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DISTRIBUTION ASSISTANT 

 
Department:  Distribution Services/GRRL Pay Grade: 16 
Reports To:   Accounting & Distribution Supervisor FLSA Status: Non-Exempt 
Union: General Unit 

 
  

Date Approved:   07/18/2017 
Date of Last Revision:       
 
 
Under the direction of the Accounting & Distribution Supervisor, the Distribution Assistant oversees the 
work flow and direction of Distribution Aides and assists the Accounting & Distribution Supervisor with 
the efficient operation of the Distribution Department. 
 
PRIMARY DUTIES AND RESPONSIBILITIES 

The following are the regular duties for this position. These duties are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned.   
 
1. Performs job duties of Distribution Aide on a regular basis.   
2. Directs the work of Distribution Aides and volunteers to ensure timely and accurate deliveries. 
3. Maintains a high level of library services by training and coaching Distribution Aides in consultation 

with the Accounting & Distribution Supervisor.   
4. Completes Employee Performance Reviews for Distribution Aides subject to approval of the 

Accounting & Distribution Supervisor. 
5. Participates on interview panels with the Accounting & Distribution Supervisor to interview 

applicants for department openings and provides input into the recommendation for hire. 
6. Coordinates preparation and pick up of discarded library materials. 
7. Monitors the daily delivery load and makes adjustments as necessary. 
8. Ensures that weeding and mending materials are accurately checked in and distributed in a timely 

manner.   
9. Responds to staff inquiries regarding delivery of materials. 
10. Coordinates the replenishment of delivery bags to branches. 
11. Coordinates the distribution of materials for alternative services.   
12. Oversees the safe and efficient operation of the department in the absence of the Accounting & 

Distribution Supervisor.     
13. Bring issues related to the department to the attention of the Accounting & Distribution Supervisor 

and provides suggestions for improvement. 
14. Makes deliveries on an occasional basis. 
 
MINIMUM QUALIFICATIONS 
 
Education and Experience: 
• High School Diploma  
• 2 years of library or related work experience 
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Required Knowledge, Skills and Abilities: 
• Ability to work independently 
• Effective communication skills, verbally and in writing 
• Basic proficiency with computers 
• Ability to train and direct staff 
• Possession of a valid driver’s license and satisfactory driving record 
• Completion of and adherence to GRRL’s Fleet Safety Program 

 
Complexity of Work: Routine 
 
Budget Responsibility: None 
 
Supervisory Responsibility: Directs the work of Distribution Aides and volunteers. 
 
Scope of Relationships (internal): Contact with staff for informational purposes. 
 
Scope of Relationships (external): Minimal external contacts. 
 
ACKNOWLEDGEMENT 

This position description does not constitute an employment agreement between GRRL and the 
employee and is subject to change by GRRL as the needs of GRRL and requirements of the job change.  
 
GRRL is an Equal Opportunity Employer in compliance with the Americans with Disabilities Act. GRRL will 
provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective and current employees to discuss potential accommodations with GRRL. 

Employee signature below indicates employee's understanding of the duties and requirements of the 
position. 

 

Employee_____________________________________________ Date___________________ 

Printed Name:  ________________________________________ 
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PHYSICAL DEMANDS/WORK ENVIRONMENT 

The physical demands and work environment characteristics described below are representative of 
those that must be met by an employee to successfully perform the essential functions of the job. Work 
is performed primarily in the distribution work area and loading dock.  
 
N=Not at all; O=Occasionally (under 1/3); F=Frequently (1/3 to 2/3); C=Continuously (over 2/3) 

PHYSICAL DEMANDS N O F C Description 

Repetitive use of hands   X  Sorting materials 

Looking at computer screen  X    
Reaching in any direction   X  Packing/unpacking 
Kneel/Crouch/Crawl  X   In van when packing/unpacking 
Bend/Stoop/Squat  X   Move bags and carts 
Balance X     
Push/Pull/Twist   X  Move carts/pack bags 
Climb heights/ladder X     
Sit  X    
Stand    X  
Walk   X   
Lift 1-10 lbs   X  Books/bags 

 
11-19 lbs   X  Books/bags 

20-49 lbs   X  Books/bags 
50+ lbs  X    

Carry 1-10 lbs   X  Bags to/from Cart 

 
11-19 lbs   X  Bags to/from Cart 
20-49 lbs   X  Bags to/from Cart 
50+ lbs  X    

 
WORK ENVIRONMENT Yes No Comments 

Working on unprotected heights         

Working near moving equipment   Dock lift and delivery vehicles 

Exposure to temperature extremes   Delivery dock 

Driving automotive equipment    

Exposure to dust, fumes and gases   Delivery dock 

Working in restricted spaces   Loading/unloading van 
Exposure to elevated noise levels for 
extended periods of time         

Exposure to cleaning chemicals         
Operation of equipment and/or 
machinery   General office equipment  
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Bylaws of the Great River Regional Library Board of Trustees 

Article I. Name 

This organization shall be called "The Board of Trustees of the Great River Regional Library" 
existing by virtue of the provisions of Section 134.20 of the Laws of the State of Minnesota and 
the Regional Library Agreement and exercising the powers and authority and assuming the 
responsibilities delegated to it under said statute and agreement. 

Article II. Purpose 

The purpose of the Great River Regional Library Board of Trustees is to represent the Library to 
the people and to the governing officials. It is the trustee's obligation to see that adequate funds 
are obtained for good library service, to promote the best possible use of all library resources in 
the area, to improve existing services and extend library service to those not previously served. 

Article III. Board of Trustees 

Section I. Number and Qualification 

The board is composed of 15 members as appointed by their respective County Boards of 
Commissioners according to the provisions of the regional service agreement and representing 
the counties of Benton, Morrison, Sherburne, Stearns, Todd and Wright. 

