
Library Board

City of Appleton

Meeting Agenda - Final

225 N. Oneida Street

Appleton WI, 54911

225 N. Oneida Street4:30 PMTuesday, June 20, 2017

1. Call meeting to order

2. Roll call of membership

3. Approval of minutes from previous meeting

17-887 May 16, 2017 Meeting Minutes

May 16 2017 Meeting Minutes.pdfAttachments:

4. Public Participation and Communication

17-888 Recognition of Yee Lee Vue Wisconsin Alumni Association Forward 

Under 40 award recipient
 

i. Establish Order of the Day

5. Action Items

A. 17-889 Bill Register - May 2017
 

May Bill Register.pdf

May Revenue and Expense Summary.pdf

May Subledger Summary.pdf

Attachments:

B. 17-890 Report of the meeting of the Planning Committee
 

Planning Committee Meeting Minutes 6-13-2017.pdfAttachments:

C. 17-891 City Policies:  Bone Marrow and Organ Donation Leave Policy, 

Ergonomics Policy, Exit Interview Policy, Workplace Violence Policy
 

Bone Marrow and Organ Donation Leave Policy.pdf

Ergonomics Policy.pdf

EXIT INTERVIEW.pdf

Workplace Violence 2017.pdf

Attachments:
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D. 17-892 Sole Sourcing of Contract to Magenta Keys LLC for Reach Out and 

Read Sustainability Process
 

Strategic Planning Contract Awarded to Magenta Keys LLC.pdfAttachments:

E. 17-893 June 2017 Budget Amendment
 

June Budget Amendment Request.pdfAttachments:

6. Information Items

A. Director's Report

i. 17-894 2018 Budget Adoption Schedule

ii. 17-895 Updates from Wisconsin Library Systems
 

iii. 17-896 Wisconsin Trustee Training Week August 21-25, 2017
 

iv. 17-897 Older Adult / Community Center Project Report

Project Report - Older Adult Community Center.pdfAttachments:

v. 17-898 State of Wisconsin Budget Update
 

vi. 17-899 Federal Budget Update
 

B. President's Report

i. 17-900 Review and Discussion on Trustee Essentials Chapter 6:  Evaluating the 

Director and Trustee Essentials Chapter 19:  Library Director 

Certification
 

Trustee Essential 6 Evaluating the Director.pdf

Trustee Essential 19 Library Director Certification.pdf

Attachments:

C. Assistant Director's Report

i. 17-901 APL Hiring Processes Update
 

ii. 17-902 OWLSnet Fees Update
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iii. 17-903 2017 APL Public Survey Results

Appleton Public Library 2017 Public Survey Report.pdfAttachments:

v. 17-904 Library APP
 

D. Friends Report

i. 17-905 Friends of Appleton Public Library / APL Memorandum of 

Understanding
 

E. Staff Updates

i. 17-906 Leadership Fox Cities Report - Tina Krueger
 

ii. 17-907 Summer Library Program and POINT
 

17-908 Hmong Culture Celebration 
 

7. Adjournment

Notice is hereby given that a quorum of the Common Council may be present during 

this meeting, although no Council action will be taken.

Reasonable Accommodations for Persons with Disabilities will be made upon Request 

and if Feasible.
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225 N. Oneida Street

Appleton WI, 54911City of Appleton

Meeting Minutes

Library Board

4:30 PM 225 N. Oneida StreetTuesday, May 16, 2017

Call meeting to order1.

Vice President Looker called the meeting to order at 4:31 pm

Roll call of membership2.

Others Present:  Jessica Brittnacher, Mayor Tim Hanna, Jan Quinlan, Colleen 

Rortvedt, Tasha Saeker, City Attorney Jim Walsh, Maureen Ward

Bergman, Hietpas, Looker, Bloedow, Brault Pagel, Peterson, Dannecker, 

Kellner and Exarhos
Present: 9 - 

ScheuermanExcused: 1 - 

PanellaOthers : 1 - 

Approval of minutes from previous meeting3.

17-701 Meeting Minutes 4-18-2017

April 18, 2017 Meeting Minutes.pdfAttachments:

Bloedow moved, seconded by Peterson, that the April 18, 2017 Meeting 

Minutes be approved. Voice Vote. Motion Carried.  (9-0)

Public Participation and Communication4.

17-702 Re-Appointment of Alderperson Greg Dannecker to Library Board for 

2017-2018

Establish Order of the Day

Vice President Looker changed the order of the meeting.  Closed Session was 

moved ahead of Action Items.  Items E. i., ii., iii., iv., v. - Staff Updates were 

removed from the meeting agenda.
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Closed Session

Dannecker moved, seconded by Bergman that the Library Board meet in 

Closed Session for the purpose of deliberating or negotiating the purchasing 

of public property, the investing of public funds, or conducting other specified 

public business, where competitive or bargaining reasons require a closed 

session concerning the library building  pursuant to the exceptions contained 

in section 19.85(1)(e) of the Wisconsin Statutes.  The Board will then 

reconvene into open session and conduct such further business as may be 

pending. Voice Vote. Motion Carried.  (9-0)

Roll Call was taken.

The meeting moved into Closed Session at 4:33 pm

Dannecker moved, seconded by Bloedow that the Library Board resume 

meeting in Open Session.  Voice Vote. Motion Carried. (9-0)

Roll Call was taken.

The meeting resumed Open Session at 5:05 pm 

No action was taken.

Action Items5.

A. 17-703 Bill Register - April 2017

April Bill Register.pdf

April Revenue and Expense Summary.pdf

April Subledger Summary.pdf

Attachments:

Peterson moved, seconded by Dannecker, that the April 2017 Bill Register be 

approved. Voice Vote. Motion Carried.  (9-0)

B. 17-704 Friends / Appleton Public Library Memorandum of Understanding

FRIENDS APL MOU (5-10-17).pdfAttachments:

Kellner moved, seconded by Dannecker, that the Friends / Appleton Public 

Library Memorandum of Understanding be approved. Voice Vote. Motion 

Carried.  (9-0)

C. 17-705 Report of the meeting of the Planning Committee

Nothing reported and no action taken.

D. 17-706 May 2017 Budget Amendment

May Budget Amendment.pdfAttachments:

Peterson moved, seconded by Dannecker, that the May Budget amendment in 

the amount of $17,000 be approved. Voice Vote. Motion Carried.  (9-0)
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Information Items6.

Director's ReportA.

i. 17-707 President Scheuerman's Appointments to the Nominating Committee

President Scheuerman Memo 2017 Nominating Committee.pdfAttachments:

ii. 17-708 Outagamie Waupaca Library System Staffing Updates

iii. 17-709 Trustee Training - Trustee Essentials Chapter 8:  Developing the 

Library Budget and Trustee Essentials Chapter 9:  Managing the 

Library's Money

Trustee Essentials Chapter 8.pdf

Trustee Essentials Chapter 9.pdf

Attachments:

Assistant Director's ReportC.

i. 17-710 APL Hiring Processes

Friends ReportD.

i 17-711 Friends Annual Meeting, Thursday, May 25, 2017 - 4:00 pm

Adjournment7.

Bloedow moved, seconded by Exarhos that the meeting be adjourned.  Voice 

Vote.  Motion Carried.  (9-0)

The meeting was adjourned at 5:40 pm
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225 N. Oneida Street

Appleton WI, 54911City of Appleton

Meeting Minutes

Library Board

4:00 PM 225 N. Oneida StreetTuesday, June 13, 2017

Planning Committee Meeting

Call meeting to order1.

Chair person Brian Looker called the meeting to order at 4:03pm

Roll call of membership2.

Others present:  Jessica Brittnacher, Tina Krueger, Kyle Lobner, Adriana 

McCleer, Michael Nitz, Jan Quinlan, Colleen Rortvedt, Tasha Saecker, Jim 

Walsh, Maureen Ward

Looker, Bloedow, Brault Pagel and KellnerPresent: 4 - 

Bergman, Hietpas, Scheuerman, Peterson, Dannecker and ExarhosOthers : 6 - 

Action Items3.

A. 17-797 Discussion of Options Moving Forward with Library Building Process

Evaluation Options Grid for June Planning Committee Meeting 

6-7-2017.pdf

Attachments:

Brault Pagel moved, seconded by Kellner, that the Planning Committee 

recommend staff to bring back a proposal on how to move forward with 

mixed-use RFPs for the library.  Voice Vote. Motion Carried.  (4-0)

Adjournment4.

Bloedow moved, seconded by Kellner that the meeting be adjourned.  Voice 

Vote.  Motion Carried.  (4-0)

The meeting was adjourned at 4:27pm
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CITY OF APPLETON  

POLICY 

 
TITLE: 

Bone Marrow and Organ Donation Leave 

Policy 
 
ISSUE DATE: 

(Day after Council) 

 
LAST UPDATE: 

November 2016 

 
SECTION: HR 
 
 

 
POLICY SOURCE: Human 

Resources Department 

AUDIENCE: All City Employees 
 
TOTAL PAGES: 5 

 
 
Reviewed by Legal Services 

Date:  

 

 
Committee Approval Date:  

 

 
Council Approval Date:  

 

 

I.  PURPOSE 
 

To outline the policies, procedures and obligations of the City of Appleton and the rights and obligations 

of employees under the Wisconsin Bone Marrow and Organ Donation Leave law. 
 

II.  POLICY 
 

It is the policy of the City of Appleton to comply with the Bone Marrow and Organ Donation Leave law 

(Section 103.11 Wis. Stats.) 
 

Employees are entitled to bone marrow and organ donation leave benefits if they have been  

employed by the City for at least 52 consecutive weeks and for at least 1000 hours during that   

52-week period.   

