
 
 
 

 
 

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

Tel. 320.650.2500   Fax 320.650.2501 
 

Board of Trustees Personnel Committee Meeting 
Tuesday, November 17, 2015, 5:00 p.m. 

St. Cloud Public Library Mississippi Room  
                 Agenda 

 
 
 
 

1. Call to Order 
 

2. Adoption/Amendment of Agenda 
 

3. Approval of Minutes – September 15, 2015, Personnel Committee (Requested Action – Approve) 
 

4. Executive Director Employee Performance Review (Closed Session) 
 

The GRRL Personnel Committee will hold a closed session for completing the performance 
evaluation of the Executive Director, Karen Pundsack, at 5:00 p.m. on November 17, 2015. 

 
5.  Chapter 4A. Paid Time Off (PTO) Plan 
 

a. Policy 4A.2 PTO Eligibility and Availability – Aides (Requested Action – Approve) 
b. Policy 4A.3 Accrual Rates and Maximums (Requested Action – Approve) 

 
6. Policy 4E.1 Holiday Pay (Requested Action – Approve) 

 
7. Senior Library Aide Pilot Position (Requested Action – Approve) 

 
8. Next Meeting:  January 19, 2016, at 6:00 p.m.  
 
9. Adjournment 
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GREAT RIVER REGIONAL LIBRARY 
PERSONNEL COMMITTEE MINUTES 

September 15, 2015 
 
 

A regular meeting of the Great River Regional Library (GRRL) Personnel Committee was called to order 
on Tuesday evening, September 15, 2015, at 6:00 p.m. in the St. Cloud Public Library Mississippi Room 
with Chairperson Dave Kircher presiding. 
 
  
 
 
 
 
 
 
 
 
          
 
ADOPTION OF AGENDA 
Rachel Leonard made a motion to adopt the agenda as presented. Seconded by Michael Potter, the 
motion carried unanimously. 
 
APPROVAL OF MINUTES 
Michael Potter moved to approve the July 21, 2015, meeting minutes as presented. Seconded by Mark 
Bromenschenkel, the motion carried unanimously. 
 
MINNESOTA WAGE DISCLOSURE PROTECTION NOTICE POLICY  
Julie Schmitz, Associate Director of Human Resources, informed the Committee about the Minnesota 
Wage Disclosure Protection Notice and the need for GRRL to have a policy in place. Rachel Leonard 
made a motion to approve the policy as presented. Seconded by Jim Shovelain, the motion carried 
unanimously.  
 
EXECUTIVE DIRECTOR EMPLOYEE PERFORMANCE REVIEW PROCESS 
Julie Schmitz reviewed the Executive Director employee performance review form, process for 
completion and timeline with the Committee. Following discussion, the consensus was for a 
performance review to be completed at this time with feedback provided by the full board and 
Executive Director direct reports. It will be compiled by the Associate Director of Human Resources and 
presented by the Personnel Committee in closed session at their November meeting. Jim Shovelain 
moved to approve the Executive Director employee performance review form and process as presented. 
Seconded by Mark Bromenschenkel, the motion carried unanimously. 
 
Julie Schmitz stated Executive Director goals need to be formalized as part of the review process. She 
has listened to the Executive Director interview discussions as the Board directed and created goals for 
them to approve or revise. The goals will be presented in November along with the Executive Director 
performance review. 
 

Members Present: 
Mark Bromenschenkel 
Amy Hoagland 
Dave Kircher 
Rachel Leonard 
Michael Messina 
Michael Potter 
Jim Shovelain  

Members Excused: 
 

GRRL Staff Present: 
Brandi Canter 
Ryan McCormick 
Aron Murphy 
Karen Pundsack  
Jay Roos 
Julie Schmitz 
Rachel Thomas 
Patricia Waletzko 
 
 

GRRL Staff Excused: 
Julie Henne 
Jami Trenam 
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COMPUTER SYSTEMS ANALYST POSITION DESCRIPTION 
The Computer Systems Analyst position description was presented by Julie Schmitz. She commented 
terminology was updated and additions were made to the tasks and physical requirements. Michael 
Potter moved to approve the Computer Systems Analyst position description as presented. The motion 
was seconded by Michael Messina.  
 
