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Introduction 

The purpose of this handbook is to provide a basis for effective personnel management and to 
provide each employee with specific information regarding his or her responsibilities and 
privileges as an employee of Viking Library System.  This handbook may be changed or 
amended at the sole discretion of the Employer and shall not constitute a contract for any 
definite or indefinite period of time.  Employment is at the will of the System and any employee 
may be terminated at any time and for any reason not prohibited by law.   

It is the responsibility of supervisors and the Director to ensure that all employees are familiar 
with the contents of this handbook.  The supervisors, Director and Board are responsible for 
keeping the handbook updated. 

If a particular action currently in effect within the System is not in conformance with this 
handbook, it may indicate that a policy or practice has changed.  We expect change to occur.  
Therefore, if a policy or a procedure is found to be unclear or outdated, or there is need for 
new one, please communicate this to your supervisor. 

This handbook replaces and supersedes all previous personnel handbooks. 

It is the responsibility of every staff member to understand the current organization, resources 
and services of Viking Library System.  It is the responsibility of the supervising staff to see 
that information is available. 

All services of the Viking Library System are intended to disseminate information, ideas, 
materials and services to the member libraries and VLS patrons as a positive means of 
satisfying the information needs of the individual patron. 

The first duty of the staff is service to the member libraries and VLS patrons.  System services 
are rendered on a strictly impartial basis to all member libraries and library system patrons.  A 
sincere interest in the member libraries and their problems as well as a service orientation to 
all VLS patrons is essential to the improvement of library services.  Each member of the staff 
must take an active interest in the improvement and development of the System. 
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 1. Application and Appointment 

 A. Application Form.  All prospective employees shall be required to complete an application form 
provided by VLS.  (See Appendix B).  References are required for all positions.  Professional positions 
requiring a Masters of Library Science degree must include both a completed application and a resumé.  

 B. Selection.  Applicants are interviewed by the Director and immediate supervisor.  The final decision on 
hiring is made by the Director.  Before the employee has served six months, the supervisor will complete 
a written and oral evaluation of the employee’s work performance.  If the rating is satisfactory, the 
employee will receive permanent status.  Probations may be extended for one 3-month period by the 
Director. 

 C. Director.  The VLS Governing Board shall appoint a search committee to advertise for, interview and 
recommend a candidate for the position of Director.  The final decision will be made by the full VLS 
Governing Board. 

 2. Position Classifications 

  All positions in the System are classified according to:  complexity and difficulty of duties, level of 
responsibility, and qualification requirements.  The classification and salary schedule is included as 
Appendix C, and the job descriptions constitute Appendix D. 

 3. Salaries  

  Salaries, which provide regular compensation for performing a job, are determined by the type of job being 
done and how well it is performed.  Employees may have the opportunity to increase salary in two ways:  
through annual satisfactory reviews of performance and through promotional salary increases.  In addition, 
the VLS Governing Board annually reviews the salary schedule and may makes cost of living adjustments. 

  Step salary increases have been established for each job classification.  Salary increases as provided in the 
salary schedule are awarded for satisfactory service as determined by the Director after evaluation of the 
employee by the immediate supervisor.  The employee is expected to show normal personal growth in the 
job.  After the top of the salary schedule has been reached, the System may give increments for exceptional 
merit or contribution to the System.  Job descriptions are reviewed whenever substantial changes are made 
in job content.   

  Salaries are paid by check on the 15th and last day of the month.  When the end of the pay period falls on a 
weekend or holiday, checks will be issued on the last preceding working day.  If a payday falls during an 
employee’s vacation period, or when the employee is out of town on System business, the check may be 
issued on the employee’s last working day in the office before the vacation or trip at the employee’s request.  
The request must be made at least one week prior to the date of receipt. 

  Each employee must record his/her own time daily on his/her time card.  The time card must be signed, 
dated and turned in to the administrative assistant before receiving the salary check.  Supervisors are 
responsible for verification of time worked by their employees and must also sign and date each time card.  
Failure by an employee to keep accurate time work records as required is cause for disciplinary action which 
may include delay in receiving pay for the time worked (but not recorded) and may reflect in a poor 
evaluation.  If an employee wishes his/her paycheck to be picked up by someone else, relative or non-
relative, the administrative assistant must be given written permission to give his/her paycheck to a named 
person.  
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 4. Direct Deposit 

  As of October 1, 2017, new employees will be required to participate in mandatory direct deposit. Employee 
pay will be electronically deposited directly into one or more checking or savings accounts designated by 
each employee. Accounts must be established with banks or credit unions that support direct deposit.  

  An employee may set up multiple accounts at the same or different banking institutions for receipt of direct 
deposits. Casual and temporary employees may be exempted from direct deposit participation.  

  In certain cases the initial pay for a new employee may be provided by paycheck to allow for sufficient time 
to process direct deposit information with the participating banking institution.  

 5. Personnel Evaluations 

  Performance reviews are conducted for all employees before the end of their initial six months of 
employment. If the review is satisfactory, probation ends and the employee is evaluated annually on the 
position anniversary date.  After five years of satisfactory employment, personnel evaluations are conducted 
at the discretion of the Director. 

  Performance reviews are conducted before promotions and again before the end of six months in a new 
classification.  The date of promotion becomes the employee’s position anniversary date for purposes of 
advancing on the salary schedule.  A supervisor may conduct a personnel performance review at any other 
time when circumstances warrant. 

  All personnel performance evaluation forms must be signed by the employee, immediate supervisor and 
Director.  A copy is then given to the employee.  The signature does not necessarily indicate agreement with 
the contents, but rather is a simple acknowledgement that the performance review has been discussed with 
the employee.  An employee finding disagreement with a personnel evaluation may submit a written 
statement to that effect.  This statement will be forwarded to the Director.  Both statements will be included 
in the personnel file.A sample copy of evaluation forms to be used is included in Appendix D of this manual. 

  An employee having an unsatisfactory review will not advance to the next pay step.   An employee may be 
demoted to a lower classification level for unsatisfactory performance in his/her original position or after 
an unsatisfactory evaluation following a promotion.  An employee may also be demoted without prejudice 
by mutual agreement with his/her supervisor and the Director. 

  The Director will be evaluated annually by the VLS Governing Board Executive Committee.  A report of 
the evaluation will be made to the full VLS Governing Board.  The Executive Committee or the Director 
can also ask for an evaluation by the full board. 

 6. Hours of Work 

 A. The regular work schedule for full-time employees is a 37.5 hour work week – Monday through Friday.  
The System will attempt to offer “flex-time” scheduling for all employees provided it meets with the 
duties of their position and the overall goals of the System.  “Flex-time” scheduling assumes that a 37.5 
hour work week is required of all employees but that it can be of mutual benefit to the employees and 
to the System to allow some flexibility in the time and length of day worked.  Employees should be 
asked their preference, however, the Director has the right to schedule working hours to meet System 
needs, and any changes in work schedules must be approved by the Director.   

 B. Occasionally, VLS personnel may find it necessary to work beyond the normal work week in order to 
discharge their duties and responsibilities.  Overtime will be paid in compensatory time.  All overtime 
must be approved in writing in advance of time worked.  Emergency breakdowns while out on the road 
that require overtime are exceptions to the approval in advance of time worked policy.  Compensatory 
time should be resolved as quickly as possible. 
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 C. Staff members are allowed two break periods of fifteen minutes during each 7½ hour day.  In addition, 
they are allowed a 30 minute unpaid break each day for a meal.  The rest periods may be taken in 
conjunction with the half hour meal period.  Bookmobile staff may take lunch and coffee breaks as their 
schedules and work load allow.  They will be paid for the same amount of break time as regular staff.  
Any staff not reporting to work on a particular day will not receive break time on that day. 

 D. Smoking is not permitted in the VLS building or any of its vehicles. 

 7. Part-Time Employees 

 A. The following conditions relate to permanent part-time employees who normally work 29 hours or less 
per week. 

 1. Salary and Personnel Evaluation.  Personnel evaluations are conducted and salary increases 
awarded by the same schedules that apply to full-time employees.  In particular, evaluations are 
scheduled based on simple calendar periods and not on hours worked equivalent to full-time 
employment during that calendar period. 

 2. Part-time employees are not entitled to paid personal leave. 

 3. Leaves of Absence Without Pay.  While allowable, such leaves are subject to the same 
requirements as those for full-time employees with the further consideration of the employee’s 
past and future contribution to the System based on his/her part-time status. 

 4. Health insurance is not provided for part-time employees. 

 5.  Vacation leave is earned at a rate of .045 hours of vacation per hour worked. Vacation leave may 
not accumulate to more than 120 hours. Vacation leave will stop accumulating once it has reached 
120 hours. Vacation leave earnings increase by .003 hours each year, up to a maximum of .075. 
Part-time employees will be eligible to take paid vacation time after six months. 

 6. Sick leave is earned at a rate of .045 hours of sick leave per hour worked. Sick leave may not 
accumulate to more than 240 hours.  

 7. Unused sick leave will not be paid out for part-time employees on separation. 

 8. Employees who work less than four regularly scheduled days per week will receive floating 
holidays on the following schedule: 

• Employees who regularly work less than 15 hours per week will not receive holiday pay. 
• Employees who average over 20 hours per week will receive holiday pay on a pro-rated basis.   

 8. Temporary Employees 

  Temporary employees hired for a three month calendar period or less, whether full or part-time, receive 
salary compensation at the base rate for the classification in which they are employed, or less at the 
Director’s discretion.  Temporary employees receive no other compensation or benefits other than those 
required by law (e.g. PERA and Social Security). 

  Compensation and benefits for temporary employees hired to work beyond a three month period will be 
decided on a case by case basis.  

 9. Notice of Absence 
  The headquarters office is open Monday through Friday from 9:00 A.M. to 5:00 P.M. As soon as a staff 

member realizes it will be impossible to report for work on time because of illness or other emergency, the 
immediate supervisor shall be notified.  Habitual tardiness on the part of an employee shall be considered 
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as reason for termination of employment.  (See 17.  Separations Part C.) 

 10. Time Off With Pay 

 A.  Vacation Leave 

 1. Full-time professional employees are allowed 20 working days vacation per year upon employment.  
Full-time support staff are allowed 12 working days vacation per year upon employment.  Full-time 
support staff earn an additional half-day vacation annually for each year of service to the System
 after the first year.  This additional time is credited annually.  Support staff may earn up to 20 days 
vacation per year. 

 2. New employees work 6 months before being credited with vacation. 

 3. Vacation leave may be taken in increments as small as ½ hour.  All requests for vacation leave are 
to be approved in advance by the Director. 

 4. Following a successful completion of the probationary period, an employee who retires or resigns 
in good standing will receive full payment of their unused vacation time through the last full pay 
period worked. 

 5. Vacations may not accumulate to more than 30 days.  Accumulated vacation time in excess of 225 
hours will be forfeited as of January 1 of each year. 

 6. At least annually and more often when practical or requested each employee shall receive a 
statement of his/her accrued vacation time.  This information is also updated monthly and recorded 
on each employee’s timecard. 

  The director has the right to schedule vacations according to System needs.  However, employees 
should be asked their preferences and schedules should be worked out bearing in mind individual 
needs whenever possible.  Criteria for determining priorities in scheduling are:  needs of the System, 
seniority, position in the organization, and date of request for the vacation. 

 B. Sick Leave.  Sick leave is a privilege to be used only when a need arises.  It is not vacation time.  It may 
be used when employees are incapacitated by illness or injury, when they have been exposed to a 
contagious disease, when they must be absent for medical, dental or optical examination or treatment.  
Sick leave may also be used to care for a member of the employee’s household who is ill for such 
periods as his/her attendance is necessary. 

 1. Sick leave for full-time employees is earned at the rate of one day per month.  Sick leave may 
cumulate to 120 days.Sick leave is credited by pay period. 

 2. The Director may require a physician’s certificate at any time to confirm sick leave.  In extreme 
cases, the employer may also require a second medical opinion at the employer’s expense. 