Any party with two or fewer trustees is allowed to have an official alternate who in the absence 
of the official delegate may be seated and have the right to vote. This alternate will be paid per 
diem by GRRL when voting. 

Section 2. Term of Office 

The terms of the trustees shall be three years and shall end with the calendar year, provided 
always, however, that each trustee shall hold office until the successor is appointed. A trustee 
may serve a total of three three-year terms for a total of no more than nine years of service. 

A trustee who has served nine years or a total of three full terms may be reappointed after a 
one-year lapse of membership. 

Section 3. Termination of Trustee's Term 

A trustee's term shall terminate immediately in the event such member: 

1. resigns as trustee; or 
2. is removed by the appointing authority for misconduct or neglect; or 
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3. ceases to reside for voter qualification purposes within that part of the geographical 
territory of the party who appointed him or her in which such party levies a tax to provide 
its contribution to the general operating fund of the library. 

Resignation shall be effective upon delivery in writing to the President of the board and the 
governing body of the appointing party. The governing body of a party may remove a trustee 
appointed by such party for misconduct or neglect. Trustees who are appointed by virtue of their 
elected office may be replaced if not re-elected. 

Section 4. Disqualifications, Vacancies 

Any member who moves out of the political subdivision he/she represents shall be responsible 
for notifying the Library Executive Director. Upon receipt of such notification, the position shall 
be declared vacant. When any trustee fails to attend at least three consecutive meetings of the 
board, the board shall declare his/her position vacant. It shall be the duty of the President to 
notify the appointing governing body of the vacancy. 

Vacancies on the board shall be reported to the governing body of the party whose appointed 
trustee has left office and shall be filled for the unexpired term. 

Article IV. Officers 

Section 1. 

Officers of the board shall be chosen at the regular annual meeting of the board and shall be as 
follows: President, Vice President, Secretary and Treasurer to serve until successors shall be 
elected and qualified. An officer may succeed himself, provided, however, that a President or 
Vice President shall not serve more than two consecutive terms. 

Section 2. Vacancies 

If a vacancy occurs in an office the board shall select a successor to the office at the next regular 
meeting who shall serve until the next annual meeting. 

Section 3. Duties of Officers 

The President of the board shall attend all meetings, appoint all committees and serve as an ex-
officio member of such committees, certify all bills approved by the board, authorize calls for 
special meetings and generally perform the duties of a presiding officer. 

The Vice President shall preside in the absence of the President and shall assume the duties of 
the President in case of a vacancy until the next regular board meeting. 

The Secretary shall be responsible for the maintenance of a true and accurate account of all 
proceedings of the board meetings. 
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The Treasurer shall receive and be custodian of all money belonging to the Library from whatever 
source derived. The Treasurer shall be the custodian of all bonds belonging to the Library. The 
Treasurer will serve on the Finance Committee. 

The board may at its annual meeting delegate such custodial duties to the Finance Manager. That 
person shall be responsible for investments, maintaining cash receipts and disbursements and 
preparing financial statements. 

Article V. Meetings 

Section 1. Regular Meetings  

A schedule of the regular meetings of the GRRL board shall be kept on file at GRRL’s 
administrative office in St. Cloud, Minnesota. The schedule shall include the date, time and 
location of the meetings. The schedule of meetings shall also be posted on the principal bulletin 
board of GRRL located at the St. Cloud Public Library. The regular meetings shall be held in 
January, March, May, July, September and November. The annual meeting shall be held in 
January and the schedule of regular meetings for the coming year shall be determined at the 
September meeting and re-affirmed at the annual meeting. If the board decides to hold a regular 
meeting at a time or place different from the time or place stated in its schedule of regular 
meetings, it shall give the same notice of the meeting that is provided for a special meeting. 

Section 2. Special Meetings and Work Sessions 

Special meetings and work sessions of the Board of Trustees may be called by the President or 
upon written request of three members for the transaction of business as stated in the meeting 
request. Notice stating the time and place of any special meeting or work session and the 
purpose for which called shall be given each member of the Board of Trustees or Executive 
Committee at least two days in advance of the meeting. 

Written notice of the date, time, place and purpose of the special meeting or work session shall 
be placed on the principal bulletin board of GRRL located at the St. Cloud Public Library at least 
three days before the date of the meeting. The notice shall also be mailed or otherwise delivered 
to each person who has filed a written request for notice of special meetings or work sessions 
with GRRL at least three days before the date of the meeting. 

Section 3. Quorum 

A quorum for transaction of business shall consist of a simple majority of the membership. 

Section 4. Order of Business 

The order of business at regular meetings shall be as follows: 

• Call to order 
• Adoption of agenda 
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• Approval of minutes 
• Public Open Forum 
• Approval of bills 
• Approval of financial reports 
• Consent Agenda 
• Communications 
• Presentations 
• Staff Reports 
• Report of committees 
• Unfinished business 
• New business 
• Board Open Forum 
• Adjournment 

Section 5. Parliamentary Authority 

Robert's Rules of Order, latest revised edition, may be used as a guide to govern the order and 
procedure of the board for all matters not otherwise covered by these bylaws. 

Article VI. Committees 

Section 1. 

In accordance with the regional library agreement an Executive Committee shall have and 
exercise in the intervals between regular meetings all the powers of the full board except to: 

1. Set an annual operating budget and/or;  
2. Overturn decision(s) which were previously enacted by a majority vote of the full Board. 

This committee shall consist of one member from each political subdivision (including board 
officers) plus the past president if still serving on the board. Meeting times and locations shall be 
subject to Article V, Section 1 of these bylaws. 

Section 2. 

Special committees for the study and investigation of special problems may be appointed by the 
President. 

Section 3. 

The President shall appoint a Personnel Committee whose duties shall be recommendations to 
the Board of Trustees on personnel policy and any other matters pertaining to library personnel. 
The appointed members of this committee shall include the board president who is not to serve 
as the committee chairperson. 
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Section 4. 