 

An employee may take bone marrow or organ donation leave for up to 6 weeks in a 12-month period.  

 

III.   DISCUSSION 
 

This policy provides an introduction to the rights and provisions of the Bone Marrow and Organ 

Donation Leave law.  Specific questions an employee may have about this law should be directed to the 

City Human Resources Department. 
 

IV.  PROCEDURE 
  

If an employee intends to take leave for the purpose of serving as a bone marrow or organ donor, the 

employee shall do the all of the following: 

 

A.  Employee’s Request: Employees requesting leave must submit a completed health care provider 

certification (Exhibit 1) and submit to the employee’s supervisor or Human Resources at least 30 

days before the need.  If the 30-day notice is not possible, the employee will notify his/her 

supervisor as soon as reasonable and practical.  This should be interpreted to mean within one to 

two working days of the employee learning of the need for leave. 
 

Employees who take medical leave should make reasonable efforts to schedule planned medical 

treatments so as not to unduly disrupt business operations. 
 

B. Status while on Leave: During the leave the employee must update their supervisor at least 

every 30 days of his/her status with health care provider certification and the intention to return 
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to work. 

 

C. Return to Work: The employee will be required to provide a “return to work” certification 

(Exhibit II) before they return to work indicating that the essential functions of the job can be 

performed.  This must be obtained from the health care provider. 
 

D. Approval:  Human Resources must approve or deny all requests.  
 

E. Group Health Coverage: Group health care coverage will continue for employees on leave as if 

they were still working.  If applicable, employees who are granted a leave under this policy are 

advised to arrange to pay their share of premiums during the absence.  If the leave is paid, 

premiums will continue to be paid through payroll deductions.  If the leave is unpaid, employees 

are responsible for making sure the City receives premium payments by the normal payroll dates. 

 If payments are not received within 30 days of the due date, coverage may be discontinued.  This 

includes other benefits such as life, dental, flexible spending accounts, etc. 
 

F. No Return to Work from Leave: If an employee chooses not to return to work (i.e. return to 

work for 30 calendar days) after an approved leave, the City may recover from the employee the 

cost of any premiums made to maintain the employee’s health insurance, unless the failure to 

return is because of a serious health condition or reasons beyond the employee’s control.  Benefit 

entitlements based on length of service will be calculated as of the last paid workday before the 

start of the unpaid absence.  If the employee substitutes leave, the length of service will be 

calculated as of the last paid workday substituted. 
 

 

V. FALSIFICATION OF FORMS 

 

  An employee will be subject to disciplinary action up to and including discharge for falsifying any 

information required or requested as part of the application process, or receiving leave or benefits under 

this policy. 
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Fax to City of Appleton-Human Resources confidential fax 920-832-5845 

Exhibit I Note to provider:  Job descriptions are available at www.appleton.org (City Employment, job descriptions) 

MEDICAL LEAVE (for Bone Marrow & Organ Donation Leave) 

HEALTH CARE PROVIDER CERTIFICATION 

 
Employee requesting leave:_______________________  Date:_____________________ 
 
I, ____________________________, confirm that ________________________________ 
   (Name of Health Care Provider or Christian Science Practitioner)  (Patient’s name) 
 

is under my care for ____Bone Marrow Donation _____Organ Donation treatment. 
 
Accordingly, I confirm that: 

 

My area of medical practice is:____________________________________________________ 

1. The health condition commenced on _____________ and has the probable duration through 

_______________. 

2. The patient was/is being treated on an ___inpatient   ____outpatient basis.   

 

3. Was the procedure/treatment scheduled in advance or on an emergency basis?  If scheduled in advance, 

please indicate how many days in advance the treatment was scheduled. 

Scheduled in advance________  Emergency basis ________ 

Date scheduled:_____________________________________________ 

 Is the employee unable to work to work at this time _____yes ____no 

 If the employee is able to work please describe limitations here:______________________ 

__________________________________________________________________________ 

 Is the employee limited in the number of hours per day he/she may work?  ____yes  ____no     

If yes, please describe the limitation___________________________. 

 Is an intermittent or reduced leave schedule needed?  If yes, please describe:___________ 

_________________________________________________________________________ 

_________________________________________________________________________  

 Was medication, other than over-the-counter medication, prescribed? ___No  ___Yes 

 
Notice:  The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibit employers and other entities covered by GINA Title 

II from requesting or requiring genetic information from an individual or family member of the individual, except as specifically 

allowed by law.  To comply with this law, we are asking that you not provide any genetic information when responding to this request 

for medical information.  “Genetic Information” as defined by GINA includes an individual’s family medical history, the results of an 

individual’s or family member’s genetic tests, the fact that an individual or an individual’s family member sought or received genetic 

service and genetic information of a fetus carried by an individual or individual’s family member or an embryo lawfully held by an 

individual or family member receiving assistive reproductive services. 

 

Dated this ________ day of _____________, 20__ 

 

 

__________________________________  ___________________________ 

Signature of Health Care Provider   Telephone & Fax Number 

 

__________________________________  ____________________________ 

Address       City/State 

http://www.appleton.org/


Page 4 of 5 

 

 

 

 

 

 

 

 

 

 

 

Medical  Authorization Release 

 

 

I, ________________________________ , herby authorize the above-reference health care provider, or 

others to which I am directed to for care relative to the health condition set forth above, to confer with 

medical representatives of the City of Appleton to clarify or supplement any information set forth herein 

without liability.  I also authorize the use or disclosure of my health information (which may also be 

referenced as protected health information “PHI”) as described in this authorization.  I also agree to 

provide such further authorizations as the Company may request to process and classify my requested 

time off for FMLA purposes. 

 

 

 

HIPAA Authorization 

 

 

I understand that I have the right to revoke this authorization at any time by notifying my supervisor or 

the Human Resources Department.  I also understand that the revocation will only become effective after 

it is received and recorded by the City of Appleton.  I understand that any use or disclosure made prior to 

the time that such revocation becomes effective will not be affected by that revocation.  If I do not 

revoke this authorization, it will expire at the end of my FMLA leave or shortly thereafter if additional 

time is needed to process documentation related to my leave (for example, verification of fitness for 

duty).  If the City of Appleton’s representatives require additional information related to my health 

condition after my leave request and all related documentation is completed, they must request that new 

authorization be signed by me. 

 

I understand that I am entitled to receive a copy of this authorization form and acknowledge receipt of 

one.   

 

Dated this_____day of ____________, 20__ 

 

 

 

      ________________________________ 

      Signature 

      (print name):______________________ 
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Exhibit II  City of Appleton 
RETURN TO WORK - EMPLOYEE WORK RESTRICTION/AUTHORIZATION  

Must be completed and submitted to HR prior to return to work. 
 

Patient Name: ______________________________________________________________  

Current Job: ________________________________________ 

Physician Name (please print): 

_____________________________________________________ 

Phone: ________________   Fax:  _______________             
 

Date you saw patient: ___-___-____       Time In: _______      Injury Date: ____-____-____

  

 

Patient Description of Injury:__________________________________________ 

_________________________________________________________________ 
 

Diagnosis: ________________________________________________________ 

_________________________________________________________________ 
 

Treatment:________________________________________________________ 
 

Prescription strength meds orders  Yes  No   

 Meds: _________________________________________________________ 
 

Plan: _____________________________________________________________ 

DISPOSITION:  1.  Patient is unable to work at this time. 

2.  Recommend his/her return to work with no limitations on (DATE): _________________ 

3.  He/She may return (DATE) __________ with a daily time limitation of __________   

     and/or with the following limitations until ________ or until re-evaluation on ________. 
 

 

CHECK ONLY AS RELATES TO ABOVE CONDITION 

 SEDENTARY WORK.  Lifting 10 pounds maximum and occasionally lifting and/or carrying such 

articles as dockets, ledgers, and small tools.  Although a sedentary job is defined as one which 

involves sitting, a certain amount of walking and standing is often necessary in carrying out job 

duties.  Jobs are sedentary if walking and standing are required only occasionally and other sedentary 

criteria are met. 

 
 LIGHT WORK.  Lifting 20 pounds maximum with frequent lifting and/or carrying of objects 

weighing up to 10 pounds.  Even though the weight lifted may be only a negligible amount, a job is in 

this category when it requires walking or standing to a significant degree or when it involves sitting 

most of the time with a degree of pushing and pulling of arms and/or leg controls. 

 
 LIGHT MEDIUM WORK.  Lifting 30 pounds maximum with frequent lifting and/or carrying of 

objects weighing up to 20 pounds. 
 
 MEDIUM WORK.  Lifting 50 pounds maximum with frequent lifting and/or carrying of objects 

weighing up to 25 pounds. 
 
 LIGHT HEAVY WORK.  Lifting 75 pounds maximum with frequent lifting and/or carrying of 

objects weighing up to 40 pounds. 
 
 HEAVY WORK.  Lifting 100 pounds maximum with frequent lifting and/or carrying of objects weighing up to 50 pounds. 
 

OTHER INSTRUCTIONS AND/OR LIMITATIONS:  
SCHEDULED APPOINTMENTS:     SCHEDULED APPOINTMENTS: 

 
 Referral   Clinic ________________ Date: ________ Time: ________  Referral   Clinic _____________________ Date: ________ 

Time: _____ 

Time Out:   __________  Called Employer Date __________ Signature ________________________________________ 
 
 

I hereby authorize my attending physician and/or hospital to release any information or copies thereof acquired in the course of my 

examination or treatment for  the injury identified on this form to my employer or his representative.  
PATIENT’S SIGNATURE    Date  PHYSICIAN’S SIGNATURE  Date 

Full Time    2nd shift   Mon   Fri.

