
 

SENGERINTEROFFICE MEMORANDUM 

TO: DR. JAMES HOFFMAN, SUPERINTENDENT 

FROM: MICHAEL OUIMET, ASSISTANT SUPERINTENDENT FOR BUSINESS 

SUBJECT: MESSENGER POSITION 

DATE: NOVEMBER 24, 2014 

CC: BOARD OF EDUCATION 

I am pleased to recommend the permanent appointment of Mr. Steven Legnard to the position 
of Messenger.  As you will recall, Steven was unanimously selected from several qualified candidates 
by a committee comprised of myself, Linda Primeau (Records Management Officer), Karen 
Andriano (Food Service Manager), Aaron Heffner (Superintendent of Buildings & Grounds), and 
John Bruce (Head Maintenance Mechanic), each of whose departments interact substantially with the 
district’s Messenger. 

I have asked Linda, Aaron and Karen for their input on Steven’s performance during his 
probationary period and their recommendation for his advancement to permanent status since they 
have worked most closely with him.  Below are their evaluations and observations: 

Linda Primeau – Executive Secretary to the Superintendent of Schools & Records Management 
Officer: 

 Steven has been a wonderful addition to the staff.  We worked together to move the 
Sand Lake archives into the Transportation facility and he was very helpful with the 
new set up. His experience with palatalizing and fork lift has helped us store records 
we need to retain yet utilize the space we have available.  Over the summer we 
organized our annual records destruction project removing 227 cartons of records in 
July and an additional 63 cartons in August 2014.  Both the destruction project and 
the moving of the archive were large projects and Steven handled them like a pro.  I 
appreciate Steven's sensitivity and confidentiality while handling the district 
records.  

Aaron Heffner - Superintendent of Buildings & Grounds: 

 I highly recommend Steven’s appointment from probationary to permanent status. 
He is a very efficient, hard working individual and he has good time management 
skills.  I would also like to add how Steven helped to relocate the District archives 
and records rooms due to the sale of the Sand Lake Elementary school. This also 
included the moving of the Central Warehouse for all of the district food and paper 
products as he had to reorganize and inventory all products/supplies. Steven is 
flexible in managing his time, as is reflected is his willingness to rework his schedule 
to free time up in the morning hours to help the Building & Grounds Department 
with deliveries of the custodial paper products and cleaning supplies.  By doing this, 
Steven has freed up valuable time for the maintenance staff to address other 
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issues such as heating and cooling problems. Steven is an asset to district and is 
doing a fine job. 

Karen Andriano – Food Service Manager 

Steven Legnard has transitioned well into his position as District Messenger.   He 
helped move and reorganize the new warehouse areas at the bus garage and at the 
Algonquin MS.  Steven is responsible for completing the physical inventory and 
updating the data daily in the Excel shared folders.  It's important for this data to be 
timely and accurate and Steven does and excellent job in this capacity.  He is also 
aware of the importance maintaining just-in-time inventory to avoid high food costs.  
He is also willing to break from his daily routine in order to accommodate a last 
minute delivery to one of the schools.  Overall, the transition has been smooth and 
Steven is a responsible, highly motivated individual who is a pleasure to work with 
for our entire Food Service Department staff. 

 
I am please to recommend Steven’s advancement to permanent status.  The observations and 

evaluation of Steven’s performance by Linda, Aaron and Karen support my recommendation.  He is 
a positive influence throughout the district in both his work performance and his relationships with 
other staff members.   

Please place this recommendation on the December 2, 2014 Board of Education agenda.  Please 
do not hesitate to contact me if you have any questions regarding this recommendation. 

  


