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Who runs the library? 

dpi.wi.gov/sites/default/files/imce/libraries/Publib/
Gov-Admin/Roles_Responsibilities.pdf 

https://dpi.wi.gov/sites/default/files/imce/libraries/Publib/Gov-Admin/Roles_Responsibilities.pdf
https://dpi.wi.gov/sites/default/files/imce/libraries/Publib/Gov-Admin/Roles_Responsibilities.pdf


Goal:
Never let your library board be surprised



Open Meetings Law (OML)

• Library boards are required to follow the OML

• Meetings must be convened in open session and 
in a place accessible to the public

• Notice requirements:
- Min. 24 hours notice, never less than 2 hours.
- Notify any news media that have requested it, 
the official newspaper, and the public. 
- Public notice: 3 public places OR one place + your 
website OR paid publication in news medium.



Open Meetings Law (OML)

• Closed session: Not for avoiding uncomfortable 
conversations! 

• Only statutorily allowable topics can be discussed 
in closed session: specific personnel issues, crime 
prevention, legal, discussion of purchase of 
property, etc. 

• Violations of the OML involve a personal penalty 
for the members of the governing body. Action 
taken at a meeting held in violation can be voided. 



Writing the agenda

• Usually written by the director in consultation 
with the library board president

• Follow any guidelines in the board bylaws

• Think through the flow of the meeting

• Consider ways to keep your board focused on 
their role in supporting the library: include the 
library’s mission statement on the agenda; 
provide regular board continuing education; 
engage in regular policy review. 



Following the agenda

• Don’t allow the board to respond to or discuss 
public comments

• Only act on items noticed on the agenda

• You can go into closed session for an allowable 
topic IF the item was contained in the notice for 
an open session. This assumes that the officer 
giving the meeting notice was not aware of a 
contemplated closed session.



Writing good meeting minutes

• You can’t lead and type at the same time

• Good minutes should include meeting 
details (time, place), attendees and guests, 
topics of discussion, and board actions 
(motions, seconds, and results of votes).

• Good minutes do not include quotes, 
debates, opinions or commentary. Do not 
record legal advice or detailed closed session 
discussion in the minutes. 



Director as Executive Secretary

• You are the records custodian: make sure 
the meeting records are maintained 
appropriately.

• Keep things running smoothly: provide 
meeting documents in advance and think 
through the order of your agenda carefully.

• Be a leader: your library board looks to you 
for guidance and advice. 



Questions?
Teresa Schmidt

Public Library Administration Consultant
Wisconsin DPI Library Services

teresa.Schmidt@dpi.wi.gov
608-224-6167

mailto:teresa.Schmidt@dpi.wi.gov
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