Part Time    1st shift    Sun.   Thurs   

Seasonal     3rd shift   Tues     Sat 

Temporary   Swing    Wed    

Next scheduled work day ____ Shift ______ 

Shift Supervisor: _____________________ 

N=Never/Not Able F=Frequent up to 30x/hr.

O=Occasional up to 4 times/hr. C=Constant over 30x/hr.

Specify Restrictions for 24 day

N O F C

Sitting/Driving Lab Work Yes __    No ___

Standing/Walking

Climbing X - Rays   Yes ___  No ___

Bending

Kneeling/Squatting/Crawling

R L BIL

Reaching-Horiz./push-pull

Reaching-Vert./above shoulder

Gross Handling

Finger M anipulation

Single Grasping

Repetitive Foot M ovement

 

Notice:  The Genetic Information Nondiscrimination Act of 2008 (GINA) 

prohibit employers and other entities covered by GINA Title II from 

requesting or requiring genetic information from an individual or family 

member of the individual, except as specifically allowed by law.  To 

comply with this law, we are asking that you not provide any genetic 

information when responding to this request for medical information.  

“Genetic Information” as defined by GINA includes an individual’s 

family medical history, the results of an individual’s or family member’s 

genetic tests, the fact that an individual or an individual’s family member 

sought or received genetic service and genetic information of a fetus 

carried by an individual or individual’s family member or an embryo 

lawfully held by an individual or family member receiving assistive 

reproductive services. 
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I. PURPOSE 

The purpose of this policy is to increase employee awareness of ergonomic issues and to 

proactively address the musculoskeletal disorders that employees may experience as a result 

of workplace conditions and job demands. 

  

II. POLICY 

The City is committed to providing a safe and healthy workplace free from recognized 

hazards or harmful conditions and to incorporate employee involvement in the prevention 

relating to safety and ergonomics in the workplace. 

 

III. DISCUSSION 

The City shall make every effort to increase ergonomic awareness and lessen the risk of injury 

due to design of equipment, tools or work motions. 

 

IV. DEFINITIONS 

A. Ergonomics:  The science of fitting workplace conditions and job demands to the 

capabilities of the work force. 

B. WMSD:  Work Related Musculoskeletal Disorder. 

C. Ergonomics Program:  Systematic process for anticipating, identifying, analyzing and 

controlling WMSD hazards. 

D. Process:  Activities, procedures and practices set up to control WMSD hazards. 

E. MSD:  Musculoskeletal Disorders.  These are disorders of the muscles, nerves, 

tendons, ligaments, joints, cartilage, or spinal discs that are not typically the result of 

any instantaneous or acute event (such as a slip, trip, or fall) but reflect a more gradual 

or chronic development.  Musculosketal disorders include those with several distinct 

features, such as carpal tunnel syndrome, as well as those defined primarily by the 

location of the pain, as with low back pain. 

F. WMSD Management – The process of ensuring that employees with work related 

musculoskeletal disorders receive effective evaluation. 

G. Symptoms Survey Form – the form used to perform an ergonomic assessment (Exhibit 

I). 
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V. PROCEDURES 

A. Policy Responsibilities 

1. The Human Resources .R. Generalist shall:  

a. Develop, evaluate and periodically review the policy and program. 

b. Coordinate training. 

c. Respond promptly to reported MSD problems. 

d. Perform and/or coordinate ergonomic evaluations as needed. 

e. Research new products in the field of ergonomics. 

f. Maintain records relating to the ergonomics program. 

g. Review all injury reports. 

h. Solicit employee input for possible solutions to ergonomic problems. 

i. Provide input for possible solutions to ergonomic problems. 

j. Check with the Facilities department when necessary to explore 

workstation structural changes when necessary. 

 

2. Department Directors/Supervisors shall:  

a. Solicit employee input for possible solutions to ergonomic problems. 

b. Prohibit practices that discourage employees from participating in the 

policy/program, and making reports or recommendations. 

c. Report any problem areas to the H.R. Generalist 

d. Attend Ergonomics training involved with the Ergonomics and ensure 

employees attend scheduled training. 

 

3. Department Safety Coordinator or Central Safety Committee Member shall: 

a. Review the Symptoms Survey form completed by that their department 

employees complete. 

b. Report any problems to the H.R. Generalist. 

c. Proactively aAddress any potential ergonomic problems. 

d. Provide input for possible solutions to ergonomic problems. 

e. Implement and follow recommendations made by the H.R. Generalist or 

outside consultant. 

f. Attend any applicable training involved with the ergonomics 

policy/program. 

 

4. Employees shall: 

a. Initially cComplete a Symptoms Survey Form if requested 

b. Attend all applicable training involved with the ergonomics 

policy/program. 

c. Provide input for possible solutions to ergonomic problems. 

d. Assist with ergonomic evaluations as needed. 

e. Notify the Supervisor or H.R. Generalist of any problems that may or may 

not related to ergonomics. 

f. Implement and follow the recommendations provided through the 

ergonomic assessment. 
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B. Program Responsibilities 

1. Records Retention: 

a. Completed Symptoms Survey Forms shall be sent to the H.R. Generalist 

who will keep them on file. 

b. Accident/Injury records will be reviewed periodically by the H.R. 

Generalist to note any trends in incidents or to note any possible 

cumulative trauma or musculoskeletal related injuries. 

 

2. Symptoms Survey Analysis Form follow-up: 

a. Supervisors, department Safety Coordinators or H.R. Generalist should ask 

employees having WMSD concerns the following: 

 

 Are they experiencing signs or symptoms of MSDs? 

 Are they having difficulty performing the physical work activities 

of the job? 

 Can they describe which physical work activities they associate 

with the problem? 

 Have they observed employees performing the jobs in order to 

identify factors that need to be evaluated?          

 Have they evaluated those job factors to determine which ones are 

reasonably likely to be causing or contributing to the problem? 

 Have they controlled the cause of the problem? 

 

 C. Training 

1. Initially upon hire, and periodically thereafter the H. R. Generalist will provide 

training to include what ergonomics is, what to watch for and steps take the 

appropriate steps to eliminate problem areas if they are found. 

 

 D. Program Evaluation 

1. After implementing changes in tools, work areas or workstations, the H.R. 

Generalist will follow up on any changes to determine if the changes have 

improved the condition.  

a. Follow up shall include a verbal interview with person(s) performing the 

work task. 

b. Re-evaluation of the workstation, work area or tool. 

c. Observing the work being performed. 

 

2. If it is determined that the changes have not improved the work situation then 

further evaluations shall be performed following the same process and/or 

obtaining outside ergonomic professional assistance.        
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I. PURPOSE 
 

The exit interview shall be used to gain insight into the effectiveness of City resources and 

managerial practices, to determine where Human Resources policies and procedures are in need 

of review or revision, and to determine where supervisory or managerial practices need 

modification or improvement. 
 

II. POLICY 
 

The Human Resources Department shall initiate either a written or personal exit interview for 

all regular full-time and part-time employees who retire or voluntarily terminate their 

employment with the City. 
 

III. DISCUSSION 
 

 Information gathered from the exit interview process may be shared with the applicable 

supervisor, Department Head, and Human Resources staff.   
 

IV. PROCEDURE 
 

A. An exit interview shall be conducted when possible regardless of length of service, or 

position.                               

 

(1) Department Heads shall notify the Human Resources Director or designee as 

soon as they learn that one of their employees is leaving.  Human Resources 

staff shall then schedule a time and place for the exit interview and if applicable, 

schedule a hearing test, which shall normally take place prior to the employee’s 

last workday.   

                       

(2)  The Human Resources Director or designee shall analyze the results of each exit 

interview.                              
    
(3) If a face-to-face interview is not possible or preferred by the employee, Human 

Resources shall send an exit interview form to the employee with a return envelope to 

be returned to the Human Resources Department.   

 

(4) All exit interview notes will be kept in the former employee’s personnel file. 

Commented [JR1]: This is scheduled by the Supervisor and is a 

separate process from the exit interview.  The reminder to schedule 
the exit hearing test is on the Supervisor Termination Checklist. 
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I. PURPOSE 

 

The purpose of this policy is to provide a preventive plan to protect all employees, visitors, and 

customers from aggressive behavior and violent acts.   

    

II. POLICY 

 

It is the policy of the City of Appleton to provide an environment free from violence.  All 

aggressive behavior and violent acts are unacceptable conduct and will not be tolerated.  Under 

this policy, no acts or threats of physical or verbal violence, including bullying, which affect 

City of Appleton employees, visitors or customers will be tolerated.  Employees who 

demonstrate such conduct will be subject to corrective action up to and including termination 

and/or possible civil/criminal prosecution. 

 

The City of Appleton will take appropriate steps to prevent workplace violence from occurring, 

to enable employees to respond appropriately in the event of workplace violence, and to 

provide for follow up in the event workplace violence does occur. 

 

III. DEFINITIONS 

 

A. Violent behavior or conduct – any action or threat which is intended to harm or 

intimidate any person.  Violent behavior is also any action or threat to damage property.  

It does not matter who owns the property that was damaged.  

B. Aggressive behavior or conduct – any action that is threatening in nature and includes, 

but is not limited, to: verbal assaults, harassment and intimidation, threats, hazing and 

other forms of verbal abuse.  
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C. Weapons – something used to injure, defeat, or destroy (e.g., any type of gun, archery 

or hunting equipment, non-household purpose knife with a blade more than 3” long, 

electronic weapons, brass knuckles, throwing stars, billy club, etc.). 