Julie Schmitz asked the Board for clarification as to what types of position description revisions they 
would like brought for approval, substantial or all. The consensus was for them to continue reviewing all 
revisions. 
 
Upon vote, the motion carried unanimously. 
 
NEXT REGULAR MEETING 
The next Great River Regional Library Personnel Committee meeting will be Tuesday, November 17, 
2015, at 5:00 p.m. in the St. Cloud Public Library Mississippi Room. It was agreed to begin one (1) hour 
earlier to allow time for the Executive Director employee performance review. 
 
ADJOURNMENT 
Mark Bromenschenkel moved to adjourn the meeting at 6:32 p.m.  Seconded by Michael Potter, the 
motion carried unanimously. 
 
 
 
_________________________________________ 
Dave Kircher, Personnel Committee Chair 



November 17, 2015  Items 5 & 6 

4A. Paid Time Off (PTO) Plan  
4E.1 Holiday Pay 
Submitted by Julie Schmitz, Human Resources Associate Director 

 
 

BOARD ACTION REQUESTED 

 Information      Discussion   X Approve/Accept 

 

RECOMMENDATION 

• Recommend approval of the attached Chapter 4A. Paid Time Off (PTO) Plan Policy and  
4E.1 Holiday Pay Policy to include additional paid holidays and PTO days for Library Aides as 
approved in the 2016 budget.   

 

BACKGROUND INFORMATION 

Approval for the 2016 GRRL budget included the addition of two paid holidays and three PTO days for 
Library Aides.  Currently, the only employees under pay grade 10 are Library Aides in pay grade 4. 

 Supporting Documents Attached 

• 4A. Paid Time Off (PTO) Plan Policy 
• 4E.1 Holiday Pay Policy 

 

FINANCIAL IMPLICATIONS 

Estimated Cost: $ 13,800  Funding Source: 2016 Budget  Budgeted: X Yes   No  

 

ACTION 

 Passed    Failed          Tabled  
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Chapter 4A. Paid Time Off (PTO) Plan 

It has been a continuing objective of Great River Regional Library (GRRL) to provide equity, consistency, 
and flexibility in the delivery of benefit alternatives to GRRL Staff. Where appropriate, certain benefits 
have also been designed to incorporate employee tenure so as to recognize and reward loyal service to 
GRRL. These considerations are particularly significant in the accrual, utilization, and administration of 
paid time off. 

While traditional paid vacation and sick leave have been in place for many years, those programs are 
highly structured, with extensive rules being applied to the actual use of the benefit. With sick leave in 
particular, these rules often inject the employer into employees' personal lives and require supervisors 
to make highly subjective judgments. Utilization of sick leave also varies greatly within the employee 
population and it is, therefore, virtually impossible to achieve equity across the work force in the 
provision of this particular benefit. 

The Paid Time Off (PTO) Plan replaces GRRL policies on vacation, sick, funeral and emergency leave and 
combines these benefits into a single plan. All eligible employees accrue PTO based on tenure. Plan 
provisions discourage unnecessary utilization by providing cash and savings incentives. However, 
employee personal responsibility is important. GRRL expects that staff will be responsible and use PTO, 
as intended, to stay home and recovery from illness to avoid infecting co-workers. Supervisors will use 
their best judgment and send staff home if they present a threat of infecting coworkers. 

With the adoption of this plan, GRRL implements the principles of equity, consistency, flexibility, 
personal responsibility and the recognition of tenure in the delivery of PTO benefits. 

Approved Date: 09-16-08 
Effective Date: 01-01-09 
Revised Date: 11-10-2009 

4A.1 PTO Policy 

It is the policy of GRRL to provide paid time away from work to eligible employees. This policy is 
implemented by means of the Paid Time Off (PTO) Plan contained herein, which covers all paid leave 
previously available under GRRL's vacation, sick, funeral and emergency leave policies existing prior to 
January 1, 2009 and combines these prior benefits into a single plan. PTO can be utilized for any 
purpose, subject only to necessary request and approval procedures consistent with GRRL policies so 
that customer service and work requirements are not adversely impacted. 