The President shall appoint a Finance Committee to oversee GRRL’s fiscal responsibilities. The 
committee shall consist of seven (7) voting members, consisting of a commissioner from each of 
the six member counties, and one citizen-at-large member. 

The committee shall include the President and Treasurer who shall participate in all meetings of 
the Finance Committee. The President and Treasurer shall serve as ex officio members of the 
committee unless: (1) they also are a county commissioner serving as an official member of the 
Finance Committee; or (2) if the President or Treasurer is also the designated citizen member of 
the Finance Committee who can therefore participate as a voting member of the committee. 
There will never be more than 7 voting members of the Finance Committee to ensure that the 
Finance Committee does not become a quorum of the full Library Board of Trustees. The 
recommendations of the Finance Committee will be advisory only - all final budgeting decisions 
are reserved to the full Board of Trustees at a meeting properly called for that purpose. 

The Finance Committee shall have the authority to perform the following functions and other 
duties delegated by the full Board of Trustees: 

a. Appoint a member to participate in the annual post-audit meeting; 
b. Assist in preparation of preliminary budget; 
c. Review final draft of budget; 
d. Make recommendations regarding requests for expenses in excess of budget; 
e. Review quarterly and annual financial reports. 

Article VII. Duties of the Board 

The duties of trustees consist of carrying out the powers given them by Minnesota State Statutes 
and the regional library service agreement. It is their duty and responsibility to: 

1. Determine the policy of the library system to ensure the highest possible degree of 
operating efficiency. 

2. Select and appoint a competent Library Executive Director. 
3. Advise in the preparation of the annual library system budget, approve it, and ensure that 

adequate funds are provided to finance the approved budget. 
4. Study and support legislation which will bring about improved library service for 

residents. 
5. Cooperate with fellow board members by supporting final Board decisions. 
6. Maintain positive public relations related to Board decisions and actions. 
7. Review the Great River Regional Library signatory agreement every three (3) years. 
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Article VIII. Library Executive Director 

Library Executive Director 

The Library Executive Director shall be considered the executive officer of the board and shall 
have sole administration of the Library under the direction and review of the board. The 
Executive Director shall be held responsible for the care of the buildings and equipment; for the 
employment and direction of the staff; for the efficiency of the library service to the public; and 
for the operation of the Library under the financial conditions set forth in the annual budget. The 
Executive Director shall attend all board meetings except when excused. 

Evaluation 

On an annual basis, the Board of Trustees shall evaluate the job performance and compensation 
of the Executive Director. 

Article IX. Limitations 

No member of the board or immediate relative of a board member shall be considered for staff 
employment. No member of the board or immediate relative of a board member shall use for 
personal use or profit the resources, business, finances or contracts of the library that are not 
intended for personal use or profit. 

Article X. Travel and Per Diem 

Section 1. Travel 

Board members will be reimbursed for actual mileage to attend library related meetings and 
conferences at a per mile rate to be determined by board action and reviewed periodically or at 
current air transportation rates, if such rates are less than travel cost by vehicle including 
mileage, lodging, meals, etc., as permitted by state or federal law. 

Section 2. Mileage 

Board members will be reimbursed for actual mileage to attend library related meetings at a per 
mile rate to be determined by board resolution and reviewed periodically or at current air 
transportation rates if such rates are less than travel cost by vehicle including mileage, lodging, 
meals, etc. 

Section 3. Per Diem 

Board members may receive a per diem payment, as permitted by state or federal law, for 
attendance at regular board meetings, special board meetings, executive committee meetings, 
special committee meetings, and conferences at a rate to be determined by board action and 
reviewed periodically. 
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Section 4. Other 

Other expenses incurred by Board members related to service on the GRRL Board which are not 
otherwise addressed in these by-laws should be pre-authorized by the Board to be eligible for 
reimbursement as permitted by state or federal law. 

Article XI. Amendments 

These bylaws may be amended at any regular meeting of the board with a quorum present, by 
majority vote of the members present, providing the amendment was stated in the call for the 
meeting. 

Article XII. Precedence 

Where these bylaws conflict with state and federal statutes or regulations, or with the library 
service agreement, said statutes and regulations shall have precedence. 

Revision History 

Adopted September 10, 1985 
revised September 10, 1996 
revised May 11, 1999 
revised July 13, 1999 
revised May 9, 2000 
revised May 13, 2003 
revised May 9, 2006 
revised November 10, 2009 
revised March 15, 2011 
revised May 10, 2011 
revised November 15, 2011 
revised September 16, 2014 
revised September 15, 2015 
revised July 18, 2017 



Branch Agreement Approval Extension 
Request – Delano 
Submitted by Karen Pundsack, Executive Director 
 

BOARD ACTION REQUESTED  

 Information      Discussion    Approve/Accept 

 

RECOMMENDATION 

Grant extension to City of Delano to return revised library branch agreement. 

 

BACKGROUND INFORMATION 

• GRRL sent final documents including asset list to the City of Delano in April.  
• On June 30, City Administrator Phil Kern sent revisions approved and passed by the City of 

Delano to GRRL and requested consideration of the changes. 

 Supporting Documents Attached 

• Requested revisions from the City of Delano 
 

FINANCIAL IMPLICATIONS 

Estimated Cost: None  Funding Source: N/A  Budgeted:  Yes   No  

 

ACTION 

 Passed    Failed          Tabled  

 



 

Revised 10/12/20166/26/2017  Page 1 

 

LIBRARY BRANCH AGREEMENT 
THIS AGREEMENT, made and entered into this ________day of ______________, _______, by and 
between the City of ________________, Delano, a municipal corporation, hereinafter collectively 
referred to as “CITY,” and Great River Regional Library, a public regional library system established 
under Minnesota Statutes, hereinafter referred to as “GRRL.” 

WHEREAS, the _______________ Delano City Council, by written action, has established a branch library 
of the Great River Regional Library System in the City of _______________.Delano. 