 3. Employees are required to report illness to the immediate supervisor prior to or, at most, ½ hour 
after the start of the work day. 

 4. At least annually and more often when practical or requested, each employee shall receive a 
statement of his/her accrued sick leave. 

 5. Sick leave accrues only when an employee is on pay status and no sick leave is earned during leave 
without pay. 

 6. When accumulated sick leave has been used, vacation credits may be taken if the employee has 
successfully completed the probationary period.  Otherwise sick leave may be granted as leave 
without pay for up to one year provided a physician certifies the employee is unable to work. 
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 7. Maternity.  Pregnancy, childbirth and disability related to pregnancy or childbirth are treated the 
same as any other illness or injury, i.e. the employee may work so long as she is able to perform her 
job satisfactorily and is so certified by her physician.  On the other hand she may no longer claim 
sick leave when is able to return to work and is so certified by her physician. 

 8. Following a successful completion of the probationary period, an employee who retires or resigns 
in good standing will receive payment for 25% of their unused sick leave through the last pay period 
worked. 

 C. Funeral Leave.  Funeral leave is granted as paid leave only in the case of a death in the immediate family 
of a staff member.  “Family” is limited to father, mother, brother, sister, husband, wife, son, daughter, 
grandchildren, mother-in-law, father-in-law, brother-in-law, sister-in-law, grandparents, adopted 
children, divorced spouse or persons living in the employee’s house.  The amount of funeral leave 
granted is determined by the Director, who takes into consideration the relationship of the employee to 
the deceased, family responsibility of the employee in each case, and distance to be traveled.  Up to 
three days per occurrence may be granted as funeral leave.  Additional leave for funeral related reasons 
is charged against accumulated sick leave or vacation leave, as the situation warrants and the director 
determines.  Funeral leave for a non-family member may be granted as leave without pay at the 
discretion of the director. 

 D. Jury Duty.  The System will not request exemption for jury duty for its staff.  Staff members will be 
paid during the period of jury duty.  In the event that the presence of the juror is no longer required and 
a minimum of 2 hours remain in the work day, the employee will return to work.  Monetary 
compensation for jury duty shall be paid to the System. 

 E. Voting Leave.  If circumstances prevent an employee from voting before or after working hours, an 
employee may be allowed a minimum of 1 hour but not more than 2 hours of leave with pay to vote in 
federal, state, county, municipal or special elections, times to be determined by the director. 

 F. Civil Leave.  Any employee who is subpoenaed by any legislative, judicial or administrative tribunal, 
or office thereof for work related reasons shall be allowed time away from work with pay for such 
purposes.  Any monetary compensation received shall be paid to the System. 

 G. Weather Emergencies.  In the event of severe weather conditions, the Director or person in charge may, 
at his/her discretion, delay the start of the work day or send employees home.  If the office is closed for 
a partial or full day, the hours missed will be counted as paid time off.  The maximum time off for a 
single day is 7.5 hours.  If a staff member is unable to make it to the office because of weather conditions 
when the office is open, the time lost can either be made up within a reasonable period of time or taken 
as vacation. 

 H. Personal Leave.  Each staff member shall be entitled to 7.5 hours of personal leave each year for personal 
business and emergencies which may arise and are not covered in the policy.  Written notice should be 
approved by the Director at least 24 hours in advance.  Personal leave days do not accumulate. 

 11. Leave of Absence Without Pay 

  Leave of absence without pay may be granted for the following reasons: 

 A. Family care.  An employee may request up to one year leave without pay for the care of him/herself or 
an immediate family member as defined in Section 9. C.  Family care is not limited to physical illness, 
but may be considered for such things as a child’s early growth and development, mental or nervous 
disorders of a spouse, marriage enrichment, etc. 

 B. Educational Leave.  Extended leave without pay of up to one year may be granted for an employee’s 
career development, for example for a full-time enrollment at an institution in training toward a college 
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or advanced degree in a work-related field. 

 C. Personal Leave.  An employee may request leave without pay for up to one year to pursue personal 
interests such as education of a personal nature, business interests or travel. 

 D. Parenting Leave (December, 1990, ref. MN Stat. 191.941).  An unpaid leave of absence may be granted 
to an employee who is a natural or adoptive parent in conjunction with the birth or adoption of a 
child.  The length of the leave shall be determined by the employee, but may not exceed six weeks, 
unless agreed to by the director. 

  The leave shall begin at a time requested by the employee provided that the starting date is not more 
than six weeks after the birth or adoption, except in the case where the child must remain in the hospital 
longer than the mother, the leave may not begin more than six weeks after the child leaves the hospital. 

 E. School Conference and Activities Leave (December, 1990, ref MN Stat. 181.9412).  An employee will 
be granted up to 16 hours of unpaid leave per school year to attend school conferences or classroom 
activities related to the employee’s child, provided the conferences or classroom activities cannot be 
scheduled during non-work hours.  Accrued paid vacation leave or other appropriate leave may also be 
used for these purposes. 

  Any request for extended leave without pay will be granted only upon the director’s recommendation and 
with the approval of the Governing Board.  In considering such a request, the Director will take into account 
the System’s needs, the employee’s length of service with the System, the employee’s past job performance 
and the employee’s needs and desires.  Except as required by state or federal law (e.g. Section E.) the System 
is under no obligation to grant any employee’s request for leave without pay and all requests will be 
considered individually.  Vacation and sick leave are not earned during any leave without pay and the 
employee must provide for his/her own health care coverage during his period. 

  Longevity is also not earned during an employee’s leave without pay and an employee’s anniversary date 
with the System is adjusted accordingly upon return. 

 12. Holidays 
  Full time staff members shall be allowed the following holidays:  
   New Year’s Eve .......................................................................... 1:00 – 5:00 P.M. 
   New Year’s Day ................................................................................... January 1st 
 Martin Luther King Jr. Day ............................................... 3rd Monday in January 
 President’s Day ................................................................ 3rd Monday in February 
 Memorial Day ........................................................................ last Monday in May 
 Independence Day ..................................................................................... July 4th 
 Labor Day ...................................................................... 1st Monday in September 
 Columbus Day .................................................................. 2nd Monday in October 
 Veteran’s Day ................................................................................ November 11th 
 Thanksgiving Day........................................................ 4th Thursday in November 
 Christmas Eve ............................................................................. 1:00 – 5:00 P.M. 
 Christmas Day ................................................................................ December 25th 

  If a holiday falls on a Saturday, the holiday will be the preceding Friday.  If it falls on a Sunday, the holiday 
will be the following Monday.   
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  System headquarters will close on all holidays.  The bookmobiles, however, will make their regular runs on 
Martin Luther King Jr. Day, President’s Day, Columbus Day and Veteran’s Day.  Bookmobile staff only 
will receive their holiday time off at a later date. 

  At the director’s discretion, System headquarters may also be closed on Christmas Eve, New Year’s Eve, 
the Friday after Thanksgiving, and a Monday immediately preceding or a Friday immediately following 
New Year’s Day, July 4th and Christmas Day.  Employees will receive no additional vacation or 
compensatory time. 

  Time off may also be granted for special religious purposes.  Such absence must be approved in advance by 
the Director. 

 13. Retirement Plan 

 A. Public Employee Retirement Association (PERA).  All employees who are required to participate in 
PERA will have their contributions deducted from each payroll.  The employer matches the 
contributions of each employee.  Only an employee’s share of payments may be withdrawn at the time 
of termination.  If the employee is going to work for another governmental unit participating in PERA, 
the employee’s credits are transferred from one employer to another.  In addition to retirement benefits, 
PERA also provides disability and death benefits.  PERA benefits will not accrue during extended leaves 
of absences without pay.  However, if an employee choses to earn anticipated PERA credits during an 
unpaid leave of absence, the employee can contact the PERA office to complete the process.  In this 
case, the employee would be responsible for both the employer and the employee contribution. 

  Detailed information on PERA may be found in the manual which is available from the administrative 
assistant. 

 B. Social Security.  Viking Library System participates in Social Security as required by federal laws.  As 
with the retirement plan, Social Security provides benefits to replace part of the earnings an employee 
(or the employee’s family) has lost as a result of retirement, death or disability.  In addition, it provides 
health benefits (Medicare) for those age 65 and over. 

  Employee payments are deducted from each payroll.  Each employee pays a percentage of her or his 
gross wages and VLS matches that payment. 

  Further information on Social Security can be obtained from the administrative assistant. 

 14. Group Insurance 

  Viking Library System will pay full individual healthcare and life insurance for each full-time employee.  
Insurance may be continued during leave without pay at the employee’s expense.  Detailed information on 
coverage and benefits under this policy are available from the administrative assistant. 

  For new employees, insurance begins on the 1st of the month following 30 days of employment. 

  The System may agree to continue an employee’s previous individual insurance policy if the premium is 
not greater than a comparable policy with the System group. 

  If a person is denied a policy with the System group, but can obtain an individual policy at a rate equal to 
or less than their policy would be with the System group, the System may agree to pay the premium of that 
policy. 

 15. Worker’s Compensation 

  This program compensates employees injured on the job.  It provides income to the employee on a 
temporary or permanent basis depending on the duration of the injury as well as compensation for permanent 
injury or death. 
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  The System pays worker’s compensation insurance annually to its insurance agent based on the gross annual 
payroll. If an employee is injured while carrying out his/her job responsibilities and duties, the employee 
must notify either the supervisor, Director, or the administrative assistant, within 24 hours of the occurrence. 

 16. Indemnification Statement 

  Viking Library System will maintain Directors and Officers Errors and Omissions insurance.  If any claim 
or action not covered by insurance or State Statute is instituted against a trustee, officer, employee, or 
volunteer allegedly arising out of an act or omission occurring within the scope of his/her duties as such a 
trustee, officer, employee or volunteer; the System will at the request of the trustee, officer, employee or 
volunteer: 

 a.) appear and defend against the claim or action; and 

 b.) pay or indemnify the trustee, officer, employee or volunteer for a judgment and court 
costs, based on such claim or action; and 

 c.) pay or indemnify the trustee, officer, employee or volunteer for a compromise or 
settlement of such claim or action, providing the settlement is approved by the Board 
of Trustees. 

  Decision as to whether the System shall retain its own attorney or reimburse the trustee, officer, employee 
or volunteer expenses for their own legal counsel shall rest with the Board of Trustees and shall be 
determined by the nature of the claim or action. 

  The term trustee, officer, employee or volunteer shall include any former trustee, officer, employee or 
volunteer of the System. 

 17. Staff Development 

 A. Staff members are encouraged to become members of civic, educational and professional organizations 
and to participate in the work of such organizations to as great an extent as job obligations will permit. 

 B. Time off with pay may be granted by the Director to attend workshops, library association conferences, 
and other professional meetings.  At the Director’s discretion, attendance at seminars and short courses 
is also allowed.  Although the administration and Board encourage attendance at professional meetings 
and conferences, the needs of the System shall have priority. 

  Within its capability, the System will provide assistance toward such expenses as registration fees, travel 
costs, food and lodging incurred from attendance.  Such assistance, of course, is limited, and will vary 
from year to year.  Care will be taken to ensure equitable distribution of available funds and their 
maximum utility to the individual staff members and the System.  Among the factors which may be 
used in determining the extent or appropriateness of System support are (1) pertinence of the meeting 
to the employee’s System responsibilities (2) membership in the sponsoring professional organization, 
and (3) committee membership or official status within the sponsoring organization. 

  When such attendance or training is required by the employer, the staff member’s expenses will be paid 
by the System. 

 C. Staff meetings will be held monthly to facilitate participation in System policies, procedures and growth.  
Additional staff information meetings may be called as needed. 

 D. Supervisors should be aware of their responsibilities to actively encourage and assist the development 
of those working under their supervision.  This is in the best interest of both the System and the 
individual involved. 

 18.  Separations 

 A. Retirement.  VLS participates in the Public Employees Retirement Association (PERA) and Social 



 

Page 10 of 53 September 19, 2017 
 

Security.  The ages and dates at which employees are eligible for retirement benefits are determined by 
these organizations. 