Approved Date: 09-16-08 
Effective Date: 01-01-09 
Revised Date: 11-10-2009 

4A.2 PTO Eligibility and Availability 

PTO with pay shall be granted to all regular employees at pay grade 10 or above.   Employees in a 
position below pay grade 10 will earn three days of PTO per year.  For all other regular employees, PTO 
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is earned, in advance, on a pay period by pay period basis.  PTO  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 use by an employee in the first six (6) months of 
service. After an employee has been in the continuous service of the library for a period of six (6) full 
months, the remaining accrued PTO will be available for use. Any time off needs in excess of three (3) 
days, and within this six (6) month period, will require a request for time off without pay. PTO will be 
scheduled with regard to the library's operating requirements and, insofar as possible, with the requests 
of the employee. 

The six (6) month waiting period will be waived for employees below pay grade 10 who are promoted 
into a position in pay grade 10 or higher without a break in service, and who have worked at least six (6) 
months in that lower pay grade position. 

Approved Date: 09-16-0811-17-2015 
Effective Date: 01-01-0901-01-2016 
Revised Date: 11-10-2009, 03/17/1511-17-2015 

4A.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.  Employees in positions below pay grade 10 will receive a prorated day 
of PTO each year on January 1, May 1 and September 1 provided they are an active employee.  The 
maximum carry-over for Aides is six prorated days of PTO. 

Yrs 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 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:   

• Non-exempt employees may use PTO in increments of not less than 30 minutes. PTO used in 
amounts greater than 30 minutes may be used in 15-minutes increments. 
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• Full-time exempt employees may use PTO in increments of not less than one (1) full day.   
• Part-time exempt employees may use PTO in pro-rated increments, which are determined by 

dividing the budgeted weekly hours by five (5). 

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. 

Employees hired before December 31, 2008 will have the following vacation and sick leave conversion 
options. 

• VACATION: unused vacation balances shall be converted to PTO on an hour for hour basis but 
may not exceed the maximum carry-over amount. 

• SICK LEAVE: unused sick leave balances shall be converted to PTO on an hour for hour basis, up 
to 15 days, prorated for part-time staff, not to exceed the maximum bank amount. All other sick 
time balances will convert to the Extended Sick Leave Bank as defined in Policy 4B. - Extended 
Sick Leave Bank. 

Approved Date: 09-16-08 11-17-2015 
Effective Date: 01-01-09 01-01-2016 
Revised Date: 11-10-09, 11-16-10, 07-17-12, 11-18-14 11-17-2015 
Last Revision Effective Date: 08-01-12, 01-01-15 

4A.4 PTO Credit for Applicable Experience Within Field 

Persons 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 GRRL service, and upon proper verification, may receive added PTO credit for this 
employment. This credit shall not exceed five (5) years. 

Part-time employment below pay grade 10 counts toward PTO credit if an employee is appointed to a 
full-time position without a break in service. 

Approved Date: 09-16-08 
Effective Date: 01-01-09 
Revised Date: 11-10-2009, 03/17/15 

4A.5 Scheduling 

Non-emergency use must be requested in advance. PTO requests should be submitted to the supervisor 
as far in advance as practical. While every effort will be made to give employees the time off of their 
preference, time off will be scheduled so as not to cause an interruption in the normal operation of the 
department/branch and in service to the public. Should a conflict in scheduling occur, it will be resolved 
on the basis of first request. 

Inappropriate use of the PTO plan may subject the employee to disciplinary action. 
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Approved Date: 09-16-08 
Effective Date: 01-01-09 
Revised Date: 11-10-2009 

4A.6 Medical Certification 

Family Medical Leave Act (FMLA) may apply to PTO requests for medical reasons. Absences for medical 
reasons of more than three (3) consecutive calendar days may require a physician's statement stating 
the cause of absence. This will be used to determine if a leave of absence should be initiated and if 
FMLA applies. 

A statement attesting to the employee's ability to return to work and perform the essential functions of 
that employee's position may also be required before the employee returns to work. 

Approved Date: 09-16-08 
Effective Date: 01-01-09 
Revised Date: 11-10-2009, 05-21-13 

4A.7 Annual Cash-Out or Conversion Option 

After three (3) years of service, eligible employees may cash-out or convert to GRRL's deferred 
compensation program (subject to maximum deferral regulations of the IRS) up to ten (10) days 
prorated, of their PTO balance each year, provided that provided that full-time staff have used a 
minimum of 50% of their annual accrual and part-time staff have used a minimum of 25% of their 
annual accrual during the current calendar year. Requests for such cash-out or conversion must be 
submitted for the upcoming year during open enrollment. Requests will be approved based on eligibility 
at the end of the calendar year. 