NOW, THEREFORE, the parties hereto wish to commit in writing the terms and conditions under which 
the CITY, will be affiliated with GRRL, and in consideration of the premises, the parties do hereby agree 
as follows. 

1. SERVICES.  Throughout the term of this agreement GRRL agrees to provide basic system services 
as defined in Minnesota Statute 134.001, Subdivision 5.  These services shall include, but shall 
not be limited to, communication among parties, resource sharing, delivery of materials, 
reciprocal borrowing, and cooperative reference service.  In addition, the following specific 
services shall be provided: 

A. Determination and development of services to be provided with input from citizens of the 
communities. 

B. Development and carrying out of all library policies.  GRRL maintains uniform policies for all 
library services and to minimize confusion no individual policies for the _____________ Delano 
location will be maintained. 

C. GRRL administrative staff determines hours of service with input from local residents GRRL will 
provide staffing for a minimum of 20 open hours per week or the minimum number of hours 
necessary to qualify for Regional Library Telecommunication Aid.   

D. The GRRL staff is responsible for selection of library materials for all GRRL libraries. All materials 
purchased for any library are to be ordered through GRRL regardless of the source of funds. 
Local citizens are encouraged to make suggestions for collection development and GRRL staff 
will evaluate those recommendations utilizing the library's Collection Development Policy. Gift 
materials, monetary donations, and equipment will be accepted under the provisions of GRRL 
policies. 

E. Personnel administration: GRRL is responsible for the selection, training and employment of all 
branch personnel.  The GRRL Board is responsible for maintaining a region-wide pay schedule 
and personnel policy for all GRRL personnel.  All decisions relating to promotion, demotion, 
hiring or termination are the responsibility of GRRL. 

F. GRRL will insure all building contents, including materials, which are owned by GRRL.   
G. Miscellaneous services – telephone service, delivery service, purchase of essential operating 

supplies and all other responsibilities not directly associated with the provision and 
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maintenance of physical facilities.  Services beyond established GRRL base-level services as 
defined in GRRL policy outlined in Exhibit B will be the responsibility of the CITY. 

H.  Automation equipment, software and licenses required to perform assigned GRRL functions. 
GRRL maintains a centralized integrated library automation system and is a MnLINK participant. 
Computers are to be used for library purposes only. No hardware or software can be added to 
any GRRL computer without the authorization of library administration. 

I.  All library Internet access will be provided through GRRL, to assure compliance with the state 
and federal regulations and funding requirements. GRRL will provide an Internet connection to 
operate the GRRL- sponsored integrated library system as well as public computing stations and 
public wireless services.  

 

2. EQUIPMENT AND FURNISHINGS.  In connection with the location of a branch library in the City 
of ______________, Delano, the City of _____________ Delano will provide appropriate 
equipment and furnishings for the library as determined by GRRL and CITY. City-owned 
equipment and furnishings is are outlined in Exhibit A. It is the understanding of the parties 
hereto that the title to the said equipment and furnishings will remain with the CITY throughout 
the term of this agreement.  If during the term of the agreement the equipment and furnishings 
shall be deemed to be obsolete or shall need replacing, then the original furnishings and 
equipment shall be returned to the City of _______________ Delano for sale or other 
disposition.  In the event that the equipment provided by the City of _______________ Delano 
becomes inadequate for the provision of library service, the CITY shall have one year or a time 
frame established through mutual agreement of both the CITY and GRRL to provide an 
acceptable plan for replacement of equipment before this agreement may be terminated. 

 

3. LIBRARY FACILITY.  Throughout the term of this agreement, the City of _______________ 
Delano will provide a facility to serve as the location of the GRRL branch library based on the 
standards as outlined in GRRL policy in Exhibit B.   

All costs associated with operation and upkeep of the building, including, but not limited to 
custodial services, utilities, insurance, and building maintenance will be paid for by the CITY 
without offset or reimbursement to or from the GRRL funds or appropriations.  The CITY, its 
employees and agents, will be allowed to access the said building in order to provide janitorial 
services and maintain the building.  Janitorial and trash removal services will be provided on at 
least a weekly basis.  The CITY will make necessary arrangement to provide for all necessary 
maintenance and repair of the buildings and grounds, including but not limited to raking, lawn 
mowing and timely snow removal.  The facility needs to meet the following requirements: 

• Adequate air conditioning and heating.  
• Adequate space to meet its service, operation and storage needs. 
• Complies with local or state ADA parking requirements, whichever is greater.  
• Complies with federal, state and local restroom requirements. 
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• Has an exterior book drop in a well lit area. If the book drop empties into the interior 
of the library, it must meet state fire code regulations. 

• New buildings or facility remodels of the library will be done with mutual agreement 
of both GRRL and the CITY. 

• Meet uniform building code, pass GRRL safety audit standards and meet library 
insurance carrier requirements. 

• Complies with GRRL policies as outlined in Exhibit B and includes GRRL branding for 
building identification and internal signage. 

• Interior space is well maintained to reasonable standards and presents a modern, 
fresh and clean appearance including walls, paint, wiring and flooring. 
 

4. ADDITIONAL CITY RESPONSIBILITIES.  In connection with the operation of a branch in the City of 
________________, Delano, the CITY shall be responsible for the following: 

A. The host location must meet state maintenance of effort requirements throughout the term of 
this agreement. Libraries must receive financial support sufficient to qualify for state and federal 
aid; 

B. Development and interpretation of policies related to meeting room use (if applicable); Support 
of special programming by providing space for discussion groups, lectures, art exhibits and 
children’s programming; Support for provision of adequate funding for regional library service 
programs with local, state, and federal authority;  

C. Development of additional local funding (taxes, gifts, etc.) for supplementary equipment and 
facilities; and 

D. Establishing “Rules of Behavior”, satisfactory to GRRL; this will be enforced by the City or County 
Law Enforcement.  GRRL will, upon request, provide examples of previously approved behavior 
codes. 

