the grievance to the next step. The time limit in each step may be extended 
by mutual written agreement of the Employer and the Union in each step. 

 
15.7 Election of Remedies. Grievances filed by or on behalf of employees who are covered 

under the provisions of the Minnesota Veterans Preference Act (“VPA”) shall not be subject 
to the arbitration provision of this Agreement where a remedy is being pursued under the 
VPA. If, as a result of the written Employer’s response in Step 3, or conclusion of a 
mediation meeting in Step 4, the grievance remains unresolved and if the grievance involves 
the suspension, demotion, or discharge of an employee who has completed the required 
probationary period, the grievance may be appealed either to Step 5 of this Article or to 
another procedure such as Veterans Preference or fair employment. If appealed to any 
procedure other than Step 5 of this Article, the grievance shall not be subject to the 
arbitration procedure provided in Step 5 of this Article. The aggrieved employee shall 
indicate in writing which procedure is to be used—Step 5 of this Article or an alternative 
procedure—and shall sign a statement to the effect that the choice of an alternate procedure 
precludes the employee from making an appeal through Step 5 of this Article. 
 
The election set forth above shall not apply to claims subject to the jurisdiction of the 
United States Equal Employment Opportunity Commission. An employee pursuing a 
remedy pursuant to a statute under the jurisdiction of the United States Equal Employment 
Opportunity Commission is not precluded from also pursuing an appeal under the grievance 
procedure of this Agreement. If a court of competent jurisdiction rules contrary to the ruling 
in EEOC v. Board of Governors of State Colleges and Universities, 957 F.2d 424 (7th Cir.), 
cert. denied, 506 U.S. 906, 113 S.Ct. 299 (1992), or if Board of Governors is judicially or 
legislatively overruled, this paragraph of this Section 15.7 shall be null and void. 

 
ARTICLE 16.  WAGES 

 
16.1 Salary Range. Employees shall be paid in accordance with Appendix A attached hereto 

and made part of this Agreement. 
 
 2018: Effective on the first day of the pay period in which January 1 falls, 0.5% general 

wage increase for regular employees not to exceed the maximum of the pay range.  
 

2019: General wage reopener.  
 
16.2 Range Movement.  

 
2018: Up to a 2.0% movement within range increase for regular employees whose pay is 
below the maximum of the range effective on the first day of the pay period in which 
January 1 falls. 
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2019: Movement within range reopener.  
 
Reopener for benefit contribution amount if group insurance rate increases affect the 
ability to cover single health, dental and life insurance for 2019. 
 

ARTICLE 17.  GENERAL PROVISIONS 
 
17.1 Job Description. In the event an employee’s job description is changed, the affected 

employee and the Union shall be notified of such change and shall receive a copy of the new 
job description. 

 
17.2 Inclement Weather. Per language as stated in Personnel Policy: Chapter VII (Emergencies 

and Workplace Safety). 7A. Inclement Weather. 
 
17.3 Safety and Wellness Team. A member of this bargaining unit will participate on the Safety 

and Wellness Team. 
 
ARTICLE 18.  MEET AND CONFER 

 
Meet and Confer. During the duration of this Agreement the Employer and Union may mutually 
agree to meet and confer regarding non-negotiable matters and issues of mutual concern. 
 
ARTICLE 19.  COMPLETE AGREEMENT AND WAIVER OF BARGAINING 

 
This Agreement shall represent the complete Agreement between the Union and the Employer. The 
parties acknowledge that during the negotiations which resulted in this Agreement, each had the 
unlimited right and opportunity to make requests and proposals with respect to any subject or matter 
not removed by law from the area of collective bargaining and that the complete understandings and 
agreements arrived at by the parties after the exercise of that right and opportunity are set forth in this 
Agreement. Therefore, the Employer and the Union, for the life of this Agreement, each voluntarily 
and unqualifiedly waives the right, and each agrees that the other shall not be obligated to bargain 
collectively with respect to any subject or matter referred to or covered in this Agreement or with 
respect to any subject or matter not specifically referred to or covered in this Agreement, even though 
such subject or matter may not have been within the knowledge or contemplation of either or both of 
the parties at the time that they negotiated or signed this Agreement. 

 
ARTICLE 20.  SAVINGS CLAUSE 

 
This Agreement is subject to the laws of the United States and the State of Minnesota. To the extent 
a provision of this Agreement is declared to be contrary to law by a court of final jurisdiction or 
administrative ruling or is in violation of legislation or administrative regulations, said provision 
shall be void and of no effect. All other provisions of this Agreement shall continue in full force 
and effect. The parties agree to immediately meet and negotiate a substitute for the invalidated 
provision. 
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ARTICLE 21.  NO STRIKE/NO LOCKOUT 
 
The Union agrees that during the life of this Agreement neither the Union, its officers or agents, nor 
any of the employees covered by this Agreement will cause, encourage, participate in, or support any 
strike, sympathy strike, slowdown, mass absenteeism, mass resignation, or other interruption of or 
interference with the operation of the Employer, except as specifically allowed by the Public 
Employment Labor Relations Act of 1971, as amended. In the event that an employee violates this 
article, the Union, including officers and stewards, shall immediately notify any such employees in 
writing to cease and desist from such action and shall instruct them to immediately return to their 
normal duties. Any or all employees who violate any of the provisions of this article may be 
discharged or otherwise disciplined. 

