


 
 
 

VII. OLD BUSINESS 
A. PUBLIC LIBRARY STANDARDS POLICY REVIEW: FULL POLICY MANUAL (Pages 45-53) 

 
MOTION…THAT THE GREAT FALLS PUBLIC LIBRARY BOARD OF TRUSTEES APPROVE/DISAPPROVE THE LIBRARY 
POLICY MANUAL AS PRESENTED. 
 
SECOND                   PUBLIC COMMENT                   BOARD DISCUSSION             VOTE 
 
 

VIII. NEW BUSINESS 
A. GREAT FALLS PUBLIC LIBRARY UPDATED ORGANIZATIONAL CHART (Pages 54-57) 

 
MOTION . . . THAT THE GREAT FALLS PUBLIC LIBRARY BOARD OF TRUSTEES APPROVE/DISAPPROVE THE UPDATED 
FY2025 ORGANIZATIONAL CHART AS PRESENTED. 
 
SECOND                   PUBLIC COMMENT                   BOARD DISCUSSION             VOTE 
 

B. GREAT FALLS PUBLIC LIBRARY BOARD TRESPASS OVERSIGHT: INITIAL DISCUSSION (Pages 58-61) 
 

C. GREAT FALLS PUBLIC LIBRARY BOARD STAFF OVERSIGHT: INITIAL DISCUSSION (Pages 62-87) 
 

D. GREAT FALLS PUBLIC LIBRARY BOARD COMPLIANCE WITH FINANCIAL POLICIES: INITIAL DISCUSSION (Pages 88-94) 
 

E. EXECUTIVE SESSION: PERSONNEL ISSUE 
 

IX. PROPOSALS/COMMENTS FROM TRUSTEES 
 

X. ADJOURNMENT 
 
MOTION…THAT THE GREAT FALLS PUBLIC LIBRARY BOARD OF TRUSTEES ADJOURN THE MEETING. 
 
SECOND                   VOTE 
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Great Falls Public Library Vendor Summary (2220)
NOVEMBER 2024

1/5/2025

Vendor Name MTD YTD

Alert Security Systems (Security Camera System) -$                  485.00$               

AT Klemens Inc (Building Repair) 85.00$              824.50$               

Baker & Taylor (Jobber) 3,466.81$         11,213.85$          

Barnes & Noble Books (Materials Purchased) 64.79$              64.79$                 

Book Page (Subscription) -$                  414.00$               

Bronson, Bill (Negotiation  Council) 1,170.00$         5,550.00$            

Castle Branch (Background Checks) -$                  9.92$                   

Cengage/Gale (Jobber) 987.56$            2,707.91$            

Center Point (Jobber) -$                  44.94$                 

Central Lock and Safe (Keys) -$                  29.50$                 

Century Link (Telephone) 266.07$            1,010.51$            

Chemnet (Drug Testing) -$                  148.80$               

Choteau Acantha (Subscription) -$                  50.00$                 

Communication Resources (Phone/Network Systems) 130.00$            130.00$               

De Lage Landen         (Copier Agreement) 676.99$            3,718.74$            

Envisionware (renewal) -$                  575.00$               

Ferguson Enterprises (Maintenance Supplies) -$                  317.50$               

Fisher's Technology       (Copier Agreement) 607.46$            1,542.94$            

Great Falls ACE Hardware (Building Supplies) -$                  19.99$                 

Kone, Inc                         (Elevator Agreement) 4,559.28$         4,559.28$            

MASCO (Building Supplies) 74.88$              1,284.31$            

Mastercard 2,616.64$         10,120.10$          

Midwest Tape (Jobber) -$                  10,000.00$          

MNI Manufacturers' News Inc (Subscription) -$                  113.90$               

Montana Air Cartage (Courier Service) 455.40$            1,683.00$            

Morrison-Maierle (Network Maintenance) -$                  37.50$                 

National Laundry (Maintenance Supplies) 35.40$              139.40$               

North 40 Outfitters (Maintenance Supplies) -$                  163.87$               

OCLC Online (Annual Service) -$                  6,980.60$            

Overdrive (MT Library 2 Go) -$                  15,500.00$          

Pitney Bowes (Mailing Machine lease) -$                  369.69$               

Ron Hall Sprinklers          (Sprinkler Repairs/Winterize, lawn service) -$                  1,364.50$            

State of Montana (Montana Shared Library) -$                  28,202.70$          

State of Montana (Boiler Certificate) 72.00$              72.00$                 

USPS (postage for mailing unit) -$                  4,000.00$            

Vision Net, Inc                  (Internet Service) -$                  1,704.00$            

Wendt Advertising (Website Maintenance) 412.50$            412.50$               

WAR (Subscription) -$                  55.00$                 

15,680.78$    115,620.24$      
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Great Falls Public Library Vendor Summary (2220)
NOVEMBER 2024

1/5/2025

Amazon Materials Purchased 248.84$            

Amazon VGA port 28.68$              

Amazon Maintenance Supplies 106.90$            

Amazon Office Supplies 100.69$            

Billings Gazette Subscription 501.00$            

Evonence Google Services (September) 566.10$            

Evonence Google Services (October) 566.10$            

Montana Standard Subscription 297.00$            

Staples Office Supplies 121.27$            

Walgreens Office Supplies 20.97$              

Walmart Office Supplies 59.09$              

TOTAL: $2,616.64

Mastercard Transaction Breakdown
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Great Falls Public Library Vendor Summary (2220)
DECEMBER 2024

1/5/2025

Vendor Name MTD YTD

Alert Security Systems (Security Camera System) -$                  485.00$               

AT Klemens Inc (Building Repair) -$                  824.50$               

Baker & Taylor (Jobber) 2,030.81$         13,244.66$          

Barnes & Noble Books (Materials Purchased) -$                  64.79$                 

Book Page (Subscription) -$                  414.00$               

Bronson, Bill (Negotiation  Council) 1,545.00$         7,095.00$            

Castle Branch (Background Checks) -$                  9.92$                   

Cengage/Gale (Jobber) 549.27$            3,257.18$            

Center Point (Jobber) -$                  44.94$                 

Central Lock and Safe (Keys) -$                  29.50$                 

Century Link (Telephone) -$                  1,010.51$            

Chemnet (Drug Testing) -$                  148.80$               

Choteau Acantha (Subscription) -$                  50.00$                 

CM Russell Museum (Museum Consort. Membership) 500.00$            500.00$               

Communication Resources (Phone/Network Systems) -$                  130.00$               

De Lage Landen         (Copier Agreement) 676.99$            4,395.73$            

Envisionware (renewal) -$                  575.00$               

Ferguson Enterprises (Maintenance Supplies) -$                  317.50$               

Fisher's Technology       (Copier Agreement) 484.94$            2,027.88$            

Great Falls ACE Hardware (Building Supplies) -$                  19.99$                 

Kone, Inc                         (Elevator Agreement) -$                  4,559.28$            

MASCO (Building Supplies) -$                  1,284.31$            

Mastercard 3,432.04$         13,552.14$          

Midwest Tape (Jobber) -$                  10,000.00$          

MNI Manufacturers' News Inc (Subscription) -$                  113.90$               

Montana Air Cartage (Courier Service) -$                  1,683.00$            

Morrison-Maierle (Network Maintenance) -$                  37.50$                 

Mr. Green Landscape (Snow Plow service) 285.00$            285.00$               

National Laundry (Maintenance Supplies) -$                  139.40$               

North 40 Outfitters (Maintenance Supplies) -$                  163.87$               

OCLC Online (Annual Service) -$                  6,980.60$            

Overdrive (MT Library 2 Go) -$                  15,500.00$          

Pitney Bowes (Mailing Machine lease) -$                  369.69$               

Ron Hall Sprinklers          (Sprinkler Repairs/Winterize, lawn service) -$                  1,364.50$            

State of Montana (Montana Shared Library) -$                  28,202.70$          

State of Montana (Boiler Certificate) -$                  72.00$                 

USPS (postage for mailing unit) -$                  4,000.00$            

Vision Net, Inc                  (Internet Service) -$                  1,704.00$            

Wendt Advertising (Website Maintenance) 165.00$            577.50$               

WAR (Subscription) -$                  55.00$                 

9,669.05$      125,289.29$      
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Great Falls Public Library Vendor Summary (2220)
DECEMBER 2024

1/5/2025

ACE Hardware Tech Services Supplies 3.59$                

Amazon Office Supplies 276.97$            

Amazon Presentation Presenter Light 21.49$              

Amazon Dual Monitor Support 111.52$            

Amazon Maintenance Supplies 74.97$              

Double G Engraving Sarah C. Business Cards 46.69$              

Encompass Supply Maintenance Supplies 647.64$            

Evonence Google Services (November) 566.10$            

Evonence Google Services (December) 566.10$            

Flywheel Webhosting Plan 300.00$            

Namebadges.com Name tags for Staff 71.68$              

QuickServ Drive-up window microphone 91.51$              

Staples Office Supplies 452.96$            

Staples Postage Scale 95.71$              

Walmart Office Supplies 67.11$              

Walmart Maintenance Supplies 38.00$              

TOTAL: $3,432.04

Mastercard Transaction Breakdown
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Great Falls Public Library Foundation Vendor Summary (2221)
NOVEMBER 2024

1/5/2025

Vendor Name MTD YTD

All State Signs
(Replacement Storywalk Plixi, Shakespeare in the 
Parks Banner) -$                  252.00$           

Baker & Taylor (Jobber) 7,762.06$         36,450.57$      
Big Sky Bus Lines (MT Rep Transportation for students) 2,003.20$         2,003.20$        
Burke, Wilton (Materials Purchased) -$                  14.99$             
Cascade Electric (Install Power to park) -$                  2,150.00$        
Carrier, Jamie (Lucky Valentines) (Music in the Park) -$                  400.00$           
CenterPoint (Jobber) -$                  93.48$             
Cushing Terrell (Library Remodel Project) 36,601.00$       149,317.25$     
Downtown Great Falls (Christmas Stroll, Parade of Lights) -$                  80.00$             
Envisionware (RFID Unit & software) -$                  570.23$           
Gale/Cengage (Jobber) -$                  4,000.38$        
Gaskell, Sean (Performance) -$                  450.00$           
Great Falls Area Chamber (Leadership GF Training) -$                  995.00$           
Great Western Art Show - Pollo Loco (Music in the Park) -$                  750.00$           
Hale, Brandon (The Dirty Shame) (Music in the Park) -$                  1,600.00$        
Hughs-Bryant, Penny (Open Books book Club) 250.00$            250.00$           
Information Today (Materials) 493.03$            493.03$           
InfoUSA Marketing (MT Business Directory) -$                  520.00$           
LinkedIn Learning (Subscription) -$                  13,125.00$      
Little Jane & the Pistol Whips (Music in the Park) -$                  600.00$           
MANGO Languages (Subscription and ASL) 18,697.25$       18,697.25$      
Marshall, Sage (Book Purchase) -$                  18.00$             
Mastercard 2,250.58$         12,079.46$      
Montana Repertory Theater (KP/YA Performance) -$                  500.00$           
Old Blue Heritage (Adult Summer Reading) -$                  500.00$           
Overdrive (MT Library 2 Go - Content/Advantage) 131.00$            18,150.69$      
Paris Gibson Square MOA (Memory Café) -$                  120.00$           
Penworthy Company (Jobber) 206.60$            506.62$           
ProQuest (Tribune 35MM Positives) -$                  3,962.70$        
Rowman & Littlefield (Jobber) 113.07$            113.07$           
Setpoint Public Relations (Annual Report Graphic Design) 3,050.00$         3,050.00$        
Tilleraas Landscaping (Bark around park trees) -$                  1,050.00$        
Triangle Sod Farm (Sod for park) -$                  225.00$           
Wakely, Jean (Story Quilt Project Program) -$                  442.00$           

Credits

71,557.79$    273,529.92$  
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Great Falls Public Library Foundation Vendor Summary (2221)
NOVEMBER 2024

1/5/2025

4-Imprint FAP - Community Engagement 923.97$            

Albertsons FAP - Armchair Travler 29.97$              

Amazon KP/YA Supplies 222.21$            

Amazon Book Club Books 151.90$            

AT&T Bookmobile Hotspot 233.85$            

CANVA KP/YA & Adult Programing Software 59.54$              

Hobby Lobby Circ/Ref Decorations 250.88$            

Michaels Circ/Ref Decorations 35.96$              

Sam's Club KP/YA Supplies 200.82$            

Strawberry Hill Baking Co. FAP - Armchair Travler 46.48$              

Walmart Bookmobile rug 95.00$              

TOTAL: 2,250.58$      

Mastercard Transaction Breakdown
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Great Falls Public Library Foundation Vendor Summary (2221)
DECEMBER 2024

1/5/2025

Vendor Name MTD YTD

All State Signs
(Replacement Storywalk Plixi, Shakespeare in the 
Parks Banner) -$                  252.00$           

Baker & Taylor (Jobber) 4,484.41$         40,934.98$      
Big Sky Bus Lines (MT Rep Transportation for students) -$                  2,003.20$        
Burke, Wilton (Materials Purchased) -$                  14.99$             
Cascade Electric (Install Power to park) -$                  2,150.00$        
Carrier, Jamie (Lucky Valentines) (Music in the Park) -$                  400.00$           
CenterPoint (Jobber) -$                  93.48$             
Cushing Terrell (Library Remodel Project) 37,191.19$       186,508.44$     
Downtown Great Falls (Christmas Stroll, Parade of Lights) -$                  80.00$             
Envisionware (RFID Unit & software) -$                  570.23$           
Gale/Cengage (Jobber) -$                  4,000.38$        
Gaskell, Sean (Performance) -$                  450.00$           
Great Falls Area Chamber (Leadership GF Training) -$                  995.00$           
Great Western Art Show - Pollo Loco (Music in the Park) -$                  750.00$           
Hale, Brandon (The Dirty Shame) (Music in the Park) -$                  1,600.00$        
Hughs-Bryant, Penny (Open Books book Club) -$                  250.00$           
Information Today (Materials) -$                  493.03$           
InfoUSA Marketing (MT Business Directory) -$                  520.00$           
LinkedIn Learning (Subscription) -$                  13,125.00$      
Little Jane & the Pistol Whips (Music in the Park) -$                  600.00$           
MANGO Languages (Subscription and ASL) -$                  18,697.25$      
Marshall, Sage (Book Purchase) -$                  18.00$             
Mastercard 1,534.89$         13,614.35$      
Montana Repertory Theater (KP/YA Performance) -$                  500.00$           
Old Blue Heritage (Adult Summer Reading) -$                  500.00$           
Overdrive (MT Library 2 Go - Content/Advantage) -$                  18,150.69$      
Paris Gibson Square MOA (Memory Café) -$                  120.00$           
Penworthy Company (Jobber) -$                  506.62$           
ProQuest (Tribune 35MM Positives) -$                  3,962.70$        
Rowman & Littlefield (Jobber) -$                  113.07$           
Setpoint Public Relations (Annual Report Graphic Design) -$                  3,050.00$        
Tilleraas Landscaping (Bark around park trees) -$                  1,050.00$        
Triangle Sod Farm (Sod for park) -$                  225.00$           
Wakely, Jean (Story Quilt Project Program) -$                  442.00$           

Credits

43,210.49$    316,740.41$  
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Great Falls Public Library Foundation Vendor Summary (2221)
DECEMBER 2024

1/5/2025

4-Imprint FAP - Community Engagement 313.97$            

Amazon Adult Programs 39.99$              

Amazon Volunteer Appr. 61.98$              

Amazon KP/YA Supplies 53.98$              

Amazon KP/YA Supplies 150.37$            

Cassiopeia Materials Purchased 187.00$            

Dragonfly Dry Goods Materials Purchased 111.92$            

Etsy - Leanne Marie Crafts FAP - KP/YA Washable clothing 78.50$              

Hobby Lobby Memory Café 20.08$              

Oriental Trading Post Parade of Lights Decorations 36.01$              

Staples Date Stamp for KP/YA 3.09$                

Steve Hargadon ChatGPT Training 387.00$            

USPS Stamps for Volunteer Appr. Postcards 56.00$              

Walmart Memory Café 35.00$              

TOTAL: 1,534.89$      

Mastercard Transaction Breakdown
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DECEMBER 2024 DONATIONS

IN MEMORY OF

ANDY & XANDER BLEWETT 30.00$                 JIM WOLF (NF)
30.00$                 TIM WYLDER (NF)

NANCY WOOLARD 100.00$              FRANK BUSHELL (NF)

IN HONOR OF

ADDISON BROWN 30.00$                 ADDISON BROWN (JUVENILE)

ELLIE BROWN 20.00$                 ELLIE BROWN (JUVENILE)

FOUNDATION

37,191.19$         LIBRARY REMODEL

OTHER

WARREN ANDERSON 175.00$              BEST USE DONATION
KURT & VELDA BALTRUSCH 1,000.00$           BEST USE DONATION
DAN & MARY BETH EWEN 1,000.00$           BEST USE DONATION
JAMES MCNEIL 25.00$                 HOME BOUND PROGRAM DONATION
PATRONS 34.15$                 BEST USE DONATION
PATRONS 200.00$              WITHDRAWN BOOK SALES
SYDNEY SPRINGER 20.00$                 BEST USE DONATION - TUNE PIANO

TOTAL: 39,855.34$         

GREAT FALLS PUBLIC LIBRARY DONATIONS
2221 LIBRARY FOUNDATION FUND
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NOVEMBER 2024 DONATIONS

IN MEMORY OF

IN HONOR OF

FOUNDATION

36,601.00$         LIBRARY REMODEL

OTHER

AAUW 1,000.00$           BOOK SALE DONATION
ANONYMOUS 2,500.00$           STAFF SUPPORT
GRACE LACY 300.00$              BEST USE DONATION
KATHRYN LEWIS 1,000.00$           BEST USE DONATION
Mansfield 300.00$              Refund of Theather Down Payment
MT FARMERS UNION 131.00$              LIBRARY 2 GO BOOKS (403)
PATRONS 26.70$                 BEST USE DONATION
PATRONS 239.00$              WITHDRAWN BOOK SALES
SYDNEY SPRINGER 20.00$                 BEST USE DONATION - TUNE PIANO
JERRY & NADYNE WEISSMAN 100.00$              BEST USE DONATION

TOTAL: 42,217.70$         

GREAT FALLS PUBLIC LIBRARY DONATIONS
2221 LIBRARY FOUNDATION FUND
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Management Team Report: Maintenance 
Great Falls Public Library  

January 2025 
 
 

1. STAFFING: 
● Custodian II (Full Time). Currently filled by John Collins Jr. He began his employment with the 

Library in December of 2023 as a Custodian I. On August 1, 2024 he took the position of 
Custodian II (Lead Custodian) due to the retirement of Bob Miller.  