E. Libraries must abide by the policies established by the GRRL Board of Trustees. 
 

5. FIRE AND EXTENDED COVERAGE INSURANCE.  CITY as its sole cost and expense, shall keep the 
building and all improvements appurtenant thereto, and all fixtures and equipment therein, 
insured for the benefit of the CITY against loss or damage by fire and against such other risks as 
are or shall be customarily covered with respect to buildings similar in construction, general 
location, use, and occupancy, including, but not limited to, windstorm, hail, explosion, 
vandalism, riot and civil commotion, damage from vehicles, smoke damage, and such other 
damage as may be deemed necessary by the CITY. 

6. PERSONAL PROPERTY INSURANCE.  GRRL shall maintain insurance coverage upon all personal 
property owned by GRRL including library materials and equipment.  The CITY shall maintain 
insurance coverage upon all other personal property owned by CITY  

7. GIFTS AND ENDOWMENTS.  After the execution of this agreement, all property, except library 
materials and equipment, given, granted, conveyed, donated, devised, or bequeathed to, or 
otherwise acquired by the CITY shall vest in, and be held in the name of the City of 
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_____________.  Delano.  All library materials and equipment so acquired by the CITY will be 
handled in accordance with the provisions of GRRL policy.  

8. EMPLOYEES.  GRRL will employ such individuals as it deems appropriate to provide the 
necessary library services associated with operating the branch library.  The salary, employment 
schedule and job description for all employees will be established by GRRL.  Any employees will 
serve under the terms of the GRRL Personnel Rules and Policies. 

9. TERMINATION OF AGREEMENT.  This Agreement shall remain in full force and effect until 
terminated by either party, by providing written notice of resignation at least three (3) full 
calendar months prior to the end of the calendar year. If a party fails to fulfill its obligations 
under this Agreement in a proper and timely manner, or otherwise violates the terms of this 
Agreement, the other party has the right to terminate this Agreement. 

 
The GRRL Board of Trustees, at a regular meeting, by a two-thirds (2/3) vote of those present 
and voting (assuming a quorum), may terminate the operations of any library in violation of any 
requirements of this agreement, provided that notice of such meeting shall specifically state 
that such termination shall be one of the items of business to be considered at the meeting. 
 
If the agreement is terminated the CITY agrees to: 

a. Allow GRRL staff and Internet service provider to remove all telecommunications 
equipment owned by GRRL but located on site. 

b. Return all materials, equipment or other items received from GRRL for which the 
ownership has not been transferred. 

 
Cities terminating the agreement cannot re-apply for services until a minimum of three years 
has passed from the date of termination. 
 
Upon termination of this Agreement by GRRL, CITY shall be relieved of any further obligations to 
GRRL. Termination does not relieve the CITY of any current obligations to GRRL or state library 
maintenance of effort requirements. Cities that terminate services can make no future claims 
against GRRL. 

 
Upon termination of this Agreement by either party, the operation of the branch library will 
cease.  Each party will be responsible for removing its property from the facility.  GRRL will 
remove its property from the branch facility within 30 days of the closing of the branch location. 

 

10. NOTICES.  All communications and notices required to be given or served hereunder shall be in 
writing and shall be deemed to have been duly given or served if delivered in person or 
deposited in the United States Mail, postage prepaid, for mailing by certified or registered mail, 
return receipt requested, and addressed to a party to this agreement at the address hereafter 
stated: 
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 Executive Director    City Administrator 
 Great River Regional Library   City of ___________________Delano 
 1300 W St. Germain Street   234 2nd Street North, PO Box 108 
 St. Cloud, MN 56301    Delano, MN 55328 
 

11. BINDING EFFECT.  This agreement shall be binding on and shall inure to the benefit of the 
parties hereto and to their assigns and successors in interest. 

12. AMENDMENT, MODIFICATION, AND WAIVER.  No amendment, modification, or waiver of any 
condition, provision, or term hereof shall be valid or of any effect unless made in writing, signed 
by parties hereto and specifying with particularity the extent and nature of such amendment, 
modification, or waiver.  Any waiver by any party of any default of another party shall not affect 
or impair any right arising from any subsequent default. 

13. SEVERABLE PROVISIONS.  Each provision, section, sentence, clause, phrase, and work of this 
agreement is intended to be severable.  If any provision, section, sentence, clause, phrase, or 
work hereof is illegal or invalid for any reason whatsoever, such illegality or invalidity shall not 
affect the validity of the remainder of the agreement. 

14. MINNESOTA LAW.  This agreement shall be construed and enforced in accordance with the laws 
of the State of Minnesota. 

15. ASSIGNMENT.  Neither party may assign its interest hereunder without the express written 
consent of the other party. 

16. INDEMNIFICATION  GRRL and the CITY mutually agree to defend, indemnify and hold each other 
harmless, its officials, officers, employees and agents harmless from any claims, demands, 
actions or causes of action, (including reasonable attorney’s fees and expenses), arising out  of 
any act or omission  arising from their own negligent acts, its subcontractors, agents or 
employees in the performance of, or with relation to, any of the work or services to be 
performed or furnished by GRRL or the CITY under this Agreement.  The CITY’s agreement to 
indemnify is not a waiver of its immunity and limits of liability under state statute and law.  

17. MEDIATION.  At the mutual agreement of the parties, any claim or controversy arising out of or 
relating to this agreement or the breach thereof may be settled by mediation. This shall not be 
construed to prevent any party from seeking legal redress to enforce the provisions of this 
agreement.. 
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IN WITNESS WHEREOF, the parties have caused this agreement to be executed the day and year 
first above written. 

