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The revisions proposed to the following policies do not reflect any changes to the intent of the 
policy. Rather, the proposed revisions are related to minor grammar, language and formatting 
changes. 
 

1C. Staff Organization 

The Library is organized under the Library Director who is responsible to the Board. 

Approved Date: 07/11/00 
Effective Date: 10/31/00 
Revised Date: 05/14/02, 05/13/03, 05/11/04, 07/13/04, 11/15/05, 01/08/08, 11/10/09  

Procedures 
 
Note: Minor language revision to eliminate redundancy was made to procedure not policy. 
 
4D.4 Medical Leave (also includes pregnancy, adoption, care of spouse or minor child) 

Non-FMLA Medical Leave 
Employees may be granted a medical leave of absence WITH OR WITHOUT pay in the event the 
employee is unable to work due to medical reasons or if their presence is required to provide care to 
immediate family members. Employees will provide a doctor's statement verifying need for the leave, 
keep their supervisor informed of progress and, in the case of personal medical leaves, provide a 
doctor's signed release to work. Employees are required to use PTO until no more than 10 days remain 
before time without pay will be allowed. 

Overview of FMLA 
Employees who have worked at least 1250 hours (estimated average of 24 hours per week) in the 12-
month period directly preceding the leave and have been employed for at least 12 months may be 
granted a leave under the Family Medical Leave Act of 1993 (FMLA) for their own serious health 
condition, the serious health condition of a spouse, parent or minor child, or birth/adoption/foster care 
of a child, for reasons related to or affected by a family member called to active military duty or already 
on activity duty, or to care of a family member injured or recovering from an injury suffered while on 
active military duty. An employee is entitled to up to 12 weeks of leave during a 12-month period 
(extended up to 26 weeks for Injured Servicemember Leave). Part-time employees may request a pro-
rated 12 weeks of leave or a reduced schedule as stated by law, or if medically necessary. The 12-month 
period is measured backward from the date an employee used any leave under the FMLA. A written 
request at least 30 days in advance, whenever possible, is required. Employees may be required to use 
PTO and/or ESLB before requesting a leave without pay. 

If eligible for FMLA benefits, GRRL will continue the employee's benefit offerings for the duration of the 
leave at current rates unless the employee elects not to continue coverage. If the employee terminates 
employment with GRRL while on leave and the termination is not due to a serious health condition or 
circumstances beyond the employee's control, GRRL may recover the cost of its share of insurance 
premiums paid on the employee's behalf. At the conclusion of the FMLA, GRRL will reinstate the 

http://staff.grrl.lib.mn.us/drupal/non-horizon-procedures/1c-staff-organization
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employee into the prior position or to a position with equivalent benefits, pay and other conditions of 
employment. 

FMLA Medical Leave Due to Birth of a Child 
Employees will be required to use PTO, or take leave without pay, depending upon the type of leave 
requested. Both mothers and fathers may take this leave. A husband and wife who are eligible for FMLA 
leave and are employed by the same employer will be limited to a combined total of 12 weeks of leave 
during any 12 month period if the leave is taken for the birth, adoption, or foster care of a child. The 
leave must be taken within one year of the birth. As this leave may run concurrently with Minnesota 
Parental Leave, for 6 weeks of this leave, mothers may choose to use available PTO or ESLB, or take time 
off without pay and fathers may choose to use available PTO or take time off without pay. For the 
remaining 6 weeks, the mother will be required to use PTO until no more than 10 days remain before 
time without pay will be allowed. The father will be required to use PTO until no more than 10 days 
remain before time off without pay is allowed. 

FMLA Medical Leave Due to Adoption or Foster Care of a Child 
Employees will be required to use either PTO or take leave without pay, depending upon the type of 
leave requested. Both mothers and fathers may take this leave. A husband and wife who are eligible for 
FMLA leave and are employed by the same employer will be limited to a combined total of 12 weeks of 
leave during any 12 month period if the leave is taken for the birth, adoption, or foster care of a child. 
The leave must be taken within one year of the adoption or foster care placement. As this leave may run 
concurrently with Minnesota Parental Leave, for 6 weeks of this leave, employees may choose to use 
available PTO or take time off without pay. For the remaining 6 weeks, employees will be required to 
use PTO until no more than 10 days remain before time off without pay will be allowed. 

