Sample Trustee Orientation Outline

Your library’s orientation program can generally follow these steps:

1. The board president (or library director or other board designee) should contact the new trustee to welcome him/her to the board and schedule the orientation session or sessions.

2. Immediately share this information with the new trustee:
· a link to the handbook
· bylaws of the board
· a list of board members, indicating terms of office and board officers
· board committee membership lists
· calendar of upcoming meetings
3. At a later point, you may also wish to share the following information with the new trustee:

· the library’s latest annual report
· the library’s long-range/strategic plan and current technology plan (if any)
· the library’s policies
· the library’s current and previous year’s budget
· the board’s meeting minutes for the previous six months
· the director’s reports for the previous six months
· the latest monthly statistical report and financial report
· an organizational chart of the library staff with names and titles

· the library board’s annual calendar, including legal requirements and deadlines

· Wisconsin Statutes Chapter 43 (Wisconsin’s library law)

· the Wisconsin Public Library Standards
· a brochure or other concise information about your library system

4. The orientation should include a tour of the library, with the director, to introduce staff and discuss library programs and services.

5. The orientation should include meetings with the library director (and perhaps a library board representative) to discuss library services, library plans, and other important issues. A possible plan for the remainder of the orientation program could be as follows:

a. A meeting/discussion with the library director to learn:

· how the library is organized and governed

· how the library is funded

· how the library is operated day to day

· how the library serves the needs of the community

· how the library is linked to other resources, other libraries, and the library system

· how the library could better serve the community

b. A meeting/discussion with one or more board representatives to talk about:

· library board statutory powers and duties (review Trustee Essential #2: Who Runs the Library?)

· board bylaws, organization, officers, and committees (review Trustee Essential #3: Bylaws—Organizing the Board for Effective Action)

· location, schedule, and conduct of meetings (review Trustee Essential #4: Effective Board Meetings and Trustee Participation)

· responsibilities and expectations of board members (review Trustee Essential #1: The Trustee Job Description)

· library long-range plans, and the status of activities to meet the objectives of those plans

· recent library accomplishments

· board relationship to the library director, the library staff, and the municipality (review Trustee Essential #2: Who Runs the Library?)