  
 

IV. PROCEDURES 

 

A. Prevention 

 

1. City of Appleton employees are expected to conduct themselves in a manner 

conducive to positive relationships and effective teamwork.  Behavior that 

escalates a situation toward aggressive or violent acts is not appropriate for 

employees or visitors. 

2. City of Appleton employees are required to report all restraining orders that they 

file.  The report should be made to any supervisor or the Human Resources 

(H.R.) Department.  The restraining order will be kept in the employee’s 

confidential personnel file and disposed of when it expires. 

3. City of Appleton employees are prohibited from bringing firearms or weapons 

into any City-owned or occupied building or facility, or carrying firearms or 

weapons in/on any City-owned vehicle or City equipment during the course of 

their job duties unless a weapon is part of the standard equipment required for 

the job.  If a City employee chooses to bring a firearm in their personal vehicle 

on to City grounds, the firearm must be unloaded and stored out of sight in the 

vehicle.  

 

Notes:  Employees may carry pepper spray or other similar legal products for  

purposes of personal protection.  With the Department Director’s authorization, 

members of the Appleton Fire Department, Appleton Police Department 

Facilities, Grounds and Construction Management Department Operations staff 

may carry a non-household purpose knife with a blade up to 4” long to assist in 

performing their job responsibilities. 

 

B. Awareness  

 

City of Appleton employees should be aware of behaviors that may be early warning 

signals of potentially aggressive or violent conduct.  Training will be provided to help 

all employees understand potential warning signs. Such behaviors may include but are 

not limited to: 

1. Verbal or written threats 

2. Threatening actions to intimidate or instill fear in coworkers 

3. Bizarre or obsessive behavior. 

 

A sign prohibiting employees and visitors from bringing firearms and weapons into City 

buildings and facilities shall be posted at the entrances of every City-owned or occupied 

building. 
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C. Reporting  

 

All Civilian Employees: 

1. For any situation that involves an immediate threat of violence, an employee 

should notify local law enforcement immediately. 

2. Employees who believe they have been or are currently subjected to aggressive 

or violent conduct should report the occurrences to any available supervisor or 

H.R. immediately.   

3. An employee who receives information of a potential occurrence involving 

aggressive or violent conduct towards them or another employee should contact 

any available supervisor or H.R. immediately. 

4. An employee who is threatened outside of work is advised to report the 

occurrence to law enforcement.  The employee is also encouraged to contact any 

available supervisor or H.R. immediately regarding the threat. 

5. If an employee sees another employee or visitor with a firearm or dangerous 

weapon and there is an imminent threat, the employee should call 911 

immediately.  If there is not an immediate threat, the employee should contact 

the police department non-emergency number (832-5500) as soon as possible to 

report the incident, and notify his/her supervisor.  The supervisor should then 

contact Human Resources H.R.  

 

Sworn Employees: 

1. Citizen vs. Employee Violence 

City of Appleton police officers have the statutory authority and responsibility 

to investigate crimes committed against them.  If the investigating officer 

determines that a violation of the law has occurred, then the officer may make a 

custodial arrest, refer the complaint to the district attorney's office, or issue a 

municipal summons.  He/she should follow the reporting procedures set by the 

Appleton Police Department to report such crimes. 

 

2.   Employee vs. Employee Violence 

a. Employees who believe they have been or are currently subjected to 

aggressive or violent conduct or for any situation that involves an 

immediate threat of violence should call 911, then report the occurrences 

promptly to an on-duty supervisor or H.R.   

b. An employee who receives information of a potential occurrence 

involving aggressive or violent conduct towards them or another 

employee should contact an on-duty supervisor or H.R. immediately. 

c. If an employee is threatened outside of work, the employee should notify 

an on-duty supervisor or H.R. immediately. 

 

D. Response and follow-up  

 

The nature and circumstances of each occurrence involving aggressive or violent 

conduct will dictate the response.  
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1. If an employee is injured (physically or psychologically) by aggressive or 

violent conduct, he/she should seek appropriate medical care.  The employee 

will be required to complete an accident investigation report to be given to 

his/her immediate supervisor.  A copy of this report should be forwarded to H.R. 

within 48 hours of the incident. 

2. Employees who have been affected by aggressive or violent conduct will be 

encouraged to utilize the City’s Employee Assistance Program (EAP). 

3. Employees who are victims of aggressive or violent behavior should report the 

incident to a supervisor or H.R. so that steps may be taken to protect the 

employee and co-workers from further aggressive or violent behavior. 

Depending on the circumstance, considerations will be given to notifying law 

enforcement.  Supervisors should notify the H.R. Department of any threats 

made towards his/her employees.  

4. With the assistance of the Appleton Police Department, the H.R. Director will 

evaluate the need for additional security measures after an incident.  (The 

Appleton Police Department will evaluate and determine the need for additional 

security measures for all sworn personnel incidents.) 

5. All victims will also receive information regarding the options available to them, 

both civil and criminal. 

   

 



 

 

 

                                       

 

 

meeting community needs 

  enhancing quality of life 
 APPLETON PUBLIC LIBRARY 

225 North Oneida Street 
Appleton, WI 54911-4780 
(920) 832-6170 * FAX: (920) 832-6182 

 

To: Appleton Public Library, Board of Trustees 

From: Colleen Rortvedt, Library Director 

Date:  June 12, 2017 

Re:  Recommendation to approve proposal from Magenta Keys Consulting, LLC for $4,000 ($3,950 and 

for sustainability planning for the United Way Reach Out and Read – Fox Cities project  

 

 

In late 2015, Reach Out and Read Partners – Fox Cities (RORP-Fox Cities) received a three year innovation 

grant from United Way Fox Cities to implement the Reach Out and Read program across the Fox Cities.  As 

part of the grant requirements, RORP-Fox Cities needs to create a plan for the program funding starting in 

2019, in order to ensure the continued sustainability of the program, after the grant period ends in 2018.   

 

The Appleton Public Library coordinates the program and worked with the United Way to find a facilitator 

that could bring this planning process to completion in accordance with the timelines required by the grant.  

To ensure that the sustainability plan incorporates all participants’ needs we sought out a third party planner 

and facilitator to develop a detailed funding sustainability plan that identifies specific funding partners, 

anticipated levels of financial support and timelines for successful completion.  

 

I recommend sole sourcing this award to Magenta Keys, LLC who has recent experience with both Appleton 

Public Library and The United Way Fox cities in leading the Older Adult/Community Center Taskforce.  

Funding for this project is being provided entirely by Thrivent Financial and was secured thanks to The United 

Way Fox Cities and appears as a June 2017 budget adjustment request.   

 

Summary of Project Costs: 

$3,600  Project Contracting Fee 

$   350  Lunch Expenses for Sub-committee Meetings 

$     50  Contingency 

$4,000 Total 

 

We expect to complete this process by November. 

 



Sub

Business Acct. Acct Subledger Transfer

Budget Description Unit No. No. No. Amount

Other Reimbursements:  Lost & Paid items 16032 5035 18,000.00$ 
MM: Library Materials 16032 6315 18,000.00$ 

Donations & Memorials:  Donations 16010 . 5020 . 268.24$      
MM: Library Materials 16032 . 6315 . 268.24$      

Other Reimbursements: RO&R 16021 5035 3952 4,000.00$   
Children's: Other Service Contracts 16021 6599 3952 4,000.00$   

For the purpose of:

Requested by:

Department Head Date

Budget Entry (BE) No.:_______________

Approved by:

Tony D. Saucerman, Finance Director Date

Timothy M. Hanna, Mayor Date

Reported to Finance Committee:

Date

Additional comments:

BUDGET AMENDMENT POLICY, revised 7/07:

The following items require approval of the Mayor and the Finance Director and will be reported to the Finance Committee 

as information items:

  -  Transfers of $15,000 or less between operations programs within a department or between departments within a fund ;

  -  New appropriations of $15,000 or less funded by grants, user fees, or other non-tax revenues.

The following items will be reported to the Finance Committee as action items and require approval by two thirds of the 

Common Council:

  - Transfers in excess of $15,000 between programs within a department or departments within a fund; 

  - New appropriations in excess of $15,000 funded by grants, user fees, or other non-tax revenues;

  - Any transfers between funds;

  - Any new appropriations funded by debt or current year tax levy;

  - Any carryover of unexpended budgets from a prior period;

  - Any transfers from the reserve for contingencies;

  - Use of funds budgeted for a particular capital project for any other purpose.

  - Use of budgeted personnel dollars to increase the supplies and services budget .

http://intranet/Appleton/forms/documents/finance/Budget Amendment Request Form.xlsx

CITY OF APPLETON

BUDGET AMENDMENT REQUEST

Budget Year 2017

-Amend spending authority for Materials Management  to purchase materials with lost and paid revenue received so far this year
-Amend spending authority for Materials Managment to purchase materials with donations received so far this year
-United Way check to contract a facilitator for Reach Out & Read program

For the Appleton Public Library operating budget, transfers of $15,000 or less between budget lines and / or between budget p rograms 
require written approval by the Library Director.  Transfers in excess of $15,000 and all new library appropriations funded b y grants user fees 
or other non-tax revenues require the apporval of the Libary Board Finance Committee and two -thirds of the full Library Board.  All Library 
budget changes will be reported to the Council Finance Committee as informational items.

http://intranet/Appleton/forms/documents/finance/Budget Amendment Request Form.xlsx
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Project Overview 

The Thompson Community Center (TCC) on College Avenue was closed, in March 2016, by the operating 

organization, Lutheran Social Services, due to financial issues for the center and the cost of maintaining 

the aging building. A taskforce, comprised of various organizations (non-profits, city officials, and 

businesses) and community members, was formed to identify the type of center that should replace 

TCC, specifically considering the future needs of the community and financial sustainability. This 

taskforce received a planning grant from the Community Foundation for the Fox Valley Region, Inc.  