● Custodian I (Full Time). Currently filled by Caitlyn King. She began her employment with the 
Library in July of 2024 as a Custodian I. Her probationary period ended in January 2025 

● Custodian I (Part Time). Currently filled by Maribeth Wilcox. She began her employment with the 
Library in September of 2024 as a Custodian I (Part Time).  Her probationary period ends in 
March 2025. 

 
2. ESSENTIAL FUNCTIONS: 

● Maintenance of Library and Library Grounds. The team provides cleaning services and minor 
maintenance repairs for the Library building that is 57 years old and has an estimated square 
footage of roughly 62000 square feet. The team also maintains the Library Park, staff parking lot 
and grounds surrounding the Library building by performing lawn care and snow removal. The 
building contains 12 restrooms consisting of 16 toilets, 3 urinals, and 13 sinks. There are also 
little over 690 fluorescent light fixtures to be maintained.   

○ After the removal of the Band shell, the maintenance team worked on cleanup and laying 
sod down in preparation for the Summer Music series. The team painted the slab where 
the band shell was with a non-skid paint in preparation for winter to reduce slipping 
hazard due to snow. 

● Assists in the day-to-day functioning of the Library. The team assists other departments by the 
delivering of materials, packages, and donations to appropriate departments as well as retrieving 
books from the book drop daily.  

○ The team has also assisted in the decorating of the bookmobile for the Fourth of July 
parade and will do so again for the Parade of Lights.  

● Contributes to making the Library environment a welcoming, safe, and inviting place. The team 
performs the setup and tear down of events such as the Summer Music series, Winter speaker 
series, board meetings, youth programs, and any other events or meetings the Library hosts. The 
team also assists other departments in the moving of furniture in order to make the space more 
inviting and functional for that individual department. 
 

3. FISCAL YEAR 2025: 
● 42390 Other Repairs & Maintenance Supplies FY2025 Budget:  $14,000 

○ 32% of the budget utilized to date. Mostly used for consumable items (paper towels, bath 
tissue, trash bags, etc) 

● 43620 Building Repairs & Maintenance FY2025 Budget:  $7,500 
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○ 33% of the budget utilized to date. Broken sprinkler heads, water fountain repairs, 
sprinkler system winterization. 

 
4. CHALLENGES: 
The team went through a change of personnel during the months of July through September 2024. Since 
then the team has been working on cohesion and establishing best practices in the execution of their 
daily tasks. 
 
5. WAY AHEAD: 
The team is working on identifying ways to increase effectiveness and efficiency in their daily tasks.  
The team is working on becoming a reliable and stable supporting effort for the other departments and 
Library programs as needed. 
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John Collins
Does this section need more detail? Forecasted spending?

Susie Mcintyre
I think that this level of detail is great.  I've added the total budgeted amount for each.  This is great information to help them understand the financials.



 
 

 

Director's Report  
Great Falls Public Library  

January 2025 
 

1. FY2025 CASH FLOW UPDATE:   The Department of Revenue recertified the mill values for Cascade County leading to 
property tax bills going out late and then being paid late.    Our December property tax revenue was significantly 
lower than initially predicted in our cash flow spreadsheets.  We expect to receive the bulk of our first half property 
tax revenue in January.   The cash flow document in your packet has been adjusted to reflect this payment schedule.   
 

2. EARLY LITERACY OUTREACH GRANT:  We have gone through the hiring process and hope to have our new Early 
Literacy Outreach specialist starting work in mid-February.  Rae McFadden (Youth Services Librarian) is working with 
our community partners to recruit pre-schools and childcare centers to host on-site Early Literacy programming 
(Story Time, Toddler Time and Books & Babies).     
 

3. WEDSWORTH CLOSURE:  I’m saddened to report that the Wedsworth Memorial Library in Cascade is closed for an 
indefinite time period do to lead contamination.  The 100+ Great Falls Public Library items that are checked out to 
Wedsworth will not be returned until they have been properly mitigated.  We have renewed all of the items and will 
work with Nancy Royan (Library Director) to adjust our Bookmobile schedule.  We wish the Wedsworth Library and 
the patrons in Cascade all of the best and hope for a quick process.   
 

4. TAX HELP MONTANA:  For many years, the Library has been a host site for Tax Help Montana, a program of Rural 
Dynamics Inc.   We have been proud to provide a space for a quality non-profit to provide hands-on assistance to 
community members.  Rural Dynamics now has their own permanent space and will providing services in their 
building rather than working with community partner host sites.  This year,  Library will continue to provide 
information and referrals to patrons with tax questions, but we will not have on-site tax assistance.     
 

5. QUARTERLY ALL-STAFF MEETINGS:  Library staff are our greatest asset and the most important component to 
providing excellent service.  The Management Team is discussing scheduling quarterly All-Staff meetings.  With our 
expanded hours, we would need to open the Library 1 hour late (at 10:00 am) once every three months to 
accommodate quarterly meetings.  I’m interested in Board feedback about this idea.   
 

6. STAFF TRAINING AND ONBOARDING:  Big thanks to the Library Management team.  We have developed a new 
onboarding packet which includes a checklist of all needed onboarding activities and a variety of informational 
materials.  All of the onboarding documents are uploaded on a shared drive for easy reference.  Additionally, all 
existing staff are participating in the four core training modules—Patron Behavior, Cyber Security, Intellectual 
Freedom and Customer Service.  The checklist has been included in your packet for reference.   
 

7. HOTSPOTS:  Big thanks to Sara Linder-Parkinson (Public Services Librarian) for her work on our hotspots.  Over the 
last several months, she has organized the hotspots, updated our documentation and ensured coordination with the 
State Library regarding which hotspots are in circulation and which should be shut-off.  She also facilitated the State 
Library providing 19 more hotpots to the Great Falls Public Library collection.  (For a short minute, we actually have 
hotspots on the shelf for immediate checkout!)   
 

8. ANNUAL REPORT TO THE CITY COMMISION:  We are working on printing copies of the FY2024 Annual Report.  The 
presentation to the City Commission is scheduled for Tuesday February 18th at 5:30 pm.  Thanks to Board Trustee 
Jessica Crist for agreeing to lead the presentation with me.  I hope that many of you can attend.   
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GREAT FALLS PUBLIC LIBRARY        PERSONNEL REPORT 
NOVEMBER 2024 

  
 
 
NEW HIRES 
 
RESIGNATIONS/TERMINATIONS/LAY-OFFS 
 
Sara Kegel - Library Systems Technology Coordinator (FT) 
 
REHIRES 
 
None 
 
TRANSFERS/PROMOTIONS 
 
Autumn Klein - Library Specialist Public Services (FT) 
 
Carol Milsap – Library Specialist Youth Services (FT) 
 
Elizabeth Kim - Library Specialist Public Services (PT) 
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GREAT FALLS PUBLIC LIBRARY        PERSONNEL REPORT 
DECEMBER 2024 

  
 
 
NEW HIRES 
 
Christopher Davis – Library Clerk Public Services (FT) 
 
Nicole Pfaff – Library Clerk Public Services (FT) 
 
RESIGNATIONS/TERMINATIONS/LAY-OFFS 
 
None 
 
REHIRES 
 
None 
 
TRANSFERS/PROMOTIONS 
 
None 
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Library Board Meeting Date: November 26, 2024 

GREAT FALLS PUBLIC LIBRARY 
BOARD  AGENDA REPORT 

 
Item: Policy Review:   Library Policy Manual 

Presented By: Susie McIntyre, Library Director 

Action Requested: Approve the Library Policy Manual 

 
Suggested Motion:  
 
1. Trustee moves: 

…that the Great Falls Public Library Board of Trustees approve/disapprove the Library Policy Manual as 
presented. 

 
2. Chair requests a second to the motion, public comment, Board discussion, and calls for the vote. 
 
 
Staff Recommendation:  Staff recommends that the Library Board approve the Library Policy Manual as 
presented. 
 
Background:  The Library Board is required to review every library policy at least every four years in order to 
receive State Aid.  The Board has elected to review different policy sections throughout this calendar year.  
The Board has approved each individual section through the year and is scheduled to review the Library Policy 
Manual at the November meeting.   
 
Library Policy Manual:  
Throughout the past year, the Library Board has previously approved all of the Library policies.  The staff 
requests that the Board approve the manual with three changes. 

• Patron Behavior Consequences/Patron Appeal Form:  We have modified the Patron Behavior 
Consequences/Patrol Appeal Form so that if a patron is appealing actions by the Library Director, the 
appeal will be handled initially by the Library Board Chair. 

• Mission/Vision:  We have updated the “Vision” section to reflect the new tagline and logo of the Great 
Falls Public Library. 

• Organizational Chart:  We have modified the organizational chart to reflect the changes required by 
the new City/Library agreement.  The new organizational chart does the following. 

o Removes the City Manager’s oversight of the Library Director 
o Eliminates the Technology Systems Assistant position 
o Eliminates one of the part-time clerk positions 

 
Significant Impacts:  Updated policies promote better Library service.  Final review of the full manual provides 
clear direction to all staff and clarity for the public.   
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Fiscal Impact:  The Library Board is required to review every library policy at least every four years in order to 
receive State Aid.    Review of the policy is enough to meet this standard.  There is no fiscal impact if the Board 
does or does not vote to approve the policy        
 
Alternatives: The Board could decide not to approve the Library Policy Manual or ask for alterations to be 
made to the proposed policies.   
 
Attachments/Exhibits: 
Library Policy Manual 
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GREAT FALLS PUBLIC LIBRARY  •  POLICY MANUAL 

Patron Behavior Consequences  
  

Failure to follow the Library patron behavior policy may result in temporary banning from 
Internet use or expulsion from the library.  Persons who repeatedly or egregiously violate 
Library policy may be served with a trespass order requiring that they not be on Library 
property for up to 12 months.  Library staff has the final authority in determining what 
constitutes disruptive behavior. 
 
Generally, a patron may receive a verbal warning regarding a violation of the guidelines.  
Behavior resulting in a second warning will warrant expulsion from the library (includes library 
building, park, plaza and parking lots) and/or computers for the remainder of the day. 
Continued violation of this policy will result in expulsion from the library/computers for a week.  
Additional warnings can result in expulsion from the library/computers for a period of time 
ranging from one month to one year.  However, library staff members may ask a patron to 
leave the premises without prior warning, depending on the seriousness of the violation. 
 
When requested, a patron who has been banned from the library/computers for more than a 
day will be provided with a copy of the staff incident report and the appeals form.  Any person 
who enters the library while banned from the premises will be considered in violation of library 
policy and the police may be contacted. 

Patron Appeal:   
An Internet user whose session has been terminated or whose Internet access has been 
prohibited due to violations of the Library Internet Use policy, a library patron who has been 
asked to leave the library for a length of time due to violations of the patron behavior policy, or 
a library patron who feels that a Library policy or Library staff action has impacted their ability 
to access Library services may submit a Patron Appeal Form.   
 
PROCESS:   

1. The Library Director will review the Patron Appeal Form and provide a written 
response within 14 days.  If the patron is appealing actions of the Library Director, 
the Library Board Chair will review the Patron Appeal Form and provide a written 
response within 14 days.   

2. If the patron is unsatisfied with the initial written response, they may submit a 
written request to appeal to the Great Falls Public Library Board.  

3. The patron appeal will be placed on the agenda of the next scheduled board 
meeting.    After hearing statements from the patron, Library staff and any public 
wishing to speak, the Board will make final ruling on the appeal.  A written response 
will be sent to the patron within 14 days   
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Patron Appeal Form 
Internet Use: Right of Appeal 

An Internet user whose session has been terminated or whose Internet access has been 
prohibited due to violations of the Library Internet Use policy may submit a Patron Appeal 
Form.  

Library Use: Right of Appeal 

A library patron who has been asked to leave the library for a length of time due to 
violations of the patron behavior policy may submit a Patron Appeal Form.  

Library Access: Right of Appeal 

A library patron who feels that a Library policy or Library staff action has impacted his/her 
ability to access Library services may submit a Patron Appeal Form.  

 
PROCESS: 

1. The Library Director will review the Patron Appeal Form and provide a written response within 14 
days.  If the patron is appealing actions of the Library Director, the Library Board Chair will review 
the Patron Appeal Form and provide a written response within 14 days. 

2. If the patron is unsatisfied with the initial written response, he/she may submit a written 
request to appeal to the Great Falls Public Library Board. 

3. The patron appeal will be placed on the agenda of the next scheduled board meeting. After 
hearing statements from the patron, Library staff and any public wishing to speak, the 
Board will make final ruling on the appeal. A written response will be sent to the patron 
within 14 days 

Please explain what Library action or policy is being appealed and what 
alternative(s) you are requesting. (Use extra pages as needed. ) 
 

 
Patron Signature        Date 

Name:   

Street Address:   

City, State, Zip:   

Telephone Number: ___________________ Date of Action Being Appealed: _____ 

Type of Appeal Internet Use Library Use Library 
Access/Policy 
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Great Falls Public Library 

 
 

Our Vision 
Connecting People and Knowledge 

 
Our Mission 

The Great Falls Public Library serves as a connection point; we empower the 
community and enhance quality of life by providing individuals access to 

information and social, cultural and recreational resources. 
 

Our Guiding Principles 
 

Respect:  The library is built on a foundation of mutual respect between patrons and staff.  Our 
staff prides themselves on clear, honest, and knowledgeable communication at all levels.  
Courtesy and open communications are highly valued and contribute to the positive experience 
of visiting the library. 
 
Open Access:  The library is committed to providing all patrons with free and open access to 
ideas, information, materials, and programs.  We develop services, programs and balanced 
collections that attempt to fully represent the needs and interests of our diverse community.   
We connect patrons to what they want in a friendly, nonjudgmental manner. 
 
Customer Focus:  You are welcome here!  The library values community members and is 
responsive to their needs.  The ideas and opinions of patrons are vital in determining how 
library projects and services move forward.  Impact on patrons is a primary concern in making 
any and all decisions.   
 
Growth and Innovation:  Promoting ongoing learning and continuous innovation are of great 
importance to the library.  We work hard to respond to present situations and anticipate the 
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GREAT FALLS PUBLIC LIBRARY  •  POLICY MANUAL 

future needs of our patrons.  We are committed to remaining an important and relevant 
institution by evolving and expanding to better serve our community.   
 
Excellent Stewardship:  The library acts as a trusted steward of community resources.  We are 
responsible for appropriate use of public funds and make every effort to fully utilize the 
strengths of our talented staff.  We make the best use of our resources to deliver the highest 
level of library service to our community.   
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Library Board Meeting Date: January 28, 2024 

GREAT FALLS PUBLIC LIBRARY 
BOARD  AGENDA REPORT 

 
Item: Updating the Library Organizational Chart  

Presented By: Susie McIntyre, Library Director 

Action Requested: Approve the updated Library Organizational Chart 

 
Suggested Motion:  
 
1. Trustee moves: 

…that the Great Falls Public Library Board of Trustees approve/disapprove the updated Library 
Organizational Chart 
 

2. Chair requests a second to the motion, public comment, Board discussion, and calls for the vote. 
 
Staff Recommendation:  Staff recommends that the Library Board approve the Library Organizational Chart 
 
Background: The recently adopted City/Library Management agreement maintains 7 mills of City of Great 
Falls funding for FY2025 and then reduces the funding to three and one-half (3.5) mills after FY2025.   
 
We estimate that FY2026 tax revenue from the full 7 mills would be approximately $859,656.00 and the loss 
of 3.5 mills would reduce Library revenue by about $429,828.00.1    
 
The Library Board will approve the FY2026 budget at the April Board of Trustees meeting.  The budget will 
then be presented to the City Manager who will incorporate it into the overall budget to be presented and 
approved by the City Commission.  During the budget process, the Library Board will decide what cuts will 
need to be made to offset the proposed reduction in revenue.   
 
The Library currently has three open positions. 

• 1 Full-time Tech. Systems Assist.:  Estimated yearly cost to Library = $82,000 (salary + benefits + taxes) 
• 1 Part-time Library clerk:  Estimated yearly cost to Library = $28,000 (salary + benefits + taxes) 
• 1 Full-time Assistant Director:  Estimated yearly cost to Library = $125,000 (salary + benefits + taxes) 

 
The Library has budgeted funds to support all three of those positions for this fiscal year.  It is likely that the 
budget for FY2026 will require the elimination of at least the Technology Systems Assistant and the part-time 
Library Clerk.   We believe that there will be funding for the Assistant Director position next fiscal year, but 
recommend that decision be made during the budget process.   
 

                                                            
1 The City Finance Department has provided guidance that the Library can conservatively estimate that the tax revenue for next 
fiscal year (FY2026) will be approximately 2% higher than this fiscal year (FY2025). It is highly likely that the state legislature will take 
action on property taxes in their upcoming legislative session.  It is also likely that Calumet will continue to protest their property tax 
assessment.  Those realities make any estimates of property tax revenue less accurate.   
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It is not good practice to hire staff knowing that there is a high probability that they will be laid off in the near 
future.  Library staff recommend not filling the positions during FY2025 and suggest updating the Library 
Organizational chart to reflect actual staffing.    
 
Significant Impacts:  The Library strives to be open and transparent.  It is essential that we provide clear 
communication to both our patrons and our staff.  Updating the Library Organizational Chart to match current 
practice provides better clarity to the community. 
 
Hiring staff and then laying them off would have a negative impact on staff morale and impact our ability to fill 
positions in the future.   
 
Not filling the positions will have an impact on Library services. 

• 1 Full-time Technology Systems Assistant:  Not hiring a technology assistant means that Library will 
not have technology staff present for a significant portion of our open hours.  There will continue to be 
a delay in addressing system issues when the Technology Systems Coordinator is not available.  The 
Library will need creative solutions to provide expanded technology training to the community.  The 
Community Engagement Coordinator and newly hired Technology Systems Coordinator are working 
together on a Digital Equity Grant to address this need.   