 

CITY OF _______________________ DELANO 

 

_______________________________ 

Mayor  

_______________________________ 

City Clerk 

 

 

GREAT RIVER REGIONAL LIBRARY 

__________________________ 

Library Executive Director 

_______________________________ 

President, GRRL Board of Trustees 

_______________________________ 

Secretary, GRRL Board of Trustees 
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Exhibit A – City owned Equipment 
Listing of city-owned assets – chairs, desks, phones, etc. 

Exhibit B – Related GRRL Policies 

GRRL Library Development Policy  
III. Minimum Level of Service 
The following minimum level of service is defined as the basic GRRL library services delivered at every 
library throughout the region. The total amount of services delivered will be dependent on facility space, 
population size of community and surrounding area, proximity to other libraries, active registered 
borrowers, and patron demand. 

Collection 

• Shared and Floating - The collection is shared and floats freely among all GRRL libraries. 
• Broad audience - Materials are purchased in a variety of formats representing a wide variety of 

views and tastes. 
• Community driven - Patrons may suggest specific titles for purchase. Whenever possible, 

Interlibrary Loan will be offered for items GRRL does not purchase. 
• Delivery - Delivery of requested material is provided on a regular basis. 
• Collection maintenance - Library materials are systematically evaluated to facilitate the repair or 

withdrawal of damaged, unused or obsolete materials from the collection. 

Technology 

• Wireless - Public wireless Internet is available for web browsing from most devices. 
• Internet station - Computer workstations with software are provided for public use. 
• Public Access Catalog - Computer workstations are restricted to library catalog use and accessing 

library provided databases or services. 
• Copying - Copiers are available for patrons to use for a fee per page. 
• Printing from public computers - Patrons may print from GRRL computer workstations for a fee 

per page. 

Locally Delivered Public Services 

• Information services - Reference, reader’s advisory and technology assistance provided in-
person or over the phone. 

• Circulation services - Registration of library cards, check-out and check-in of library materials. 
Automated telephone or email notification for requested materials. 
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• Programming services - Programs for all ages: pre-k, school age, teen, and adult with a minimum 
of 25 programs annually. A minimum of one outreach event per library community annually. 

Regionally Delivered Public Services 

Web-based 

• Online catalog - The library catalog is maintained to reflect library holdings and facilitate 
convenient 24/7 access to library materials. 

• Digital Library – e-books and e-audio materials are available through the library’s website. 
• Virtual reference – Email reference available during library open hours. Chat reference available 

24/7 through statewide AskMN consortium. 
• Subscription Databases - Patrons have access to databases on various topics that are subscribed 

to by GRRL or Electronic Library of Minnesota (ELM). 

In-library 

• Book-a-Librarian - Personalized face-to-face sessions with a librarian by scheduled appointment. 
• Programming  

o Arts & Cultural Heritage Programs (grant dependent) 
o Summer Reading Program 
o Winter Reading Program 

• Marketing and publicizing programs and services 

Criteria for Scale of Services Delivered 

The number of public and staff computer stations will be dependent on facility size and wiring capacity. 
Additionally, total Internet usage, borrowers, and open hours will be used to determine the number of 
stations assigned to a library. A minimum of one public access catalog, two public Internet station and 
two staff computer work stations will be provided in each library. 

The amount of programs, marketing and publicity will be dependent on the number of borrowers served 
at each library and grouped by Tier. 

Tier Open Hours Borrowers Minimum annual program levels 
1 20-23 400-1,300 25 
2 24-40 1,300-4,000 30 
3 41-49 4,000-20,000 40 
4 50 or more 20,000 or more 200 
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Approved Date: 7/19/2016 

GRRL Library Development Policy  
V. New Libraries 

Library buildings are the responsibility of the municipality to operate and maintain. They may be owned 
or leased. Funding other than municipal tax receipts may be used to provide for those responsibilities, 
but those costs must be guaranteed by city council resolution and city levy authority. All requirements 
under Minnesota Statute 134.34 must be met. 

A. New Libraries - Building Requirements* 

1. The city wishing to add a new GRRL library location needs to meet all GRRL specifications for 
community size, facility space and distance from other GRRL libraries as outlined in GRRL policy 
and the GRRL Branch Agreement or other requirements set by the GRRL Board of Trustees. 

2. Site: the library site shall provide maximum convenient access to the greatest number of people 
in the community during the normal course of their daily activities by being located near the 
center of highest density of daily activity and near high use facilities such as a post office, retail 
stores, educational facilities, or in close proximity to government centers or community centers. 

3. The municipality will provide adequate, safe, convenient and well-lighted parking areas for 
library users and staff. Parking needs are based on population served. Convenient on and off 
street parking shall be made available for library customers. The minimum number of parking 
spaces may be determined by municipal zoning ordinances. Handicapped parking requirements 
of the Americans With Disabilities Act must be met. 

4. Minnesota provides no absolute numerical standards for public library size. However, a large 
community population indicates a need for greater amounts of public service space to provide 
for necessary collections and other services. Communities serving larger populations require 
libraries with more floor space not only for larger collections, but also for additional seating, 
larger program space and greater numbers of computers to access library information 
resources. 

5. The library must be of adequate size to meet and implement the full range of library services 
that are consistent with GRRL's long range plan and the standards within this document. 

6. The library will have adequate space for adult, child, and family use, with all materials easily 
accessible for library users of all ages. Furniture provided by the municipality must also include 
design elements appropriate for children and patrons with disabilities. Furnishings and shelving 
purchased by the city must be approved by GRRL. Furnishings and shelving will remain as 
property of the city that will bear the responsibility of maintaining the facility and furnishings as 
outlined in the branch agreement. All purchased equipment will become the property of GRRL 
and must be approved by GRRL who will bear the responsibility of maintaining library operations 
as outlined in the GRRL Branch Agreement. 
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7. The library building and furnishings must meet state and federal requirements for physical 
accessibility, including the ADA Accessibility Guidelines for Buildings and Facilities (ADAAG). 