FMLA Medical Leave Due to Serious Health Condition of Self, Spouse, Parent, or Minor Child 
Employees will be required to use PTO until no more than 10 days remain (if the leave is to be for more 
than one week) or until it is completely exhausted (if the leave is for less than one week). Based on 
eligibility, PTO absence in excess of two working days will be tracked as protected time under FMLA. 

GRRL may require a physician's medical statement as evidence that there is a serious health condition. 
This statement may be required whenever GRRL deems it necessary or reasonable. 
When requesting time off from work for a FMLA, the employee must submit a completed Leave Request 
form available from Human Resources. 

• Definition of Serious Health Condition (applicable to FMLA only) 
A serious health condition means an illness, injury, impairment, or physical or mental condition 
that involves one of the following: hospital care, absence plus treatment, pregnancy, chronic 
conditions requiring treatments, permanent/long term conditions requiring supervision, and 
multiple treatments (non chronic conditions). Employees will be required to use PTO until no 
more than 10 days remain before ESLB time or time off without pay will be allowed. 

FMLA Active Duty Family Leave 
An employee whose spouse, son, daughter or parent either has been notified of an impending call or 
order to active military duty or who is already on active duty may take up to 12 weeks of leave for 
reasons related to or affected by the family member's call-up or service. Reasons related to the call-up 
or service include helping the family member prepare for the departure or caring for children of the 
servicemember. The leave may commence as soon as the individual receives the call-up notice. (Son or 
daughter for this type of FMLA leave is defined the same as for child for other types of FMLA leave, 
except that the person does not have to be a minor.) This type of leave would be counted toward the 
employee's 12-week maximum of FMLA leave in a 12-month period.  
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Employees requesting this type of FMLA leave must provide proof of the qualifying family member's call-
up or active military service before leave is granted. 

FMLA Injured Servicemember Leave 
This leave may extend to up to 26 weeks in a 12-month period for an employee whose spouse, son, 
daughter, parent or next-of-kin is injured or recovering from an injury suffered while on active military 
duty and who is unable to perform the duties of the service member's office, grade, rank or rating. Next-
of-kin is defined as the closest blood relative of the injured or recovering servicemember. An employee 
is also eligible for this type of leave when the family servicemember is receiving medical treatment, 
recuperation or therapy, even if the servicemember is on temporary disability retired list. 
Employees requesting this type of FMLA leave must provide certification of the family member or next-
of-kin's injury, recovery or need for care. This certification is not tied to a serious health condition as for 
other types of FMLA leave. This is the only type of FMLA leave that may extend an employee's leave 
entitlement beyond 12 weeks to 26 weeks. Other types of FMLA leave are included with this type of 
leave totaling the 26 weeks. 

Approved Date: 07/11/00 
Effective Date: 10/31/00 
Revised Date: 05/14/02, 06/12/07, 03/18/08, 01/01/09, 03/20/12 

Note: Grammar revision and the inclusion of two (2) additional types of leave covered under FMLA as 
required by law and updated to policy in January 2009.   

 
4D.7 Military Leave (Code of Federal Regulations 38 U.S.C. 4304 (d)) 

Members of the National Guard or other reserve units who are required to take part in a 2-week training 
exercisemilitary duty can arrange to take vacation time if eligible or obtain a leave of absence without 
pay. An employee who is called into active service with the armed forces under any Federal or State 
statute will be re-employed in accordance with the provisions of the applicable statutes, provided that 
the employee is able and qualified to perform the duties of the job available. 

Approved Date: 09/19/06 
Effective Date: 09/19/06 
Revised Date: 03/20/12 
 
Note: Minor language revision regarding specific length of military training 
 
4D.11 Personal Leave 

Leaves may be granted by Director to employees for personal reasons not included in the leaves listed. 
Leave without pay will be granted only when no more than 10 days of PTO remain when all PTO has 
been expended or may be granted, under special circumstances, for new employees who are not yet 
eligible to use PTO. 

Approved Date:0 7/11/00 
Effective Date: 10/31/00 
Revised Date: 05/14/02, 05/13/08, 03/16/10, 03/20/12 
 
Note: Minor language revision consistent with PTO Policy language. 
 
4E.3 Personal Holiday 

A Personal holiday is granted for all employees, Range Group 2 or above, at the employee's discretion 
but with Supervisor’s approval. This Personal holiday may be taken in conjunction with another holiday 
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or with PTO. Should an employee be separated from GRRL service he/she shall not be reimbursed for a 
Personal holiday not taken. 

The Personal holiday is granted annually and must be taken during the budget year. 