• 1 Part-time Library clerk:  Not filling one of our Library Clerk positions means that we have less 
coverage for the public desks and public service tasks.  Sara Linder-Parkinson and other managers are 
filling in on the desk as needed.  Staffing coverage is a larger problem when we have absences due to 
sickness and vacation.   

• 1 Full-time Assistant Director:   
Not hiring an Assistant Director leaves a gap in Library succession planning.  It also means that we need 
to delay updating our Disaster Response plan, scale back on community outreach plans and rethink 
other projects.   

 
Fiscal Impact:  The estimated savings of not filling the three positions for the last 6 months of the year is 
$117,500.00/   
 
Alternatives:  
The Board could decide to approve the Library Organizational Chart as presented. 
The Board could decide to approve a modified Library Organizational Chart. 
The Board could decide to NOT approve the Library Organizational Chart and direct the Library to implement 
hiring as reflected in the current Library Organizational Chart. 
 
Attachments/Exhibits: Updated Library Organizational Chart 
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Library Board Meeting Date: January 28, 2024 

GREAT FALLS PUBLIC LIBRARY 
BOARD  AGENDA REPORT 

 
Item: Library Board trespass oversight  

Presented By: Susie McIntyre, Library Director 

Action Requested: Library Board review current practices and provide guidance on policies to be presented at 
future Library Board of Trustee Meetings. 

 
Staff Recommendation:  Staff recommends that the Library Board review the information regarding current City-Library 
policies and recommended procedures for trespassing individuals and ask for any additional information so that proper 
policies can be crafted for future Board approval.   
 
Background: The City Commission and the Great Falls Public Library Board of Trustees have both approved a new 
City/Library Management Agreement.   The new City/Library Management Agreement updates the oversight of 
trespassing individuals from the Library. 
 
Based on conversations with City of Great Falls, Library staff recommend that the Board consider adopting procedures 
that provide for Library Board oversight of trespass requests.    
 
The City Manager and City Attorney have reviewed the proposed procedures and do not object to its implementation.   
 
Significant Impacts:   
Ensuring that the Library is safe and welcoming for all is essential to providing excellent Library service.  We need to be 
able to trespass individuals from Library property when their behavior is such that it impacts the ability for staff to 
function effectively and serve the community safely.   
 
It is also essential that the Library respect the Civil Rights of individuals to access Library services.  Patrons may only be 
trespassed for good cause and the trespass cannot be for longer than one (1) year.  If a court were to find that a patron 
was trespassed without good cause, it could result in legal and financial liability to the Library.   
 
Fiscal Impact:   

• There is no specific fiscal impact.    
• As noted above, patrons may only be trespassed for good cause and the trespass cannot be for longer than one 

(1) year.  If a court were to find that a patron was trespassed without good cause, it could result in legal and 
financial liability to the Library.   

 
Alternatives:  
The Board could decide to NOT to review the current information and request alternative information be presented at 
upcoming Board meetings.   
 
Attachments/Exhibits: 

• Overview of Trespass Procedure 
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Overview of  
Great Falls Public Library 

Trespass  
 

ROLE OF THE GREAT FALLS PUBLIC LIBRARY BOARD: 

1. The Library Board approves the Great Falls Public Library patron behavior policy.   
PROPOSED NEW STEPS:   

a. Library Chair and Vice-Chair will review and approve/deny trespass requests instead of 
the City Manager.   

b. If necessary, the Library Board (instead of the City Commission) will hold a hearing 
regarding the enforcement of the trespass order.     

ROLE OF LIBRARY DIRECTOR AND MANAGEMENT TEAM: 

1. Library Director and staff enforce the patron behavior policy and write incident reports as 
necessary.   

2. When needed Library Director, requests that an individual be trespassed from Library Property.   

 

ROLE OF CITY MANAGER AND CITY ATTORNEY:  None 

Feedback from the City Manager:  Services provided to City departments by the City Attorney’s Office 
are not included in the City’s internal service charge structure. The City Attorney’s office will support the 
HR, payroll, finance, accounting and other services provided by the City in Section 6, by providing 
support directly to the departments providing those services. The City Attorney’s office will not provide 
legal advice directly to the Library Director or the Library Board. 

Patron Trespass Procedure: 

1. Library Director and appropriate staff (safety specialists, managers involved in incident, staff 
involved in incident) discuss patron safety concerns after each behavior incident and determine 
if a trespass request is needed.  Trespass requests are made in the following situations. 

• Patron has a repeated pattern of violating the patron behavior rules.  (e.g. repeatedly 
being asked to leave the Library due to intoxication, repeatedly being asked to leave the 
Library for being abusive to staff or other patrons etc.) 

• Patron incident involves violence, threats of violence or sexual misconduct. 
NOTE:  In order for a person to be trespassed, staff must know their first and last name.   

2. Library Director sends a written request to the City Manager and City Attorney requesting that 
the individual be trespassed for a period of up to one year.  Request includes a description of 
the patron behavior incident(s), copies of relevant incident report(s) and an explanation of the 
impact on patrons and staff. 

3. City Manager and City Attorney review the Library Director’s request and determine if the 
trespass is warranted and legal.   
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Director
If the Library Director is out of the office for a prolonged amount of time (more than 1 week), then whoever is next in the emergency Chain of Command will take the role of the Library Director in dealing with the trespass .  

Director
Recommendation:  The Chair and Vice-Chair of the Library board would take the role of the City Manager. 

Director
Recommendation:  The Chair and Vice-Chair of the Library board would take the role of the City Manager and City Attorney.  

Director
Recommendation:  The Chair and Vice-Chair of the Library board would take the role of the City Manager.

Director
Recommendation:  The Chair and Vice-Chair of the Library board would take the role of the City Manager and City Attorney.  



4. If they both agree that the trespass is warranted and legal, they inform the Library Director. 
5. City Attorney’s office prepares the trespass order and the City Manager signs the order.   
6. Law enforcement serves the trespass order on the patron and provides a copy for the Library. 
7. If the patron comes onto Library property during the trespass time period, Library staff either 

remind the patron to leave or call law enforcement.   
8. If the patron desires to contest a trespass order, they may request a hearing before the City 

Commission.  The Commission will review the trespass order and make a binding decision on its 
enforcement.    
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Director
Recommendation:  The Library Director or designated staff would take the role of the City Attorney and create the letter.  

Director
Recommendation:  Library Director would take the role of the City Manager and sign the order.

Director
We are currently in conversation with the City regarding the best process for serving trespasses.  

Director
Recommendation:  The Library Board would take the role of the City Commission and hold a public hearing.



City Ordinance: 

 

Montana Code: 

 

City/Library Agreement: 
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Library Board Meeting Date: January 28, 2024 

GREAT FALLS PUBLIC LIBRARY 
BOARD  AGENDA REPORT 

 
Item: Library Board staff oversight  

Presented By: Susie McIntyre, Library Director 

Action Requested: Library Board review and discuss current practices and provide guidance on policies to 
be presented for action at future Library Board of Trustee Meetings. 

 
Staff Recommendation:  Staff recommends that the Library Board review the information regarding current City-
Library policies and recommended procedures and ask for any additional information so that proper policies can 
be crafted for future Board approval.   
 
Background: The City Commission and the Great Falls Public Library Board of Trustees have both approved a new 
City/Library Management Agreement.   The new City/Library Management Agreement changes the oversight of 
Library staff and their compensation. 
 

2. Employment Status of Library Personnel. 
c. Library Personnel. All Library personnel shall be City employees, shall enjoy all rights and benefits 

of City employment, and shall be subject to all terms, conditions and policies applicable to City 
employment. The Trustees, with the recommendation of the Library Director shall make all 
hiring decisions and supervise all Library staff.  Library employees who are union members shall 
be compensated in accordance with the applicable collective bargaining agreement negotiated by 
the City. The Library Director shall participate, along with the City, in all collective bargaining 
agreement negotiations with the unions whose members include Library employees. 
Compensation rates for non-union Library personnel shall be determined by the Trustees. All 
other employment benefits shall be governed by the City’s Personnel Policy Manual.   

 
3. Compliance with City Policies. 

a. Employment Policies. The Trustees and Library Director shall follow City policies and procedures 
for payroll, supervision, hiring, handling grievances, discipline and/or termination of employees. 
The Library Director and the Trustees agree to confer with, cooperate with, and follow the 
recommendations of, the City’s Human Resources Department with respect to any employee 
grievance, discipline or termination. 

 
Based on conversations with City of Great Falls and Montana State Library staff, Library staff recommend that the 
Board consider adopting policies and procedures that align with current Library/City practices.   
 
NOTE:  This agenda item is for discussion and feedback only.  Before presenting actual policies to the Board, we 
will have them reviewed by MMIA and appropriate City Staff to ensure that they are legally sound and 
workable within our required frameworks.   
 
NOTE:  The Library is in conversation with the City Manager, City Attorney, HR and MMIA regarding how to 
update the Personnel Policy Grievance Procedure so that it complies with MMIA guidelines and the new 
City/Library Management Agreement.  More information will be provided at future meetings.   
 
Significant Impacts:   
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Personnel policies provide the basis for Library Staff oversight and accountability.  It is essential that the Library 
have clear personnel policies.  For continuity and consistency, staff recommends adopting polices that parallel the 
policies and procedures of the City of Great Falls AND that provide for proper Library Board oversight.    
 
Fiscal Impact:   

• Personnel costs make up 82% of the overall budgeted expenses for FY2025.   Inflation has had a significant 
impact on staff salaries.   Ensuring that staff compensation is appropriate is essential for recruiting and 
retaining excellent staff.  Ensuring proper staff oversight and accountability is essential for effective and 
efficient staff performance.   

• The Library needs clear and legal personnel policies that comply with the MMIA guidelines.  If the Library 
fails to adopt good policies or fails to adhere to good policies, the Library would be at risk of losing MMIA 
coverage, not being able to obtain liability coverage, and/or at risk for civil/legal liability.   

 
Alternatives:  
The Board could decide NOT to review the current information and request alternative information be presented 
at upcoming Board meetings.   
 
Attachments/Exhibits: 

• Overview of Library Staff Supervision 
• Overview of City-Library Hiring Practices 
• Overview of City-Library Disciplinary Procedure 
• Library Job Position Grades  
• Blank Library Evaluation form non-union employees 
• City of Great Falls Personnel Policy Manual available online at  

https://greatfallsmt.net/sites/default/files/fileattachments/human_resources/page/172381/pers
onnel_policy_manual_updated_2021.pdf  

• Crafts Collective Bargaining Agreement available online at 
https://greatfallsmt.net/sites/default/files/fileattachments/human_resources/page/39241/2023
_updated_crafts_agreed_contract_-_2024_schedule_a.pdf  

• MFPE Collective Bargaining Agreement available online at  
https://greatfallsmt.net/sites/default/files/fileattachments/human_resources/page/39241/2023
_mpfe_with_signature_page.pdf  
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Overview of  
Great Falls Public Library Staff 

Supervision 
 
Great Falls Public Library staff fall into five categories.     

• Crafts Union, MFPE Union, Hourly non-union, Salaried non-union, and the Library Director 
 

Order of governing documents for City employees is Federal regulations, State laws, Collective Bargaining Agreements 
and then City Personnel Policy. 
 
ROLE OF THE GREAT FALLS PUBLIC LIBRARY BOARD: 

1. The Library Board approves the Great Falls Public Library organizational chart and staffing plan.   
NOTE:  Organizational chart will reflect both the amount budgeted for personnel costs and the staffing needed 
to meet the goals of the strategic plan.   

2. The Library Board approves the Great Falls Public Library policies. 
3. The Library Board supervises the Library Director.   
4. PROPOSED NEW STEP:  The Library Board approves non-union pay grades and any merit-based pay raises or 

salary adjustments.   
5. PROPOSED NEW STEP:  Adjust Grievance & Discipline Procedures to include Library Board as appropriate.   

ROLE OF LIBRARY DIRECTOR AND MANAGEMENT TEAM: 

1. Library Director and appropriate Management Team member(s) work with HR and follow appropriate 
procedures when hiring staff.   

2. Library Director and appropriate Management Team member(s) supervise staff as defined in the City of Great 
Falls Personnel Policy page. 8. 

3. Library Director and appropriate Management Team member(s) work with HR and follow appropriate 
procedures to conduct annual evaluations including recommending merit-based increases of non-union 
employees.     

4. Library Director and appropriate Management Team member(s) work with HR and follow appropriate 
procedures for any grievances or discipline.   

ROLE OF CITY OF GREAT FALLS HUMAN RESOURCES DEPARTMENT: 

The Library Director recommends that the Library Board request a scope of service from the Human Resources 
Department so that both parties are clear on the services provided through the internal service charge process as 
defined in the City/Library Management Agreement.   
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City of Great Falls Personnel Policy page 8.   
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Overview of  
Great Falls Public Library 

Hiring 
 

ROLE OF THE GREAT FALLS PUBLIC LIBRARY BOARD: 

1. The Library Board approves the Great Falls Public Library strategic plan. 
2. The Library Board approves the Great Falls Public Library annual budget. 
3. The Library Board approves the Great Falls Public Library organizational chart.   

NOTE:  Organizational chart will reflect both the amount budgeted for personnel costs and the 
staffing needed to meet the goals of the strategic plan.   

4. PROPOSED NEW STEP:  If Library staff feel that a job description needs major updates or that a 
new position needs to be created, they will work with HR (and the union if necessary) to develop 
an appropriate job description.  The Library Board will review and approve the new job 
description before the position is filled.   
 

ROLE OF LIBRARY DIRECTOR AND MANAGEMENT TEAM: 

1. Library Director and appropriate Management Team member(s) review Library staffing needs 
and current job description for any open position. 

2. PROPOSED NEW STEP:  If Library staff feel that a job description needs major updates or that a 
new position needs to be created, they will work with HR (and the union if necessary) to develop 
an appropriate job description.  The Library Board will review and approve the new job 
description before the position is filled.   

3. Library Director informs HR of hiring plan and provides approved job description.   

ROLE OF CITY OF GREAT FALLS HUMAN RESOURCES DEPARTMENT: 

The Library Director recommends that the Library Board request a scope of service from the Human 
Resources Department so that both parties are clear on the services provided through the internal 
service charge process as defined in the City/Library Management Agreement.   

HIRING PROCESS:  UNION and NONUNION POSITIONS 
Not including the hiring of the Library Director   

1. HR and Library Staff complete required hiring forms. 
2. HR posts the job opening to City of Great Falls internal candidates for appropriate amount of 

time.  (Crafts Union 5 work days.  MFPE Union 3 work days. 3 work days.) 
• If there are qualified internal candidates, Library Management will interview the 

candidates and offer the position if appropriate. 
3. HR posts the job opening to the public. 
4. Library staff review the applicants and choose appropriate candidates to interview. 
5. Library staff and a representative from HR interview candidates using HR reviewed interview 

questions.  Each interviewer rates candidate answers on a 1-5 scale.  Interview teams 
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determines top candidate.  If it is determined that none of the candidates are a fit for the 
position, the job opening is reposted.   

6. HR staff runs background and reference checks on top candidate.  Conveys information to 
Library staff.  (If these checks disqualify a candidate, Library staff and HR determine the next top 
candidate and continue the process.) 

7. HR and Library Staff complete required hiring forms. 
8. HR offers the position to the candidate and determines start date. For non-union positions, HR 

negotiates the starting compensation rate based on the candidate experience and grade range.   
9. On first day of work, new staff complete required onboarding process with the HR Department. 

NOTE:  HR only conducts onboarding on Mondays.  (If Monday is a holiday, they may conduct 
onboarding on the next business day.) 

10. New staff person starts work at the Library.   
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Overview of  
Great Falls Public Library 

Discipline Process including 
Termination. 

 
 
ROLE OF THE GREAT FALLS PUBLIC LIBRARY BOARD: 

1. The Library Board approves the Great Falls Public Library discipline process.   
2. PROPOSED NEW STEP:  The Library Board Chair fills the role of the City Manager in the 

procedures when appropriate.   

ROLE OF LIBRARY DIRECTOR AND MANAGEMENT TEAM: 

1. Library Director and appropriate Management Team member(s) work with HR and follow the 
discipline process as listed below.   

ROLE OF CITY OF GREAT FALLS HUMAN RESOURCES DEPARTMENT: 

The Library Director suggests that the Library Board request a scope of service from the Human 
Resources Department so that both parties are clear on the services provided.   

City of Great Falls Personnel Policy Manual:  page 62-64 
 
Section 15 Disciplinary Policy  
The goal of a City employee is to serve the public; follow rules and regulations on work performance and 
personal conduct; work well with co-workers, supervisors and the public; and do all the other things that 
contribute to good job performance and reaching City goals. When employee behavior departs from the 
standards set by the City, the need for disciplinary action arises.  
 
15.1 Discipline Defined  
Discipline is training that corrects, molds, or perfects behavior towards an orderly or prescribed conduct. 
Discipline should be viewed as corrective rather than punitive. The City generally applies a series of 
disciplinary actions, graduating in degree, based on the initial severity or on repetition of the problem 
behavior.  
 
15.2 Good Cause for Discipline  
The basic rule is that there must be good cause for imposing discipline. Good cause is defined in MCA 
§39-2-903 as reasonable job-related grounds for action based on a failure to satisfactorily perform job 
duties, disruption of the employer's operation, or other legitimate business reasons. The City must 
demonstrate and practice good faith when exercising discipline.  
 
15.3 Disciplinary Responsibilities  
HR is responsible for distributing this Personnel Policy Manual to all employees. Employees are 
responsible for reading and familiarizing themselves with this Manual. Supervisors are responsible for 
informing their employees of work rules and work performance standards particular to their 
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department and that may not be included in this Manual. When an employee does not follow these 
rules or standards, a supervisor should use the Disciplinary Procedure to correct such behavior.  
 
15.4 Discipline Steps  
Management will generally follow these procedures when taking disciplinary action. However, 
depending on the severity or nature of the offense, management, in its discretion, reserves the right to 
skip one or more of these discipline steps. Management will determine the first step in the disciplinary 
process. When deciding how to initiate discipline, consideration will be given to such factors as the 
seriousness of the offense, repetition of the problem, behavior, or offense, and prior employment 
record. Management will conduct investigations that include the employee in question’s input before 
making determinations as to formal discipline.  
 