  VLS does not have a minimum or maximum retirement age, but employees of any age must be able to 
perform the duties of their positions.  VLS will abide by mandatory retirement ages which are set by 
state or federal government. 

 B. Resignations.  In order to leave in good standing, resignations must be submitted to the Director, in 
writing, far enough in advance to ensure adequate continuity of system programs.  Generally, this is a 
minimum of two weeks for regular staff and four weeks for professional staff.  The Director may waive 
this requirement in special cases at his/her discretion. 

 C. Suspension and Dismissal.  Dismissals may be made for the following reasons: incompetence, 
insubordination, inability to perform job duties as described in the job description, or serious infractions 
of work rules.  Chronic tardiness or absenteeism, if continued after sufficient warning, is grounds for 
suspension pending dismissal.   

  If the work of a staff member is unsatisfactory, the staff member shall be advised in writing by his/her 
immediate supervisor.  If, within a reasonable time and after meaningful attempts at correction by 
supervisory staff, an employee fails to improve, employment will be terminated with up to one pay 
period notice, or with one pay period dismissal pay.  Serious violations and gross misconduct can result 
in immediate dismissal and loss of any payment for accrued benefits.  This is to be determined by the 
Director.  

  Dismissals are made only by the Director and for just cause.  They must be documented in writing.  
Employees may appeal suspension and dismissals according to the grievance procedures set forth in this 
policy. 

 D. Reduction in Force.  In the event that a reduction in force becomes necessary due to financial cutbacks, 
elimination of an activity, or other changes in VLS services, it may be necessary to terminate the services 
of selected staff members.  In such cases, as much notice as possible will be given to those leaving and 
an explanatory statement will be provided to the employee for use in seeking another position. 

 E. Right to Appeal.  The determination of which employees to release will be made by the Director after 
taking into consideration the needs of Viking Library System and the employee’s work performance 
record, skill level and seniority.  When possible, employees may be transferred to other departments 
within the System. 

  An employee who is laid off may appeal this decision according to the grievance procedures set forth 
in this policy. 

  If an employee wishes to appeal his/her suspension, discharge or lay-off status, a written notice must be 
submitted to the Director within five (5) working days from the time the employee receives dismissal 
notice. 

 19. Grievance Procedure 

  A grievance is a complaint against an act that is thought to be unjust.  Specifically, it can be defined as a 
dispute or disagreement as to the interpretation or application of the terms or conditions of library policy 
relating to conditions of employment. 

 A. An employee with a grievance shall first review the problem with his/her immediate supervisor within 
seven (7) calendar days of dissatisfaction. 

 B. If the employee is not satisfied with this discussion, a written grievance may be filed with the Director 
within seven (7) calendar days from the date of the employee’s meeting with his/her supervisor as called 
for in “A” above.  The grievance should include a clear statement of the problem, any relevant 
background information, and what action the employee wants to be taken. 
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  The Director will review the grievance and may seek additional information from the supervisor and 
other staff as necessary.  The Director will issue a written decision within fourteen (14) calendar days 
of receipt of the grievance. 

 C. If the grievance remains unresolved, the employee may present the problem in writing to the Governing 
Board through the Director.  Communications intended for the Board shall be submitted at least two 
weeks prior to the date of the Board Meeting.  The Director shall place the grievance on the Board’s 
Agenda.  The Board may invite the employee to appear before the Board to present information and 
answer questions or it may assign the matter to a Personnel Committee. 

 D. The decision of the Governing Board is final.  If no solution satisfactory to the employee is achieved, 
the employee may have recourse to review by professional welfare agencies or to legal action. 

20.  Personnel Records 

  As described in Minnesota Statutes Chapter 445, current and former employees may request a copy of their 
personnel record.  The request must be in writing and VLS may charge a copying fee which does not exceed 
the actual cost of making, compiling and mailing the copy. 

21.  Drug Free Workplace Policy 

  In accordance with the Drug Free Workplace Act of 1988, it is a violation of VLS policy for any employee 
to possess, sell, trade or offer for sale illegal drugs or otherwise engage in the illegal or inappropriate use of 
substances while performing work for VLS.  This includes work done at headquarters, any member library 
site or while using a Viking Library System vehicle. 

  It is further a violation of VLS policy to:  report to work under the influence of illegal drugs or alcohol; use 
prescription drugs illegally; or use illegal drugs or alcohol any time during the course of a workday.  Nothing 
in this policy precludes the appropriate use of legally prescribed medication. 

  If an employee is suspected of violating this policy, the VLS procedure of Employee Drug and Alcohol 
Testing will be followed.  (see Appendix A)   

  An employee who violates the terms of this policy shall satisfactorily participate in a drug abuse assistance 
or rehabilitation program approved by the Board.  If the employee fails to satisfactorily participate in such 
a program, the employee may be suspended or terminated at the discretion of the Board. 

 22. Sexual Harassment 

  Sexual harassment in the workplace is a form of illegal, unacceptable sex-based discrimination.  The Viking 
Library System prohibits sexual harassment of its employees in the workplace by any person and in any 
form.  Sexual harassment will not be tolerated and is cause for disciplinary action or termination. 

  Each supervisor has a duty to ensure that his or her work place is free from sexual harassment.  This includes 
discussing this policy with all employees and assuring them that they are not required to endure insulting, 
degrading or exploitative sexual treatment. 

  No supervisor shall threaten or insinuate, either explicitly or implicitly, that an employee’s refusal to submit 
to sexual advances will adversely affect the employee’s employment, evaluation, wages, advancement, 
assigned duties, shifts or other condition of employment or career development. 

  Sexually harassing conduct in the workplace, committed by supervisory or non-supervisory personnel is 
prohibited. 

  Such conduct includes but is not limited to: 

 1.) Unwelcome sexual flirtations, touching, advances or propositions; 

 2.) Verbal abuse of a sexual nature; 
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 3.) Graphic verbal comments about an individual’s body; 

 4.) Sexually degrading words to describe an individual; 

 5.) The display in the workplace of any sexually suggestive objects, pictures or nude 
photographs; or 

 6.) Any other conduct which has the purpose or effect of unreasonably interfering 
with an individual’s work performance or creating an intimidating, hostile or 
offensive working environment. 

  Employee’s Duty 

  It is each employee’s responsibility to help eliminate all forms of harassment and unwanted conduct.  Any 
employee who believes that he or she has been the subject of sexual harassment should report the alleged 
act within five working days.  The incident may be reported to the supervisor, the administrative assistant, 
or the VLS Director.  The complaint should be in writing stating what occurred, when it occurred, by whom 
and who witnessed it.   If the employee is not satisfied with the action taken by the supervisor, administrative 
assistant or VLS Director, then the employee should bring the complaint to the attention of the VLS 
Governing Board through the VLS Director. 

  Employer’s Duty 

  It is each supervisor’s responsibility to prevent all forms of harassment and unwanted conduct from 
occurring within his/her work jurisdiction.  Any complaint of harassment will receive the immediate 
attention of the supervisor to whom it is made.  Failure to initiate immediate action will result in disciplinary 
action being taken against that supervisor.   

  Supervisors and administrative personnel shall make every effort to ensure that all complaints of sexual 
harassment are resolved promptly and effectively.  The complaint will be investigated and the employee 
will be advised of the finding and the conclusions in writing within 45 days of the original complaint notice. 

  If the investigation reveals that the complaint is valid, prompt disciplinary action designed to stop the 
harassment immediately and to prevent its recurrence will be taken.  Any employee who is found to have 
engaged in sexual harassment of another employee will be subject to severe disciplinary action, including 
termination. 

  All actions taken to resolve complaints of sexual harassment through internal investigations shall be 
conducted confidentially.  Any employee who files a complaint under this policy shall not be made the 
subject of any retaliatory action by the person against whom the complaint is made or any other VLS 
employee.  However, this paragraph shall not preclude disciplinary action for knowingly or intentionally 
filing a false report.           
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Appendix A 
 
 
PERSONNEL  
 
Employee Drug and Alcohol Testing  
 
Viking Library System (hereinafter “the System”) will require reasonable suspicion testing and treatment 
program testing pursuant to Minnesota Statute 181.951, Subd. 5 and Subd. 6, for all employees of the System. 

The following administrative procedures are to be followed in implementing the Employee Drug and Alcohol 
Testing Policy (hereinafter “Policy”) so as to insure the reliability and fairness of the Policy. 

 1.  Use of Licensed, Accredited or Certified Laboratory 

All testing shall be conducted by a licensed, accredited or certified laboratory selected by the System Director 
which meets the criteria for drug and alcohol testing as outlined in Minnesota Statute 181.953, Subd. 1. 

 2. Laboratory Testing, Reporting and Sample Retention Requirements 

The testing laboratory, chosen by Viking Library System, must be certified by the National Institute on Drug 
Abuse according to Minnesota Statute 181.953, Subd. 1. The testing laboratory shall conduct a confirmatory 
test on all samples that produced a positive test result on an initial screening test. The laboratory shall disclose 
to Viking Library System a written test result report for each sample tested within three (3) working days 
after a negative test result on an initial screening test or, when the initial screening test produced a positive 
test result, within three (3) working days after a confirmatory test. A test report must indicate the drugs, 
alcohol, or drug or alcohol metabolites tested for and whether the test produced negative or positive test 
results. The laboratory shall retain and properly store for at least six months all samples that produced a 
positive test result. 

 3.  Payment for the Cost of Testing 

The System shall not request or require an employee to contribute to, or pay the cost of a drug or alcohol test 
required under this Policy. However, any confirmatory retesting requested by the employee shall be paid by 
the employee. 

 4.  Chain-of-Custody Procedures 

The following chain-of-custody procedures must be followed to insure proper record keeping, handling, 
labeling, and identification of the samples to be tested: 
A. Possession of a sample must be traceable to the employee from whom the sample was collected, from 

the time the sample was collected through the time the sample is delivered to the laboratory; 
 

B.  The sample must always be in the possession of, must always be in view of, or must be placed in a 
secured area by a person authorized to handle the samples; 

 
C.  A sample must be accompanied by a written chain-of-custody record; and 

 
D.  Individuals relinquishing or accepting possession of the sample must record the time the possession 

of the sample was transferred and must sign and date the chain-of-custody record at the time of 
transfer. 

 5.  Rights of Employees 
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A.  Before requesting an employee to undergo drug or alcohol testing, the System shall provide the employee 
with a form on which to acknowledge that the employee has seen the System’s Drug and Alcohol Testing 
Policy. (Appendix 1) 

B. If any employee tests positive for drug or alcohol use, the employee must be given written notice of the 
right to explain the positive test and the System may request that the employee indicate any over-the-
counter or prescription medication that the individual is currently taking or has recently taken and any 
other information relevant to the reliability of, or explanation for, a positive test result. 

C.  Within three (3) working days after notice of a positive test result on a confirmatory test, the employee 
may submit information to the System, in addition to any information already submitted under paragraph 
(B), to explain that result, or may request a confirmatory retest of the original sample at the employee’s 
own expense within five (5)working days after notice of the positive test result on a confirmatory test as 
provided under paragraph 10. 

D.  The employee shall suffer no adverse personnel action if a properly requested confirmatory retest does 
not confirm the result of an original confirmatory test using thesame drug or alcohol threshold detection 
levels as used in the original confirmatory test. 

E.  If the test results are negative, there shall be no entry made in the employee’s personnel file respecting 
the circumstances surrounding a requested test. 

F.  The employer may not request or require an employee to undergo drug and alcohol testing on an arbitrary 
or capricious basis. Any request for drug or alcohol testing pursuant to the terms of this Policy shall not 
be considered arbitrary or capricious. The unannounced treatment program testing under Section 12 of 
the Administrative Procedures does not require a finding of reasonable suspicion by the Administration. 
The employer may require unannounced treatment program testing at any time that the employee is 
performing employment duties or is attending system-related events while acting as a system 
representative, so long as there are no more than six (6) tests in each year of the two years of unannounced 
testing. 