Personal holidays do not accumulate. 

Personal holiday must be taken as one day; it cannot be split up into hours. 

Personal holiday hours are prorated based on regularly scheduled hours. 

Approved Date: 07/11/00 
Effective Date: 10/31/00 
Revised Date: 11/15/05, 01/20/09, 11/16/10, 03/20/12 
 
Note: minor language revision consistent with Salary Schedule reference 
 
5A. Grievances 
 
Purpose 
The GRRL Board of Trustees and Administration recognize the need for a consistent process for 
resolution employment concerns for non-bargaining unit employees. This policy is established to 
provide eligible employees with an orderly process for addressing employment conditions or decisions 
in a timely manner.  
  
I)      Definition  

A grievance is a dispute arising over the interpretation or application of a specific provision set 
forth in this policy. 

  
II)    Disclaimer 

The grievance policy is provided to non-union employees as a guideline for expressing concerns 
about employment relative to the application, meaning or interpretation of the established 
personnel policies. The policy does not compromise the rights of management to direct the 
workforce in accomplishing the mission of the organization. This process does not alter the 
employment at-will relationship between GRRL and its at-will employees. 

  
Employees may not grieve a termination. 
  
Nothing in this policy alters the ability of management to discipline employees. 

  
Examples of matters that are appropriately addressed under this policy may include: 

1. A belief that policies or procedures have been applied inconsistently to an employee; 
2. Treatment which the employee considers reprisal or harassment, including sexual 

harassment; 
3. Alleged discrimination because of race, color, age, sex, national origin, marital status, 

disability or any other protected class under the Minnesota Human Rights Act or other 
applicable law; 

4. Improper or unfair administration of employee benefits or of conditions of employment 
such as promotions, scheduling, performance review, or PTO. 

This list is not exhaustive, but rather is illustrative in nature. 
  

Issues regarding matters of public concern may be directed to the GRRL Board of Trustees by: 
1. Attending a board meeting and presenting concern during the the open public forum, or 
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2. Submitting a concern using the Comments for the Library Board submission form on the 
GRRL public website.  

 
III)    Policy  

At each step of the grievance process, the position of authority should listen and gather information 
only. A member of Human Resources must be present for the Oral presentation to the direct 
supervisor in Step 1. Formal response to the grievant, at any step, will take place only after review 
with the Human Resources Coordinator. 
  
It is the policy and philosophy of GRRL to treat all employees consistently in matters affecting their 
employment. Employees have the right to present grievances without fear of reprisal. Grievances 
will be promptly and fairly processed through the grievance procedure in a fair and impartial 
manner. 
  

IV)   Eligibility 
1. All non-union employees except those listed in Paragraph B, below, are eligible to file a 

grievance. 
 

2. The following employees are not eligible to file a grievance: 
a. Employees who have been terminated. 
b. Employees seeking relief through other administrative or judicial procedures. 

 
3. Waiver. If an employee has a grievance relating to his/her employment, he/she should 

proceed in the following manner. All time lines are firm and missing a deadline will 
constitute waiver of the grievance by the employee unless both parties have mutually 
agreed in writing upon a time extension. If a grievance is not appealed in conformity with 
any of the procedural requirements    of this grievance procedure or any agreed waiver of 
the requirements, 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 employee may elect to treat the grievance as denied at that step and immediately 
appeal the grievance to the next step. 

  
V) Process 
 

Step 1 
The grievant shall provide, in writing, a summary of the nature of the grievance, the facts upon 
which it is based, the provision(s) of the policy allegedly violated, and the remedy requested. The 
document(s) shall be presented to his/her supervisor within fifteen (15) calendar days after the 
occurrence upon which the grievance is based except in cases where the grievance is against the 
first level supervisor for illegal activity such as sexual harassment or discrimination. If the grievance 
involves the reporting of illegal activity by the supervisor then the grievant can proceed to Step 2.  
  
The supervisor shall respond, in writing, to the grievant regarding the grievance within fifteen (15) 
calendar days from the date that he/she received the grievance.  
  
In the event the grievant does not agree with the response he/she receives at this level or if the 
supervisor does not reply within the established timeframe, the grievant may appeal to Step 2. 
  