8. In compliance with ADAAG, library signage must include directional signs and instructions for 
the use of the collection, the catalog, and other library services in print, Braille, alternate 
formats and languages other than English, as appropriate. 

9. The library facility will support the implementation of current and future technologies. 
Installation and repair of code compliant wiring within the facility is a municipal responsibility. 

10. The library entrance will be clearly visible and located on the side of the building that most users 
approach. 

11. Interior lighting levels must comply with standards issued by the Illuminating Engineering 
Society of North America. 

12. The library facility provides for the return of library materials when the library is closed. After-
hours book deposits must be easily accessible to staff and secure and protect library materials 
from weather elements. It is highly recommended that after-hours book deposits store 
materials inside the facility. They must also be easily accessible to people with disabilities. 

13. The municipality will provide appropriate floor covering throughout the building (carpeting or 
other sound absorbing materials). 

14. The building will include appropriate ceiling treatments throughout (sound absorbing materials). 
15. The building will include appropriate space for heating and cooling equipment, stairways, 

janitorial, entryway, and other spaces determined by community needs, service program and 
architectural design. 

16. Because of additional staffing costs associated with multi-level buildings, all new libraries shall 
be constructed on one level of public service space. The space should be as open and as flexible 
as possible. 

17. The building will include adequate heating and air conditioning. 
18. The building will include adequate electrical service, conduits and outlets necessary to meet 

GRRL's needs. 
19. Library space must be utilized only as a library and not as a community meeting room, city hall 

or any other purpose. Multi-use facilities are acceptable only if the library area has its own 
designated space and is physically separated from other areas of the building with walls and 
doors that can be locked and secured by library staff. 

20. Library shelving must be standard metal or wood shelving in 3' sections in a variety of heights to 
accommodate children's, reference, audio-visual and other collections. All standard shelving 
units will be furnished with adjustable shelves. 

21. The building must include convenient delivery access: the delivery access must be accessible for 
deliveries of library materials from headquarters. 

22. The building must include an adequate private work area for staff off-desk tasks and breaks. 

B. New Libraries - Access Requirements* 
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1. Library signage must be provided on main community thoroughfares as well as on the building. 
Communities must also provide signage on the facility that includes the GRRL logo. 

2. The standard range of library services must be available during every open hour. 
3. Library hours must include a mixture of morning, afternoon, evening and weekend hours to 

provide as much accessibility as possible for library users. 
4. GRRL determines open hours schedules. Library open-hour schedules are arrived at by methods 

that may include a survey of the community, as well as an evaluation of library hours of adjacent 
library facilities to insure as much access for the public as possible. 

5. Libraries must be open a minimum of 20 hours per week, or the minimum number of hours 
necessary to qualify for Regional Library Telecommunication Aid. 

* These requirements are based on the Wisconsin Public Library Space Needs Standards document. They 
are also referenced in Minnesota State Library’s Accessibility and Construction Grant guidelines. 

C. New Libraries - Other General Requirements 

Service Area 

Library buildings and their primary area of service must be within the following Minnesota counties: 
Benton, Morrison, Sherburne, Stearns, Todd, and Wright. The population served must be at least 5,000 
based on the community and adjacent townships surrounding the community. The most recent 
population statistics from the Office of the State Demographer will be used to determine compliance 
with this requirement. 

Start-up Costs 

Start-up costs for new library facilities are the responsibility of the host city to be provided through local 
funds. These costs include but are not limited to: 

Library equipment and furnishings – funding for staff and public computers, network equipment, 
copier, telephone, Express Checkout machine. Equipment must meet minimum GRRL standards as 
outlined in policy to ensure compatibility with existing systems. Basic library equipment and operations 
costs required: circulation terminals, public access catalogs, public computer stations, cabling, printers, a 
copier, book carts and network equipment. Additionally, the costs for software license fees, printing, 
maintenance contracts, telecommunications (usually provided by RLTA), and miscellaneous equipment 
need to be covered. Considerations for space, wiring and equipment costs for self checkout stations are 
strongly recommended for libraries with projected circulation figures over 12,000 items per month. 
Projected costs will be calculated as part of a new library proposal and will be based on GRRL libraries of 
similar size and population service area. 
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Opening Day Collection – Funding for a physical collection of a size adequate to meet the size of the 
community. Library materials equivalent to 70 percent of capacity based on libraries of comparable size 
in GRRL. The opening day collection will consist of 25 percent re-distributed older materials from 
existing GRRL collection and 75 percent newly purchased materials. Projected costs will be calculated as 
part of a new library proposal and will be based on current GRRL models of collection size and format. 

Any other items needed to open the library and meet GRRL specifications as determined by library 
administration and the GRRL Board. 

Approved Date: 01/08/08 

GRRL Library Development Policy  
VII. Responsibilities of the Local City Council for Library Operation 

1. Provision and maintenance of a building, furniture for staff and public areas, shelving and other 
building equipment (including but not limited to circulation desk). 

2. Provision and maintenance of heat, air conditioning, light, water and other utilities with the 
exception of telephone service. All code compliant wiring is to be provided by the building 
owner or the municipality. 

3. Janitorial (cleaning) and trash removal services on at least a weekly basis. Larger facilities need 
more frequent janitorial services. 

4. Maintenance and repair of the building and grounds including raking, lawn mowing and snow 
removal in a timely manner. 

5. Cities must provide insurance on the building (if city owned) and city owned contents. The city 
must also provide liability insurance coverage. 

6. Development and interpretation of policies relating to meeting room use (if applicable). 
7. Development of a Rules of Behavior Policy enforceable by local law enforcement. 

Approved Date: 01/08/08 

GRRL Library Development Policy  
VIII. Responsibilities of Great River Regional Library 

1. Determination, development, and provision of programs and services to be provided with input 
from local residents of individual communities. 

2. Development and carrying out of all library policies. GRRL maintains uniform service policies for 
all libraries. To minimize confusion no individual service policies for particular locations will be 
maintained. 