 6.  Refusal to Undergo Drug and Alcohol Testing 

Any employee who refuses to undergo drug or alcohol testing pursuant to this policy shall be subject to 
discipline, including the possibility of immediate termination, consistent with the System Personnel Policy. 

 7.  Notice of Test Results 

Within three (3) working days after receipt of a test result report from the testing laboratory, the System 
shall inform in writing the employee who has undergone drug or alcohol testing of (1) a negative test result 
on an initial screening test or of a negative or positive test result on a confirmatory test and (2) the right 
provided in paragraph 8. In the case of a positive test result on a confirmatory test, the System shall also, at 
the time of this notice, inform the employee in writing of the rights provided in paragraph 5(C), paragraph 
10, and paragraph 11. (Appendix 3) 

 8. Right to Test Result Report 

The employee has the right to request and receive from the System a copy of the test result report on any 
drug or alcohol test. 

 9.  Disciplinary Action for Positive Drug or Alcohol Tests 

Disciplinary action, including the possibility of immediate termination, will be taken consistent with the 
System Personnel Policy for a (1) confirmatory test verifying a positive test result if such positive test result 
was the second or more positive test result for the employee, or (2) if the positive test result on a 
confirmatory test was the first such result for the employee on a drug or alcohol test requested by the System, 
and the employee has either refused to participate in the counseling or rehabilitation program or has failed 
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to successfully complete the program, as evidenced by withdrawal from the program before its completion 
or by a positive test result on a confirmatory test after completion of the program. 

 10.  Confirmatory Retests 

The employee may request a confirmatory retest of the original sample at the employee’s own expense after 
notice of a positive test result on a confirmatory test. Within five (5) working days after notice of the 
confirmatory test result, the employee shall notify the System in writing of the employee’s intention to 
obtain a confirmatory retest. Within three (3) working days after receipt of the notice, the System shall 
notify the original testing laboratory that the employee has requested the laboratory to conduct a 
confirmatory retest or transfer the sample to another laboratory licensed under Minnesota Statute 181.953, 
Subd. 1 , to conduct the confirmatory retest. The original testing laboratory shall insure that the chain-of-
custody procedures in paragraphs 2 & 4 are followed during transfer of the sample to the other laboratory. 
The confirmatory retest must use the same drug or alcohol threshold detection levels as used in the original 
confirmatory test. If the confirmatory retest does not confirm the original positive test result, no adverse 
personnel action based on the original confirmatory test may be taken against the employee. 

 11.  Limitations of Employee Discharge, Discipline or Discrimination 

A. The System may not discharge, discipline, discriminate against, or request or require rehabilitation of an 
employee on the basis of a positive test result from an initial screening test that has not been verified by 
a confirmatory test. Any disciplinary action taken will be consistent with the System Personnel Policy. 

B. In addition to the limitation under paragraph (A), the System may not discharge an employee for whom 
a positive test result on a confirmatory test was the first such result for the employee on a drug or alcohol 
test requested by the System unless the following conditions have been met: 

(1) The System has first given the employee an opportunity to participate in, at the employee’s own 
expense or pursuant to coverage under an employee benefit plan, either a drug or alcohol counseling 
or rehabilitation program, whichever is more appropriate, as determined by the System after 
consultation with a certified chemical use counselor or a physician trained in the diagnosis and 
treatment of chemical dependency; and 

(2) The employee has either refused to participate in the counseling or rehabilitation program or has 
failed to successfully complete the program, as evidenced by withdrawal from the program before its 
completion or by a positive test result on a confirmatory test after completion of the program. 

C. Notwithstanding paragraph (A), the System may temporarily suspend the tested employee or transfer that 
employee to another position at the same rate of pay pending the outcome of the confirmatory test and, 
if requested, the confirmatory retest, provided the System believes that it is reasonably necessary to 
protect the health or safety of the employee, co-employees, or the public. An employee who has been 
suspended without pay must be reinstated with back pay if the outcome of the confirmatory test or 
requested confirmatory retest is negative. 

D.  The System may not discharge, discipline, discriminate against, or request or require rehabilitation of an 
employee on the basis of medical history information revealed to the System pursuant to paragraph 5 
unless the employee was under an affirmative duty to provide the information before, upon, or after hire. 
The System recognizes that no affirmative duty exists unless specifically stated in writing as part of an 
individual employee’s Return to Work Agreement or any other written agreement between the System 
and an employee. 

E.  An employee shall be given access to information in the employee’s personnel file relating to positive 
test result reports and other information acquired in the drug and alcohol testing process and conclusions 
drawn from and action taken based on the reports or other acquired information. 

F.  The test results will be considered invalid if the System or the laboratory did not follow the conditions 
set forth in the System Policy or Guidelines. 
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12.  Treatment Program Testing 

An employee who has been referred by the System for chemical dependency treatment or evaluation or is 
participating in a chemical dependency treatment program under an employee benefit plan, will be required 
to undergo drug or alcohol testing, without prior notice, during the evaluation or treatment period and for a 
period of up to two (2) years following completion of any prescribed chemical dependency treatment 
program. (Appendix 4) Unannounced treatment program testing may be requested by the supervisor of the 
employee at any time while the employee is performing employment duties or is attending system-related 
events. The System may require up to a maximum of six (6) tests in each year of the two years of 
unannounced testing. 

13. Reasonable Suspicion Testing 

Whenever the System has reasonable suspicion to believe that an employee has violated any drug or alcohol 
prohibitions contained in the Policy, it will require the employee to submit to an alcohol and/or drug test. 
Any such suspicion must be based upon specific contemporaneous, articulable, observations concerning the 
appearance, behavior, speech or body odor of the employee, which may include indication of the chronic and 
withdrawal effects of drugs or alcohol. Observation of the circumstances which require a reasonable 
suspicion test shall be made by a trained supervisor or trained System administrator and must be documented 
by that individual in a Supervisor’s Report of Reasonable Suspicion (Appendix 2) before sending any 
employee for a Reasonable Suspicion Drug or Alcohol Test.  A completed copy of the Report of Reasonable 
Suspicion will be given to the employee, by the supervisor, at the time the supervisor requests or directs the 
employee to undergo an alcohol or drug test. A Reasonable Suspicion Drug or Alcohol Test will only be 
required if the reasonable suspicion observations are made during the period of time that the employee is 
required to be in compliance with the Policy. The employee has the right to contact the exclusive 
representative or his/her attorney at the time reasonable suspicion testing is requested, however, the inability 
to contact the exclusive representative or attorney by the employee shall not delay the tests for more than 
two hours after notice that the test is being requested. 

If a Reasonable Suspicion Drug or Alcohol Test is not administered within two (2) hours following the 
reasonable suspicion determination, the System will document the reasons why the test was not promptly 
administered. If the test is not administered within eight (8) hours following the reasonable suspicion 
determination, the System will no longer attempt to administer an alcohol test and will document the reasons 
for its inability to do so. 

 14.  Confidentiality and Record Keeping 

The System will maintain all records generated under this Policy in a secure manner so that disclosure to 
unauthorized persons does not occur. The results of any test administered under this Policy and/or any other 
information generated pursuant to this Policy will not be disclosed or released to anyone without the express 
written consent of the employee, except where otherwise required, or authorized by law. The System’s 
contract with its designated laboratory shall require the laboratory to maintain all employee test records in 
confidence. 

However, the laboratory or the System may disclose information required to be maintained under this Policy 
pertaining to an employee, the employer or the decision-maker in a lawsuit, grievance, or other proceeding 
initiated by or on behalf of the individual, and arising from the results of an alcohol and/or drug test 
administered under this policy, or from the employer’s determination that the employee engaged in conduct 
prohibited by this Policy (including, but not limited to, a workers’ compensation, unemployment 
compensation, or other proceeding relating to a benefit sought by the employee). 
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 15.  Notice 

The Administration shall provide written notice of its Drug and Alcohol Testing Policy to all affected 
employees upon adoption of their Policy and provide written notice to all previously non-affected employees 
upon transfer to an affected position under the Policy, and to job applicants upon hire. The Administration 
shall also post notice of the policy in a conspicuous location within the System offices and ensure that copies 
of the Policy are available for inspection during regular business hours by its employees or job applicants in 
the Regional System Office. 

 16. Definitions 

A. Drug 

“Drug” means a controlled substance as defined in Minn. Stat. 152.01, Subd. 4, and Minn. Stat. 152.02. 
Generally controlled substances include illegal drugs such as marijuana, cocaine, crack, opiates (natural 
and natural derivatives - opium, heroin, morphine, codeine, and synthetics), amphetamines (sometimes 
referred to as “speed”, “uppers”, and “dexies”); and phencyclidine or PCP (commonly called “angel 
dust”). 

Controlled substances also include prescription drugs used without a doctor’s supervision by someone 
other than the person for whom the doctor wrote the prescription, such a Valium, sleeping pills, 
amphetamines, pain killers, narcotics, and tranquilizers. 

B.  Drug and Alcohol Testing 

 “Drug and Alcohol Testing” means analysis of a body component sample according to the standards 
established under the drug testing programs listed in Minn. Stat. 181.953, Subd. 1, for the purpose of 
measuring the presence or absence of drugs, alcohol, or their metabolites in the sample tested. 

C.  Positive Test Result 

 “Positive Test Result” means a finding of the presence of drugs, alcohol or their metabolites in the sample 
tested in levels at or above the threshold detection level contained in the standards for drug testing 
pursuant to Minn. Stat. 181.953. 

D.  Reasonable Suspicion 

 “Reasonable Suspicion” means a basis for forming a belief based on specific facts and rational inferences 
drawn from those facts. 

 

E. Working Days 

 “Working Days” means any day except Saturday, Sunday, or legal holiday. 

 17.  Appeal Procedures 

An employee may appeal any discipline imposed pursuant to this drug and alcohol testing policy consistent 
with the grievance procedure for that employee.  

 

Legal References: Minn. Stat. §181.950-181.957 (Drug and Alcohol Testing in theWorkplace) 
Minn. Stat. §221.031 (Motor Carrier Rules) 

 
Attached Documents:  
Appendix 1 - Notification of Testing 
Appendix 2 - Supervisor’s Report of Reasonable Suspicion 
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Appendix 3 - Notification of Testing Results 
Appendix 4 - Release to Return to Work Agreement 
 
Viking Library System 
1915 Fir Avenue West 
Fergus Falls, MN  56537 
 
First Reading Approved by the VLS Governing Board on November 16, 2010 
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APPENDIX 1 

 
Viking Library System 
Notification of Testing 

 
Employee:   

Date:   

The System is committed to the goal of obtaining a drug and alcohol-free workplace. Consistent with this goal in 
accordance with Minn. Stat. 181.950 - 181.957, the System has implemented a comprehensive substance abuse 
policy which calls for alcohol and controlled substances testing under certain circumstances.  

CONSISTENT WITH THIS POLICY, YOU ARE BEING REQUESTEDTO SUBMIT TO TESTING AS 
FOLLOWS:   
 
Type of Test:  Alcohol  Controlled Substances 
 
Testing Requirement:  Reasonable Suspicion Unannounced Treatment Program 
 
ACKNOWLEDGMENT AND CONSENT BY EMPLOYEE: 
 
I,  , GRANT PERMISSION FOR BLOODAND/OR 
URINE SPECIMENS TO BE TAKEN FOR DETERMINING THE PRESENCE OF ALCOHOL, 
CONTROLLED SUBSTANCES AND OTHER INTOXICANTS. 
 
I ACKNOWLEDGE THAT I HAVE SEEN THE VIKING LIBRARY SYSTEM’S EMPLOYEE DRUG AND 
ALCOHOL TESTING POLICY. 
 
I AM AWARE THAT I HAVE THE RIGHT TO CONTACT MY EXCLUSIVEREPRESENTATIVE AT THE 
TIME REASONABLE SUSPICION TESTING IS REQUESTED AND I ACKNOWLEDGE THAT MY 
INABILITY TO CONTACT THE EXCLUSIVE REPRESENTATIVE SHALL NOT DELAY THE TEST FOR 
MORE THAN ONE (1) HOUR AFTER NOTICE THAT THE TEST IS BEING REQUESTED. 