If the complaint is in regard to the Director and is not resolved at this level, the processing required 
in Step 2 and 3 are not applicable and the grievance will directly proceed to Step 4. To assist the 
staff committee in Step 4 with resolution, the grievant is to record, in writing, all pertinent facts 
regarding what happened and why they believe it constitutes unfair or inconsistent treatment under 
GRRL policy or procedure or other law, state relief that is sought, and date and sign the document. 
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Only the full Board of Trustees has the authority to grant monetary relief, including, but not limited 
to, an increase in wages and benefits. The grievant must submit the document, within fifteen 
calendar (15) days of the decision from the Director, to the Regional Coordinator of Human 
Resources (see Step 4).  
  
Step 2 
If the grievance is not settled in Step 1, the grievant shall provide, in writing, a summary of the 
nature of the grievance, the facts upon which it is based, the provisions(s) of the policy allegedly 
violated, and the remedy requested. The grievant is to submit the document(s) to their supervisor's 
supervisor within fifteen (15) calendar days of receipt of Step 1 response for consideration and 
action. The grievant shall receive a written response from the recipient of the document within 
fifteen (15) calendar days after the grievance has been received. 
  
Step 3 
If the grievance is not settled in Step 2 , the grievant shall provide, in writing, a summary of the 
nature of the grievance, the facts upon which it is based, the provisions(s) of the policy allegedly 
violated, and the remedy requested.  The grievant is to submit the document within fifteen (15) 
calendar days after receipt of the Step 2 response to the Director, who shall give his/her written 
answer within fifteen (15) calendar days after the grievance has been received. 
  
Step 4 
If the grievance is not settled in Step 3, the grievant shall provide, in writing, a summary of the 
nature of the grievance, the facts upon which is it based, the provision(s) of the policy allegedly 
violated, and the remedy requested. The grievant is to submit the document to the Human 
Resources Coordinator, a written request for a meeting of a three-person staff committee within 
fifteen (15) calendar days after the receipt of Step 3 response. This committee consists of (a) one 
person selected by the grievant, (b) one person selected by the Director, ordinarily a member of the 
Human Resources Staff, and (c) one employee at a level nine or above who shall be annually 
designated by the Staff Association to serve on this committee. The staff committee shall meet 
within fifteen (15) calendar days after the written request is received by the Human Resources 
Coordinator. 
  
The staff committee will assign a chairperson, establish ground rules and provide notice of hearing 
to the grievant and opposing party.  
  
The staff committee will hear from each party to the dispute in an informal hearing setting, review 
any documents that have been produced, and determine whether the matter should be ended, 
resolved with non-monetary relief or presented to the Great River Regional Library Personnel 
Committee within 30 calendar days. The decision of the staff committee will be made promptly, 
usually within 24 hours of the end of the informal hearing of the parties, and communicated to all 
the parties immediately in writing. 
  
This staff committee has the authority to: (a) deem the grievance unsubstantiated and end any 
further processing; (b) refer the grievance for review by the Personnel Committee; or (c) grant non-
monetary relief which in their judgment is just and appropriate. Only the full Board of Trustees has 
the authority to grant monetary relief, including, but not limited to, an increase in wages and 
benefits. 
  
A 2/3 majority of the staff committee must support the decision made to end, resolve or refer the 
grievance for further review. Decisions of the staff committee are final. 
  
If the next scheduled meeting of the Personnel Committee is more than 30 days away, the staff 
committee may recommend that the Director call for a special meeting of the Personnel Committee. 
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The Director will call such a special meeting unless extraordinary circumstances prevent such a 
meeting being feasible. If the regular meeting of the Personnel Committee is scheduled within 30 
calendar days, this grievance will be placed on the regular agenda. 
  
Step 5 
The Personnel Committee shall meet to review the facts associated with the grievance. The 
chairperson of the Personnel Committee will determine the format in which the grievance is 
submitted. The Personnel Committee shall make a recommendation for resolution to the GRRL 
Board of Trustees. This recommendation shall be considered by the full Board at their next regularly 
scheduled meeting, but generally not more than 30 days after the Personnel Committee meeting 
scheduled in Step 4. If the next regularly scheduled meeting of the full Board is more than 30 days 
away, the Personnel Committee can recommend that a special meeting be called to resolve this 
matter. The President of the Board will decide whether to hold a special meeting of the full Board. 
The decision of the GRRL Board of Trustees is final. 

  
The human resources department will provide training and support to supervisors in dealing with 
employee grievances. 
  
Final decisions on disputes brought forth under this policy will not be precedent setting or binding on 
future disputes. 
  