United Way Fox Cities was the fiscal agent for the project. 

The Taskforce wanted to take a strategic approach to this project to really understand what would be 

needed and how to plan for the future. In particular, the taskforce needed to define a model that could 

evolve with the: 

• Dramatic growth rate and increasing size of the 65+-year-old population in the Fox Cities 

• Trends like living healthier, longer and "phased retirements"  

• Changing generational expectations 

The project process involved conducting community input meetings and focus groups, visiting several 

centers with various models, and identifying best practices through literature and attendance at the 

National Institute of Senior Centers annual conference. The process provided for input from a local, 

statewide, and national perspective.  

A brief summary of each step is included below with additional summaries in the appendices. 

COMMUNITY INPUT MEETINGS and FOCUS GROUPS – Two community input meetings were conducted 

in December 2016 and several focus groups were conducted during November and December 2016, 

with participants from Thompson Center on Lourdes (newly established and located at St. Bernadette’s 

former school), caregivers, and members of the Outagamie County Aging Advisory Board. These 

discussions to gather community input provided perspective on what people valued about the former 

Thompson Community Center, why people first started exploring participation or events at either TCC or 

Thompson Center on Lourdes, and what they would like to see in a future center. See Appendix A for a 

full summary. 

SITE VISITS – Eight site visits were conducted to learn about the organizational and funding models of 

various centers, to learn how they are meeting the unique needs of their communities and the Baby 

Boomer generation, and to explore several new or recently renovated building designs. Organizational 

models varied in their target audience (community overall compared to senior specific) and in 

organizational structure (non-profit run, municipality run, or a mix). Centers visited included 

Ashwaubenon, Beaver Dam, Deforest Area, Fitchburg, Menasha, Plymouth, Waunakee, and Wisconsin 

Rapids.  See Appendix B for photos and highlights from the visits. 

NATIONAL CONFERENCE – Denise Nelson, Project Manager, attended the National Institute of Senior 

Centers annual conference in Philadelphia, PA, in September 2016. The conference theme was “Life, 
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Liberty, and the Pursuit of Excellence”. Many presentations centered on the importance of engaging 

more “younger, older adults”, young professionals, community leaders, and whole communities to help 

evolve the role of “senior centers” and their connections within their communities. There were also 

several presentations sharing best practices or new/emerging programs. In particular, the President and 

CEO of the National Council on Aging shared nine strategies for evolving from being seen as “senior” 

centers to “longevity” centers (Firman). These strategies provided a framework for the taskforce to 

consider the value of innovative new approaches and the importance of redefining the target audience, 

center’s purpose, business model, and role within the community. 

The research and insights from these phases was used by the taskforce to create a recommendation 

that was shared in a Community Update presentation on March 30, 2017. 

This report summarizes the planning project research learning, the recommendation for the future 

center, and the recommended next steps. 

Background 

When Neola Thompson and the Civic League established the organization that evolved into the 

Thompson Community Center, they did so without government funding.   It was an intentional decision 

to decline federal funding from the Older Americans Act (over 50 years ago), in order to maintain their 

independence and autonomy in programming. TCC was one of a few senior centers in the state to not 

receive support from government funding. However in later years, that decision contributed, in part, to 

the year-on-year fiscal challenges. In 2007, Lutheran Social Services took over operation of TCC in an 

effort to provide financial stability. At the end of 2015, Lutheran Social Services announced it would be 

closing TCC, due to the ongoing financial losses and the cost of trying to maintain the aging building.   

TCC provided a location for a combination of services (many provided by Lutheran Social Services) and 

social activities. This created an environment where people could come to participate in a social activity 

or class and stay for lunch or make use of services like the walk-in health clinic or counseling. In looking 

at best practices from other centers, this combination of services and activities really was “best in class” 

and “ahead of its time”. Many other centers nationally are trying to extend into offering more health 

and wellness type services, in addition to the typical foot care, blood pressuring screening, and social 

activities they currently provide. In the 2011 LIFE Study, experts and older adult panels/focus groups 

“stressed the importance and quality of programs and services offered at the Thompson Center, urging 

expansion of these efforts to outlying areas of the Fox Cities”. Unfortunately, this community treasure 

closed at a time when the community was, and would continue to be, experiencing unprecedented 

growth in the older adult population. The former Thompson Community Center truly was a 

“community” center. While it focused on meeting the needs of older adults, it included use for 

community activities, especially in the evenings and on weekends. It was also home to other agencies 

that served the community like Easter Seals, Office of the Blind and Visually Impaired, and Options for 

Independent Living.    
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Project Objectives 

Prior to the start of the project, a few proposals emerged as potential ways to fill the need created by 

the closing of the Thompson Community Center. While these options had many promising aspects to 

consider, the taskforce team wanted to ensure due diligence in understanding the current and future 

needs, as well as best practices from other centers, prior to deciding which, if any, of the proposed 

options should be pursued. Based on this background, the taskforce team set the following objectives: 

• Look broadly at different models and develop a scenario for a sustainable center that meets 

present and future needs of the community, with a particular focus on needs of 50+-year-old 

community members. 

• Make a recommendation and engage key stakeholders in the community. This recommendation 

would focus on the model and structure of the center organization and funding model, not the 

specific provider organization, geographic location, or building design.  

Key Research Insights 

Participation at the Former Thompson Community Center 

 Participants attended from across the Fox Cities. Figure 1 shows the number of people in each 

zip code that attended TCC in 2014 (based on data from Lutheran Social Services). The darker 

red on this map corresponds to more people. The areas that had the most people attending TCC 

are in the central portion of the map (area between Highways 41 and 441), but also extended 

out quite a distance into surrounding communities. 
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Figure 1.  Map showing where people were from that attended Thompson Community Center in 2014. Data was from 
Lutheran Social Services for approximately 2,200 people that recorded addresses as part of their registration. 

 At TCC, Lutheran Social Services provided client services like counseling and support, Making the 

Ride Happen, Senior Connection, Side by Side Program, a walk-in health clinic, and Adult Day 

Services. In 2014, there were at least 2,200-3,000 clients of these services. 
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 Based on 2014 and 2015 data from Lutheran Social Services, there were 26,000-35,000 visits per 

year for activities like the YMCA programs and Civic League social activities/events and 

participation at the Thompson Café and Grandpa’s Grill. Community rentals and clients of Easter 

Seals, Office of the Blind and Visually Impaired, and Options for Independent Living would be in 

addition to these numbers. 

 Based on the research of best practices from other centers, this combination of services and 

activities really was “best in class” and “ahead of its time”. Many other centers nationally are 

trying to extend into offering more of the health and wellness type services.   

Projected Five Year Population Growth Rates 

• In addition to knowing what was offered and who was participating, the taskforce needed to 
look ahead and understand the population projections. Figure 2 shows the projected growth 
rates across the Fox Cities, within the 65+-year-old age group. The darker green areas, like 
Greenville, Kaukauna, Sherwood and Menasha-Calumet County, are the areas with higher 
projected growth rates. Overall, there is a projected 19% growth rate for the 65+-year-old age 
group compared to a 3% growth rate for the total population. 
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Figure 2.  Map of the projected populated growth rates, from 2016-2021 for the 65+-year-old age group, by municipality by 
county. 

 Table 1 shows the number of 65+-year-old residents by county and municipality. The largest 

projected populations of 65+-year-old residents are expected in Appleton, Grand Chute, and 

Neenah.   
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 This growth is an increase across the Fox Cities of approximately 6,000 people in the next 5 

years, for a total of almost 39,000 65+-year-olds. If the 50-64-year-old age group is included, the 

total is more than 80,000 people. 

Table 1. Projected growth rates from 2016-2021 and population size in 2021 for the 65+-year-old range by county and 
municipality. 

 

Innovation Trends related to Future Opportunities 

 The importance of staying physically active for healthy aging was well-known among those who 
participated in the focus groups and community input meetings.  While this is an important step 
for healthy aging, there is an opportunity to bring a new focus forward to help people move into 
new emerging aspects of preventative health and wellness, like focusing on cognitive and brain 
health.  What if more people were aware of ways to reduce risks and work to preserve or 
improve brain health? What if participation while in ones 40s, 50s, or 60s could help maintain 
ones cognitive health for later years? For example, participating in professionally facilitated 
participatory art programs has shown benefits of improving overall health, reducing doctor 
visits, medication use, and loneliness, and reducing risk factors driving the need for long-term 
care (Cohen et al. 733).  

 There is growing interest in how preventive health actions can help reduce healthcare costs over 
the entirety of an older adult’s life, for the individual and for the businesses involved. The need 
to reduce costs, by keeping people healthier, longer, opens up partnership opportunities for 
organizations and centers to work together to have a measurable role in maintaining or 
improving individual and community health (Lawler 15). 

 A recent study on the best cities for successful aging (Best Cities for Successful Aging 2017 
Milken Institute) evaluated over 380 U.S. metropolitan areas on how well they serve the needs 
and meet the expectations of older adults. Interestingly, many of the top ranked cities tended to 
be college towns. College towns tend to have strong centers of employment, strong health 
infrastructure with university hospitals, strong transit systems, and innovative housing options. 
When looking at Baby Boomer trends, like staying active, engaging in part-time employment, 
having many activity choices, and wanting to live and play in “walkable” environments, these 
are the same types of things college students need as well. Cities have the ability to change the 

http://www.milkeninstitute.org/publications/view/852
http://www.milkeninstitute.org/publications/view/852
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landscape of aging and be incubators of innovation.  Innovating in this health, wellness, and 
lifelong learning space will create solutions that work better for older residents and young 
residents as well.   