15.4.1 Informal Disciplinary Actions  

a. Corrective Counseling  
Corrective counseling is a constructive step taken to improve unsatisfactory behavior. The key 
component is a meeting during which the supervisor and the employee agree on the nature of 
the problem and the steps necessary to correct the problem. Success results from positive, non-
threatening counseling and communicating that the employee is responsible for the problem 
and its resolution. These steps can be useful to both the employee and the supervisor during 
informal counseling for conduct or performance problems:  

• State the purpose. Get to the point.  
• Describe the specific behavior problem. Cite the rule, policy or standard that has been 

violated, and the reasoning behind the rule or policy.  
• Listen. Both the supervisor and employee should be active in this evaluation. Listening 

allows the other person to understand.  
• Pinpoint any evidence showing the employee is responsible for the problem. Determine 

the cause(s) of the problem. Remain objective–the goal is to resolve the issue.  
• The employee should offer remedies to the problem. Mutually develop an action plan to 

correct the problem.  
• The employee should provide an overview of the discussion and the solution, in order to 

ensure both parties are in agreement.  
• Schedule a follow-up meeting, as appropriate, to review the progress of the employee's 

behavior. 
• At the conclusion of the meeting, document the employee's name, the date and time of 

the meeting, the problem, the agreed solution, and the date of the follow-up meeting, if 
any.  
 

b. Oral Warning  
Oral warnings are those given to an employee verbally, as opposed to in writing. Supervisors are 
responsible for keeping a record of all oral warnings; it is advisable that employees do the same. 
The record should contain:  

• The employee's name;  
• The date and time of the oral warning;  
• Date, time and location of the incident or problem resulting in discipline;  
• Names of others involved, either as witnesses or participants;  
• An objective, factual description of the employee's behavior, specific to the incident or 

problem resulting in discipline;  
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Current procedure:  When there are staff performance/disciplinary issues, Library managers consult with the Library Director.  Every effort is made to improve performance through corrective counseling.  If performance is not improving or there are other concerns, the Library Director and the employee’s direct supervisor consult with HR to develop a mutually agreeable plan for addressing the issues.  
Recommendation:  Continue current practice



• An accurate summary of the oral warning given to the employee, including the 
employee's statement in defense of their behavior, if any; and  

• Any other documentation available such as letters of complaint from other 
departments, employees, supervisors, or the public; examples of the employee's work if 
related to the behavior in question; and memos that outline the results of corrective 
counseling.  

 
15.4.2 Formal Disciplinary Actions  

a. Written Warning 
 A written warning is normally the third step in the disciplinary process and the first formal 
disciplinary action. Critical elements to be included in the written warning are:  

• The good cause (reasons) for the disciplinary action;  
• A description of the disciplinary action, including dates and duration, if applicable;  
• The improvements or corrections expected of the employee;  
• Consequences (further discipline) if the employee fails to improve or correct behavior 

within a specified period of time; and  
• The employee's signature and/or receipt of the warning. The written warning must be 

presented to the employee for review and signature. If the employee subject to 
discipline refuses to sign the warning, a witness to the refusal must sign the notice in the 
presence of the supervisor and the disciplined employee. In addition to grievance rights, 
the employee has the right to respond to the notice either verbally, in writing, or both. 
Any written response must be attached to the notice and included in the employee's 
personnel file.  

 
b. Suspension With or Without Pay  

Suspension without pay is an unpaid leave of absence ordered by management. If a written 
warning is given and fails to produce the desired change in behavior, the supervisor may impose 
a suspension. Some infractions may warrant a suspension on the first occurrence. Examples of 
such infractions may include, but are not limited to sexual harassment, physical fighting on the 
job, violence or threats of violence, and/or insubordination. A suspension may be imposed in 
either of the following ways:  

• In writing and given to the employee in a disciplinary meeting; the notice should include 
a copy of the employee’s appeal or grievance process; or  

• Immediately and orally at the time of the infraction (followed in writing, with copy of 
the employee’s appeal or grievance process attached, if the suspension is without pay). 
Immediate suspensions are used in situations where it is necessary to remove the 
employee immediately from the work environment and/or when time to conduct an 
investigation of the situation to determine the appropriate course of action. 

 
c. Discharge  

Discharge means employment is terminated for good cause. Discharge is appropriate when prior 
disciplinary actions have failed to resolve unacceptable conduct, or there is a performance 
problem that directly affects department operations. Some infractions may warrant discharge 
on the first occurrence, therefore, the City reserves the right to discharge an employee without 
prior disciplinary action pending an investigation. All instances of discharge will be in writing. 
The discharge should contain a statement of good cause for the action, relevant documentation, 
and notice of the appeal or grievance process.  
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Current Procedure:  Any formal discipline is conducted in partnership with HR.  All Weingarten, due process and written documents are reviewed and approved by HR before being presented to an employee.  HR staff are available to attend any disciplinary meetings if appropriate.  

The Library communicates with HR throughout the process.  

Recommendation:  Continue current practice

Director
Current Procedure:  Before the discharge of any employee, the Library Director, HR Director, City Attorney and City Manager meet to review the situation and ensure all procedures have been followed and that the discharge action is legal and warranted.
Recommendation:  Before the discharge of any non-union employee, the Library Director, HR Director, City Attorney, City Manager and Library Board Representative meet to review the situation and ensure all procedures have been followed and that the discharge action is legal and warranted.




 
15.5 All employees must follow the Problem Solving and Grievance Procedures set forth in Section 14 if 
they object to any of the disciplinary policy steps taken in this Section 15. 
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Overview of  
Great Falls Public Library 

Staff Grades and 
Compensation 

 
CRAFTS UNION: 

Job Title Step 1:  New Hire Step 2: 6 months Step 3:  12 months Pension contribution 
Custodian 1 $18.67 $19.61 $20.59 $3.65/hour 
Custodian II $18.96 $19.90 $20.90 $3.65/hour 

 
MFPE UNION 

Position Title Grade Salary Range (hourly) 
Library Specialist (Youth Services) 30 Grade Minimum $17.8600 - Grade Maximum $21.7300 
Library Specialist (Public Services) 30 Grade Minimum $17.8600 - Grade Maximum $21.7300 
Library Clerk (Public Services) 22 Grade Minimum $14.6600 - Grade Maximum $17.8300 
Resource Sharing Coordinator 26 Grade Minimum $16.1800 - Grade Maximum $19.6900 
Bookmobile Coordinator 30 Grade Minimum $17.8600 - Grade Maximum $21.7300 
Library Clerk (Technical Services) 22 Grade Minimum $14.6600 - Grade Maximum $17.8300 
Cataloging Assistant 30 Grade Minimum $17.8600 - Grade Maximum $21.7300 

 
NON-UNION HOURLY 

Position Title Grade Salary Range (hourly) 
Safety Specialist 10 Grade Minimum $20.9100 - Grade Maximum $28.2900 
Administrative Assistant 13 Grade Minimum $24.2100 - Grade Maximum $32.7500 
Communication Specialist 13 Grade Minimum $24.2100 - Grade Maximum $32.7500 

 
NON-UNION SALARY 

Position Title Grade Salary Range (yearly) 
Librarian (YS, PS, CD) 18 Grade Minimum $64,258 - Grade Maximum $86,937 
Community Engagement Coordinator 13 Grade Minimum $50,348 - Grade Maximum $68,118 
Technology Systems Coordinator 18 Grade Minimum $64,258 - Grade Maximum $86,937 
Assistant Director 23 Grade Minimum - $82,011 -Grade Maximum - $110,956 
Library Director 27 Grade Minimum $99,685 - Grade Maximum $134,868 
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ADDITIONAL LIBRARY PERSONNEL COSTS:   
 
HEALTH INSURANCE: (Library pays 85% of premiums) 
Single:   $11, 700   
Couple:  $21,000 
Family:  $29,000 
Parent & child:  $18,500 
  
UNEMPLOYMENT INSURANCE = 0.0045 times salary (Last year was 0.0035, new rate isn’t known until May usually) 
  
WORKERS COMPENSATION =  
 Clerical Staff = 0.0029 times salary  

• Library Clerk 
• Library Specialist 
• Resource Sharing Coordinator 
• Bookmobile coordinator 

 
Professional & Administrative = 0.0070 times salary 

• Administrative Assistant 
• Library Director 
• Librarian (Collection Development, Youth Services & Public Services) 
• Library Tech Systems Coordinator 

  
Non-professional = 0.014 of salary 

• Custodian I 
• Custodian II 
• Safety Specialist  

  
FICA = 0.062 times salary   
  
MEDICARE = 0.0145 times salary   
  
PUBLIC EMPLOYEE RETIREMENT SYSTEM = 0.00897 times (salary plus $9,396 health insurance on base)  
 
LIFE INSURANCE FOR MANAGEMENT TEAM = average of $301.29/year  
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Library Board Meeting Date: January 28, 2024 

GREAT FALLS PUBLIC LIBRARY 
BOARD  AGENDA REPORT 

 
Item: Library Board review of fiscal policies 

Presented By: Susie McIntyre, Library Director 

Action Requested: Library Board review current practices and provide guidance on policies to be presented 
at future Library Board of Trustee Meetings. 

 
Staff Recommendation:  Staff recommends that the Library Board review the information regarding current City-
Library policies and recommended procedures and ask for any additional information so that proper policies can 
be crafted for future Board approval.   
 
Background: The City Commission and the Great Falls Public Library Board of Trustees have both approved a new 
City/Library Management Agreement.    
 
The City Commission and the Great Falls Public Library Board of Trustees have both approved a new City/Library 
Management Agreement.   The new City/Library Management Agreement acknowledges the financial oversight 
role of the Library board, requires that the Library comply with all City financial policies, and provides for the 
Library to continue to receive internal services through the current City procedure.   
 

WHEREAS, pursuant to Section 22-1-309, MCA, the Trustees have the exclusive power and 
authority to determine policy for the operation of the Library, prepare budgets, authorize 
expenditures, determine the selection of materials, negotiate contracts, expend public 
library funds subject to a budget approved by the City Commission, as well as other powers 
authorized by the aforementioned statute; and 
 
1. Compliance with City Policies.   

2.b. Financial Policies. The Trustees and Library Director agree to comply with all 
City financial and accounting policies and procedures, including the City’s cash 
receipting policy, as set forth from time to time by the City Commission and/or 
the City’s Director of Finance.  

 
City Operational Service Charges. The City shall provide human resources, payroll, finance, 
accounting, and other services under the same internal service charge structure applicable 
to City departments. The Library will provide compensation to the City for these services 
through the internal service charge process with funds budgeted from the Library fund. 
 

Based on conversations with City of Great Falls and Montana State Library staff, Library staff recommend that the 
Board consider adopting policies and procedures that align with current Library/City practices.   The City Fiscal 
Policies are quite extensive.  Library Staff see no reason for the Library Board to deviate from the City’s regular 
fiscal policies with two possible exceptions. 

1. Library Budget 
2. Approvals of certain grants and contracts 

 
Please see supplemental information for a discussion of the possible changes. 
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NOTE:  This agenda item is for discussion and feedback only.  Before presenting actual policies to the Board, we 
will have them reviewed by appropriate City Staff to ensure that they are legally sound and workable within 
our required frameworks.   
 
Significant Impacts:   
It is essential that the Library follow clear fiscal policies.  We need to be accountable to the taxpayers.  The Library 
is audited as part of the City of Great Falls.   For continuity and consistency, Staff recommends adopting polices 
that parallel the policies and procedures of the City of Great Falls AND that provide for proper Library Board 
oversight.    
 
Fiscal Impact:  It is essential that the Library follow clear and legal fiscal policies in order to safeguard ALL of the 
Library’s finances.   
 
Alternatives:  
The Board could decide to NOT to review the current information and request alternative information be 
presented at upcoming Board meetings.   
 
Attachments/Exhibits: 

• Overview of City-Library Budget Process 
• Overview of City-Library fiscal approval process 
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Overview of  
Great Falls Public Library  
Fiscal Policy--Oversight 

 

ROLE OF THE GREAT FALLS PUBLIC LIBRARY BOARD: 
1. The Library Board approves the Great Falls Public Library annual budget. 
2. The Library Board reviews and accepts the Library financial reports at each meeting and approves special 

projects and purchases.   
3. PROPOSED NEW STEP:  Given the new City/Library Management agreement some items will require 

documented approval of the Board Chair or full Board.  
 
ROLE OF LIBRARY DIRECTOR AND MANAGEMENT TEAM: 

1. All Library staff follow all City of Great Falls and Great Falls Public Library fiscal policies. 
• Purchasing (including paying invoices and proper use of Library credit cards)   
• Contracting and bidding 
• Grants 
• Petty cash 
• Deposits, Cash Handling, and Credit Card payments to Library 
• Annual audit review 
• Establishing appropriate projects through the intent to create process 
• Disposal of Library property 
• Receiving donations 

NOTE:  Full Finance Policy Manual available to Library Board on request.   
NOTE:  The Library receives limited IT services from the City IT office.  The Library manages its own IT 
projects and does not utilize the City Technology Project guidelines.   

2. Library Director and Administrative Assistant request appropriate approvals for needed transactions.  (Library 
Board meeting agendas, City Commission contracts list, City Commission grants list, Commission Agenda item, 
routing through City Department approval process)   

3. Library Director and Administrative Assistant prepare monthly financial reports for Board review at each 
monthly meeting.   

4. Library Director and Management Team track revenue and expenditures to ensure adherence to the Library 
annual budget.     

 
ROLE OF CITY OF GREAT FALLS FINANCE DEPARTMENT: 
The Library Director suggests that the Library Board request a scope of service from the Finance Department so that 
both parties are clear on the services provided.   
 
CITY-LIBRARY FISCAL POLICY OVERSIGHT:   
The City of Great Falls Financial Policy requires oversight and additional approval of certain types of transactions.  The 
Library and the City of Great Falls will need to determine the appropriate avenue of approval for each case.   

• City Manager/City Commission continue to provide approvals as defined in the Fiscal Policy 
OR 

• Approval responsibility moves solely to the Library Board 
OR 

• Approval responsibility moves to joint responsibility of City Manager/City Commission and Library Board.   
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Overview of  
Great Falls Public Library 

Budget Process 
 

ROLE OF THE GREAT FALLS PUBLIC LIBRARY BOARD: 

1. The Library Board approves the Great Falls Public Library strategic plan. 
2. The Library Board approves the Great Falls Public Library annual budget. 
3. PROPOSED NEW STEP:  The Library Board or designee presents the Great Falls Public Library 

annual budget to the City Commission.   

ROLE OF LIBRARY DIRECTOR AND MANAGEMENT TEAM: 

1. Library Director and appropriate Management Team member(s) work with the Finance 
Department and HR to develop the proposed annual budget.   

2. Library Director and appropriate Management Team member(s) present the budget to the 
Library Board. 

3. Library Director and Administrative Assistant enter the Library budgets into the City financial 
software system. 

4. Library Director meets with the City Manager team to present the Library budgets so that they 
can present a full City Budget to the Commission. 

5. PROPOSED NEW STEP:  The Library Director works with Library Board to present the Great Falls 
Public Library annual budgets to the City Commission.   
 

ROLE OF CITY OF GREAT FALLS FINANCE DEPARTMENT: 

The Library Director suggests that the Library Board request a scope of service from the Finance 
Department so that both parties are clear on the services provided.   

LIBRARY ANNUAL BUDGET PROCESS:  2220 Library Operational Budget 

1. Library Director and Management Team discuss Library needs and create a DRAFT budget for 
the next fiscal year.   

• Budgeted revenues are based on:  
i. Revenue trends from previous years (donations, interest, etc.) 

ii. Consultations with the Finance Department regarding probable property tax 
revenue 

• Budgeted expenses are based on:  
i. Expenditure trends from previous years 

ii. Estimated personnel cost information from HR and Finance (union raises, health 
insurance costs, worker’s comp costs etc.) 
NOTE:  Collective Bargaining Agreements are negotiated every two years.  
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Generally, the negotiations are not complete by the time that the Library Board 
approves the budget so we must use estimates. 

iii. Contract obligations 
iv. Planned projects (including any maintenance or capital improvement needs) 

2. Library Director presents the DRAFT budget to the Library Board at an open meeting.  
(Usually during the April Board meeting) 

3. Library Board approves a Library 2220 Operational Budget.   
NOTE:  The Board can approve the budget as presented by the Library Director or the Board can 
approve a modified budget. 

4. Library Director and Administrative Assistant enter Library budget numbers into City fiscal 
software.   

5. Library Director meets with City Manager team to review the Library Budget and answer 
questions. 

6. City Manager develops full City Budget—including the Library and other Department budgets. 
7. City Manager presents budget information to the City Commission during work sessions.  Library 

Director attends all budgetary work sessions to answer questions if needed.   
8. City Commission holds a public hearing and adopts the annual City Budget.   

LIBRARY ANNUAL BUDGET PROCESS:  2221 Library Foundation/Donation Budget 

1. Great Falls Public Library Foundation has a fiscal year from April 1 through March 31.  The 
Foundation approves their annual budget at their Spring meeting usually held in March or April.   

2. Library Director and Management Team discuss Library needs and create a DRAFT budget for 
the next fiscal year.   

• Budgeted revenues are based on:  
o Revenue trends from previous years (donations, interest, etc.) 
o Foundation Budget amounts 

• Budgeted expenses are based on:  
o Expenditure trends from previous years 
o Predicted upcoming projects  
o Foundation Budget amounts  

3. Library Director presents the DRAFT budget to the Library Board at an open meeting.  
(Usually during the May Board meeting) 

4. Library Board approves a Library 2221 Operational Budget.   
NOTE:  The Board can approve the budget as presented by the Library Director or the Board can 
approve a modified budget. 

5. Library Director and Administrative Assistant enter Library budget numbers into City fiscal 
software.   

6. Library Director meets with City Manager team to present the Library Budget and answer 
questions. 

7. City Manager develops full City Budget—including the Library and other Department budgets. 
8. City Manager presents budget information to the City Commission during work sessions.  Library 

Director attends all budgetary work sessions to answer questions if needed.   
9. City Commission holds a public hearing and adopts the annual City Budget.   
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NOTE from City Manager:  The Library Director will receive budget information, guidance, and data as they have in prior years.  During the annual budget presentation process/approval, the Library Trustees will present their budget to the City Commission directly.  We’ll work to schedule a time during the upcoming FY26 budget process.   
Recommendation:  Library Board appoint a Board member to collaborate with the Library Director to present the Library Budget to the City Commission.  

