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Who runs the library?

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

Who Runs the Library: Guidelines to Roles & Responsibilities in Wisconsin's Public Libraries

Responsibilities of:

Library Board

Library Director

Municipality

Friends & Foundations

Administration

Generally oversee the administration
of the library and appoint a head
librarian (director) who administers
the daily operation of the library.

Administer daily operation of the
library, including maintenance of
library facilities and equipment.
Advise the board and provide support
to community groups.

Appoint trustees who serve on the
library board.

Support quality library service in the
community through fundraising,
volunteerism, and serving as
advocates for the library.

Adopt written policies to govern the
operation and program of the library.

Apprise library board of need for new
policies, as well as policy revisions.

Support the policies of the library as
adopted by the library board.

Support the policies of the library as
adopted by the library board.

Policy Implement the policies adopted by
the library board.
Recruit, hire, and supervise an Hire, train, supervise, and schedule all Offer assistance to the library ‘Communicate with library staff
appropriately certified library other library personnel. Keep library  director and board regarding state  through the library director or the
director. Help determine and board informed of importantissues  and federal employment laws. director’s specified point of contact.
Personnel advocate for competitives staff and consultwith the board before Maintain payroll All library staff are
salaries and benefits. making significant personnel municipal employees.
decisions.
Assist in the formulation and Coordinate and implement a strategic Provide input into the library’s Provide input into the library's
) adoption of a strategic planthat has  planwith library board, Friends, strategic plan and support its strategic plan and support its
Planning implementation and evaluation library foundation, staff and implementation. implementation.
components. community.
Seek adequate funds to carry out COversee the library budget and Appropriate an annual budgetwith  Cenduct fundraising to support the
library operations. Assistin the prepare the annual budget and enough funds for the library to library's mission and plans.
Budgets preparation and presentationof the  reports as required by the board. successfully carry out operations

annuzl budget.

according to its approved mission and
plans.

Expenditures

Audit and approve all library
expenditures (as well as lands,
buildings, money, and property).

Order materials and supplies within
the library's approved budget. Submit
invoices to the board for monthly
audit and approval.

Act as custedian of most library funds
and appropriations; pay library board
approved library expenditures. Assist
with purchasing, facilities, etc.

Support the library by providing
financial support for priorities set by
the library board and staff that may
fall outside the municipal budget.

Meetings

Participate in all board meetings.
Appoint a liaison to the Friends Board
and become a member of the Friends.

Participate in library board and
Friends meetings. Ensure that thereis
aliaison from the board to the Friends
and vice versa.

Maintain no more than one
appointment to the library board.

Maintain a liaison to the library board.

Networking

Jointhe Wisconsin Library Trustees
and Friends (WLTF), a division of
WLA, to network with others and
learn more about policies, operations,
and advocacy.

Build relationships with municipal
board and staff, Friends; educate
these groups about the value of public
libraries; encourage membership in
professional organizations.

Stay informed of library issues at
local, state, and federal levels. Include
the library director in department
head meetings and community
activities.

Join the Wisconsin Library Trustees
and Friends {(WLTF}, adivision of
WLA, to network with others and
learn more about supperting libraries.



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
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- Min. 24 hours notice, never less than 2 hours.
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Open Meetings Law (OML)
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» 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

e NOTICE Usually written by the director in consultation

[Regular or Special] Meeting

Do Time with the library board president

Note: Please contact at if you need accommodations to attend the meeting.
[Include TDD number, if you have one.] [If remote attendance/observation is available, include
information on how to obtain the meeting link.]

Follow any guidelines in the board bylaws

. Roll call and introduction of guests

. Approval of minutes from meeting(s) on [date(s)]

. Director's report and statistical report Library Director

Think through the flow of the meeting

. Financial report Library Director and/or Board Treasurer or Financial Secretary
. Audit and approval of monthly expenditures

. Committee reports or other reports [if needed]

[ - ST O I SR

. Subject matter of issue to be considered by board [for example, "Consideration of revised

Suectmattorof s o beconiden Consider ways to keep your board focused on
Repeat #8 as necessary for any topics before the board for consideration or action. [Be

reasonably specific about all subject matters to be considered by board.] thei r rOIe i n Su ppo rti ng the I i bra ry: i nCl ud e the

10. Public comment period [This item can be placed on the agenda in any order at the
discretion of the board. Board members should refrain from answering questions or

holding discussion on topics not on the agenda.] |ibra ry,s miSSion Statement On the agenda;

11. Board continuing education session to review and discuss [topic, such as Trustee Essential

12, ilijs:;'::;::::f:::(i;rj::ip:;:fiizsst;:}on for subjects authorized by Wisconsin p rOVi d e regu I a r boa rd CO nti n u i ng ed u Cat i O n ;
engage in regular policy review.

o

Statutes Section [19.85(1)(}X) - identify the correct statute for your topic].

1. Include the subject of the closed session [For example, "board consideration of the
performance evaluation and compensation of the library director.”]

13. Reconvene in open session
14. Action on items discussed during closed session [If applicable]
15. Adjournment

1. Next meeting date information, if available



Following the agenda

NOTICE

Hometown Public Library Board of Trustees
[Regular or Special] Meeting
Date, Time
Place

Note: Please contact at if you need accommodations to attend the meeting.

* Don't allow the board to respond to or discuss
!L?;I:Jnf:troaz::rg\gigEgtc:i.lnhf;:;g;]“[]l;rl’ienmklc])teattendancefobsewationisavailable,include public Comments

. Callto Order

. Roll call and introduction of guests

. Approval of minutes from meeting(s) on [date(s)] O I t .t t. d t h d

. Director's report and statistical report Library Director * n y a C O n I e m S n o I Ce O n e age n a
. Financial report Library Director and/or Board Treasurer or Financial Secretary

. Audit and approval of monthly expenditures

. Committee reports or other reports [if needed]

Subject matter of issue to be considered by board [for example, "Consideration of revised ° You Ca n go i nto C I osed Sess i o n fo r a n a I I owa b I e

library collection development policy”]

Repeat #8 asnef:?ssaryfor any;opicsbeforethe board_forconsideration or action. [Be to p i C I F t h e ite m Wa S Co nta i n ed i n t h e n ot i Ce fo r
reasonably specific about all subject matters to be considered by board.]
10. Public comment period [This item can be placed on the agenda in any order at the < Th M h h ff'

discretion of the board. Board members should refrain from answering questions or an open SeSS|on. IS assu mes t at t e O |Cer

holding discussion on topics not on the agenda.]
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o et O Mertre Loy 1ocusslLople such as Trustee Essenial giving the meetin gn otice was not aware of a
12, Closed Session: Roll call vote to hold closed session for subjects authorized by Wisconsin

Statutes Section [19.85(1)(}X) - identify the correct statute for your topic]. CO n t e m p I a t e d C I O S e d S e S S i O n .

1. Include the subject of the closed session [For example, "board consideration of the
performance evaluation and compensation of the library director.”]
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13. Reconvene in open session
14. Action on items discussed during closed session [If applicable]
15. Adjournment

1. Next meeting date information, if available



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 aleader: 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

WISCONSIN DEPARTMENT OF

Public Instruction

Jill K. Underly, PhD, State Superintendent
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