 A key aspect of the taskforce work was to consider what is currently offered today (as the 

facilities operating today provide very important programs and activities), what the gaps are, 

and what are the future opportunities knowing the size of the rapidly growing population and 

the diversity of needs and interests. Looking ahead, much of the research reviewed pointed to 

even more emphasis in the future on incorporating health and wellness trends in order to help 

older adults stay healthier, longer and to increase participation with the younger, older adults.  

Funding Model Insights 

 There is an opportunity to do more of a public/private funding mix.  A non-profit led model with 

funding from municipalities, and potentially counties, tends to provide the most flexibility for 

sustainability. The non-profit organization would have a clear identify and mission, so funders 

would be clear on what they are funding.  It also provides the opportunity to be led by a local 

Board of Directors that represent a cross-section of the community for more community 

ownership and connectedness. 

o Although centers that are municipally funded and led are a common model, they tend 

to have limited flexibility in funding. Government budgets are not likely to increase 

enough in the future, to keep up with the need of the growing older adult population. 

Additionally, finding other sources of revenue can be challenging, as private sector 

organizations tend to be more reluctant to provide funding for public sector budgets.  

 There is an innovation opportunity for new partners and funding streams, especially when 

partners are aligned to the same outcomes (Firman). Lawler (Transforming Senior Centers into 

21st Century Wellness Centers) suggests “reducing costs by keeping people healthier, longer” 

could be an opportunity for partnerships with businesses and organizations, like health care 

systems, insurance companies, local government, and employers, that are also involved in trying 

to manage costs while improving individual and community health. 

Summary of Recommendations 

While it seems like the easy solution would be to replicate TCC in another building, that alone would not 
solve the financial issues. The scope of this taskforce work was to identify the type of center, keys for 
financial sustainability, and the role of this center among the other offerings that exist in the 
community. Given the objectives of the project and the nature of the type of center being 
recommended, this proposal does not include a specific building or property location as part of the 
recommendation. That will come in a later phase of development. 

A key consideration for the future is how to plan for the rapidly growing aging population and their 
diverse needs and interests. The National Council on Aging (NCOA) anticipates that the growing need 
will outpace organizations’ abilities to serve the need. In order to manage this need, transformational 
change is needed.  Centers across the nation are being challenged to evolve and adapt to better serve 

http://www.aarp.org/content/dam/aarp/livable-communities/act/civic/transforming-senior-centers-into-21st-century-wellness-centers-louisiana-aarp.pdf
http://www.aarp.org/content/dam/aarp/livable-communities/act/civic/transforming-senior-centers-into-21st-century-wellness-centers-louisiana-aarp.pdf
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the changing needs while working to ensure financial sustainability. Many have relied mainly on 
government funding and are constrained by flat or decreasing budgets. NCOA has shared several 
strategies to aid in creating this transformational change (Firman). These strategies provided a 
framework for the taskforce to consider how to redefine the target audience, the center’s purpose, the 
business model, and the role within the community.   
 
To create this transformational change, stereotypes like “going to a center is for old people” and “I’m 
not old enough yet” need to be broken down. This is done by rethinking purpose and audience.  
Additional aspects, important for sustainability and community building, involve rethinking the business 
model and how this organization can operate as part of a community-wide network rather than in 
isolation or completing with other organizations. Each of these aspects played an important role in the 
recommendation the taskforce developed. 
 
PURPOSE FOR THE CENTER 

The taskforce team identified several leading edge opportunities for the center’s purpose based on the 
culmination of community input and best practices research. These opportunities were identified 
through the research to be drivers of innovative models, align with Baby Boomers’ interests, and 
generate strong interest from community members. They also create a unique purpose for this new 
center that is complementary to other facilities (like Thompson Center on Lourdes and Menasha Senior 
Center) and programs in the area. 

These leading edge opportunities are centered on advancing the options for “health and wellness across 
life’s experiences and ages” including: 

• Providing more diverse lifelong learning options 
• Providing more preventive and lifestyle health and wellness education 
• Facilitating the role of early intervention and health care connections 
• Encouraging creativity and participation in the arts, as part of living well for healthy aging 

The opportunities the center would focus on are in addition to the programs and activities offered at 
facilities today. This new center would combine the benefit of services and activities, in the areas listed 
above, to really drive health and wellness outcomes and provide ease of use and access via co-locating 
with collaborative organizations that have a mutual interest in these outcomes. 

The purpose is exemplified by this purpose statement: 

“Living Well and Staying Connected” - Engage people in learning, raising awareness of and improving 
their health and wellness, making friends, traveling, advocating, sharing their talents, and contributing 
to the well-being of their community. 

TARGET AUDIENCE 

This community-minded center would ensure a focus on older adults, while creating strong connections 
with the whole community. The target audience would be 65+-year-old residents, with an additional 
focus on connecting with more 50-64-year-olds, who are drawn in based on interests. The center would 
seek to have all ages in the community be drawn to volunteer, participate, and engage.   
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By reaching across ages, it creates an opportunity to develop an awareness and comfort with the center, 
even before retirement. Being comfortable at the center and having an awareness of resources available 
can help reduce isolation and help people connect easier during times of need. Additionally, creating a 
center with new opportunities for lifelong learning, health, and wellness will not only serve older 
residents, but will also provide valuable opportunities for younger people as well. 

BUSINESS MODEL 

While TCC was a community treasure, its financial existence was a challenge, and towards the end, was 
the responsibility of one organization. The new center model needs to be a true community partnership 
to be sustainable.  The business model needs to be more diversely funded and involve new types of 
partnerships for co-locating, co-operating, collaborative programming, and services.  The taskforce work 
has been mostly focused on the facility and the model.  Work on programming and services would be 
part of the implementation phase. 

The new center is recommended to be a nonprofit-led organization with a strong public/private funding 
mix.  The non-profit would develop partnerships and collaborations that drive outcomes, diversify 
funding sources, and provide mutual benefit to all engaged parties.  The new center would also seek 
operational funding support from local government — potentially, multiple municipalities and counties.  
The goal would be to create collaborations where the outcomes of the whole would be more impactful 
than what each part could do alone.   

Given this new type of model, more planning work is needed to identify the main collaborative partners. 
These partners will be instrumental in helping to develop the specifics of this facility.  Based on the 
purpose and target audience outlined, potential collaborations are envisioned with health care related 
organizations, education related organizations, as well as any other organization that has a strategic 
focus on the health and wellbeing of older adults. Examples of on-site partnerships could include the 
Aging and Disability Resource Center (ADRC), Lutheran Social Services, Fox Valley Memory Project, and 
medical services. 

CONNECT AND COMPLEMENT 

One of the transformational strategies was about working as a connected network, rather than in 
isolation or with loose connections. This was also a key need identified by community members as they 
often searched multiple sources to find out information and attended multiple facilities to participate in 
services, programs, and activities. They expressed frustration with the amount of time and effort it takes 
to find information and this can be intensified when a person is depressed or grieving. 

It is recommended that the new center should create better ways to connect and complement other 
organizations in the Fox Cities, to better serve more needs and interests. This area, Appleton and the 
surrounding Fox Cities, is large enough that one place cannot meet all needs, especially with the rapidly 
growing 50+-year-old population. Consideration needs to be given on to how to integrate, connect, and 
navigate across organizations and opportunities. There needs to be a simple way for community 
members to gain variety and richness in participation without building it all in one place. The new facility 
would not have to build all of the facility amenities desired by the community, if some are already 
offered by other facilities. For example, there may not be a need for a gym or a large room for the Civic 
League potlucks, if the YMCAs and Thompson Center on Lourdes already offer those options. Instead, 
this new center could focus on spaces that aid lifelong learning options and the health and wellness 
services and activities. This network could work to co-promote each other’s programs and activities. 
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BUILDING AND LOCATION 

The new center is recommended to be located in its own building or within another organization’s 
building. It should include an atmosphere of hospitality and social engagement to draw people in.   It 
should also facilitate the connections for health and wellness needs. A primary location consideration 
would be the proximity to collaboration partners and other amenities, like entertainment, arts, and 
outdoor recreational spaces. Accessibility by public transportation and personal vehicles, with ample, 
easy parking is also critical. Additional considerations would be for walking and biking accessibility.   

The primary preference for geographical location would be Appleton and Outagamie County based on 
population density, central location within the Fox Cities, and a large portion of the Fox Cities population 
is supported through services and programs of Outagamie County. Appleton also represents the “core” 
of the Fox Cities. From past participants, there is a pride in Appleton having a vibrant center and TCC 
used to be that center. Using creativity and arts to aid healthy aging also fits with the strategic focus for 
downtown Appleton. However, pending future collaboration discussions, other options may be 
considered. 

Next Steps 

Given this new type of model, additional planning work is needed to identify the main collaborative 
partners in this model. These partners will be instrumental in helping to develop the specifics of this 
facility and business model.   

Recommended next steps are: 

 Recruit additional team members for the next project phase to help champion creating this type 

of “Living Well and Staying Connected” center, as a focal point in this community  

 Complete a second phase of planning to develop more detailed plans for partnerships, business 

model, and location: 

• Identify the collaborative organizations interested in partnering to create this new 

center 

• Develop the business plan, including location, capital needs, and on-going operation 

• Create the nonprofit organization 
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Appendix A: Focus Group and Community Input Summary 
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Appendix B: Highlights of Visits to Area Centers 
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Appendix C: 2016 National Institute of Senior Centers Conference 
Summary  
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6 
Evaluating the Director 

Evaluating the library director is often one of the more difficult tasks faced by a 

public library board of trustees, but it doesn’t need to be. It is only difficult when 

a board is unsure of the process to follow or the criteria to be used to evaluate the 

job performance of their director. The following is a discussion of the methodology 

and criteria a board may use to carry out the review. Though this Essential is a 

discussion of evaluating the director, some of these methods may be used by the 

director to evaluate other staff. 