Director
NOTE from City Manager:  The Library Director will receive budget information, guidance, and data as they have in prior years.  During the annual budget presentation process/approval, the Library Trustees will present their budget to the City Commission directly.  We’ll work to schedule a time during the upcoming FY26 budget process.   
Recommendation:  Library Board appoint a Board member to collaborate with the Library Director to present the Library Budget to the City Commission.  



Director’s Itinerary: November & December 2024 
 

Fri Nov.  1 Negotiation Committee Meeting 9:00 am – 10:00 am 
Digital Born News Presentation MT Newspaper Association (Choteau) 1:00 pm – 2:00 pm 
Foundation Director and Consultant meeting 3:00 pm – 4:00 pm  

Sat Nov.  2 Reference Desk 1:00pm - 2:00 pm 
Mon Nov.  4 City/Library Renegotiation Meeting 9:00 am 

Digital Born News meeting with Community Webs 2:00 pm – 3:00 pm 
Tues. Nov. 5 Library Closed:  Election Day 
Weds. Nov.  6 Management Team Meeting 11:00 am 

CT consultation Library Park 1:00 pm 
Planter Planning meeting 2:00 pm 
Communication Meeting 3:00 pm 
City Commission Work Session 5:30 pm 
City Commission Meeting 7:00 pm 

Thurs Nov. 7 Library Communications Meeting 9:00 am 
Tech Transition Meeting 10:00 am 
Consulting meeting City IT Director 1:30 pm 
Cold Weather Services Panel 6:30 pm  

Fri Nov.  8 Fiscal meeting Early Literacy Outreach Grant 9:00 am 
Board Chair & Foundation Director meeting 10:00 am 

Sat Nov.   9 Reference Desk 11:00 am – 12:00 pm; 1:00 pm – 2:00 pm 
Mon Nov.  11 Library Closed:  Veterans Day 

Neighborhood Council #7 7:00 pm 
Tues. Nov.   12 Digital Born News meeting 9:00 am 

Rotary Meeting 12:00  
Foundation Director meeting 1:30 pm 

Weds. Nov. 13 Sick Day 
Thurs Nov.  14 Staff monthly goals meeting 10:00 am 

Meeting of the Minds meeting 12:00 pm – 1:30 pm 
CT & Foundation Director meeting (phasing of remodel) 2:00 pm 
Armchair Traveler presentation 7:00 pm 

Fri Nov.   15 Early Literacy Outreach Grant—Partner meeting 10:00 am 
Sat Nov.  16 Reference Desk 10:00 am – 12:00 pm 
Mon Nov.  18 City of Great Falls Employee Book Club 12:00 pm 
Tues. Nov.  19 KRTV interview 

City Commission Work Session 5:30 pm 
City Commission Meeting 7:00 pm 

Weds. Nov.  20 Reference Desk 10:00 am – 11:00 pm 
Management Team Meeting 11:00 am 
Access to Care meeting 12:30 pm 
Communication Meeting 2:30 pm 
One-on-One meeting City Manager 3:30 pm 

Thurs Nov.  21 Library Clerk Interviews 8:00 am – 11:30 am 
Staff monthly goals meeting 3:00 pm 
Staff monthly goals meeting 4:00 pm 

Fri Nov. 22 Radio Interview 7:40 am 
Negotiation Committee Meeting 2:00 pm 
Staff monthly goals meeting 4:00 pm 

Sat Nov.  23 Circulation Desk 11:00 am – 12:00 pm  
Mon Nov.  25 Radio Interview 8:00 am 
Tues. Nov. 26 Website Check-in 9:00 am 

Rotary Meeting 12:00 pm 
Foundation Director Meeting 1:30 pm 
Library Board Meeting 4:30 pm 

Weds. Nov. 27 Management Team Meeting 11:00 am 
Staff monthly goals meeting 12:00 pm 
Communication Meeting 3:00 pm 
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Thurs Nov. 28 Library Closed:  Thanksgiving 
Fri Nov.  29 Library Closed:  Thanksgiving 
Sat Nov.  30 Circulation Desk 9:00 am – 10:00 am 

Reference Desk 11:00 am – 12:00 pm 
Parade of Lights 5:00 pm 

Mon Dec.  2 Local Area Counsel Meeting 1:30 pm – 3:00 pm 
Tues. Dec.  3 Downtown Safety Alliance Meeting 10:00 am 

Rotary 12:00 pm 
Foundation Director Check-in 1:30  
City Commission Work Session 4:00 pm 
City Commission Meeting 7:00 pm 

Weds. Dec.  4 Reference Desk 10:00 am – 11:00 am 
Management Team Meeting 11:00 am  
Book-A-Thon PSA Premiere 12:00 pm 
Communication Meeting 3:00 pm 
Board Member Check-in 4:00 pm 

Fri Dec. 6 Christmas Stroll 5:00 pm 
Sat Dec.  7 AAUW Luncheon 10:00 am  

Reference Desk 3:00 pm – 4:00 pm 
Mon Dec.  9 CoGF Employee Book Club 12:00 pm  

ELOS presentation to Early Childhood Educators Leadership Cohort 
Tues. Dec.  10 Coffee with Commissioner Joe McKenney 8:30 am 

Department Head Meeting 10:00 am 
Interviews Library Technology Systems Coordinator Interviews 12:00 pm 
Genealogy Society Leadership meeting 4:00 pm 

Weds. Dec.  11 Continuum of Care meeting 9:00 am 
Reference Desk 10:00 am – 11:00 am 
Management Team Meeting 11:00 am 
Staff onboarding meeting 1:00 pm 
Staff onboarding meeting 2:00 pm 
Meeting GFPL Foundation Director meeting 4:00 pm 
GFPL Staff Holiday Party 6:00 pm  

Thurs Dec.  12 Communication Meeting 10:00 am 
Meeting regarding patron concerns 2:00 pm 
Armchair Traveler Presentation 6:00 pm 

Fri Dec. 13 Meeting Library Board Chair/Foundation Director 9:00 am 
Sat Dec.  14 Consultation Bill Bronson 9:00 am 

Circulation Desk 11:00 am – 12:00 pm 
Tues. Dec.  17 One-on-One Meeting City Meeting 10:00 am 

Rotary Meeting 12:00 pm 
Tracy Cook Consultation 3:00 pm 
Debbie Stewart Retirement meeting 4:00 pm  
City Commission Work Session 5:30 pm 
City Commission Meeting 7:00 pm 

Weds. Dec.  18 Management Team Meeting 11:00 am 
Access to Care meeting 12:30 pm 
Communication Meeting 3:00 pm 

Thurs Dec.  19 2nd Interview Technology Systems Coordinator 11:00 am 
Staff monthly supervision meeting 3:00 pm 

Fri Dec. 20 Debbie Stewart Retirement Party 12:00 pm  
Sat Dec.  21 Silent Book Club 10:00 am  
Mon Dec.  23 HR meeting 10:00 am 
Tues. Dec.  24 Communication Meeting 10:00 am 
Weds. Dec.  25 Library Closed:  Christmas Day 
Thurs Dec.  26 Vacation 
Fri Dec. 27 Vacation 
Sat Dec.  28 Vacation 
Tues. Dec.  31 Department Head Meeting 10:00 am 
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Next Library Board Meeting is February 25, 2025 4:30 pm 
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MANAGEMENT TEAM MEETING 
Meeting Minutes 

November 6, 2024 
Present: Sarah Cawley, John Collins, Treva Higgins, Aaron Kueffler, 

Sara Linder-Parkinson, Rae McFadden, Susie McIntyre, 
Jake Sorich 

Absent: Sara Kegel 
Next Meeting: November 13, 2024; 11:00am; Susie’s Office 
  
 
SUSIE 

• Susie informed us that the AAUW book sale went well. Prepping for The 
Friends of the Library Books sale will begin in January. 

• Susie gave an update on the Self-Help law clinic office lease. It has 
been extended through June 2025. 

• Susie informed us that two patrons have been trespassed, we are 
waiting for them to be served.  

• The board will be approving the Policy Manual at the November 
meeting.  

• Susie gave an update on the city re-negotiation.  
• John C. will be giving his managers report at the November board 

meeting. Caitlyn, and Maribeth will be doing the staff introductions. 
• Susie reminded everyone that FAP request are due to her by November 

8th.  
• Susie informed us that Sara K has resigned. Her last day will be 

November 10th. 
• Susie will be attending the Commission meeting tonight. 
• Susie will be leaving early on Friday.  

 
TREVA 

• Treva and crew are working on catching up on the materials that have 
been received.  

• Treva is currently weeding the DVD collection. 
 
SARA LP 

• Sara led a discussion on the vending machines on the second floor. 
• Sara led a discussion on the current staff transitions.  
• Sara led a discussion on putting the holiday displays, including the tree, 

on the second floor this year. It could tie into the staff Christmas party. 
• Interviews for the open positions will be held on November 21st. 

 
SARA K 

• Sara  
 
AARON 
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• Aaron informed us that time sheets are due this week. 
 
JOHN 

• John had nothing to report. 
 
RAE 

• Rae informed us that Carol accepted the open position in KP/YA 
• Raising Readers Christmas party will be in December. 

 
SARAH C 

• Sarah informed us the staff Christmas party committee is meeting 
tomorrow.  

• There is a presentation tomorrow at 6:30p. 
• Sarah will be applying for a Humanities Montana grant for the February 

Hasan  Davis presentation. 
 

JAKE 
• Jake is working on a video for Raising Readers.  
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MANAGEMENT TEAM MEETING 
Meeting Minutes 

November 20, 2024 
Present: Sarah Cawley, John Collins, Treva Higgins, Aaron Kueffler, 

Sara Linder-Parkinson, Rae McFadden, Susie McIntyre, 
Jake Sorich 

Absent:  
Next Meeting: November 27, 2024; 11:00am; Susie’s Office 
  
 
SUSIE 

• Susie discussed the city renegotiation. 
• National Library week is in April. Please let her know if you have any 

ideas.  
• Book-a-thon video has been completed. 
• A discussion was had regarding the 2025 vacation request calendar. 

She reminded everyone to please check your vacation accruals. 
• A discussion was had regarding the current patrons that have been 

trespassed.  
• Susie will be in and out of office today.  

 
TREVA 

• Treva will be out of the office with appointments today.  
• Her crew is catching up on receving materials. 
• Isa is out of the office today. 
• Treva will be out of the office on Thursday 
• A discussion was had regarding the sticker labels and their adhesive 

qualities.  
 
SARA LP 

• Sara will be in interviews tomorrow. 
• Sara is looking at having two more public service staff become notaries.  
• Debbie’s retirement party is on December 20th. 
• Sara is has talked to her crew regarding them standing around in groups 

talking. 
• There is a gratitude wall in the Circulation for staff, please feel free to fill 

out.  
 
AARON 

• Aaron is working on the board packet. 
• Time sheets are due Thursday. 
• Aaron is working on the Wednesday envelope flyer.  

 
JOHN 
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• John gave an update on the sounds the elevator has been making. 
Seems with the colder weather the oil is taking longer to warm up. 

• John will be out of the office tomorrow and Tuesday. Caitlin will be in at 
9am on those days.  

 
RAE 

• Rae informed us that the Raising Readers holiday party will be on 
December 21st. 

• Katherine would like to create some Facebook posts, she will make 
them, then Rae will review them and the forward to Jake to post.  
 

SARAH C 
• Sarah informed us that the City Christmas Ornaments should arrive this 

week. The library is being showcased. We will be following the same 
process as last year for selling them. 

• Sarah will be in and out this week.  
• Sarah has a tour tomorrow; it will include a scavenger hunt. 
• Sarah will be decorating the bookmobile Wednesday afternoon for the 

Parade of Lights on Saturday. 
 

JAKE 
• Jake will be volunteering at Longfellow school on Wednesday. 
• Jake is working on the website. He can make updates to the calendar 

but not the actual site. A meeting has been scheduled with the hosting 
company to resolve the issue. 

• Jake has finished the Dolly Parton video and is working on one for story 
time. A video for wowbrary is in the works. 
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MANAGEMENT TEAM MEETING 
Meeting Minutes 

November 27, 2024 
Present: Sarah Cawley, John Collins, Treva Higgins, Aaron Kueffler, 

Sara Linder-Parkinson, Rae McFadden, Susie McIntyre, 
Jake Sorich 

Absent:  
Next Meeting: December 4, 2024; 11:00am; Susie’s Office 
  
 
SUSIE 

• Susie gave an update on the city re-negotiation. 
• There will be no board meeting in December. 
• The board has approved the current FAP ask; it will now go to the 

Foundation Board for approval. 
• Sara K has resigned. Aaron, Sara LP, and Susie will be covering until a 

new IT person is hired.  
• Susie gave an update on the website; we are looking into a new host. 
• The staff Holiday Party will be on December 11th. The library will provide 

a turkey, managers will provide sides 
• An anonymous donor gave a donation to the library foundation. It is to 

be used to purchase the vending machines in the library. Funds 
generated (after product stocked) from the sales of the vending machine 
are to be put into a fund for staff to use for Staff morale activities. 

• Susie let us know that the book-a-thon video is out.  
 
TREVA 

• Treva informed us that Jacob is almost caught up. 
• Treva hopes to have the ELM back up and running by next week; there 

was a blockage that needed to be cleaned out. 
 
SARA LP 

• Sara informed us that Nick will start on December 2nd, and Chris will 
start on December 9th. 

 
AARON 

• Aaron will be out of the office on Saturday. 
 
JOHN 

• John led a discussion on an upgrade to the boiler computer. 
• John informed us that the staff tree is up and ready to be decorated on 

Sunday. 
 
RAE 

• Rae  
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SARAH C 

• Sarah informed us that Susie will be taking the lead for the parade. 
• The Christmas Stroll is next Friday. 
• Sarah will be attending webinars next week for a grant opportunity.  
• The memory café will have a potluck on December 3rd. 

 
JAKE 

• Jake will not be attending the Parade of Lights or the Staff Tree 
Decorating. He asked that someone please take photographs so he can 
post them/ 
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MANAGEMENT TEAM MEETING 
Meeting Minutes 

December 4, 2024 
Present: Sarah Cawley, John Collins, Treva Higgins, Aaron Kueffler, 

Sara Linder-Parkinson, Rae McFadden, Susie McIntyre, 
Jake Sorich 

Absent:  
Next Meeting: December 11, 2024; 11:00am; Susie’s Office 
  
 
SUSIE 

• Susie gave an update on the website issues. 
• Interviews for the IT position are scheduled for December 10th. 
• Susie is working on the Executive Assistant job posting. 
• A discussion was had on KitKeeper. 
• The Staff Holiday party will be December 11th, after hours. A discussion 

was had regarding who was bringing what.  
• A discussion was had regarding Debbie’s retirement on December 20th. 
• A discussion was had on the onboarding packet 
• A discussion was had regarding the new city agreement. 
• A discussion was had on the power outage procedure 
• MLA will be the end of March this year.  

 
TREVA 

• Treva will be attending Leadership Great Falls today. 
• Tech Services is catching up on processing materials. 
• The ELM is ready to put back together. 

 
SARA LP 

• Sara is working on organizing the Hot Spots. We are now down to 1 
staff hotspot. It will be located in the yellow file cabinet beneath the staff 
mail boxes. Please check it out to your account when using it so we can 
keep track of who has it. 

• Sara has been updating the Google Business site and the Good 
Calendar with days the library will be closed for holidays.  

 
AARON 

• Aaron informed us that time sheets are due tomorrow. 
 
JOHN 

• John led a discussion on cleaning up the IT area in the basement. 
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RAE 
• Rae thanked staff for promoting programs. They had three families at 

bookworms this week. 
• The Raising Readers Holiday party will be December 21st. 

 
SARAH C 

• Sarah informed us that the library table will be in front of Big Dipper for 
the Christmas Stroll. 

• 13 people attended the program last night. Next program will be in 
February. 

• Sarah will be in and out of the office this week. 
• If someone comes in for Bookworms United, and Sarah is here, please 

send them to her.  
 

JAKE 
• Jake is working on the website issues with Susie. 
• Jake is attending the raising readers meeting today. Their video will be 

up this month. 
• Book-a-thon video premier is today. 
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MANAGEMENT TEAM MEETING 
Meeting Minutes 

December 11, 2024 
Present: Sarah Cawley, John Collins, Treva Higgins, Aaron Kueffler, 

Sara Linder-Parkinson, Rae McFadden, Susie McIntyre 
Absent: Jake Sorich 
Next Meeting: December 18, 2024; 11:00am; Susie’s Office 
  
 
SUSIE 

• Susie mentioned that the vacation calendar is making its way around. 
Currently Rae has the managers calendar.  

• Susie informed us that a person was picked for the IT position. We are 
waiting on a background check.  

• Susie hopes that the Assistant Director and the Early Literacy positions 
will get posted today. 

• The January board meeting will be focused on the steps to move 
forward. 

• Tax Help Montana now has their own building. This means they may not 
be utilizing the library as a drop off location. 

• The website is up and running under the new host. It seems to have 
fixed all the issues we were having. 

• Susie asked all managers to send her the names of staff that need to 
attend the new employee orientation. 

• A discussion was had regarding a Facebook posting. 
• Susie led a discussion on building a stronger management team. 
• Susie has tasked managers to come next week with a suggestion of one 

thing they can take over from Susie to lighten her work load. 
 
TREVA 

• Treva presented options for replacing Kit Keeper. A discussion was had.  
• Treva will be out of the office tomorrow.  

 
SARA LP 

• Sara informed us that we have 19 new hotspots coming from the State 
Library. Sara is currently working on organizing the hot spots we have. 

• John R. is out of the office today. 
• Sara will be leaving at 1:30p today, but will be back for the party. 
• Sara informed us that the screen on the self-Checkout near Kids Place 

is having issues. It is due to the sun shining on it and heating it up. We 
need to move it to a different location and call for service on it.   

 
AARON 

• Aaron had nothing to report. 
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JOHN 
• John thanked everyone that helped out on Saturday. 
• Maribeth is out sick today. Caitlyn is here.  