Information concerning an employee dispute is considered confidential; supervisors, members of 
management and other staff members who are involved in the investigation of the complaint may 
discuss it only with people who have an official need to know about it. However, all employees are 
encouraged to supply necessary background information and advice when requested to do so. 
  
Time spent by employees in dispute discussions with management during their normal work hours will 
be considered paid time for pay purposes. Time to prepare a grievance or for a grievance hearing is not 
paid work time. 
  
Employees will not be penalized for proper use of this dispute resolution process. However, it is not 
considered proper use if an employee raises complaints in bad faith, solely for the purpose to harass or 
repeatedly raises meritless disputes. 
  
Retaliation against any employee who properly uses this dispute process is prohibited. 
  
GRRL, through the Director or the Board of Trustees, may refuse to proceed with any dispute 
determined to be improper under this policy. 
  
 Information about Employee Assistance Program will be made available to the grievant when 
appropriate. 

  
Approved Date: 07/11/00 
Effective Date: 10/31/00 
Revised Date: 05/14/02, 07/10/07, 09/18/07, 01/01/09, 03/16/10, 03/15/11, 07/19/11, 09/13/11, 
03/20/12 
 
Note: Minor language revision consistent with language in Steps of said policy as approved by BOT on 
09/13/11. 



Building Update 3/20/2012 

Stickney Crossing/Clearwater Library  

 Greg Beuning, property owner of the Clearwater Shopping Center, has been very cooperative 
throughout the relocation discussions.  As per an email dated 3/19/2012, Mr. Beuning agreed to address 
the repairs I proposed to the City of Clearwater in a certified letter dated 2/14/2012.  Additionally, 
Beuning agreed to have the property tested for mold.  The test did reveal some mold which was 
attributed to the lack of ventilation during the time the building was vacant.  The problem areas were 
addressed immediately.  The inspector will be onsite this week to retest.   

 While I had some initial concerns regarding both the proposed space and communication 
between the City of Clearwater and GRRL, much progress has been made in the past few weeks.  I feel 
confident the project is moving in the right direction.  Mr. Beuning has been responsive and amenable 
to meeting GRRL’s needs for the new space.  Provided the mold inspection report reveals no further 
problems, I respectfully recommend the Board to approve the relocation of the Stickney 
Crossing/Clearwater Library so long as GRRL’s expectations continue to be met and open 
communication between the City of Clearwater and GRRL is sustained. 

Submitted by Jami Trenam, Regional Supervisor Central Branches    



 
 
 
 
 

Great River Regional Library Board of Trustees 
 
 
 

Tuesday, March 20, 2012 
 
 
 

FYI 









Overall, Minnesota households feel that
   public libraries are a very
  important part of a community,

   public library funding should 
  remain the same or be increased.

 

68.9%

91.3%

= Return on Investment (ROI)

For every $1.00 of taxpayer investment 
there was a $4.62 gain. 

Total State and Local 
Government Support 
$194,498,300

The Institute of Museum and Library Services, a federal
agency that fosters innovation, leadership and a lifetime
of learning, supports the BBER. This project was funded
in part with Library Services and Technology Act federal
funds through State Library Services, Minnesota 
Department of Education. 
     

The Minnesota population served
 by public libraries is 

over 5.5 million people. 

However,
the  social return on investment 
from Minnesota’s public libraries

 is greater
 than the measurable ROI.  

Additional beneits of signiicant value include the:

Collection of materials itself
Services 

Educational programs
Educational and literacy beneits of the mission

Technology for public use
Staff expertise

Facility as a community gathering place Facility as a community gathering place
“Halo” spending at nearby establishments

Value of enhancement to neighborhood real estate
Community partnerships

Total Economic Direct Impact 
$432 million 

Total Value of Library Services
$ 466 million 

Total Economic Contribution
of Libraries 

$898 million $898 million 








	6.3 - ON THE TABLE GRRL Personnel Policy Revisions BOT 3.20.13
	1C. Staff Organization
	4D.4 Medical Leave (also includes pregnancy, adoption, care of spouse or minor child)
	4D.7 Military Leave (Code of Federal Regulations 38 U.S.C. 4304 (d))
	4D.11 Personal Leave
	4E.3 Personal Holiday

	5A. Grievances

	8.3 - ON THE TABLE Clearwater Building Update
	FYI - Public Library Fundig article
	FYI - two-page brochure2
	FYI - Public Support and Use of Libraries
	FYI - Times e-book article