There are several good reasons for carrying out a review of your library 

director: 

 A review provides the director with formal feedback on his/her job 

performance. 

 A review can be a tool for motivation, encouragement, and direction. 

 A review can provide the board with valuable information about the 

operations and performance of the library. 

 A review can help to establish a record of unsatisfactory performance if 

there is ever cause to discipline the director or terminate employment. 

 A review can give the board and the director a formal opportunity to 

evaluate the job description and adjust it as necessary. 

A well-executed performance review is the culmination of formal and informal 

communication carried out throughout the year regarding the activities of the 

director. Problems are best brought to the attention of the director as they occur, 

rather than stored up for the annual review. Success, accomplishment, and simple 

hard work or dedication should be acknowledged as it is observed, as well as at the 

annual review. 

Who Should Carry Out the Review? 

Though it is the board as a whole that is responsible for oversight of library 

operations and the activities of the library director, often boards decide to delegate 

the task of developing a preliminary evaluation of the director to a personnel 

committee or specially appointed committee of the board. Whether the whole 

board takes part or a committee does the work depends on the makeup of the board 

and the time available to board members. Often a board may have experienced 

managers or human resource professionals among its members. Other board 

members may be less experienced in personnel management. The key here is 

consistency and deciding ahead of time who will take part. At any rate, the entire 

board should review, discuss, and approve the final written evaluation. 

Those charged with carrying out the evaluation should avoid relying on chance 

comments from library employees. Comments solicited from employees with the 

knowledge of the director can be helpful when solicited in a formal, organized 

In This Trustee Essential 

 Reasons for evaluating 

the director 

 Who should carry out 

the review 

 The basis and criteria 

for the review 

 Methods and questions 

to consider 
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fashion. Board members should bear in mind that the director is hired to manage 

the daily operations of the library on behalf of the board and community. The chain 

of communications should always flow from library employees through the 

director to the board. 

The Basis for the Review 

The performance review should be based on three factors: 

1. The director’s performance as it relates to a written job description (see 

attached sample form, which incorporates points from the sample job 

description furnished with Trustee Essential #5). 

2. A list of objectives for the preceding year jointly written and agreed upon 

by the director and the board. 

3. The success of the library in carrying out service programs, as well as the 

director’s contribution to that success. 

The director’s job description should be kept up to date and be a realistic 

statement of the work that needs to be done. The director needs to know what is 

expected. For example, what role will the director play in fundraising? Is the 

director the primary fundraiser, or is a volunteer or member of the board the 

primary fundraiser? Is the director expected to work a service desk? Is the director 

expected to attend every city council meeting? A director should not be faulted for 

failing to do something that was never officially decided at the time of hire or at a 

later board meeting. 

Including a discussion of the director’s job description at the time of hire and 

during the annual performance review provides an opportunity to change the job 

description as the needs of the organization change. Job descriptions need to 

change as technology and environmental factors affect them. The library director 

is the resident authority on what is new at the library and how tasks change in light 

of new priorities. Board members can learn a lot about the library by discussing 

changes in staff job descriptions with the director. 

Establishing a list of objectives for the director is important to assure continued 

growth for the director as an individual as well as for the organization. Some 

objectives may be project oriented, such as completing a weeding of the collection 

in the coming year, or upgrading the automation system. Other objectives may be 

more personal, such as those contributing to professional development. Though 

the director should be the one primarily responsible for suggesting his or her 

objectives for the coming year, they should be discussed and agreed upon by the 

board. 

The objectives of the director should be closely related to the strategic plan of 

the library. Establishing objectives can be an exercise in creativity in searching for 

new ways to improve the library. Failure to attain some objectives does not 

necessarily indicate poor job performance. Many times, outside factors may have 

prevented success or a director may simply have been too ambitious in the number 

of projects planned for a year. Some objectives may not be reached because they 

were experimental in nature. The important factors to remember when evaluating 
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objectives are progress, initiative, and the willingness of the director to expand the 

limits of his or her work and understanding. A director who accomplishes all of 

his/her objectives may be an exceptional employee or may simply have been quite 

conservative in what he or she set out to do. 

Assessing the degree to which the director contributes to the success of the 

organization can be especially helpful to library boards as they evaluate the 

director. Library board members are continually viewing the library from the 

outside, since they do not participate in the daily management of the organization. 

Good board members are library users who experience library services first hand. 

As community leaders, they are aware of the image of the library within the 

community. The library board needs to be able to examine the resources of the 

library and the resourcefulness of the director and see how these have been utilized 

to manage library services successfully. 

Examining resource management is a far more reliable tool for reviewing the 

library director than relying on subjective comments from individuals. The board 

has a variety of resources at its disposal by which to evaluate resource 

management. The monthly financial statement and statistical reports are good 

examples. Your library system office can also suggest a variety of output measures 

by which the board may judge the success of the library and, by extension, the 

success of the director. 

How to Conduct the Review 

When conducting the annual formal performance review, it is very helpful to have 

the director fill out review forms as a self-assessment. The board, or review 

committee, should fill out a second set of forms. By comparing assessments, the 

director and board can easily establish areas of agreement and work to resolve 

disagreements. All discussions of the director’s job performance should be carried 

out in legally posted closed session meetings. (See Trustee Essential #14: The 

Library Board and the Open Meetings Law.) 

The director’s self-assessments may or may not be considered part of the 

permanent record; however, the director should have the opportunity to respond in 

writing to reviews placed in his or her permanent file. Written comments should 

always be part of the permanent record with one copy kept at the library and a 

second copy kept at city hall. No performance review should ever be placed in a 

personnel file without the knowledge of the director. The director should sign the 

review indicating that he or she has been given the opportunity to read and discuss 

the evaluation. Signing a review should not be construed as agreement. 

The basis of the evaluation should be the up-to-date job description and the 

annual performance objectives agreed to by the director and board. See the Sample 

Annual Library Board Calendar (attached to Trustee Essential #4: Effective Board 

Meetings and Trustee Participation) for a possible evaluation timetable. There are 

many forms available for your adaptation and use when evaluating a director. Your 

library system office should be able to furnish you with some samples. (See also 

the attached Sample Performance Appraisal Form.) Here are some key questions 

to consider in the evaluation process: 
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 How well has the director utilized the resources available to him/her? Is 

library service provided efficiently and effectively at your public library? 

 Does the community like and respect the director? Is he/she accessible? Do 

people enjoy coming to the library? 

 Is the library in good financial shape? Does the director stay within the 

budget and provide clear and timely reports to the board? Does the annual 

budget, as initially drafted by the director, adequately reflect the needs for 

library service in the community? Is the director successful in obtaining 

necessary funding (with the help and involvement of the board)? 

 Does the director communicate effectively to staff? Is he/she a good 

supervisor? 

 Is use of the library increasing? If not, why not? (Success is not strictly the 

responsibility of the director, but of course he/she has much direct 

influence.) 

 Is the director creative, willing to try new things, and does he or she give 

considerable effort to making programs work? 

 Does the director accurately and fully provide the board with the 

information you need to do your job? Does the director provide the board 

with well-considered advice? 

 Has the director put appropriate effort into achievement of the annual 

objectives agreed to between the board and director? Is the director striving 

to accomplish the goals and objectives of the library’s strategic plan? 

This Trustee Essential was written to give library trustees a brief overview of 

the general performance evaluation process. Those boards contemplating 

establishing a review process, or trustees taking part for the first time, are well 

advised to contact their system office for assistance. 

Sources of Additional Information 

 Attached Sample Performance Appraisal Form 

 Your regional library system staff (See Trustee Tool B: Library System 

Map and Contact Information.)  
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Sample Performance Appraisal Form 

[Note:  This sample should be adapted to reflect the job description of your director 

and the needs of your local library.] 

 

Job Title:  LIBRARY DIRECTOR 

 

Name: __________________________________  Date: ______________ 

 

Reason for Appraisal:  End of Probation___   Annual___   Final___   Other___ 

 

Administrative Services 

 

Specific Duties: 

1. Act as the library board’s executive officer. 

2. Serve as the technical adviser to the board. 

3. Implement the policies of the library as established by the board. 

4. Prepare the draft of the annual library budget for board discussion and 

approval. 

5. Participate in the presentation of the adopted budget to local officials. 

6. Receive and expend library funds according to established guidelines, and 

maintain accurate and up-to-date records showing the status of library 

finances. 

7. Recruit, select, hire, supervise, evaluate, and terminate if necessary, library 

staff in conformity with library policy and state and federal law (and any 

applicable local civil service regulations and/or union contracts). 

8. Prepare library board meeting agendas and necessary reports in cooperation 

with the library board president, and notify board members of scheduled 

meetings. 

9. Prepare state annual report for review and approval by the library board. 

10. Inform and advise the library board as to local, regional, state, and national 

developments in the library field and work to maintain communication with 

other area libraries and the library system. 

Rating:  Excellent < 6   5   4   3   2   1 > Poor 

 

Narrative evaluation and assessment of effort in achievement of annual objectives: 
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Collection Management 

 

Specific Duties: 

1. Select or direct the selection of materials for all media and all age groups, 

based on the library’s approved collection development policy. 

2. Catalog and classify library materials according to accepted standards and 

maintain the public catalog. 