 
RAE 

• Rae informed us that a Fort Benton author will be here this Saturday. It 
is open to all ages.  

• The events list for KP/YA is done and sent to Jake. 
• The spring D&D Campaign sign-up will be in March. 

 
SARAH C 

• Sarah had to leave for a portion of the meeting to attend to the Great 
Falls Chamber Leadership High group. 

• She had nothing to report.  
 

JAKE 
• Jake was not present. 

 

JANUARY 2025 GFPL BOARD PACKET - PAGE  107



MANAGEMENT TEAM MEETING 

Meeting Minutes 

December 18, 2024 

Present: Sarah Cawley, John Collins, Aaron Kueffler, Sara Linder-
Parkinson, Rae McFadden, Susie McIntyre, Jake Sorich 

Absent: Treva Higgins 
Next Meeting: January 8, 2025; 11:00am; Susie’s Office 
  
 

SUSIE 

 Susie informed us that we will be closing early at 3pm on Christmas and 
New Year’s Eve. 

 Susie informed us that the contract with Paige ended in September. A 
new scope was sent over. A discussion was had regarding the service. 

 At the last meeting, Susie asked managers to think about what can be 
delegated to them to help alleviate her workload. She asked that 
managers please email her their thoughts. 

 A discussion was had regarding the Assistant Executive Director 
position. The position will be postponed until the new fiscal year in July 
2025. 

 At the January board meeting, the board will discuss procedures in 
regards to the new city agreement. A committee may be created to 
evaluate the procedure for the Director’s review.  

 A second interview for the IT position is scheduled for tomorrow. 
 The safety specialists are working on a power outage plan.  
 Many staff are out sick. COVID guidelines say you can come back to 

work when you are fever free for 24hs and your other symptoms are 
improving.  

 Susie is working on the patron policy for language. She encourages 
staff to follow as well. 

 Susie reminded everyone that Board Members and Staff should NOT be 
talking politics while on the clock. 

 
TREVA 

 Treva was not present.  
 
SARA LP 

 Sara informed us that Debbie’s last day is Friday. 
 19 Hot Spots have arrived; Sara is getting them set-up so they can 

begin being circulated. 
 Sara will be out of the office beginning Christmas through New Year’s, 

returning on January 5th. 
 
AARON 

 Aaron informed us that time sheets are due tomorrow. 
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JOHN 

 John informed us that due to sickness there will be gaps in services 
Friday and Saturday night.  

 Caitlyn is out sick today.  
 
RAE 

 Rae informed us that the Raising Readers Holiday Party is 11a-12p. 
Santa and Mrs. Clause will be here. 

 Rae has purchased cutting gloves for the paper cutter. One set will be 
on the 3rd floor the other in the book repair bin. 
 

SARAH C 

 Sarah will be out of the office Monday and Tuesday next week. 
 She is working on the program for tomorrow night. 
 Sarah has been booking for the 2025 music in the park. She has 5 

bookings currently. 
 Shakespeare in the Parks will be doing 2 shows in 2025. August 8th and 

August 9th. What will be performed is still TBA.  
 Sarah informed us that Tax Help Montana will not be utilizing the Library 

for space this year since they now have their own building. 
 Bookworms United 2025 will begin in January.  

 
JAKE 

 Jake thanked everyone that helped while he was out. 
 Jake passed around a proof of some bookmarks he is working on. 
 Jake informed us that the January events are now on the website and 

the calendar has been updated.  
 A discussion was had regarding the posting of new staff on our social 

media sites.  
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Great Falls Public Library | 301 2nd Ave. N | Great Falls, MT | 59401 | 406-453-0349 | www.greatfallslibrary.org 

Great Falls Public Library January 2025 Events 

 

1 
 

 

Library Closed on New Year’s Day and Martin Luther King Jr. Day 
When: All Day on Wednesday, January 1 and Monday, January 20 
What: The Library is closed for New Year’s Day, a Federal holiday. We will re-
open on Thursday, January 2 at 9 am. The Library is also closed on Monday, 
January 20 for Martin Luther King Jr. Day. We will re-open on Tuesday, 
January 21 at 9 am.  

 

Bookworms United 2025 Challenge Begins!  
When: From January 2 to December 26, 2025 
What: Read 50 books in 50 different categories in approximately 
50 weeks for your chance to win a prize. Grab your paper copy of 
the challenge at the display table, or online. 

 
 

 

January-February Artist in the Library – Sharron Mashburn 
When: January through February 
What: Sharron Mashburn was born in Florida but quickly 
moved to Las Vegas in 1947. She completed her education in 
the public school system there, when the population was 
still less than 13,000 people. She attended University of 
Nevada Las Vegas after graduating high school. Sharron then 
moved to the Bay Area where she entered into San Jose 
State and majored in Art History and Studio Art. She 
returned to Las Vegas and taught k-12 art history, teaching 
from 1974-2004. In 2008, Sharron and her husband Paavo 
moved to Great Falls, which is "The Last Best Place"! 
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Great Falls Public Library January 2025 Events 

 

2 
 

Memory Café 
When: Tuesday, January 7, 12:30 to 2 pm 
Where: Cordingley Room 
What: January’s Memory Café is all about dance and music, so bring 
your dancing shoes for this instructor led program. If you know someone 
in your life who is struggling with memory loss, the Memory Café is held 
each month. It is designed to be a comfortable, social setting for 
community, connection, and support to socialize with those that are 
concerned with memory loss. 
 

 

 

Volunteer Orientation and Appreciation Dinner  
When: Tuesday, January 7. Orientation at 5, Potluck dinner at 6:30 
Where: Cordingley Room 
What: An opportunity for volunteers to be trained together, to meet each 
other, and for the Great Falls Public Library to appreciate all the work they do 
to help us out. Must RSVP to Sarah Cawley by January 3. This is for current 
and active volunteers. If you wish to become a volunteer with GFPL, please 
contact Sarah Cawley at scawley@greatfallslibrary.org You can download 
an application to become a new volunteer on our website, as well!  

 

 

Emergency Services' Mobile Integrated Healthcare  
When: Friday, January 10 and Friday, January 24, 2 to 3 pm 
Where: First Floor Display area 
What: Great Falls Emergency Services, as part of the Mobile Integrated 
Healthcare Program, will be at the first-floor display table to offer blood 
pressure checks, pulse oximetry checks, blood glucose checks, medical 
referrals, medication checks and will answer other medical questions as 
needed. 

 

Armchair Traveler Series Talk with Kelli Smith 
When: Thursday, January 9, 7 to 8 pm 
Where: Cordingley Room 
What: Travel down to Disney Land with Kelli and her family as we 
explore the incredible and magical place that is Disney. 
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Little Shell Tribal Health Medicaid sign-ups 
When: Wednesday January 8, 15, 22 and 29, from 10 am to Noon 
Where: First Floor Display area 
What: Have you recently lost your Medicaid coverage? Do you know if you can re-
apply or if you could be losing coverage? A Little Shell Tribal Health Care Worker will 
be at the library to provide help to determine if you can re-apply for coverage, or 
sign up to get a plan on the Health Insurance Marketplace.   

 

Board Game Night at the Great Falls Public Library for January 

When: Sunday, January 26 from 3 to 5:30 pm 
Where: Cordingley Room 
What: For this month’s Board Game Night, we will be playing the game K2. K2 
is the second-highest mountain on Earth as well as the second deadliest. It's 
known as the Savage Mountain, as it kills one person for every four who have 
reached the summit. Now your team stands in its shadow, ready to climb for 
fame and glory. You know the dangers of K2 all too well.  K2 is a hand 
management game for 1-5 players, with strong interaction and low luck factor, 
lasting up to 60 minutes. The theme is very well represented by the mechanics, 
including such elements as changing weather, lack of oxygen and death of the 
mountaineers. The result is an exciting match for gamers and non-gamers alike. 
 

 

 

 

 

 

 

 

Silent Book Club for January 
When: Saturday, January 18, 10 am to noon 
Where: Luna Coffee Bar in Downtown Great Falls 
What: Chat with others about a book you've brought, read your book, 
relax or write/continue to read.  
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January Book Clubs 
The only thing better than reading a good book is talking about good books. 

 

 

Open Books with Penny, 1st Thursday 
When: Thursday, January 2, 7 to 8 pm  
Where: 3rd Floor Montana Room 
What: Book club discussion of The Cold Dish by Craig Johnson 
 
 
 

 

City Employee Book Club (Open to City of Great Falls employees) 2nd Monday 
When: Monday, January 13, Noon to 1 pm  
Where: Small Meeting Room 
What: Book club discussion of Beneath a Scarlet Sky by Mark T Sullivan 

 
 
 

 

Book Sleuths With Kalena, 2nd Tuesday 
When: Tuesday, January 14, 4:30 to 5:30 pm 
Where: Small Meeting Room 
What: Book club discussion of Frozen River by Ariel Lawhon 

 

 
The Very Arbitrary Book Club, 3rd Tuesday 
When: Tuesday, January 21, 10 am to 11 am 
Where: Small Meeting Room 
What: Book club discussion of What You Are Looking For is in the Library by Michiko 
Aoyamaby 

 

 
Page Forward Thursday With Susie, 4th Thursday 
When: Thursday, January 23, 7:00-8:00 pm 
Where: 3rd floor Montana Room 
What: Book club discussion of The Collector by John Fowles 
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YOUTH SERVICES EVENTS 
Family Storytime 
When:  Saturdays from 11 am to noon  
on January 11 and 25 
Audience: Babies and kids birth to 8 and their families 
What: The family that reads together grows together! 
Babies, kids, and their families are invited to learn and play at this 
fun, interactive event. We will build language and literacy skills 
with songs, movement, and a great story. This January, we 
celebrate National Science Fiction Day with stories about aliens 
and outer space!  

 

Books & Babies: A lap bounce program 
When: Thursdays from 10:30-11:15 on January 2, 9, 16, 23, and 30. 
Where: Cordingley Room 
Audience: Babies birth to 1 ½ and their parents and caregivers 
What: Babies and their families are invited to join us for this fun,  
snuggly early literacy program for your littlest learners.  
Babies will enjoy lap bounce songs and a quick, engaging  
story followed by playtime.  

  

Bookworms Storytime 
When: Tuesdays, 10:30 to 11:30 am on January 7, 14, 21, and 28. 
Where: Cordingley Room 
Audience: Kids 3-8 years and their families and caregivers 
What: Is your child ready for a more challenging Storytime? Join us 
for Bookworms this fall! This program for preschoolers and emerging 
readers K-2nd grade will feature more challenging songs and physical 
movement and longer stories to build attention span and vocabulary. 
Perfect for homeschool families! January’s theme is Math. Get ready 
to explore math fundamentals like counting, addition, and 
subtraction with great stories and hands-on games! 
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Preschool Storytime 
When: Wednesdays from 10:30 to 11:30 am  
on January 8, 15, 22, and 29 
Where: Cordingley Room 
Audience: Kids 3-5 years and their families and 
caregivers 
What: Preschoolers and their families are invited to join 
us in the Cordingley Room (basement) to build early 
literacy skills with songs, movement, and a great story.  
This month our theme is Animals in Winter! 

 
 

 

Toddler Time   
When: Fridays from 10:30-11:15 am on January 3, 10, 17, 24, 31 
Where: Cordingley Room 
Audience: Toddlers 1 ½ to 3 years 
What: Toddlers and their families are invited to join us in the 
Cordingley Room (basement) to build early literacy skills with songs, 
movement, lap bounces, and a great story, followed by playtime.  

Dr. Martin Luther King Jr. Day Story Walk in Gibson 
Park 

When: Friday, January 3-Feburary 5, dawn to dusk 
Where: Gibson Park Walking Trail 
Audience: Community members of all ages 
What: Visit Gibson Park between dawn and dusk this 
month to read Kadir Nelson’s beautifully illustrated 
picture book adaptation of Dr. King’s I Have a Dream 
Speech. Bright Winter Night by Alli Brydon, a charming 
picture book about animals searching for the Northern 
Lights, will also be featured. 
Watch American Sign Language interpretation of the I 
Have a Dream Speech by artist Takiyah Harris on our 
YouTube channel.  
Listen to the I Have a Dream Speech read aloud by 
Great Falls community members on our SoundCloud.  
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STEAM Club-Bridge Building 

When:  Thursday, January 2, 11 am to noon 
Audience: Kids ages 8 to 12 years old and their 
families  
Where: Cordingley Room  
What: Learn about engineering, design, 
planning, and construction by building a bridge 
of popsicle sticks. Kids will practice their 
communication skills as they work in teams to 
create their bridge. At the end of the build, 
each team will get to test the strength of their 
bridge.  

 

 

Family Lego Club--Self-portraits or free build 
When:  Saturday, January 4, 11:00-12:30 
Audience: Kids ages 3 to 10 years old and their families  
Where: Cordingley Room  
What: Kids and their families are invited to build and play! Create a Lego 
portrait of yourself or a family member, or let your imagination guide you 
on a free building adventure! 
Please leave your Legos at home! We have plenty for everyone, and we’re 
worried yours might get lost! Photo and project idea from: 
https://mamapapabubba.com/2017/06/14/lego-self-portraits/ 

 

Tabletop Gaming Winter One-Shot (single-session) 
When:  Saturday, January 4, 2:30 to 5:30 pm 
Audience: Teens ages 12 to 18 years old  
Where: Cordingley Room  
What: Join us for a stand-alone Tabletop Gaming session this 
Winter! Give one of several different gaming systems a try. 
Tabletop roleplaying games develop practical math, creative 
problem solving, and social skills. 
There is no sign-up required for this event. Players are welcome 
until tables are filled. 
A snack will be provided, and ASL interpretation is available upon 
request. Beginners welcome-no character creation or player 
preparations are needed before the session. 
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Dragon Appreciation Day 
When:  Saturday, January 18, 11 am to 12:30 pm 
Audience: Babies and kids birth to 10 years of age 
and their families  
Where: Cordingley Room  
What: Kids, teens, and their families are invited to 
celebrate dragons in literature and mythology 
with a variety of crafts from fire-breathing  
dragon cups for little ones, to dragon bobble 
heads for big kids, to challenging optical illusion 
Gathering for Gardner dragons for teens  
and adults, and shrinky-dink dragons for 
everyone! 
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Artist in the Library – Sharron Mashburn 
When: Through the end of February 
What: Sharron Mashburn was born in Florida but quickly 
moved to Las Vegas in 1947. She completed her education in 
the public school system there, when the population was 
still less than 13,000 people. She attended University of 
Nevada Las Vegas after graduating high school. Sharron then 
moved to the Bay Area where she entered into San Jose 
State and majored in Art History and Studio Art.  

 

Memory Café 
When: Tuesday, February 4, 12:30 to 2 pm 
Where: Cordingley Room 
What: For February Memory Café, we will meet at Paris Gibson Square. 
If you know someone in your life who is struggling with memory loss, the 
Memory Café is held each month. It is designed to be a comfortable, 
social setting for community, connection, and support to socialize with 
those that are concerned with memory loss. 
 

 

 

 

Digital Literacy Workshop  
When: Thursday, February 6.and Tuesday, February 20 from 1 to 
2:30 pm 
Where: Small Meeting Room 
What: Feb. 6 Computer Basics with Chris DiSalvatore, Network 
and Communications Analyst for GFC-MSU.  In this workshop, 
attendees will learn how to navigate the Windows 11 operating 
system, manage applications using the task manager, find and 
manage files and folders, save and delete files and more. 
Feb. 20 Internet Basics In this workshop, attendees will learn 
how to browse the internet safely, what to watch out for to 
protect your system, and how to keep your information safe.  
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Emergency Services' Mobile Integrated Healthcare  
When: Friday, February 14 and Friday, February 28, 2 to 3 pm 
Where: First Floor Display area 
What: Great Falls Emergency Services, as part of the Mobile 
Integrated Healthcare Program, will be at the first-floor display 
table to offer blood pressure checks, pulse oximetry checks, blood 
glucose checks, medical referrals, medication checks and will 
answer other medical questions as needed. 

 

Armchair Traveler Series Talk with Kevin Fairhurst 
When: Thursday, February 13, 7 to 8 pm 
Where: Cordingley Room 
What: Kevin shows us his recent trip scuba diving and exploring the 
local hotspots in Honduras! Fairhurst and his wife, Heidi, recently 
went on a trip to Honduras. While there, they indulged in a week-
long all inclusive dive trip. During the February Armchair Traveler, 
travel with us to warmer locations and experience their dives first 
hand. Lots of photos, lots of memories, and of course, stories that 
will inspire you to get your diving certification done soon. 

 

 

 

Little Shell Tribal Health Medicaid sign-ups 
When: Wednesday February 5, 12, 19 and 26, from 10 am to Noon 
Where: First Floor Display area 
What: Have you recently lost your Medicaid coverage? Do you know if you 
can re-apply or if you could be losing coverage? A Little Shell Tribal Health 
Care Worker will be at the library to provide help to determine if you can re-
apply for coverage, or sign up to get a plan on the Health Insurance 
Marketplace.   

Black Heritage Evening at the Great Falls Public Library 

When: Thursday, February 6 from 6 to 8 pm 
Where: Cordingley Room 
What: The Great Falls Public Library (GFPL) hosts a special event 
celebrating the Heritage of Great Falls’ African American community. The 
program features African American culture, history, and cuisine. This free 
program, open to the public, is co-sponsored by the Alma Smith Jacobs 
Foundation, a non-profit promoting education, and the GFPL. 
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 Board Game Night at the Great Falls Public Library for February 

When: Sunday, February 23 from 3 to 5:30 pm 
Where: Cordingley Room 

What: For this month’s Board Game Night, we will be playing the games 
Dominion and Quarriors. A GFPL Staff member will be at the event to teach 
the rules to people who have not played the game before! 

Silent Book Club for February 
When: Saturday, February 15, 10 am to noon 
Where: Luna Coffee Bar in Downtown Great Falls 
What: Chat with others about a book you've brought, read your book, relax or 
write/continue to read.  

 

 

Great Falls Public Schools’ Art Department Open House 
When: Friday, February 28 from 4-to 5:30 pm  
Where: First and Second Floor – 
What: Join GFPS as they celebrate Youth Art Month with their annual 
showcase of student work. Light refreshments will be provided. 