 
The Employer agrees that, during the life of this agreement, it will not engage in an illegal lockout. 

 
ARTICLE 22.  TERMINATION AND MODIFICATION 

 
This Agreement shall be effective as of the date of GRRL board approval and shall remain in full 
force and effect through December 31, 2019. It shall be automatically renewed from year to year 
thereafter unless either party shall notify the other in writing at least sixty (60) days prior to the 
anniversary date set forth above that it desires to modify this Agreement. 

 
This Agreement shall remain in full force and effect during the period of negotiations or until notice 
of termination of this Agreement is provided to the other party. 
 
Following the expiration date of this agreement, no salary increases shall be granted until a successor 
agreement has been ratified by both parties. 

 
 
 
GREAT RIVER REGIONAL AMERICAN FEDERATION OF 
LIBRARY BOARD STATE, COUNTY AND MUNICIPAL 

EMPLOYEES, AFL-CIO, COUNCIL 65 
 

 
By:        By:    

 
Title:   Title:   

 
 
Date:   Date: _____________________________
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APPENDIX A 
 
 
 

Great River Regional Library 
2018 Pay Range 

General Unit Positions 

Pay 
Grade Classification  Minimum Midpoint Maximum 

24 Patron Services Coordinator Annually $50,752.00 $58,489.60 $66,227.20 

 Technical Services Coordinator Hourly $24.40 $28.12 $31.84 
23 Collection Development Librarian Annually $48,692.80 $55,848.00 $63,044.80 

 Patron Services Librarian Hourly $23.41 $26.85 $30.31 

 Patron Services Specialist     
 Technical Services Librarian        

21 Circulation Coordinator Annually $43,825.60 $50,502.40 $57,220.80 

  Hourly $21.07 $24.28 $27.51 
20 Public Relations Specialist Annually $41,745.60 $48,131.20 $54,475.20 

  Hourly $20.07 $23.14 $26.19 
18 Graphic Designer Annually $37,897.60 $43,638.40 $49,400.00 

 Senior Circulation Assistant Hourly $18.22 $20.98 $23.75 
16 Accounting Specialist Annually $34,361.60 $39,582.40 $44,824.00 

 Distribution Assistant Hourly $16.52 $19.03 $21.55 

 Library Associate     
 Public Relations Assistant        

 Purchasing Specialist     
 Technical Services Assistant     

13 Circulation Assistant Annually $29,702.40 $34,216.00 $38,708.80 

 Custodian Hourly $14.28 $16.45 $18.61 
10 Collection Development Assistant Annually $25,646.40 $29,556.80 $33,446.40 

 Collection Development Clerk Hourly $12.33 $14.21 $16.08 

 Driver        

 Technical Services Clerk        

      



Reimbursement for Use of Personal Vehicle 
Policy Revision 
Submitted by Julie Schmitz, Associate Director – Human Resources 

 

BOARD ACTION REQUESTED  

 Information      Discussion    Approve/Accept 

 

RECOMMENDATION 

Approve revision of the following Personnel Policies to reflect reimbursement of mileage at the IRS rate: 
• 2M.1 Reimbursement for Use of Personal Vehicle 
• 2M.1A Approved Library Business 
• 2M.1B Approved Substitute Shifts 
 

BACKGROUND INFORMATION 

 Supporting Documents Attached:  Marked and clean copies of the above Personnel Policies. 
 
• Employees who use their personal vehicles for approved library business are currently 

reimbursed at 75% of the IRS mileage rate; employees who use their personal vehicles for 
approved substitute shifts are currently reimbursed at 50% of the IRS mileage rate. 

• Through contract negotiations, it was agreed that GRRL would reimburse employees who use 
their personal vehicles for approved library business and substitute shifts at 100% of the IRS rate 
effective January 1, 2018. 

• The policy revisions are made to reflect the negotiated contract for 2018-2019. 
 

FINANCIAL IMPLICATIONS 

Estimated Cost: $5,000 (approximate) Funding Source: Employee Budgeted:     Yes   No  

 

ACTION 

 Passed    Failed          Tabled  

 



200 Personnel Policy 

2M.1 Reimbursement for Use of Personal Vehicle 

Library staff will be assigned a home library(ies) within the GRRL region and may be assigned secondary 
libraries. Travel to and from work at those location(s) will not be reimbursed. Library staff will receive 
mileage reimbursement from their home library(ies) or residence (whichever is less) to a temporary 
work location equal to the Internal Revenue Service (IRS) mileage under the terms of the adopted rate. 

2M.1A – Approved Library Business 

Employees who use their personal vehicles for approved library business (to attend authorized meetings 
or perform required job functions) will receive a mileage reimbursement allowance equal to seventy-
five percent (75%) of the IRSInternal Revenue Service optional mileage rateallowance.. This payment 
shall not apply to travel between an employee’s residence and regular workplace. This rate does not 
apply to substitute shifts.  For more information regarding substitute shifts, see 4I2M.1B Approved 
Substitute Shifts. 