3. GRRL administrative staff determines hours of service with input from local residents. 
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4. Collection development: The GRRL staff is responsible for selection of library materials for all 
GRRL libraries. All materials purchased for any library are to be ordered through GRRL regardless 
of the source of funds. Local citizens are encouraged to make suggestions for collection 
development and GRRL staff will evaluate those recommendations utilizing the library's 
Collection Development Policy. Gift materials or monetary donations will be accepted under the 
provisions of GRRL's Collection Development Policy. Collection maintenance including future 
purchases and de-acquisitions (weeding) 

5. Personnel administration: GRRL is responsible for the selection, training and employment of all 
personnel. The GRRL Board is responsible for maintaining a region-wide compensation schedule 
and personnel policy applicable to GRRL employees. All decisions relating to staffing levels, 
promotion, demotion, hiring or terminations are the responsibility of the regional library. 

6. GRRL will insure all GRRL owned materials and equipment. 
7. Miscellaneous services: GRRL provides basic telephone service (except building wiring), 

networking, Internet connections and technology services, programming, delivery service, 
purchase of essential operating supplies and all other responsibilities not directly associated 
with the provision and maintenance of library buildings. Maintenance of GRRL-provided 
equipment. 

8. GRRL will provide automation equipment, software and licenses required to perform assigned 
GRRL functions. 

9. Computers – GRRL computers are to be used for library purposes only. No software can be 
added to any GRRL computer without the authorization of the Associate Director - Information 
Technology. 

Approved Date: 01/08/08 

GRRL Library Development Policy  
IX. Renovated, Re-located or Expanded Libraries 

Local governments must work closely with GRRL when planning for renovation, expansion or relocating 
libraries. GRRL administration and/or the GRRL Board must approve all renovation and relocation 
projects. The GRRL board shall determine whether GRRL staff and materials will or will not be located in 
any building provided by the city. The GRRL board may choose not to provide service in a renovated or 
relocated building if it does not meet the needs of the region. 

Relocated libraries must meet the criteria established in this document under V. New Libraries, sections 
A, B and C. 

When existing libraries are renovated or expanded, significantly increased usage is likely. Anticipating 
and planning for increased staffing levels at these locations will require ongoing conversation with city 
planners. GRRL's budget cycle requires that a budget for the following calendar year be set in July of the 
preceding year. Budget planning for additional staff must be completed as part of the GRRL budget 
process well in advance of any library's expansion, relocation or renovation. 
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Approved Date: 01/08/08 

GRRL Library Development Policy  
X. Contracts and final agreements 

Using the criteria listed above, the following additional steps are required for the establishment of new 
libraries. 

The GRRL board has the final authority to approve the relocation or establishment of any new library. 

New Library Consideration Process 

1. City makes an official request by resolution for addition of a new branch location to the GRRL 
Board. 
  

2. Upon GRRL Board approval, GRRL management provides the City and the GRRL Board with a full 
analysis of the requirements needed for new branch service, including start-up and ongoing 
operational costs. 
  

3. Any city given authority by the GRRL Board to establish a new library shall pass a resolution 
committing the funding needed to meet the expenses listed in GRRL policies V. New Libraries 
and VI. Responsibilities of the Local City Council for Branch Operation from city revenues. Other 
funding sources may be used to meet these costs, but they must be backed by city resources 
under city levy authority. The city presents its proposal to the GRRL Finance Committee for 
consideration and recommendation to the full GRRL Board of Trustees. 
  

4. The GRRL Board considers the proposal. Any new branch service ongoing operational costs are 
incorporated into future GRRL budgets. 
  

5. A signed contract must be in place prior to the establishment of a new library outlining 
responsibilities of GRRL and the city. 
  

Approved Date: 01/08/08 
Revised Date: 07/19/16 

 

GRRL Service & Administration Policy  
Chapter 3C.1 Branch Facility Non-Compliance Process 

The following steps will be followed if a GRRL facility is in need of updates or out of compliance with 
GRRL standards: 
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1. GRRL management and local staff will notify city officials of facility branch agreement non-
compliance issues, such as maintenance needs, wiring requirements, or safety concerns. 
  

2. GRRL management and local staff will work with city officials to develop an action plan to 
address identified issues. 
  

3. All notifications and actions will be included in management and building reports to the GRRL 
Board of Trustees. 
  

4. If unsatisfactory response from the city, management will share concerns with the GRRL Board 
and request approval of next steps for action. These steps will include:  

o An identified timeline for improvements based on safety, security and/or other issues. 
o Presentation of the city's response to management concerns (if any). 
o Proposed level/s of response if GRRL needs/expectations are not met. 

If issues remain unresolved for an unsatisfactory amount of time, GRRL Board may vote to suspend 
services as outlined in the GRRL Branch Agreement. 

Approved Date: 7/19/2016 

GRRL Public Relations Policy  
Chapter 2C. Equipment Donation 

GRRL generally does not accept donated equipment. In the event that an exception is made and the 
equipment is accepted, the donation must enhance the mission of GRRL. GRRL reserves the right to 
decline any equipment donation for any reason. This equipment will be considered the property and full 
responsibility of GRRL. 

The Associate Director - Information Technology (IT) will determine the suitability of donated equipment 
that is operated or maintained by IT. 

The Associate Director - IT and/or the Library Executive Director must approve equipment donations and 
monetary donations designated for a particular technology purpose in writing prior to the acceptance. 
Failure to obtain prior written approval may result in removal of the equipment and/or disciplinary 
action for staff. 

Equipment donations need to follow standard donation procedures. Equipment that is donated may be 
reallocated or disposed at the discretion of the Associate Director - IT. 

Approved Date: 3/26/2006 
Effective Date: March 2006 
Revised Date: 5/11/2010, 03/15/2011, 03/20/2012 
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Exhibit C – Facility map 
Map of facility space provided by the lease. 
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