 

 

Escape the Vape at the Great Falls Public Library: No Smoke, Just Facts 
When: Thursday, February 27 from 6:30 to 7:30 pm 
Where: Cordingley Room 
What: Think vaping is harmless? Think again! Join us for Escape the 
Vape, a fun and interactive presentation that’s perfect for everyone—
from 10 to 100 (even your grandma will want in on this). We’ll bust 
myths, explore how vaping affects your brain and body and share the 
not-so-sweet truth about nicotine! Presented by Beth Price Morrison, 
Alliance for Youth Substance Abuse Prevention Program Manager. 
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February Book Clubs 
The only thing better than reading a good book is talking about good books. 

 

 

Open Books with Penny, 1st Thursday 
When: Thursday, February 6, 7 to 8 pm  
Where: 3rd Floor Montana Room 
What: Book club discussion of Touching Spirit Bear by Ben Mikaelsen 
 
 
 

 

City Employee Book Club (Open to City of Great Falls employees) 2nd Monday 
When: Monday, February 10, Noon to 1 pm  
Where: Small Meeting Room 
What: Book club discussion of The Last Bus to Wisdom by Ivan Doig 

 
 
 

 

Book Sleuths With Kalena, 2nd Tuesday 
When: Tuesday, February 11, 4:30 to 5:30 pm 
Where: Small Meeting Room 
What: Book club discussion of The One by John Marrs 

 

 
The Very Arbitrary Book Club, 3rd Tuesday 
When: Tuesday, February 18, 10 am to 11 am 
Where: Small Meeting Room 
What: Book club discussion of Piranesi by Susanna Clarke 

 

 
Page Forward Thursday With Susie, 4th Thursday 
When: Thursday, February 27, 7:00-8:00 pm 
Where: 3rd floor Montana Room 
What: Book club discussion of Ides of April by Lindsey Davis 
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YOUTH SERVICES EVENTS 

 

Valentine’s Day Party 
When:  Saturday, February 1 from 11 am to noon 
Audience: Kids 3 to 10 years and their families and 
caregivers 
Where: Cordingley Room 
What: Share the love this Valentine’s Day by decorating 
yummy sugar cookies and making valentines to give 
your family and friends! 

 

DM Bootcamp! Find out how to volunteer for our Teen 
Tabletop Gaming program 
When: Saturday, February 1 from 3 to 4:30 pm 
Audience: Adults and teens 16 and up interested in volunteering 
Where: Cordingley Room 
What: Teen Tabletop Gaming at the Library powered by 
volunteers. If you are at least 16 years old and interested in 
DMing D&D 5E, Kids on Bikes, or another system, please join us 
to find out more about our program. Thank you for sharing your 
time with the Library and our young patrons! If we don’t have 
enough volunteer DMs, we will not be able to meet demand for 
this popular program. Our next 8-week campaign for teens 12 to 
18 begins March 1. We will meet on Saturday afternoons from 3-
5:30 in the Library’s basement. 

 

 

 

Family Storytime 
When:  Saturdays from 11 am to noon  
on February 8, 15, and 22 
Where: Cordingley Room 
Audience: Babies and kids birth to 8 and their families 
What: The family that reads together grows together! 
Babies, kids, and their families are invited to learn and 
play at this fun, interactive event. We will build 
language and literacy skills with songs, movement, and a 
great story. This February, we will celebrate the season 
of love with sweet picture books about families 
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Books & Babies: A lap bounce program 
When: Thursdays from 10:30-11:15 on February 13, 20 and 27.  
Join us in February for Me and My Grownup Yoga with Sage.  
Please see our website calendar for more information. 
Where: Cordingley Room 
Audience: Babies birth to 1 ½ and their parents and caregivers 
What: Babies and their families are invited to join us for this fun,  
snuggly early literacy program for your littlest learners.  
Babies will enjoy lap bounce songs and a quick, engaging  
story followed by playtime.  

  

Bookworms Storytime 
When: Tuesdays, 10:30 to 11:30 am on 
February 11, 18, 25 and March 4 and 11.  
Join us on Tuesday, February 4 for Yoga with 
Sage for kids and their families.  
Where: Cordingley Room 
Audience: Kids 3-8 years and their families and 
caregivers 
What: Is your child ready for a more challenging 
Storytime? This program for preschoolers and 
emerging readers K-2nd grade will feature more 
challenging songs and physical movement and 
longer stories to build attention span and 
vocabulary. Perfect for homeschool families!  
 
This February and March, we will read 5 
fantastic picture books that have been 
nominated for the Montana State Literacy 
Association’s Treasure State Award. Decide 
which one is your favorite, then vote for it using 
our Beanstack reading tracker app to win a free 
gift card.  
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Preschool Storytime 
When: Wednesdays from 10:30 to 11:30 am  
on February 5, 12, 19, and 26 
Where: Cordingley Room 
Audience: Kids 3-5 years and their families and 
caregivers 
What: Preschoolers and their families are invited to 
join us in the Cordingley Room (basement) to build 
early literacy skills with songs, movement, and a 
great story.  This month our theme is Friendship! 

 
 

 

Toddler Time   
When: Fridays from 10:30-11:15 am  
on February 7, 14, 21, and 28 
Where: Cordingley Room 
Audience: Toddlers 1 ½ to 3 years 
What: Toddlers and their families are invited to join us in 
the Cordingley Room (basement) to build early literacy skills 
with songs, movement, lap bounces, and a great story, 
followed by playtime.  

 

Heart Health Month Story Walk 

When: February 6-March 5, dawn to dusk 
Where: Gibson Park Walking Trail 
Audience: Community members of all ages 
What: February is Heart Health Month. Visit Gibson Park 
between dawn and dusk this month to read two awesome 
heart health stories: First, read Henry’s Heart by Charise 
Mericle Harper to learn about everything our hearts do for us 
and what we can do to keep them healthy, then stretch and 
relax with Dinosaur Yoga by Mariam Gates. 
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Yoga with Sage for kids and their families 

When:  Tuesday, February 4 from 10:30 am to 11:30 am 
Audience: Kids ages 3 to 8 years old and their families  
Where: Cordingley Room  
What: Enjoy a playful yoga flow for kids and their grownups with 
Licensed Yoga Instructor Sage Guinn. 
Dress in comfortable clothes and be prepared to move and have 
fun! Yoga mats are available, but please bring your own if you 
have one. 
Sage Guinn is a Licensed Yoga Instructor and Yoga Therapist. Find 
out more about her yoga classes on her Facebook page: 
https://www.facebook.com/groups/779490156574881 
 
 
 
 
 

 

Me and My Grownup Yoga with Sage 
When:  Thursday, February 6, 10:30-11:30 
Audience: Babies birth to 1 ½ and their parents 
and caregivers 
Where: Cordingley Room  
What: Enjoy a playful yoga flow for babies and 
their grownups with Licensed Yoga Instructor 
Sage Guinn.  
Dress in comfortable clothes and be prepared 
to move and have fun! Yoga mats are available, 
but please bring your own if you have one 
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PATRON COMPLIMENTS DECEMBER 2024 – JANUARY 2025 

12/26/2024 – A patron discovered our new charging stations, & he commented, “I like that 
                         Thing!  I like it!” 
 
Patron Comment – “The new charging stations are super cool!” 
 
Patron Comment – “It is awesome that a library this size has the best movie selection, EVER!” 
 
1/4/2025 – A patron was returning to GFPL after many years.  He was so excited about all of 
                     the new things in the library.  He got really excited about the electronic card 
                     catalogs, & he was really stoked about the new charging stations, with their  
                     individual compartments.  He was like a kid in a candy store! 😊😊 
 
 
Numerous patrons have given positive feedback for the 2025 Bookworms United contest. 
They are stoked! 😊😊 
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Strategic Plan report January 2025 
 
GOAL #1:  CREATE A SAFE, ACCESSIBLE LIBRARY THAT WILL SERVE THE COMMUNITY FOR THE NEXT 50 YEARS 
What we need to do: 
 
1. Develop community awareness and support of the Library Master Plan and the Library Remodel project. 
2. In partnership with the Library Foundation, develop a multi-pronged capital campaign to engage the community 

and other stakeholders to raise $15,000,000 to remodel the Library. 
3. Engage a professional team to create the detailed designs for the Library remodel as proposed in the Library Master 

Plan 
4. Following all appropriate City and State rules, contract with appropriate professionals to remodel the Library as 

proposed in the Library Master Plan. 
5. Remodel the Library as proposed in the Library Master Plan. 

 Update critical building systems including electrical and mechanical systems 
 Increase accessibility through improved stair/elevator access and updating restrooms 
 Redesign Library spaces to align with community needs 
 Increase energy efficiency 
 Address security concerns and create a welcoming environment 
 

 
STRATEGIC PLAN:  EFFORTS AND ACCOMPLISHMENTS January 2025 
 
1. Develop community awareness and support of the Library Master Plan and the Library Remodel project. 

RECENT EFFORTS:  Continuing to work with Foundation Director on messaging.  Holding individual conversations 
with community members.    
PREVIOUS EFFORTS (January 2023 -October 2024):   

 Foundation raised over one million dollars from individual private donations to fund the Library Remodel 
Design.   

 Working with Foundation Director on messaging and cultivating supporters.   
 Discussed Master Plan in community presentations including Commission Work Session and Kiwanis 

presentation.  Ongoing conversations with individual community members.   
 We publicized the release of the Library Remodel RFP.  We partnered with the Foundation to hold a donor 

“Meet & Greet”.  As part of the Library Open House, we created a display or the original design drawings of 
the building, historical pictures of the Library and the Master Plan remodel floor plans. 

 Gave several community presentations on the Master Plan before the Levy campaign started.  Have had 
individual conversations with community members.  
 

2. In partnership with the Library Foundation, develop a multi-pronged capital campaign to engage the community 
and other stakeholders to raise $15,000,000 to remodel the Library. 
RECENT EFFORTS:  Holding regular meetings with Foundation Director.  Having conversations with individual 
community members. Researching grant opportunities.       
PREVIOUS EFFORTS (January 2023 -October 2024):   

 Assisted Foundation in setting up interviews for their Planning Study.  Holding regular meetings with 
Foundation Director.  Having conversations with individual community members. Researching grant 
opportunities.  Meeting with Foundation consultant, Foundation Director and some Library Staff.  Assisting 
Foundation to onboard new Board members.     

 Foundation raised over one million dollars from individual private donations to fund the Library Remodel 
Design.   

 Working to lay the groundwork for a possible Capital Campaign.  
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 Holding regular meetings with Foundation Director.  Having conversations with individual community 
members. Developing spreadsheet of grant opportunities (including timelines, partners, requirements etc.) 

 Holding regular meetings with Foundation Director.  Met with City Grant Coordinator to discuss grant 
funding possibilities.   

 Met with local design company for a free consultation on capital campaign design.  Met with City Manager & 
City Fiscal to discuss creation of appropriate City policies for in-kind donations.  Developed proposal to be 
presented to Foundation for the reallocation of Foundation Approved Project Funding to support the 
creation of the remodel designs.     

 Attended a capital campaign training organized by the Foundation.   Participated in hiring a new Library 
Foundation Director with solid capital campaign experience.  Starting conversations with Foundation 
Director to lay the groundwork for a possible capital campaign.   
 

3. Engage a professional team to create the detailed designs for the Library remodel as proposed in the Library Master 
Plan 
RECENT EFFORTS:    Continue to meet with Cushing Terrell to provide feedback and refine designs.  Unable to 
approve door project and released ARPA funds back to Cascade County.   
PREVIOUS EFFORTS (January 2023 -October 2024):   

 Held several meetings with Cushing Terrell to discuss designs.  Refined timeline for project.  Released plans 
to solicit bids to use ARPA funds to fix front door.   

 CT’s Architectural Team has completed a full 3-dimensional model of the existing building, both interior and 
exterior, complete with landscape.  The board has access to the Matterport link, and the CT design team is 
using it as a basis for their work.  CT’s Architectural Team has also broken the existing program down to 
match the masterplan and correspond to the model.   CT electrical, mechanical, and structural teams will be 
on site throughout the next two weeks to supplement their model with the systems relevant to their work.  
CT holding insight meetings with Library staff and stakeholders.   

 Contract with Cushing Terrell approved by the Library Board and City Commission.  Cushing Terrell has 
started work documenting existing conditions and planning outline of work.   

 The RFP review committee reviewed the proposals.  After much debate and consideration, the selection 
committee has elected to start contract negotiations with the top scoring firm.  A contract was negotiated 
and is being presented to the Library Board at the March meeting for approval.  Supported the Foundation 
in their fundraising efforts.   

 Worked with the Library Foundation to dedicate $92,000 of Foundation funding to support funding for the 
Library remodel design contract.  In collaboration with the Foundation Director and Russell Brewer (Public 
Works Engineer) released a Request for Proposals for the design of the Library remodel.  Answered 
questions and provided Library tours to interested companies.  Created an RFP review committee.  
Proposals due November 29 

   
4. Following all appropriate City and State rules, contract with appropriate professionals to remodel the Library as 

proposed in the Library Master Plan. 
RECENT EFFORTS:   Followed all proper procedures to solicit bids for door project and then to reject all of the bids 
and NOT award a contract.   
PREVIOUS EFFORTS (January 2023 -October 2024):   

 The Foundation Letter of Understanding with the City was approved by the City Commission at their June 
18th Commission meeting.  

 Contract with Cushing Terrell approved by the Library Board and City Commission.  
  A contract was negotiated and is being presented to the Library Board at the March meeting for approval.  

Contract includes all necessary insurance requirements.  Contract will be on the City Commission Agenda in 
April for approval.     

 Worked with Russell Brewer (Public Works Engineer) and Lisa Kunz (City Clerk) to ensure that the Library 
Remodel Design Request for Proposals was released according to all Montana Laws and City policies.   
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5. Remodel the Library as proposed in the Library Master Plan. 

EFFORTS:   None 
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GOAL #2:  DEVELOP ADEQUATE, SUSTAINABLE FUNDING FOR A THRIVING LIBRARY  
 
What we need to do: 
 

1. Develop community awareness and support of the Library Master Plan and the need for adequate funding for 
Library services. 

2. Work with stakeholders such as the Belt Public Library, Wedsworth Memorial Library, Cascade County, and the 
City of Great Falls to develop a Mill Levy proposal to meet the Great Falls Public Library funding needs as 
delineated in the Library Master Plan. 

3. Work with the Library Foundation and other community Stakeholders to put a Library Mill Levy before the 
voters. 

4. Work with the Library Foundation and other community Stakeholders to pass the Library Mill Levy. 
 

 
STRATEGIC PLAN:  EFFORTS AND ACCOMPLISHMENTS MAY 2024 
 
1. Develop community awareness and support of the Library Master Plan and the need for adequate funding for 

Library services.   
ACCOMPLISHED. 
EFFORTS:   Developed Library website page for Library Levy information.  Made multiple community presentations 
on the Library Levy.  Gave multiple media interviews on the Library Levy.  [NOTE:  The majority of the Library Levy 
campaign effort was led by the Foundation and the Ballot Initiative Committee.  No tax dollars, staff time or Library 
resources was used on advocacy for the Library Levy.] 
ACCOMPLISHMENTS: Despite a vocal campaign (and lots of misinformation) against the Library Levy, the community 
supported the Library Levy.    
 

2. Work with stakeholders such as the Belt Public Library, Wedsworth Memorial Library, Cascade County, and the City 
of Great Falls to develop a Mill Levy proposal to meet the Great Falls Public Library funding needs as delineated in 
the Library Master Plan.   
ACCOMPLISHED. 
EFFORTS:   Worked with the City Attorney and Library stakeholders to develop Mill Levy proposal.   
ACCOMPLISHMENTS: Mill Levy resolution and ordinance passed by City Commission and sent to Elections office.    
 

3. Work with the Library Foundation and other community Stakeholders to put a Library Mill Levy before the voters.  
ACCOMPLISHED. 
EFFORTS:   Worked with the City Commission and City staff to place the Library Levy before the voters of Great Falls.  
Worked with the pro-bono legal team to ensure that the election was conducted in a legal and valid manner.   
ACCOMPLISHMENTS: Library Mill Levy election held on June 6, 2023 
    

4. Work with the Library Foundation and other community Stakeholders to pass the Library Mill Levy.  
ACCOMPLISHED—Funding now reduced in new City/Library Agreement   
RECENT EFFORTS:   New City/Library Management Agreement approved.  Working on budget adjustments needed 
for future fiscal years.   
PREVIOUS EFFORTS (January 2024 -October 2024):   

 Library Negotiation team working to come to agreement with the City Negotiation team.    
 City requested renegotiation of City/Library agreement. 
 Board agreed to negotiation and engaged a lawyer to provide assistance.   
 Met multiple times with City Negotiation team.  
 Held Library Board meeting to discuss proposals.  Board approved a proposal to present to the City 

Commission.    
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EFFORTS:   Continued community conversations.  Presentation at the City Commission Work Session.  Media 
interviews.  Multiple efforts by Library staff, Library Board, Library Foundation, Ballot Initiative Committee and 
individual Library champions to build support for the Library Levy. 
ACCOMPLISHMENTS: Library Mill Levy election PASSED on June 6, 2023 increasing the Library budget from $1.5 
million to $2.7 million.   
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GOAL #3:  DEVELOP LIBRARY SERVICES AND STAFFING TO MEET THE NEEDS OF THE COMMUNITY 
 
What we need to do: (some of these will not be able to be accomplished until goals #1 and #2 are accomplished) 

1. Develop community awareness and support of the Library Master Plan and expanded Library services. 
2. Hire and train additional staff to enable the Library to be open 7 days a week. 
3. Hire and train additional staff to enable the Library Bookmobile to provide community outreach 6 days a week 

including relaunching the Library’s Homebound Program 
4. Develop and implement a plan to provide free parking for Library patrons. 
5. Develop and implement a plan to improve Library safety  

 Contract with a local mental health agency to have a social worker or licensed counselor at the Library at 
least 20 hours a week 

 Hire and train at least two full-time Safety Specialists to patrol the Library and Library grounds during 
open hours.  The primary duties of the Safety Specialists will be to engage with patrons and enforce the 
patron behavior policy—with a focus on de-escalation and community connection.   