Mileage and Time Compensation Between Libraries for Approved Library Business: 

This does not apply to substitute shifts elected by an employee. For more information regarding 
substitute shifts, see 4I2M.1B Approved Substitute Shifts. 

Staff who use their own vehicles for library business will be reimbursed for travel time and mileage, 
equal to the IRS mileage rate under the terms of the adopted rate, between library locations if the 
employee is assigned by GRRL to work in more than one location during a day. If the temporary work 
location is the last location worked for the day, staff will be reimbursed for transit time and mileage to 
return to their home library(ies) or home, whichever is less. Those employees will be paid based on a 
designated mileage and time matrix (see procedures). 

Travel time will be reimbursed, regardless of use of personal vehicle or library vehicle as follows: 

• Travel time to meetings and trainings. 
• Travel time to a location other than your home or secondary libraries to deliver a program. 
• Travel time between shared branches within your regular schedule. 

2M.1B – Approved Substitute Shifts 

Employees who use their personal vehicles for approved substitute shifts will receive mileage 
reimbursement allowance equal to fifty percent (50%) of the IRSInternal Revenue Service optional 
mileage rateallowance. This payment shall only apply to travel between an employee’s residence or 
home library and the substitute shift filled outside of the assigned secondary libraries. Payment shall not 
apply to travel between an employee’s residence and home or secondary library(ies). 



• Travel time to fill a substitute shift will not be paid except in cases where an employee works a 
regular shift at their home library and an adjoining substitute shift in the same day. 

Definitions: 

• Home Library – the primary library assigned to the employee by GRRL. Employees hired for 
multiple regular positions at separate branches at GRRL, will be assigned multiple home 
libraries. No reimbursement for mileage or transit time will be paid to or between any home 
library(ies). 

 
• Secondary Library(ies) – any additional libraries assigned to the employee by GRRL within 20 

miles of residence or home library. No reimbursement for mileage or transit time will be paid 
to or between any secondary library(ies). 

Approved Date: 7/11/00 
Effective Date: 10/31/00, 1/1/18 
Revised Date: 5/14/02, 5/13/03, 9/8/09, 01/18/11, 11/20/12, 12/19/17 

 



200 Personnel Policy 

2M.1 Reimbursement for Use of Personal Vehicle 

Library staff will be assigned a home library(ies) within the GRRL region and may be assigned secondary 
libraries. Travel to and from work at those location(s) will not be reimbursed. Library staff will receive 
mileage reimbursement from their home library(ies) or residence (whichever is less) to a temporary 
work location equal to the Internal Revenue Service (IRS) mileage  rate. 

2M.1A – Approved Library Business 

Employees who use their personal vehicles for approved library business (to attend authorized meetings 
or perform required job functions) will receive  mileage reimbursement equal to the IRS mileage rate. 
This payment shall not apply to travel between an employee’s residence and regular workplace. This 
rate does not apply to substitute shifts.  For more information regarding substitute shifts, see 2M.1B 
Approved Substitute Shifts. 

Mileage and Time Compensation Between Libraries for Approved Library Business: 

This does not apply to substitute shifts elected by an employee. For more information regarding 
substitute shifts, see 2M.1B Approved Substitute Shifts. 

Staff who use their own vehicles for library business will be reimbursed for travel time and mileage, 
equal to the IRS mileage rate  between library locations if the employee is assigned by GRRL to work in 
more than one location during a day. If the temporary work location is the last location worked for the 
day, staff will be reimbursed for transit time and mileage to return to their home library(ies) or home, 
whichever is less. Those employees will be paid based on a designated mileage and time matrix (see 
procedures). 

Travel time will be reimbursed, regardless of use of personal vehicle or library vehicle as follows: 

• Travel time to meetings and trainings. 
• Travel time to a location other than your home or secondary libraries to deliver a program. 
• Travel time between shared branches within your regular schedule. 

2M.1B – Approved Substitute Shifts 

Employees who use their personal vehicles for approved substitute shifts will receive mileage 
reimbursement equal to the IRS mileage rate. This payment shall only apply to travel between an 
employee’s residence or home library and the substitute shift filled outside of the assigned secondary 
libraries. Payment shall not apply to travel between an employee’s residence and home or secondary 
library(ies). 

• Travel time to fill a substitute shift will not be paid except in cases where an employee works a 
regular shift at their home library and an adjoining substitute shift in the same day. 



Definitions: 

• Home Library – the primary library assigned to the employee by GRRL. Employees hired for 
multiple regular positions at separate branches at GRRL, will be assigned multiple home 
libraries. No reimbursement for mileage or transit time will be paid to or between any home 
library(ies). 

 
• Secondary Library(ies) – any additional libraries assigned to the employee by GRRL within 20 

miles of residence or home library. No reimbursement for mileage or transit time will be paid 
to or between any secondary library(ies). 

Approved Date: 7/11/00 
Effective Date: 10/31/00, 1/1/18 
Revised Date: 5/14/02, 5/13/03, 9/8/09, 01/18/11, 11/20/12, 12/19/17 
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