Employee:   

Signature:   

Date:    
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APPENDIX 2 
 

Viking Library System 
Supervisor’s Report of Reasonable Suspicion 

Employee:  

Date:    

Location:    

Time:    
  
 

OBSERVATIONS 
 

BREATH: (ODOR OF ALCOHOLIC BEVERAGE): ( ) Strong ( ) Faint ( ) Moderate ( ) None 
 EYES: ( ) Bloodshot ( ) Glossy ( ) Normal ( ) Watery ( ) Clear ( ) Heavy Eyelids  
 ( ) Fixed Pupils ( ) Dilated Pupils ( ) Normal 
 
SPEECH:  ( ) Confused ( ) Stuttered ( ) Thick-Tongued( ) Accent ( ) Mumbled ( ) Fair ( ) Slurred ( ) Good  
 ( ) Mush Mouthed ( ) Not Understandable ( ) Cotton Mouthed ( ) Other 
 
ATTITUDE: ( ) Excited ( ) Combative ( ) Hilarious ( ) Indifferent ( ) Talkative ( ) Insulting ( ) Care-Free ( ) Cocky 
  ( ) Sleepy ( ) Cooperative( ) Profane ( ) Polite ( ) Other 
 
UNUSUAL 
ACTION: ( ) Hiccupping ( ) Belching ( ) Vomiting ( ) Fighting ( ) Crying ( ) Laughing ( ) Other 
 
BALANCE: ( ) Falling ( ) Needs Support ( ) Wobbling ( ) Swaying ( ) Other 
 
WALKING: ( ) Falling ( ) Staggering ( ) Stumbling ( ) Swaying ( ) Other 
 
TURNING: ( ) Falling ( ) Staggering ( ) Stumbling ( ) Swaying ( ) Hesitant ( ) Other 
 

INDICATE ANY OTHER UNUSUAL ACTIONS, STATEMENTS OR OBSERVATIONS:  

  

SIGNS OR COMPLAINTS OF ILLNESS OR INJURY:  

SAFETY-SENSITIVE FUNCTION: ( ) Yes ( ) No 

 Describe:  

  
 

SUPERVISOR’S OPINION 
 

APPARENT EFFECTS OF ALCOHOLIC/DRUG USE: ( ) None ( ) Slight ( ) Obvious ( ) Extreme 
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ADDITIONAL COMMENTS: 

  

  

  
   

SUPERVISOR:  WITNESSES:  

SIGNATURE:  

DATE:   

TIME:   
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Appendix 3 
 

VIKING LIBRARY SYSTEM 
NOTIFICATION OF TESTING RESULTS 

 

To Employee:   

Date:    

Attached to this notice, please find the results of your drug or alcohol test which was taken on 

 , 20____. 

Pursuant to Viking Library System’s Drug and Alcohol Testing Policy and Minn. Stat. 

181.950, 181.957, you have the following rights: 
 

 1. You have the right to request and receive from the System a copy of the test result report on any drug or 
alcohol test conducted on you. 

 

 2. In the case of a positive test result on a confirmatory test, you have the right to explain the positive test and 
the System may request that you indicate any over-the-counter or prescription medication that you are 
currently taking or have recently taken and any other information relevant to the reliability of, or explanation 
for, the positive test result. 

 

 3. You may request a confirmatory retest of the original sample at your own expense after notice of the positive 
test result on a confirmatory test. You must notify the System in writing of your intention to obtain a 
confirmatory retest within five (5) working days after notice of the confirmatory test result. You may use the 
original testing laboratory which analyzed your test results or you may select another laboratory which is 
licensed under Minn. Stat.181.953, Subd. 1, to conduct the confirmatory retest. The confirmatory retest must 
use the same drug or alcohol threshold detection levels as used in the original confirmatory test. If the 
confirmatory retest does not confirm the original positive test result, no adverse personnel action based on 
the original confirmatory test may be taken against you. 

 4. The System may not discharge, discipline, discriminate against, or request or require rehabilitation of you on 
the basis of a positive test result from an initial screening test that has not been verified by a confirmatory 
test. Any disciplinary action taken will be consistent with the Viking Library System Personnel Policy.  The 
System may not discharge you for a positive test result on a confirmatory test when the confirmatory test 
was the first such result for you on a drug or alcohol test requested by the System unless the following 
conditions have been met: 

 
 (a)  the District has first given the employee an opportunity to participate in, at the employee’s own expense 

or pursuant to coverage under an employee benefit plan, either a drug or alcohol counseling or 
rehabilitation program, whichever is more appropriate, as determined by the System after consultation 
with a certified chemical abuse counselor or a physician trained in the diagnosis and treatment of 
chemical dependency; and 
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 (b) the employee has either refused to participate in the counseling or rehabilitation program or has failed 
to successfully complete the program, as evidenced by withdrawal from the program before its 
completion or by a positive test result on a confirmatory test after completion of the program. 

 6. The System may temporarily suspend you or transfer you to another position at the same rate of pay pending 
the outcome of the confirmatory test and, if requested, the confirmatory retest, provided the System believes 
that it is reasonably necessary to protect the health or safety of the employee, co-employee or the public. An 
employee who has been suspended without pay must be reinstated with back pay if the outcome of the 
confirmatory test or requested confirmatory retest is negative. 

 7.  The System may not discharge, discipline, discriminate against, or request or require the rehabilitation of 
you on the basis of medical history information revealed to the System when you consented to the test unless 
you were under an affirmative duty to provide the information before, upon or after hire. The System 
recognizes that no affirmative duty exists unless specifically stated in writing as part of an individual 
employee’s Return to Work Agreement or any other written agreement between the System and its 
employees. 

 8.  You will be given access to information in your employee personnel file relating to positive test result reports 
and other information acquired in the drug and alcohol testing process and conclusions drawn from and action 
taken based on the reports or other acquired information. 

 

 9.  The test results will be considered invalid if the System or laboratory does not follow the conditions set forth 
in the Viking Library System Personnel Policy. 

 

10. All written information required to be delivered to the System under the Drug and Alcohol Testing Policy 
must be sent to: Director of Viking Library System, 1915 Fir Avenue West, Fergus Falls, MN  56537  

 
 
Date 
  
 
  
Director 
Viking Library System, 1915 Fir Avenue West, Fergus Falls, MN  56537 
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APPENDIX 4 
 

VIKING LIBRARY SYSTEM 
RELEASE TO RETURN TO WORK AGREEMENT 

 
You have been on medical leave of absence from work for __________________weeks for treatment for 
admitted alcohol/drug abuse. We received a statement signed by a licensed provider stating you have been 
released to return to work. 

We encourage your continued recovery. We do expect you to be in full compliance with the discharge plan of 
continuing recovery and will be receiving regular updates on your participation in the program as outlined by 
___________________________________. 

Your continued abstinence from drugs/alcohol is essential and you will be subject to unannounced drug / 
alcohol tests pursuant to the System Employee Drug and Alcohol Testing Policy. The period for unannounced 
drug/alcohol tests will expire on __________________, 20____. A positive drug/alcohol test, refusal to take an 
unannounced drug/alcohol test, or non-compliance with the requirements of your continuing recovery program 
may result in discipline, including the possibility of theimmediate termination, consistent with the Viking 
Library System Personnel Policy. 

Employee   

Date  

Viking Library System Director  

Date  
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Viking Library System 
1915 West Fir Avenue, Fergus Falls, MN  56537 

Application for Employment 
 Date  
1.  Personal Data 
 Name   
  Last First Middle 

 Address   

    

 Home Phone    
  

 Alternate Phone   
 Are you either a U.S. citizen or legally eligible to hold employment in the United States?           yes             no     
  Do you have or will you be able to obtain a valid Minnesota driver’s license?            yes            no 

 2. Education 
 High School: 

 Name of School Location  

 Degree/Major Date of Graduation  

 College: 

 Name of School Location  

 Degree/Major Date of Graduation  

 Graduate School: 

 Name of School Location  

 Degree/Major Date of Graduation  

 Other: 

 Name of School Location  

 Degree/Major Date of Graduation  

 3. Position Desired 
 Title of position for which you are applying  

 Date available to begin employment  

 4. Employment History 
 List all work experience beginning with the most recent.   

 Employer Name  

 Employer Address  

 Job Title  

 Job Duties  

Appendix B:  Application Form 
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 Dates of Employment 
 
 Reason for Leaving 
  

 May we contact your current employer?  yes no  

 Employer Name  

 Employer Address  

 Job Title  

 Job Duties  

 Dates of Employment 
 
 Reason for Leaving  

   
 5. Special Needs 
 Do you have any physical condition or liability that may limit your ability to perform the job applied for?   

 If yes, what can be done to accommodate your limitations?  

   

   

   
  
 6. Professional References 

 Name  

 Address  

 Phone Number  

 email  

 Name  

 Address  

 Phone Number  

 email   

 Name  

 Address  

 Phone Number  

 email  
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 7. Personal Statement 
 Please indicate why you are interested in the position and what you hope to accomplish if selected. 

   

   

   

   

 Signature  

 I understand that by submitting this application I am confirming the truthfulness of the information provided 
herein.  
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Appendix C – Classification and Salary Schedule 
  
 A. Employees generally begin at the entry-level salary.  An employee may begin at a higher step of the 

salary schedule if he/she has outstanding qualifications based on experience and education. 
  Employees proceed by steps to the top of their position salary. 
  The entry level (base) salary will be adjusted annually, effective January 1, to reflect inflation.  The 

steps will be adjusted accordingly.  The Board of Trustees will, in consultation with the Director, 
determine the rate of increase, subject to budgeting realities. 

  In cases of exceptional merit and contribution to VLS, an employee may skip a step or advance earlier 
than stated above.  Such action is recommended to the Board of Directors with documentation.  The 
Board must approve all such action. 

  All salary increases are subject to VLS budgetary realities. 
 B. An employee may be promoted to another position when appropriate, based upon merit as evidenced 

by the acceptance of extra responsibilities or exceptional service.  The employee will advance to the 
base salary of the new position.  If the employee’s salary is greater than the base salary of the new 
position, then the employee’s salary will increase to the next highest step above their current salary.  
The promoted employee has a six-month probationary period, but advances in salary according to the 
existing salary schedule.   

 

VLS Salary Schedule 
2017 
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 Appendix D:  Job Descriptions 
 
Position:  Director 
Description:  a professional position responsible to the Governing Board and serving as the chief administrative 
officer of the system. 

Representative Duties and Responsibilities: 

 A. Program Development and Implementation:  The Director is charged with establishing and directing the 
library services for Viking Library System under the general guidance of the Governing Board. 

 1. Anticipates needs and recommends policies to the Governing Board as necessary.  Provides background 
information.  Carries out the approved policies of the Board.  Evaluates system services. 

 2. Attends all board meetings and acts with all standing and special committees of the Board.  Prepares 
agenda for board meetings in consultation with the board president. 

 3. Is responsible for compliance with the provisions of the applicable state and federal laws, rules and 
regulations. 

 4. Develops long range plans for the System in cooperation with committee.  Provides leadership in attaining 
goals and in the improvement of library services throughout the six county area. 

 B. Fiscal Management:  The Director is charged with maintaining the financial integrity of Viking Library 
System in coordination with the Board Treasurer. 

 1. Prepares an annual budget and other documents for Board consideration. 
 2. Makes budget presentations to funding authorities in conjunction with the Board.  Prepares state, federal 

and private grant applications. 
 3. Certifies all bills and money expended, countersigns checks, and presents monthly and annual financial 

and progress reports to the Board.  Invests funds according to Board policies. 
 4. Negotiates bids and contracts for service.   

 C. Staff and Office Operations:  The Director is charged with both direct and indirect supervision of all system 
staff and the efficient functioning of the VLS headquarters facility. 