Conversion to cash or deferred compensation shall be in January of the following calendar year. Hours 
eligible for cash-out or conversion will be determined through the last pay period in December. The 
cash-out shall be at the employee's regular rate of pay as of December 31 of the previous year. “Regular 
rate” for the purpose of this policy is the employee's straight time rate not including any overtime or any 
other additions to regular pay. 

This cash-out or conversion option replaces GRRL's previous annual sick leave payout policy. 

Approved Date: 09-16-08 
Effective Date: 01-01-09 
Revised Date: 11-10-2009, 11-16-2010 
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200 Personnel Policy 

Chapter 4E. Holidays 

The following days shall be paid holidays in accordance to policy 4E.1 Holiday Pay: 

• New Year's Day – January 1 
• Martin Luther King Day – 3rd Monday in January 
• President's Day – 3rd Monday in February 
• Memorial Day – Last Monday in May 
• Independence Day – July 4 
• Labor Day – lst Monday in September 
• Veteran's Day – November 11 
• Thanksgiving Day – 4th 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. 

Religious accommodations for holidays not recognized in GRRL's holiday schedule can be made through 
the use of paid time off (PTO), personal holiday, time without pay or schedule changes. As usual, time 
off must be requested in advanced and approved by the requesting employee's supervisor. 

Approved Date: 7/11/00 
Effective Date: 10/31/00 
Revised Date: 5/14/02, 7/10/07, 01/01/09, 3/16/10, 03/17/15 

4E.1 Holiday Pay 

Exempt Full-time and Part-time Employees 
If a holiday is observed during any exempt full-time or part-time employee's scheduled day off, he/she 
shall be granted an additional day off for the unworked holiday to be taken during the same pay period. 
This additional day off must be taken during the same pay period of the observed holiday. 

Non-exempt Full-time Employees 
If a holiday is observed during any non-exempt full-time employee's scheduled day off, he/she shall be 
granted an additional day off for the unworked holiday to be taken during the same pay period. This 
additional day off must be taken during the same pay period of the observed holiday. 

Non-exempt Part-time Employees 
All non-exempt part-time employees in pay grade 10 or above will receive prorated pay for holidays 
based on scheduled hours as budgeted. However, 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, take 
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time off without pay, or, upon prior approval by the supervisor, work those hours lost within the same 
budget year at a later date. 

• All non-exempt part-time employees employed in a position below pay grade 10 will receive 
prorated pay for a maximum of three (3) five (5) holidays in a budget year. The following days 
shall be paid holidays for employees employed in a position below pay grade 10: 
 

o New Year's Day – January 1 
o Memorial Day – Last Monday in May 
o Independence Day – July 4 
o Labor Day – lst Monday in September 
o Thanksgiving Day – 4th Thursday in November 

During the first year of eligibility, the number of prorated days will be dependent on the eligibility 
effective date. 

Approved Date: 07/11/2000 
Effective Date: 10/31/20001/1/2016 
Revised Date: 05/14/2002, 11/21/2006, 01/19/2010, 03/15/11, 11/20/12, 03/17/1511/17/2015 
Effective Date of Last Revision: 01/01/13, 01/01/1403/17/2015 
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      Senior Library Aide Pilot Position 
         Submitted by Julie Schmitz, Associate Director – Human Resources 

 
 

BOARD ACTION REQUESTED 

 Information      Discussion   X Approve/Accept 

 

RECOMMENDATION 

• Recommend approval of Senior Library Aide – Pilot position description 
• Recommend approval to pay  Senior Library Aides in Pilot Program $10.00 per hour 

 

BACKGROUND INFORMATION 

The Senior Library Aide position was approved as part of the 2016 budget as a pilot program.   