6. Collaborate with all of the school districts (including the private schools) in Cascade County expand student 
access to Library resources 

7. Expand the electronic resources available for Library Card holders (language resources, expanded eBook & 
eAudiobook collection, research resources, video streaming resources…) 

8. Expand services for children and parents including reading readiness and early literacy.  
9. Expand the Library services for teens to include college preparation services, ACT/SAT readiness services and 

expanded Library programming and resources. 
10. Expand the Library’s engagement with the community including  

 Providing expanded educational/recreational programing 
 Connecting patrons to computer and technology classes 
 Expanding services and resources for businesses, entrepreneurs and job seekers 
 Supporting DIY services such as audio/video recording, 3D printing and makerspace programing 
 Partnering with community organizations to provide relevant programming and services 

 
 

 
STRATEGIC PLAN:  EFFORTS AND ACCOMPLISHMENTS MARCH 2024 
 
1. Develop community awareness and support of the Library Master Plan and expanded Library services. 

RECENT EFFORTS:    Continuing to promote Library through social media, new website, print flyers, community 
events, radio spots, press releases, ads and community conversations.      
PREVIOUS EFFORTS (January 2023 -November 2024):   

 Promoting Library through social media, new website, print flyers, community events, radio spots, press 
releases, ads and community conversations.      

 Continuing awareness efforts including a robust social media presence, weekly Wowbrary newsletter, 
monthly radio spots, and regular press releases.   New Logo and new website launched in June.  Library 
Summer Bash held in June.    

 Conversations with community members about the Library.  Community Engagement Coordinator 
developing relationships and meeting with groups and individuals to promote expanded community 
services.  Promoting expanded services and resources through radio, website, social media, flyers and 
staff communication with patrons.   

 Continued community conversations.  Presentation at the City Commission Work Session.  Media 
interviews.   

 Had a successful Open House promoting the Library’s plans to expand Library services to the 
community.  Hired new Communications Specialist who has expanded our community awareness and 
education efforts through press releases, radio interviews, website updates and expanded social media 
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efforts.  Hired new Community Engagement Coordinator who is building relationships with community 
partners.  Multiple community presentations and media interviews.   

ACCOMPLISHMENTS: Library Mill Levy election PASSED on June 6, 2023 increasing the Library budget from $1.5 
million to over $2.7 million.  Receiving positive feedback on expanded services.  Increased use of Library. 
 

2. Hire and train additional staff to enable the Library to be open 7 days a week. 
3. Hire and train additional staff to enable the Library Bookmobile to provide community outreach 6 days a week 

including relaunching the Library’s Homebound Program. 
ACCOMPLISHED. 
EFFORTS:   

 We hired 2 people in September, 4 people in November and 9 people in April.  The management team 
has done an outstanding job updating Library spaces and resources (offices, network drops, computers, 
desks, phones etc.) to gracefully accommodate all of the new staff.  The selection process has been 
robust and I am extremely pleased at the quality of our new hires.   Supervisors have created excellent 
onboarding plans.  The transitions have been overwhelmingly positive and the Library culture of 
collaboration, support and joy remains strong.    The Board has approved a plan for expanded hours.    
Library Levy implementation plan, FY2024 Modified Proposed Spending Plan and hiring timeline based 
on actual December Tax Revenue approved by Library Board.  Onboarding/training programs for new 
staff created.  Proposal for 7 day a week service approved at March Board Meeting.       

 Training of new Library Specialists.  Public Services schedules modified so that Management Team 
spends less time on public service desks and focuses more on actual job duties.  Reworked Library Levy 
implementation plan, FY2024 Modified Proposed Spending Plan and hiring timeline based on actual 
December Tax Revenue.   Had meetings with City Manager’s Office, Fiscal, and Human Resources to 
obtain approval of plans.  Hired a Communications Specialist, Community Engagement Coordinator, 2 
full-time Library Specialists, and 2 part-time Library Specialists.  Met with City Manager and Fiscal 
Director to get approval for hiring plan.  Met with HR Director and team to agree on a hiring plan and 
hiring timeline.  Modifying Library spaces and technology (computers & phones) to accommodate new 
staff.  Have had staff conversations regarding restarting Homebound Program.  Meeting with director of 
Meals on Wheels to discuss Homebound collaboration.   

 Worked with HR to modify the job descriptions for 3 staff members and go through the process to 
transition staff into new positions.  Worked with HR to develop job descriptions for all new positions.  
Developed hiring plan.  Worked with HR to post job openings for the first 3 positions.  Working with staff 
to provide spaces, phones and computers for new employees.  New Library Clerk for technical services 
hired.  She will start July 31.   3 staff to new job description duties (Resource Sharing Coordinator, 
Bookmobile Coordinator & Cataloging Specialist.   

ACCOMPLISHMENTS: As of June 9th, the Library is open 7 days-a-week increasing to 63 open hours per week.  
The Bookmobile is providing service 6 days-a-week in addition to participating in special events as appropriate.  
The Homebound Program has restarted and we are actively recruiting new participants.     
 

4. Develop and implement a plan to provide free parking for Library patrons.   
ACCOMPLISHED. 
EFFORTS:   Worked with the Parking Department to remove parking payment equipment.  Purchased and installed 
new signs for the patron parking lot.   
ACCOMPLISHMENTS: Library patron parking lot providing two-hour courtesy parking for Library patrons since July 1.  

 
5. Develop and implement a plan to improve Library safety  

 Contract with a local mental health agency to have a social worker or licensed counselor at the Library at 
least 10 hours a week 

 Hire and train at least two full-time Safety Specialists to patrol the Library and Library grounds during 
open hours.  The primary duties of the Safety Specialists will be to engage with patrons and enforce the 
patron behavior policy—with a focus on de-escalation and community connection.   
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ACCOMPLISHED (will continue efforts to enforce the patron behavior policy and improve staff and patron safety) 
EFFORTS: 

 Experienced an uptick in patron behavior problems and complaints.  Held conversations with City Attorney, 
Police Department and Continuum of Care regarding a group of people who are hanging out in the Library 
Plaza.  We have received patron complaints of feeling unsafe so we are patrolling and walking patrons to 
their cars as appropriate.  We are enforcing the patron behavior policy.  Staff may not ask people to leave 
Library property because of how they look or because of their housing status.  We are focusing on behavior 
and having staff presence.  After weeks of effort some individuals were trespassed from Library property; 
some individuals were guided to services and became housed; and some people changed their problematic 
behavior.   

 Safety Specialists have started work.  They are regularly patrolling the Library and the Park.  They assist with 
patron behavior problems.  They are addressing staff safety concerns and will be leading the Library’s 
reconstituted Safety Committee.     

 Demolition of band shell completed.  Working to reconnect power to Park for Library programs.   
 Continuing work with Many Rivers Whole Health.    
 Held two additional Mental Health First Aid trainings for the community—the majority of Library staff have 

received the training.  Held Active Shooter training for staff.    
 Hiring 2 Safety Specialists who will start on April 1.  Offered Fentanyl training to all staff.  Coordinating 

removal of Bandshell.  Historical Preservation Officer documentation of bandshell complete.   
 Training staff and enforcing patron behavior policy.  Park Task Force completed their work.  Library Board 

accepted the report.  Library has procured funding for the demolition of the Band Shell (thanks to a long-
time Library patron who listed the Library as a beneficiary when she recently passed.)  Library is working 
with the Local Historic Preservation Officer to document the band shell and then will schedule its removal.  
Board approved new Patron Behavior policies to address unattended belongings and people using outdoor 
Library spaces for sleeping and overnight shelter.  Staff developed procedures and trained staff on 
enforcement of new policies.  Coordinated with City Attorney’s office and Great Falls Police Department to 
enforce new policy closing Library property from 10:00 pm to 6:00 am.  Park Task Force created report with 
suggestions for the Board to implement.   

 Continuing Local Area Council project which provides a mental health provider in the Library for 15 hours a 
week until that project funding is depleted.  Have started conversations with Many Rivers Whole Health to 
continue project after September 2024.  Have developed job descriptions for the Safety Specialists.  Working 
with staff to provide spaces, phones and computers for new employees.    

ACCOMPLISHMENTS: Mental Health Provider from Many Rivers Whole Health at the Library Monday through 
Friday in the afternoons.   Enforcing new Patron Behavior Policies.  Safety Specialists hired and providing service.  
Band Shell removed.  We have seen a significant drop in patron behavior problems in the last 2 months.  During 
the month of June, the Library did not make any calls for police or medial assistance. 
 

6. Collaborate with all of the school districts (including the private schools) in Cascade County expand student access 
to Library resources 
EFFORTS:   None    
ACCOMPLISHMENTS: None 
 

7. Expand the electronic resources available for Library Card holders (language resources, expanded eBook & 
eAudiobook collection, research resources, video streaming resources…)   
ACCOMPLISHED (will continue to expand) 
RECENT EFFORTS: Continuing to purchase additional eBooks/eAudiobooks with the Advantage program.  
Continuing to promote existing digital resources.  Requesting funding for additional resources in next Foundation 
Funding Request.   
PREVIOUS EFFORTS (January 2023 -November 2024):   

 Continuing to promote the Library’s digital resources. Tracking usage of Library’s digital resources.  
Digital checkouts and use of online databases (Chilton, Mango Languages and LinkedIn Learning) 
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continue to grow.  Advertising LinkedIn Learning and promoting the resource with GFDA and the 
Chamber of Commerce.     

 Continuing to promote the Library’s digital resources. Tracking usage of Library’s digital resources.  
Digital checkouts and use of online databases (Chilton, Mango Languages and LinkedIn Learning) 
continue to grow.  Installed tablets to provide electronic access to Montana Newspapers.   

 Regularly promoting all of the Library’s digital resources. Tracking usage of Library’s digital resources.  
Added New Overdrive Magazines section to our weekly Wowbrary newsletter.        

 Obtained Foundation funding to provide Mango Languages and LinkedIn Learning to our patrons 
 Established GFPL Advantage program with MontanaLibrary2Go to spend $1,000/month to purchase 

extra copies of high demand items specifically for GFPL patrons.  Developed list of expanded electronic 
resources for consideration for the September 2023 Foundation Approved Projects request. 

ACCOMPLISHMENTS:  
 Overdrive Advantage program started July 5.  Seeing significant increase in digital checkouts. 
 Mango Languages started September 1.  Patron usage growing monthly. 
 LinkedIn Learning started November 1.  Patron usage growly monthly.   
 Newspaper tablets installed providing better access to Montana Newspapers.  (Many major newspapers 

including the Great Falls Tribune no longer provide print editions each day.) 
 

8. Expand services for children and parents including reading readiness and early literacy.  
RECENT EFFORTS:   Kids Place staffed 7 days-a-week.   Offering Early Literacy Programming 5 days a week.  
Continuing to collaborate with Community Partners to reach parents and families.  Hiring new Early Literacy 
Outreach Specialist for special project funded through the Foundation.   New Youth Services staff completing the 
SuperCharged Storytime training.  Holding special programs for kids and families (Holiday Party, New Year’s Eve 
Celebration etc.) Requesting funds from the Foundation for a DPIL enrollment project.  Working with Raising 
Readers to establish “Book Baskets” in the community.   Updating Youth Services dress-up clothes and learning 
toys.   
PREVIOUS EFFORTS (January 2023 -November 2024):   

 Kids Place staffed 7 days-a-week.   Offering Early Literacy Programming 5 days a week.  Collaborating 
with Community Partners to reach parents and families (Back to School Bash, Indigenous Education for 
All: Celebration through Education, Montana Rep…) 

 Summer Reading in full swing including weekly programming and reading incentive program.  Actively 
planning for programs in the Fall.  Kids Place staffed 7 days-a-week.   Worked with Foundation to submit 
a grant to fund an Early Literacy Outreach Specialist 

 New Youth Services staff hired and being trained.  Continuing early literacy efforts (StoryTime, Toddler 
Time, Dolly Parton’s Imagination, Brain Builder Expo, StoryWalk etc.).  Planning Sumer Reading.    

 Hiring new Youth Services staff who will start April 1.  Continuing to provide existing services.  Soliciting 
feedback from community.   

 Working to promote Dolly Parton Imagination Library 
 Reorganizing Youth Services spaces to create work spaces for two additional staff members.   
 Creating work plan for expanding services.     

ACCOMPLISHMENTS: New staff hired.  Providing expanded programming.  Providing staff support for patrons 7 
days-a-week.   40% of eligible Cascade County children signed up for Dolly Parton’s  Imagination Library (community 
goal of 80%).  Starting 12-month Early Literacy Outreach project.   
 

9. Expand the Library services for teens to include college preparation services, ACT/SAT readiness services and 
expanded Library programming and resources. 
RECENT EFFORTS:  Met with staff of Career and College Readiness Center.  Coordinating with GFPS staff to plan an 
ACT Prep event.  Exploring possibilities for after-school programming to start in the Fall of 2025.  Continuing to 
hold Teen Programs such as Dungeons and Dragons and Steam Challenges.   
PREVIOUS EFFORTS (January 2023 -November 2024):   
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 Summer Reading in full swing including weekly programming, loot box program and reading incentive 
program.  Actively planning for programs in the Fall.  Youth Services staff working 7 days-a-week. 
Contact with the Career and College Readiness center to have regular outreach/classes at the Library.        

 New Youth Services staff hired and being trained.  Programs for teens being planned—including 
expanding existing programs Dungeons and Dragons and Library Loot Boxes.   

 Hiring new Youth Services staff who will start April 1.  Continuing to provide existing services.  Soliciting 
feedback from community.  Reorganizing Youth Services spaces to create work spaces for two additional 
staff members.   

 Creating work plan for expanding services.     
ACCOMPLISHMENTS: New staff hired.  Providing expanded programming (Dungeons & Dragons, Lego Stem 
Challenge, Puppet Making Workshop, Youth Chess Club…).  Providing staff support for patrons 7 days-a-week.     
 

10. Expand the Library’s engagement with the community including  
 Providing expanded educational/recreational programing 
 Connecting patrons to computer and technology classes 
 Expanding services and resources for businesses, entrepreneurs and job seekers 
 Supporting DIY services such as audio/video recording, 3D printing and makerspace programing 
 Partnering with community organizations to provide relevant programming and services 

 RECENT EFFORTS:  Have not held Open Tech hours recently due to staff turnover.  Digital Equity Grant funded and 
series of 6  Digital Literacy Classes planned for February and March.  LOTS of community programming continuing.   
PREVIOUS EFFORTS (January 2023 -November 2024):   

 Providing weekly Open Tech hours and starting Open Tech at the Senior Center.  Speaking at Coffee and 
Business.  Robust Lineup of community events each month.  Continuing partnerships to provide education 
and outreach to the community (Air Force recruitment, community paramedic, healthcare navigators, 
Memory Café, Art exhibits, voter registration, book clubs…)  Contact with the Career and College Readiness 
center to have regular outreach/classes at the Library.   

 Providing weekly Open Tech hours.  Excellent Summer Music series provided throughout the Summer.  
Planning for Shakespeare in the Parks presentation in August.  Successful Waking the Dead and Juneteenth 
programs.  Continuing partnerships to provide education and outreach to the community (Air Force 
recruitment, community paramedic, healthcare navigators, Memory Café, Art exhibits, voter registration, 
book clubs…)  Contact with the Career and College Readiness center to have regular outreach/classes at the 
Library.   

 Continuing expanded programs events.  Technology Systems Assistant hired.  Planning for technology 
classes started.  Continuing to build partnerships—GFPS, GFDA, GFC-MSU, Raising Readers, Little Shell Tribe 
and many, many more.  Plans for summer include the Summer Music, Shakespeare in the Park, Waking the 
Dead, Juneteenth and more.   

 Continuing expanded programs including new Book Clubs, Winter Speaker Series and other events.  Hiring 
Technology Systems Assistant who will assist with creating computer and technology classes.  Building 
partnerships with GFDA and other organizations.  Expanding programs to include Silent Book Club, Little 
Free Library Surprise, author presentations, community education presentations, working with Sober Life to 
start a book club, Book Worms United book challenge and Winter Speaker Series.  Building partnership with 
Great Falls Development Authority.  Seeking expanded funding from the Library Foundation.     

 Reorganized 3rd floor spaces to create office for new staff. Hired new Communications Specialist who has 
expanded our community awareness and education efforts through press releases, radio interviews, website 
updates and expanded social media efforts.  Hired new Community Engagement Coordinator who is building 
relationships with community partners and organizing Library programming (see recent Monthly Events 
Lists). 

 Working with Shakespeare in the Parks to host The Three Musketeers on August 28th.     Creating work plan 
for expanding services.     

 ACCOMPLISHMENTS: Providing more programs reaching more people.   
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Great Falls Public Library  
Onboarding Checklist 

 
 

 
Welcome to Great Falls Public Library!  We are happy to have you on the Library Team.    We are committed to providing 
you with the skills, training, resources and support to be successful.   Our onboarding process is designed to orient you 
to the essential procedures and policies of the Library.  Each staff person will receive further training for their specific 
job and department.   
 
Please initial when completed.  Please turn in completed checklist and quizzes to your supervisor when done.   
 

--------------- 1. HR onboarding and paperwork completed.   
If applicable contact union about dues, responsibilities and rights. 

--------------- 2. Received Library keys and door code. (if applicable)  
--------------- 3. Received Library nametag and parking pass. 
--------------- 4. Assigned Library box and in/out board space.  
--------------- 5. Received Library email/password and can successfully login. 
--------------- 6. Received HR Portal login and can successfully access.  
--------------- 7. Completed Safety Tour. 

• Exits, fire alarms, fire extinguishers 

• First Aid supplies 

• Paperwork for staff or patron injury 

• Patron Behavior and Incident Reports 

• De-escalation  
 

--------------- 8. Completed one-on-one meeting with Library Director.  

• Mission, Vision, Values 

• Patron Behavior and crisis response 
 

--------------- 9. Received and read required memos. 

• Dress code  

• Parking 

• Lunches and breaks 

• Timesheets (hourly or salary) 

• Branding and Library Logo 

• Organization Chart/Chain of Command 

• Library listservs and email newsletters 
 

--------------- 10. Read the Patron Behavior Policy and completed the quiz.  
--------------- 11. Read the Cyber Security information and completed the quiz.  
--------------- 12. Read the Intellectual freedom information and completed the quiz. 
--------------- 13. Read the Customer Service information and completed the quiz 
--------------- 14. Assigned times to shadow in other departments.   
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