 1. Hires, supervises and evaluates system staff.  Delegates personnel authority as needed. 
 2. Assigns duties and delegates responsibilities to efficiently support VLS operations. 
           3. Responsible for all aspects of human resources activities and functions including: tax employment 

documents, health insurance, worker’s comp and MN State retirement. 
 4. Supervises and coordinates office procedures and functions. 
 5. Responsible for monitoring and addressing office, building, and vehicle needs to insure that adequate 

space, furniture, equipment and transport are provided and maintained for effective working conditions. 

 D. External Relations:  The Director is charged with developing and maintaining a positive image for the System 
and when representing VLS interests. 

 1. Carries on regular communication with member library directors, library boards and governmental bodies 
including local, county and state elected officials.  Active member of the MLA Legislative Committee. 

 2. Provides professional and technical assistance to member libraries. 
 3. Develops programs to publicize and promote system services. 
 4. Represents the system to outside agencies and the public. 
 5. Maintains active membership in professional state and national library organizations. (MLA, ALA, PLA) 

 E. Extension Services:  The Director is charged with administrative responsibilities relating to Extension 
Services which include: Member Library Delivery Service; Bookmobile; Group Home and Daycare | Head 
Start delivery programs. 

 1. Consults with staff concerning scheduling. 
 2. Responsible for proper maintenance and replacement of vehicles. 
          3.   Ensures development of appropriate public relations materials. 
          4.   Selects materials; assigns staff members to purchase additional materials. 
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 F. Automation:  The Director is charged with serving as Automation Project Coordinator and System Manager. 
 1. Provides extensive leadership in the management and evaluation of the integrated library system as well as 

providing recommendations for upgrades. 
 2. Schedules workshops to assist in the ongoing learning process for member library directors and trustees.                                                                
 3. Oversees maintenance of the system and the ordering and installation of system upgrades. 
 4. Delegates responsibilities concerning the automation system to VLS staff.  
 5. Serves as an ex-officio member to committees established to set standards for the system. 
 6. Serves as consultant to all participants for both theoretical and practical matters. 
 7. Serves as administrator of the MnLINK Gateway Server Site.  
          8.    Serves as a member of the MnLINK Gateway Operations Committee. 
 9. Monitor and assigns broadband access within state guidelines to member libraries.  Works with NW-

LINKS and MLA to encourage adequate access to high speed telecommunications. 

 G. Legacy Program:  the Director is charged with administrative responsibilities concerning the Legacy 
Program. 

 1. Files state applications for funding. 
 2. Serves as consultant to the Legacy Coordinator in all aspects of designing and carrying out the Legacy 

program. 
 3. Responds to questions and mediates differences regarding rules, regulations and financial decisions. 
 4. Tracks expenditures and files required state reports. 
 5. Attends statewide system administrator-level meetings as necessary and required. 

Minimum Requirements 

 1. ALA accredited MLS degree. 
 2. Five to seven years of professional library experience including progressive public library management 

experience covering a broad range of financial, administrative, supervisory and operational activities. 
 3. Ability to plan, organize, and implement library service in a federated context including conducting 

research and preparing reports.  
 4. Excellent verbal and written communications and interpersonal skills including the ability to speak in 

public and work well with member librarians and boards, funding authorities, and other library staff. 
 5. Broad knowledge of current public library practice and procedures and the ability to adapt that knowledge 

to local conditions and impart it to others. 
 6. Ability to supervise professional, paraprofessional and clerical staff in a fair and consistent manner. 
 7. Should have an understanding of rural life. 
 8. Good driving record and acquisition of a Minnesota driver’s license within 60 days of employment. 

Physical Requirements:  Position operates in a professional office environment. 

 1. Requires reasonable physical vitality to travel long distances and work a flexible schedule.   
 2. Requires the ability to sit for extended periods of time, and work at a computer screen and keyboard for 

lengthy periods. 
 3. Requires the ability to talk, and express/exchange ideas and to gather and convey detailed information to 

others accurately. 
 4. Requires the ability to lift up to 25 lbs. occasional and/or up to 10 pounds frequently and adequate force to 

lift, carry, push, pull or otherwise move objects in the performance of the job.  
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Position:  Public Library Consultant  
Description:  a professional position responsible to the Director with special emphasis on services to public libraries. 

 A. Member Library Services:  The Public Library Consultant is charged with primary coordination and conduct 
of VLS services to all member libraries within a federated context.  (49% of position.) 

  Methods of accomplishing this include: 
 1. Providing general consultant services to member library staffs and boards on all phases of library 

operation. 
 2. Addressing specific member library problems, situations and questions as they arise. 
 3. Visiting member libraries as requested to discuss library issues and local problems. 
 4. Holding member library directors meetings/continuing education events at least quarterly. 
 5. Acting as a communications link between VLS and member libraries and providing the director with input 

on member library needs and desires. 
 6. Responding to information requests concerning the annual reports; filing completed reports with State 

Library Services. 
 7. Consulting with member library directors in the development of grant applications. 
8.  Serving as the VLS representative to the summer reading program. 
 9. Serving as the VLS representative to and trainer for the Voluntary Certification program.  

 B. Legacy Funds:  The Public Library Consultant will serve as the Viking Library System lead on the Legacy 
Funds Program. (40%) 
Duties include but are not limited to:  
1.  Serving as staff to the VLS Legacy Steering Committee. 
2.  Serving as the VLS Legacy Coordinator at statewide meetings. 
 3. Carrying out VLS responsibilities concerning the statewide Legacy Program. 
 4. Designing and carrying out the VLS regional Legacy programming. 
 5. Assisting local libraries in carrying out local Legacy programming. 
 6. Assisting the VLS Director in tracking and reporting the Legacy activities and expenditures. 

 C. Website Management:  (1%) 
Methods of accomplishing this include:   
 1. Updating and maintaining the VLS webpage. 

 D. Other Services:  The Public Library Consultant may be called upon to perform other activities of a 
professional nature (10%).   
  These may include but are not limited to: 
 1. Preparing applications for private or special grants. 
2.  Acting in the absence of the director. 
 3. Performing additional duties in specified areas depending on the changing needs of the system. 

Minimum requirements: 
 1. MLS from an ALA accredited library school required. 
 2. Seven years progressively responsible public library experience including supervisory/ 
  administrative responsibilities preferred. 
 3. Knowledge of public library practice and procedures and the ability to impart that knowledge to others. 
 4. Excellent communication and interpersonal skills including the ability to work well with member librarians 

and boards, the VLS director and staff and the public in general. 
 5. An understanding of and empathy for rural public library service in a federated context. 
 6. Knowledge of and experience with integrated library systems and a variety of library materials and 

equipment. 
 7. Administrative and supervisory abilities. 
 8. Good driving record and acquisition of Minnesota driver’s license within 60 days of employment. 
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Position:  IT Coordinator 
 
Description:  a technical position under the supervision of the Director, which involves responsibility for providing 
technical support for hardware and specific software for the computer and telecommunications networks of the 
Viking Library System. 
 
 A. Telecommunication Lines and Equipment:  Supervises and carries out overall troubleshooting of the VLS 

telecommunications network. 
 1. Respond to reports of circuit issues including contacting and working with the telecommunications 

providers. 
 2. Troubleshoot all telecommunications equipment at central and remote sites including: firewalls, routers, 

switches and hubs. 
 3. Work with NW-LINKS or other appropriate agencies on the ordering and installation of telecomm lines 

and equipment upgrades. 
 B. VLS/Dynix Automation System  

 1. Troubleshoot all Dynix hardware and peripherals at both central and remote sites; including Linux 
operating system. 

 2. Repair or replace Dynix hardware and peripherals as required. 
 3. Install new Dynix equipment. 
 4. Perform routine hardware maintenance.   
 5. Execute system software upgrades.  

 C. PC Workstations 
 1. Troubleshoot all central and remote site PC workstations and peripherals. 
 2. Repair or recommend replacement of PC’s and peripherals as required. 
 3. Recommend PC workstation purchase packages as requested by member libraries. 
4.  Conduct routine PC-troubleshooting training sessions. 

 D. Windows Server/Webserver/Exchange Server 
 1. Maintain email service to central site and remote library staffs. 
 2. Maintain Antivirus Management Console. 
 3. Provide consultant services on network security to remote sites. 
 4. Provide recommendations on local area networking at remote locations. 
 5. Maintain NetWatch. 
 6. Maintain active directory and content filters. 

 E. Other Services 
 1. Attend Automation Committee meetings, MnLINK Technical and other related meetings as assigned. 
 2. Performs other duties as assigned. 

 
Minimum Requirements 
 1. Two-year degree in computer science, networking or commensurate experience or training. 
 2. Must maintain current Power Limited Technician License. 
 3. Good driving record and acquisition of Minnesota driver’s license within 60 days of employment. 
 4. Reasonable physical vitality to travel long distances and work a flexible schedule. 
 5. Ability to communicate clearly. 
 6. Must be able to lift 50 lbs. 
 7. Must be able to reach above head while in standing position. 
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Position:  Administrative Assistant 
Description:  a technical position under the supervision of the Director, which involves responsibility for the organization 
and management of office operations. 
Duties and responsibilities: 
 A. Board  

 1. Compile and send monthly board mailings.  
 2. Attend all monthly board meetings and record minutes.  
 3. Send announcements of all upcoming board meetings to newspapers of record.   
 4. Prepare handbooks for all incoming board members.  
 B. Administrative Assistant   

 1. Type reports, budgets, grant applications, manuals, correspondence and other documents using word processing, 
spreadsheets and databases. 

 2. Maintain all official business, correspondence, personnel, administrative and financial files.  
 3. Maintain directories of VLS Governing Board members, County Commissioners, Member Libraries, Member 

Library Boards and other data as needed.   
 4. Works closely with Director in performing necessary administrative tasks. 
 C. General Office  

 1. Answer multi-line phone system and route calls appropriately.   
 2. Assist walk-in patrons and check out materials as necessary. 
 3. Order and maintain library and office supplies. 
 4. Make arrangements for administrative vehicle maintenance and building repair.   
 5. Perform routine maintenance on select office machines and make arrangements for repair. 
 6. Opens and routes mail.   
 7. Delivers outbound mail to post office. 
D.  Financial  

 1. Prepare vouchers for approval by Director and process checks for mailing.  
 2. Receipt all incoming funds and maintains a daily record for the auditor.   
 3. Deposit and transfer funds with appropriate record keeping.   
 4. Prepare monthly check disbursement reports. 
 5. Make certificate of deposit investments at the request of the Director.  
 6. Provide assistance to auditor as requested. 
 E. Bookmobile  

 1. Place book orders, maintain acquisition records and keep track of standing order plans.  
 2. Maintain database of periodicals, check in periodicals and place renewal orders.  
 3. Prepare bookmobile schedule for printer and make posters as requested. 
 4. Submits bookmobile schedule for website posting. 
 F. Member Libraries   

 1. Order automation supplies on request.  
 2. Assist member library staff by answering questions, providing information and routing requests for assistance.   
 3. Input patron statistical codes on all registrations. 
 4. Send bills and maintain accounts receivable records. 
 G. Staff  

 1. Prepare, distribute and review monthly time cards.  Provide reports of accrued leave. 
 2. Maintain Petty Cash and Petty Cash Checking accounts.  
 3. Assign extra clerical and maintenance tasks as needed.  
Minimum Requirements: 

 1. Relevant work experience, preferably in a library. 
 2. Relevant post-secondary education. 
 3. Excellent office skills. 
 4. Ability to work with a minimum of supervision, sometimes under pressure of time. 
 5. Ability to maintain effective working and personal relations with the public, member libraries, VLS staff in general 

and the Director in particular. 
 6. Ability to communicate clearly both orally and in writing. 
 7. Supervisory skills. 
 8. Advanced computer skills required including proficiency in MS Word, MS Excel, various desktop publishing 

packages and Adobe Distiller. 
 9. Maintenance of good driving record and valid license. 
 10. Bookkeeping skills beneficial.  
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Position:   Bookmobile Librarian/Driver 
 
Description:  A technical position under the direct supervision of the Director, with responsibility for the operation 
and maintenance of the bookmobile and its direct public service activities. 