 Supporting Documents Attached 

• Senior Library Aide Position Description 
• Senior Aide Project Assessment Plan 

 

FINANCIAL IMPLICATIONS 

Estimated Cost: $ 7,600   Funding Source: 2016 Budget Budgeted: X Yes   No  

 

ACTION 

 Passed    Failed          Tabled  
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SENIOR LIBRARY AIDE - PILOT 
 
 

Department:  Patron Services/Branch Libraries Pay Grade: 4 
Reports To:   
 

Library Services Coordinator 
Sr. Library Assistant 

FLSA Status: Non-Exempt 

    
This position is a pilot program for an estimated two year period with the goal of providing a better 
utilization of staff to meet patron needs.  Branches selected to have a Senior Library Aide must meet 
certain criteria.  In the event that the pilot program does not meet identified goals or expectations 
and the position is discontinued, employees in the Senior Library Aide position will revert back to 
their original Library Aide position and compensation.     
 
Date Approved:    
Date of Last Revision:        
 
 
Under direct supervision, the position of Senior Library Aide exists to provide back-up support for the 
public service desk and to shelve library materials, prepare materials for packing and unpacking, search 
for library materials to fill requests, and other support duties. 
 
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. 

• Prepares library materials for patron access. 
o Utilizes the library’s circulation system to check in library materials as directed including 

book drop, delivery and serial processing, filing hold requests, completing trace searches, 
and preparing library materials for delivery to other locations. 

o Shelves returned library materials to ensure materials are available to be used by the 
public. Arranges library materials on carts in alphabetical and numerical order in 
preparation for shelving.  

o Checks shelf order of shelved library materials to ensure proper order and timely rotation 
of library materials. 

o Locates information about library materials on the on-line catalog as assigned. 
o Packs and unpacks library materials for delivery. 
o Searches for and locates library materials as requested for processing holds, weeding 

collection, etc. 
• Provides  back-up support for the public service desk.  

o Performs all basic circulation routines (check in/out and registration/renewal). 
o Provides basic directional assistance to phone and walk-in customers. 
o Takes payments for fines and fees. 
o Assists with computer reservations and printing. 

• Other essential duties include but are not limited to the following: 
o Cleans and organizes toys and equipment. 
o Makes copies of specific library materials.   
o Directs library users to appropriate staff or resources. 
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o Assists in weeding by pulling materials from shelf as directed. 
o Assists with routine non-public service tasks in other departments/locations as directed. 
o Completes routine opening and closing tasks as assigned. 
o Opens or closes the building on an occasional basis ensuring the safety  and security of the 

facility. 
• Attends GRRL staff meetings and takes part in continuing education and training opportunities. 

 
MINIMUM QUALIFICATIONS 
Education and Experience: 
High School Diploma or equivalent plus 6 months library experience. 

Required Skills and Abilities: 

The requirements listed below are representative of the qualities, knowledge, skill, and/or ability required to 
perform the essential functions of the job. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

• Ability to use the computer system to complete basic circulation routines.   
• Ability to arrange and retrieve library materials according to alphabetical and numerical filing 

systems. 
• Ability to accurately distribute materials by correctly interpreting the routing slips. 
• Ability to operate a variety of library and office equipment which may include, but is not limited 

to, computer and printer, photocopier,  microfilm readerprinter and various media equipment. 
• Must be able to read, write, give, follow and comprehend verbal and written instructions.  Must 

have effective oral and written communication skills to communicate productively with staff and 
library users. 

 
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 this job. Work 
is performed in a standard office environment. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
In an average hour work day, this job requires:  (Check full capacity for each activity). 

 (number of hours) 
Sit  1  2  3  4  5  6  7  8 
Stand  1  2  3  4  5  6  7  8 
Walk  1  2  3  4  5  6  7  8 

 
On the job you: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Bend/Stoop/Squat     
Climb Heights/Ladder     
Reach above shoulder level     
Kneel/Crouch/Crawl     
Balance     
Push/Pull/Twist     
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On the job you carry: 
 Not at all 

(0%) 
Occasionally 

(1-33%) 
Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
On the job you lift: 

 Not at all 
(0%) 

Occasionally 
(1-33%) 

Frequently 
(34-66%) 

Continuously 
(67-100%) 

Up to 10 lbs     
11-24 lbs.     
25-34 lbs.     
35-50 lbs.     
Over 50 lbs     

 
This job requires:     

 Yes No Comments 
Working on unprotected heights         
Being around moving equipment         
Exposure to marked changes in 
temperature or humidity 

  Emptying outside book drop if applicable 

Driving automotive equipment         
Exposure to dust, fumes and gases         
Working in restricted spaces         
Exposure to elevated noise levels for 
extended periods of time 

   

Moving library materials (pushing 
library carts/bins, handling delivery 
bags, etc.) 