 A. Duties and responsibilities 
 1. Drives the bookmobile safely and courteously while maintaining a fixed schedule. 
 2. Meets the public and is responsible for direct public service on the bookmobile. 
 3. Responsible for circulating library materials and the quality and appearance of the bookmobile collection. 
 4. May select materials in areas as designated by the director.  Weeds the collection in conjunction with a 

library assistant. 
 5. Maintains accurate statistics and records inter-library loans and shares responsibility of processing with the 

Bookmobile Library Assistant. 
 6. Plans bookmobile routes and scheduling of stops for the approval of the Director. 
 7. Responsible for the maintenance of both Bookmobiles.  May perform routine maintenance and minor 

repairs. 
 8. Provides readers advisory services to bookmobile patrons. 

 9. Conducts data uploads, and prints exceptions reports. 
 10. Substitutes for delivery drivers as needed. 
 11. Provides deposit collections to nursing homes, jails and other institutions. 
 12. Distributes bookmobile schedules and posters. 
 13. Registers borrowers on bookmobile and Horizon system. 
 14. Performs other duties as assigned. 
 

Minimum Requirements 

 1. Combination of college and relevant work experience, preferably in a library. 

 2. Basic knowledge of mechanics. 

 3. Knowledge of all library materials as well as interests of library users. 

 4. Knowledge of additional information resources. 

 5. Basic computer skills including:  keyboarding, use of mouse, Microsoft commands, MS Office and MS 
Word familiarity. 

 6. Ability to communicate verbally and function well in a public service situation. 

 7. Interest in providing direct public library service. 

 8. Ability to work with a minimum of supervision. 

 9. Valid driver’s license and good driving record. 

 10. Must be able to demonstrate the ability to understand and use the Dewey Decimal System. 

 11. Must be able to lift 50 lbs. 

 12. Must be able to reach above head while in a standing position. 

 13. Reasonable physical vitality to travel and work long hours. 
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Position:  Bookmobile Library Assistant II 
 

Description:  A technical/clerical position under the direct supervision of the Director, with responsibility for clerical 
functions associated with bookmobile service. 

 A. Duties and responsibilities 

 1. Supervises bookmobile clerks: trains new staff, assigns special projects/duties, provides input to 
evaluations. 

 2. Rides the bookmobile and is involved in the direct circulation of materials to the public.  May check 
materials in or out, helps patrons find items, reshelves materials and is responsible for maintaining 
circulation files. 

 3. Assists in re-stocking the bookmobile and maintaining the collection. 

 4. Weeds collection with assistance of Bookmobile Driver. 

 5. Processes interlibrary loans for bookmobile. 

 6. Registers borrowers on bookmobile and Horizon system. 

 7. May select materials for purchase in areas designated by the director. 

 8. Answers bookmobile correspondence and maintain adequate records. 

 9. Compiles monthly statistical reports and summaries as needed. 

 10. Provides original cataloging for bookmobile materials as well as member libraries as requested. 

 11. Provides readers advisory assistance to patrons. 

 12. Conducts data upload and printer exceptions report. 

 13. Carries out tasks associated with Minitex delivery. 

 14. Designs are carries out Summer Reading Program. 

 15. Begins VDX process for incoming materials. 

 16. Member of Cataloging and Automation Committees 

 17. Performs other duties as assigned. 
 

Minimum requirements: 

 1. Relevant work experience, preferably in a library. 

 2. Knowledge of books and interests of library users. 

 3. Computer knowledge and experience. 

 4. Excellent typing and clerical skills. 

 5. Ability to communicate clearly both orally and in writing. 

 6. Ability to work with minimal supervision. 

 7. Ability to function well in a public position. 

 8. Valid driver’s license and good driving record. 

 9. High school degree with post high school education preferred. 

 10. Must be able to demonstrate the ability to understand and use the Dewey Decimal System. 

 11. Must be able to lift 50 lbs. 

 12. Must be able to reach above head while in a standing position. 

 13. Reasonable physical vitality to travel and work long hours. 
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Position:  Bookmobile Library Assistant I 
 
Description:  A technical/clerical position under the direct supervision of the Director, with responsibility for clerical 
functions associated with bookmobile services. 

 A. Duties and responsibilities 

 1. Rides the bookmobile and is involved in the direct circulation of materials to the public.  Checks materials in 
or out, helps patrons find items, reshelves materials and is responsible for maintaining circulation files. 

 2. Assists in re-stocking the bookmobile and in maintaining the collection.  Weeds collection. 

 3. Registers patrons on bookmobile and Horizon system. 

 4. Processes books, CDs/DVDs and other library materials for bookmobiles.  Repairs damaged library materials. 

 5. Provides readers advisory assistance to patrons. 

 6. Conducts data upload and prints exceptions report. 

 7. May select materials for purchase in areas designated by the director. 

 8. Completes the VDX circulation process including pull list. 

 9. Performs other duties as assigned. 
 
Minimum Requirements 

 1. Relevant work experience, preferably in a library. 

 2. Knowledge of all library materials as well as interest of library users. 

 3. Excellent typing and clerical skills. 

 4. Basic computer skills including:  keyboarding, use of a mouse, Microsoft Commands, MS Office and MS 
Word familiarity. 

 5. Ability to communicate clearly both orally and in writing. 

 6. Ability to work with minimal supervision. 

 7. Ability to function well in a public position. 

 8. Valid driver’s license and good driving record. 

 9. High school degree with post high school education preferred. 

 10. Must be able to demonstrate the ability to understand and use the Dewey Decimal System. 

 11. Must be able to lift 50 lbs. 

 12. Must be able to reach above head while in a standing position. 

 13. Reasonable physical vitality to travel and work long hours. 
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Position:  Delivery Driver 
 
Description:  A technical/clerical position under the direct supervision of the Director, with responsibility for 
operation of the delivery van and associated clerical functions. 
 
A.  Duties and Responsibilities: 

 1.   Drives delivery route on alternate days. 

 2.   May carry out duties associated with Minitex/VDX interlibrary loan process. 

 3.   May prepare and distribute delivery calendar and routing slips. 

 4.   Provides morning and afternoon Fergus Falls Public Library pickup. 

 5.   Provides delivery to MSCTC-Fergus Falls and Alexandria Technical College, as well as Henning, 
Underwood and West Central Schools, as necessary.   

 6. May be responsible for upkeep of delivery van. 
 

Minimum Requirements 

 1. Relevant work experience, preferably in a library. 

 2. Knowledge of library materials and interests of library users. 

 3. Excellent clerical skills. 

 4. Ability to communicate clearly both orally and in writing. 

 5. Ability to work with minimal supervision. 

 6. Ability to function well in a public position. 

 7. Valid driver’s license and good driving record. 

 8. High school degree with post high school education preferred. 

 9. Must be able to lift 50 lbs. 

 10. Must be able to reach above head while in a standing position. 

 11. Reasonably physical vitality to travel and work long hours. 
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Position: Automation Library Assistant II 
 
Description:  A technical/clerical position, under the general supervision of the Director, with responsibilities in 
automation and general office areas. 

Duties and responsibilities: 

 A. Automation 

 1. Supervises maintenance of the Horizon database including additions, deletions and authority control. 

 2. Conducts Bibliofile upload, Day-End processing and Horizon backup. 

 3. Prepares and prints reports and recall statements. 

 4. Troubleshoots Horizon hardware and software for member libraries. 

 5. Attends Automation and Cataloging Committees and related meetings as assigned. 

 6. Membership on the MnLINK ILL Users Group. 

 7. Communicates with Horizon in conjunction with Director. 

8.  Edits bibliographic records before adding to the Horizon database. 

 9. Designs, coordinates and implements a regular course of training. 

 B. Member Library Services and Special Collections 

1.  Responsible for all bookings of special materials from the VLS office. 

 2. Processes audio-visual interlibrary loan requests. 

 3. Uploads OCLC records for Overdrive digital bibliographic records. 

 4. Provides online support for Overdrive patrons. 

 5. Repairs CDs and DVDs from VLS collections as well as member library collections. 

 C. Administration 

 1. Oversees and supervises clerical staff in the processing of borrower registrations.   

 2. Acts as receptionist during any administrative assistance absence.  May also be called upon to perform 
other administrative assistant activities. 

 3. Collects monthly statistics from bookmobile and member libraries and prepares them for distribution. 

4.  Supervises and carries out VDX interlibrary loan process. 

5 . Carries out tasks associated with Minitex delivery. 

Minimum requirements: 

 1. Relevant work experience. 

 2. Knowledge of books and interests of library users. 

 3. Excellent computer skills required.  Good typing and clerical skills. 

 4. Ability to communicate both orally and in writing. 

 5. Ability to work with minimal supervision. 

 6. High school degree with post high school education preferred. 

 7. Must be able to communicate verbally with the public. 

 8. Must be able to demonstrate the ability to understand and use the Dewey Decimal System. 

 9. Must be able to reach above head while in a standing position. 
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Position:  Automation Library Assistant I 
 
Description:  A clerical position responsible to a designated supervisor to assist in performance of necessary system 
activities.  Works under close supervision. 

 A. Duties and responsibilities 

 1. Processes Bookmobile materials. 

 2. Builds and maintains VLS/Dynix Database on Bibliofile. 

 3. Builds and maintains VLS/Dynix Patron Database. 

 4. Conducts annual VLS book sale. 

 5. Other duties as assigned. 
 
Minimum requirements: 

 1. High school degree. 

 2. Excellent health and physical ability to lift mail bags and other items, up to 50 lbs. 

 3. Knowledge of libraries as gained from personal use. 

 4. Good clerical, typing and computer skills. 

 5. Valid driver’s license and maintenance of good driving record. 

 6. Must be able to communicate verbally with public. 

 7. Must be able to demonstrate the ability to understand and use the Dewey Decimal System. 

 8. Must be able to reach above head while in a standing position. 
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Position:  Outreach Library Assistant I – Group Homes 
 
Description:  A technical/clerical position, under the general supervision of the Director, responsible for the Group 
Home outreach program. 
 
Duties and responsibilities: 

Group Homes 

 A. Selection 

 1. Selects, orders and withdraws materials. 

 2. Prepares and maintains packets for rotation. 

 3. Creates materials lists and appropriate records. 

 4. Responsible for cleaning and repair of a/v materials. 
 

 B. Rotation 

 1. Prepares and maintains packets for rotation. 

 2. Maintains and updates materials lists and appropriate records. 

 3. Communicates with contact people at Group Homes. 

 4.   Provides monthly delivery of Group Home Rotating packets. 
  

 C. Other duties as assigned. 
  
 
Minimum requirements: 

 1. High school degree with post-high school education preferred. 

 2. Basic computer skills.  Good typing, filing and clerical skills. 

 3. Ability to communicate both orally and in writing. 

 4. Ability to work with minimal supervision. 

 5. Valid driver’s license and maintenance of a good driving record. 

 6. Physical ability to lift containers of library materials weighing 50 lbs.   

 7. Knowledge of library materials preferred. 
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Position: Outreach Library Assistant I – Daycares and Head Start 

Description:  A technical/clerical position, under the general supervision of the Director, responsible for the Daycare 
and Head Start outreach program. 

Duties and responsibilities: 

Daycare and Head Start 

 A. Selection 

 1. Selects, orders and withdraws all materials. 

 2. Prepares and maintains packets for rotation. 

 3. Creates materials lists and appropriate records. 

 4. Cleans and repairs daycare videos and schedules use of video cleaning machine.   
 

 B.   Rotation 

 1. Prepares and maintains packets for rotation. 

 2. Maintains and updates materials lists and appropriate records. 

 3. Prepares, manages and posts rotation schedule.  Materials are delivered using bookmobile and delivery 
vehicles and personnel. 

 4. Communicates with contact people at daycares and Head Starts. 

 5. May be responsible for review and replacement of transport materials. 

  

 C. Other duties as assigned. 
  
Minimum requirements: 

 1. High school degree with post-high school education preferred. 

 2. Basic computer skills.  Good typing, filing and clerical skills. 

 3. Ability to communicate both orally and in writing. 

 4. Ability to work with minimal supervision. 

 5. Valid driver’s license and maintenance of a good driving record. 

 6. Physical ability to lift containers of library materials weighing 50 lbs.   

 7. Knowledge of library materials preferred. 
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Position:  Director 

Viking Library System 
Performance Evaluation Form 

Director 
 

Name of Staff  

Position Employment Date  System Employment Date  

    Date of Evaluation  

Salary: Current Annual Salary  Step Number  

Recommended Annual Salary  Step Number  

 High Low No Opinion 
 5 4 3 2 1 0  
 I. INITIATIVE 
  Takes action without being told.  Effective in coping with unusual situations and problems.  Has new 

ideas, starts action and uses originality to meet and handle work situations.  Can work independently. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 2. RELATIONSHIP WITH BOARD (AS A WHOLE) 
  Keeps informed of progress of programs and possible problems which may develop.  Transmits this 

information in a timely manner.  Complies with Board’s instructions,  and works through the Board rather 
than around it. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 3. RELATIONSHIP WITH PUBLIC 
  Establishes, maintains and improves relationships with external contacts such as patrons, suppliers, 

community leaders and governmental groups. 

  COMMENTS:  
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 High Low No Opinion 
 5 4 3 2 1 0 

 4. RELATIONSHIP WITH STAFF AND PEERS 
  Keeps staff and peers informed of pertinent projects, results, and problems.  Relays information at the 

appropriate times.  Seeks or offers staff and peer assistance and advice as needed.  Successful and 
productive in working with staff and peers. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 5. BUDGET PREPARATION 
  Shows evidence of thorough budget preparation, furnishes adequate background information and 

effectively communicates the budget priorities to the Board.  Expectations are realistic in view of regional 
financial conditions and moneys are equitably distributed among library departments. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 6. MANAGING AND DEVELOPING SUBORDINATES 
  Directs subordinates in their assigned functions and follows up to ensure desired results.  Keeps 

subordinates informed of and enforces Library policies and procedures.  Is sensitive to employee problems 
and attempts to find solutions.  Keeps subordinates appraised of the performance.  Identifies areas in which 
training is needed and arranges work assignments in order to facilitate learning.  Motivates subordinates 
to do best job possible.  Works with others harmoniously without regard to race, religion, national origin, 
sex, age or handicap. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 7. COST CONTROL 
  Controls costs and meets budgetary objectives through such methods as eliminating unnecessary 

operations, prudent use of resources, meeting cost objectives, etc. 

  COMMENTS:  
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 High Low No Opinion 
 5 4 3 2 1 0 

 8. PLANNING 
  Schedules work assignments in order to meet deadlines and uses subordinates and resources most 

effectively.  Can set goals and prioritizes assignments appropriately.  Can cooperate effectively with others 
in designing work schedules or assignments.  Anticipates future needs or problems. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 9. QUANTITY OF WORK 
  Accomplishes job objectives by following assignments and self-initiated projects through to completion.  

Acceptable volume of work compared with what may reasonably be expected under existing job 
circumstances.  Meets reasonable deadlines for work completion. 

  COMMENTS  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 10. QUALITY OF WORK 
  Provides adequate documentation where expected.  Goes beyond stated requirements as appropriate, to 

provide a better product or result.  Accuracy, thoroughness, clarity and usefulness evident in completed 
assignments.  Caliber of work produced or accomplished. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 11. WRITTEN COMMUNICATION 
  Show clear, concise skills when expressing ideas in writing. 

  COMMENTS:  
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 High Low No Opinion 
 5 4 3 2 1 0 

 12. ORAL COMMUNICATION 
  Speaks clearly and has an understandable vocabulary.  Expresses ideas well and quickly.  Easy to follow 

development of ideas. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 13. JOB KNOWLEDGE 
  Understands the principles, concepts, techniques, requirements, etc. necessary to accomplish job duties.  

Keeps abreast of trends, developments, markets, product innovations and/or new concepts in the field 
which may improve ability to perform job function. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 14. SUMMARY OF DESCRIPTION OF PERFORMANCE 
  Describe the employee’s major assets, strengths and abilities as well as limitations and areas requiring 

improvement in the light of their relationship to the foregoing and to the requirements of his present 
position. 

  COMMENTS:  

    

    
  
   
 
 
 
 
 
 
 
 
Signature of Board President  Date 

  
Signature of Director  Date  
 (Employee’s signature does not indicate that s/he agrees with the evaluation.) 
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Viking Library System 
Performance Evaluation Form 

Supervisory Staff 
 

Name of Staff  Position  

Position Employment Date  System Employment Date  

Name of Supervisor  Date of Evaluation  

Salary: Current annual salary  Step Number  

 Recommended annual salary  Step Number  

 

 High Low No Opinion 
 5 4 3 2 1 0 
 1. INITIATIVE 
  Takes action without being told.  Effective in coping with unusual situations and problems.  Has new 

ideas, starts action and uses originality to meet and handle work situations.  Can work independently. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 
 2. RELATIONSHIP WITH PUBLIC 
  Establishes, maintains and improves relationships with external contacts such as patrons, supplier, 

community leaders and governmental units. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 
 3. RELATIONSHIP WITH STAFF AND PEERS 
  Keeps staff and peers informed of pertinent projects, results and problems.  Relays information at the 

appropriate times.  Seeks or offers staff and peer assistance and advice as needed.  Successful and 
productive in working with staff and peers. 

  COMMENTS:  
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 High Low No Opinion 
 5 4 3 2 1 0 
 4. COST CONTROL 
  Controls costs and meets budgetary objectives through such methods as eliminating unnecessary 

operations, prudent use of resources, meeting cost objectives, etc. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 
 5. MANAGING AND DEVELOPING SUBORDINATES 
  Directs subordinates in their assigned functions and follows up to ensure desired results.  Keeps 

subordinates informed of and enforces Library policies and procedures.  Is sensitive to employee problems 
and attempts to find solutions.  Keep subordinates appraised of their performance.  Identifies areas in 
which training is needed and arranges work assignments in order to facilitate learning.  Motivates 
subordinates to do best job possible.  Works with others harmoniously without regard to race, religion, 
national origin, sex, age or handicap. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 
 6. PLANNING 
  Schedules work assignments in order to meet deadlines and uses subordinates and resources most 

effectively.  Can set goals and prioritizes assignments appropriately.  Can cooperate effectively with others 
in designing work schedules or assignments.  Anticipates future needs or problems. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 
 7. QUANTITY OF WORK   
  Accomplishes job objectives by following assignments and self-initiated projects through to completion.  

Acceptable volume of work compared with what may reasonably be expected under existing job 
circumstances.  Meets reasonable deadlines for work completion. 

  COMMENTS:  

    

    

 High Low No Opinion 
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 5 4 3 2 1 0 

 8. QUALITY OF WORK 
  Provides adequate documentation where expected.  Goes beyond stated requirements, as appropriate, to 

produce a better product or result.  Accuracy, thoroughness, clarity and usefulness evident in completed 
assignments.  Caliber of work produced or accomplished. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 9. WRITTEN COMMUNICATION 
  Shows clear, concise skills when expressing ideas in writing. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 10. ORAL COMMUNICATION 
  Speaks clearly and has an understandable vocabulary.  Expresses ideas well and quickly.  Easy to follow 

development of ideas. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 11. JOB KNOWLEDGE 
  Understands principles, concepts, techniques, requirements, etc. necessary to accomplish job duties.  

Keeps abreast of trends, developments, markets, product innovations and/or new concepts in the field 
which may improve ability to perform job function. 

  COMMENTS:  
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 High Low No Opinion 
 5 4 3 2 1 0 

 12. MANAGEMENT QUALITY 
  Understands and carries out Director’s and Board’s direction.  Communicates to Director effectively.  

Uses principles of management. 

  COMMENTS:  

    

    

 High Low No Opinion 
 5 4 3 2 1 0 

 13. SUMMARY OF DESCRIPTION OF PERFORMANCE 
  Describe the employee’s major assets, strengths and abilities as well as limitations and areas requiring 

improvement in the light of the relationship to the foregoing and the requirements of the present position. 

  COMMENTS:  

    

    

Workshops/conferences attended during the year: 

 

 

 

Objectives for next appraisal period: 

 

 

 

Long term training and development goals: 

 

 

 
Director’s Signature  Date  

Employee’s Signature  Date  
  (Employee’s signature does not indicate that s/he agrees with the evaluation.) 
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Viking Library System 
Performance Evaluation Form 

Non-Supervisory Staff 
 

Name of Staff  Position  

Position Employment Date  System Employment Date  

Name of Supervisor  Date of Evaluation  

Salary: Current Annual Salary  Step Number  

 Recommended Annual Salary  Step Number  

ACCURACY is the correctness of work duties performed. 

 ______________ ______________ ______________ ______________ ______________ 
 Makes frequent Careless; makes Usually accurate; Requires little  Requires absolute 
 errors. recurrent errors. makes only average supervision; is  minimum of  
   number of mistakes. exact and precise. supervision; is almost 
     always accurate. 

ALERTNESS is the ability to grasp instructions, to meet changing conditions and to solve novel or problem 
situations. 

 ______________ ______________ ______________ ______________ ______________  
 Slow to Requires more than Grasps instructions  Usually quick to  Exceptionally keen 
 “catch on”. average instructions with average ability. understand and and alert. 
  and explanations.  learn.  

CREATIVITY is the talent for having new ideas, for finding new and better ways of doing things and for being 
imaginative. 

 ______________ ______________ ______________ ______________ ______________ 
 Rarely has a  Occasionally Has average Frequently suggests Continually seeks new 
 new idea; is comes up with imagination; has new ways of doing and better ways of doing 
 unimaginative. a new idea. reasonable number is very imaginative. things; is extremely  
   of new ideas.  imaginative. 

JOB KNOWLEDGE is the information concerning work duties which an individual should know for a 
satisfactory job performance. 

 ______________ ______________ ______________ ______________ ______________ 
 Poorly informed Lacks knowledge Moderately informed; Understands all Has complete mastery 
 about work duties. of some phases can answer most phases of work. of all job duties. 
  of work. common questions. 

QUANTITY OF WORK is the amount of work an individual does in a day. 

 ______________ ______________ ______________ ______________ ______________ 
 Does not meet Does just enough to Volume of work is Very industrious;  Superior work 
 minimum get by. satisfactory. does more than is  production record. 
 requirements.   required. 

COURTESY is the polite attention in individual gives other people. 

 ______________ ______________ ______________ ______________ ______________ 
 Blunt;  Sometimes tactless. Agreeable and  Always very polite Inspiring to others in 
 discourteous.  pleasant. and willing to help. being courteous. 
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ATTENDANCE is faithfulness in coming to work daily and conforming to work hours. 

 ______________ ______________ ______________ ______________ ______________ 
 Often absent without Lax in attendance Usually present and Very prompt; regular Always regular and  
 good excuse and/or  and/or reporting on time. in attendance. prompt; volunteers for 
 frequently reports  for work on time.   overtime when needed. 
 for work late.   

DEPENDABILITY is the ability to do required jobs well with a minimum of supervision. 

 ______________ ______________ ______________ ______________ ______________ 
 Requires close Sometimes requires Usually takes care of Requires little  Requires absolute  
 supervision; is prompting. necessary tasks and  supervision; is minimum of supervision. 
 unreliable.  completes with  reliable.  
   reasonable promptness.  

OVERALL EVALUATION is comparison with other employees with the same length of service on the job. 

 ______________ ______________ ______________ ______________ ______________ 
 Definitely  Substandard but Doing an average job. Definitely above Outstanding. 
 unsatisfactory. making progress.  average. 
 

Workshops/conferences attended during the year: 

 

 

 

Objectives for next appraisal period: 

 

 

 

Long term training and development goals: 

 

 

 

 

 

 
Director’s Signature  Date  

Employee’s Signature  Date  
  (Employee’s signature does not indicate that s/he agrees with the evaluation.) 
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