        

Exposure to cleaning chemicals   Limited exposure 
Operation of equipment and/or 
machinery 

  General office equipment (copier/fax, 
computer, telephone, and other 
telecommunications equipment) 

Reaching/Extending hands/arms in 
any direction  

  Shelving materials 

Use of hands for repetitive motion   Extensive computer keyboard use, scanning 
and/or shelving materials 

 
ACCEPTANCE STATEMENT 
I have carefully read, understand, and accept the position description, including the qualifications, 
requirements, and physical demands, with or without reasonable accommodation, of the position of 
Senior Library Aide at GRRL. If employed, I certify I can and will perform the primary duties and 
responsibilities of the position. Management reserves the right to change job responsibilities, duties and 
hours as needs prevail. This document is for management communication only and does not indicate a 
written or implied contract of employment. 
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I understand this is a pilot program for an estimated two year period.  If it is determined at any time the 
program is not meeting organization needs or expectations, I understand I will revert back to my original 
Library Aide position and compensation.   
 
Acknowledgement of Review 
I acknowledge that I have read the information presented above and I understand the expectations set 
forth hereto. 
 
_________________________________                  ___________________  
Employee Signature     Date 
 
_________________________________  ___________________ 
GRRL Supervisor Signature    Date    
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GRRL PROJECT ASSESSMENT 
 

     
PROJECT  
 
Date: January 2016 
Project Description: Senior Library Aide Position Pilot 
Departments Impacted: Patron Services, Human Resources, Accounting 
 
PROJECT GOAL  
 
Goal: To provide improved desk coverage and allow more flexibility in single-staffed libraries. To provide a 
growth opportunity for Library Aides.  
 
Service Priority:  Access: Potential to adjust open hours and improve schedules to enhance patron access.   
Organizational Priority:  Exceptional Service: Empower staff, improve retention. 
 
Target Audience: Library Aides 
 
Criteria for pilot selection: 

• Locations with 1 library aide position - not in libraries with shared staff and multiple aides 
• Low public service staff/open hour – single staffing 
• Open hour schedule creates break coverage needs 
• Library Aide is experienced enough to do the job well 
• Library Aide has schedule availability  
• Priority libraries would be those where an express checkout station is not suitable - no self pick up of 

holds, facility wiring or configuration would not support it 
 

Libraries selected for the initial phase of this pilot: Upsala, Paynesville, Swanville, Grey Eagle. 
 
COST ANALYSIS  
 
Cost:  Staff Hours: Library Aides in locations selected for the pilot would receive a pay increase for the 
increased responsibilities.  Fees: $0  Supply Costs: $0 
Description: An additional $7,600 was allocated in the 2016 budget for this project. 
 
TIMELINE 
 
Timeline: November 2015 – Communicate with staff in locations selected for pilot. Board approval of 
positions. 
January 2016 – Begin pilot project. 
May 2016 – Evaluate whether project should be included in 2017 budget proposal. 
October 2016 – Final Year 1 evaluation. 
 
MEASURES OF SUCCESS 
 
Description of measurements: Library users will see improved patron experiences gauged by: 1) Program 
offerings and attendance, Library Aides will report the experience as a positive growth opportunity. 
Library Services Coordinators will report: 1) An increased ability of public service staff to be available for higher 
usage times, 2) Potential to better match existing schedule to patron demand or potential to increase open 
hours by year end, and/or 3) A reduction in substitute hours used. 
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ESCAPE PLAN 
 
Description: Pilot will be discontinued on a local level if the existing Library Aide resigns during the first year of 
the project. Pilot will be discontinued on a regional level at the end of 2016 if: 

1. No demonstrated improvement in patron experience is evident. 
2. Staff coverage in the pilot libraries is not improved by this option. 
3. No measurable impact is seen in staff retention or job satisfaction. 
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