3. Process materials to provide appeal, protection, and control. 

4. Develop and maintain a regular weeding schedule. 

5. Periodically review the collection development policy and make 

recommendations to the library board for revisions. 

6. Oversee the shelving and organization of materials. 

7. Prepare and distribute overdue notices to users with overdue or lost 

materials. 

8. Maintain an accurate and up-to-date database of user registrations and 

activities, including information adequate to support reimbursement 

requests for nonresident borrowing. 

Rating:  Excellent < 6   5   4   3   2   1 > Poor 

 

Narrative evaluation and assessment of effort in achievement of annual objectives: 

 

Service and Service Promotion: 

 

Specific Duties: 

1. Develop and execute an array of service programs to address the various 

needs of users and to make the library more accessible to all. These might 

include:  preparation and dissemination of bibliographies of popular topics 

and genre collections; tours of the library for school, daycare, and 

homeschooling groups; inclusion of interesting displays of an educational 

or cultural nature; presentations to local organizations or groups on the 

benefits offered by the library; provision of story time sessions for small 

children, and teen and adult book discussion sessions; support of a summer 

reading program; acquisition of special materials and provision of 

accommodations to encourage use of the library by individuals with special 

needs; development of a homebound service for residents unable to visit the 

library. 

2. Provide friendly and efficient direct assistance to users checking out 

materials, requesting directional or community information, or seeking 

materials or information on specific topics. 
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3. Prepare news releases and submissions to the media to announce new or 

special services and events that spotlight the library. 

4. Assist and guide local volunteer groups (e.g., Library Friends) who wish to 

help with library promotion, fundraising, and enhancement of services. 

5. Prepare grant applications, when grant opportunities are offered, in order to 

supplement local funding of library operations and development. 

6. Maintain records showing all programs offered and number of attendees at 

each program. 

7. Continually investigate the value, costs, and logistics of adding library 

services, new media, and new technologies in order to keep the library 

current and proactive in its service provision to the public. 

8. Conduct ongoing evaluations of existing library programs, services, 

policies, and procedures, and submit recommendations for improvements 

to the library board. 

Rating:  Excellent < 6   5   4   3   2   1 > Poor 

 

Narrative evaluation and assessment of effort in achievement of annual objectives: 

 

Facilities Management 

 

Specific Duties: 

1. Oversee care and maintenance of the library building and grounds. 

2. Oversee the work of custodial staff. 

3. Regularly review building needs and advise the board in its planning for 

future expansion or development. 

4. Assess the adequacy of existing facilities in regard to the provision of 

automated services. 

Rating:  Excellent < 6   5   4   3   2   1 > Poor 

Narrative evaluation and assessment of effort in achievement of annual objectives: 

 

 

Certification: 

 

Board President’s Signature __________________________ Date _________ 

 

Library Director’s Signature __________________________ Date _________
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Library Director 
Certification 

Background 

The Wisconsin Legislature has declared that it is the policy of the state to provide 

laws for the development and improvement of public libraries. Librarian 

certification has been part of Wisconsin law since 1921, when the legislature, at 

the urging of the Wisconsin Library Association, passed the first comprehensive 

state public librarian certification law. The concern was that the public libraries of 

the state be headed by qualified library personnel, assuring a high level of 

professional management and administration of Wisconsin’s library resources, 

programs, and services. 

Wisconsin’s current public librarian certification law reflects a continuing 

interest in ensuring that qualified personnel direct Wisconsin’s public libraries. 

The law requires a broad educational background, as well as coursework designed 

to focus on the issues and concerns relevant in a public library setting. The law 

also recognizes the need for public librarians to increase their skills and knowledge 

and be prepared for the challenges and responsibilities. 

Library Board Responsibilities 

Public library boards are required to hire library directors who are currently either 

appropriately certified or eligible for certification. Only libraries with properly 

certified library directors can be members of a library system. 

Library boards recruiting for directors should specify that a required 

qualification for the job is eligibility for a Wisconsin regular or temporary public 

librarian certificate appropriate to the library’s municipal, joint municipal, or 

county population. The employment contract and/or letter of appointment should 

specify that as a condition of employment the director will obtain and maintain the 

appropriate certification. 

A regular certificate signifies that the holder meets all of the general education 

and library education requirements for the grade level. A temporary certificate 

signifies that the holder meets all of the general education requirements but not all 

of the library education requirements for the grade level. Temporary certificates 

are valid for only a limited time period before they must be replaced with regular 

certificates. An uncertified new library director needing a temporary certificate 

must apply for it within three months of the date of hire. 

It is not the intent of the certification law that the various grade levels of 

certification be used either as conditions of employment for positions other than 

the library director or as requirements for advancement within an organization. 

In This Trustee Essential 

 Requirements for 

certifying your library 

director 

 Continuing education to 

maintain certification 
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Summary of Certification Requirements 

A regular certificate is valid for a period of five years, with legally prescribed 

requirements for recertification every five years. 3 The required level (grade) of 

certification depends on the population4 of the library’s community. The 

certification grades and their corresponding educational requirements and 

populations are: 

 

Grade I:  Administrators of municipal, joint, and county public libraries with 

a municipal, joint municipal, or county population of 6,000 or more, and 

administrators of public library systems are required to hold grade I certificates. 

Educational requirements:  Bachelor's Degree from a college or university 

approved by an accrediting association of more than statewide standing and a 

Master's Degree from a library school program accredited by the American Library 

Association (ALA) or a Master’s Degree from an unaccredited library school 

program if the division is satisfied that the program leading to that degree is 

substantially equivalent and the applicant’s professional experience is 

demonstrative of the ability to provide professional library services. 

 

Note:  Temporary certification will be granted for one year to applicants for 

Grade I certification to allow completion of the Library and Information Science 

Master’s Degree. 

 

Grade II:  Administrators of municipal, joint, and county public libraries with 

a municipal, joint municipal or county population between 3,000 and 5,999 are 

required to hold at least grade II certificates. 

Educational requirements:  Bachelor's Degree from a college or university 

approved by an accrediting association of more than statewide standing, including 

or supplemented by twelve semester credits for the following courses: 

 Basic Public Library Administration 

 Advanced Public Library Administration  

 Organization and Management of Collections 

 Public and Community Services 

OR 

Bachelor's Degree with a minor in Library Science and completion of 

Advanced Public Library Administration 

 

3While this summary should be helpful to you, you should see the latest edition of the 

Certification Manual for Wisconsin Public Library Directors for the most comprehensive 

and authoritative treatment of the certification requirements set forth in the Wisconsin 

Administrative Code Chapter PI 6. 
 

4  For the purposes of this summary, “population” means the population of any village, 

city, township, or county which operates a public library or the combined population of 

municipalities participating in a joint public library. 
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Note:  Temporary certification will be granted to: 

 Applicants for Grade II certification in order for them to complete the 

four required courses. Temporary certification may be renewed on an 

annual basis up to three times for a total coverage not exceeding a 

period of four years, provided the applicant has completed a basic 

public library administration course by the end of the first year and at 

least one course by the end of each subsequent year, not to exceed four 

years. The certificate is not renewable a fourth time. 

 An applicant for grade II certification who has a bachelor's degree with 

a minor in library science but has not earned three semester credits of 

coursework in advanced public library administration. 

 

Grade III:  Administrators of municipal, joint, and county public libraries with 

a municipal, joint municipal or county population representing a population under 

3,000 are required to hold at least grade III certificates. 

Educational requirements:  For initial certification, 54 college semester credits 

(including at least 27 in the liberal arts and sciences) at a college or university 

approved by an accrediting association of more than statewide standing, including 

or supplemented by 12 semester credits of coursework or the equivalent, approved 

by the Division, in the following areas: 

 Basic Public Library Administration 

 Advanced Public Library Administration 

 Organization and Management of Collections 

 Public and Community Services 

Note:  Temporary certification may be renewed on an annual basis up to three 

times for a total coverage not exceeding a period of four years, provided the 

applicant has completed a basic public library administration course by the end of 

the first year and at least one course by the end of each subsequent year, not to 

exceed four years. The certificate is not renewable a fourth time. 

 

A temporary certificate may be granted to an individual who was previously 

certified and whose certification has been expired for at least one year and who has 

not served as the administrator of a public library or public library system in 

Wisconsin during that period. For details, see the Certification Manual for 

Wisconsin Public Library Directors, Lapsed Certification. 

Special provisional certificates are granted in certain circumstances, such as 

for an individual who is employed as the administrator for a public library in which 

he or she was originally certified at the appropriate grade level but who is no longer 

properly certified due to population growth. 
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Continuing Education 

Library directors are required to participate in continuing education activities in 

order to maintain their certification. These activities may be library system 

workshops, college courses, Wisconsin Library Association general and unit 

conferences, or a variety of other educational programs—as long as the activities 

are directly related to the individuals’ position or will permit advancement in the 

profession. Every year, librarians should report their continuing education 

activities to their library system continuing education validator. Every five years, 

as part of the recertification process, librarians must report their participation in 

continuing education activities. Library directors in all grades must participate in 

100 hours of continuing education including at least 10 hours of technology 

training over the five-year period. 

The Division for Libraries and Technology recommends that, at a minimum, 

every library should budget sufficient annual funds for the continuing education 

needed to maintain the library director’s certification and improve his/her 

knowledge. Payment of certification fees is recommended, as well as paid leave 

time and payment for other expenses needed to pursue continuing education. 

Discussion Questions 

1. What is in jeopardy if the library does not have a certified library director? 

2. Is it advantageous to look for a director with qualifications higher than your 

community population requires? 

3.  Should the library board take some responsibility for assisting its director 

to acquire continuing education? If yes, to what degree? 

Sources of Additional Information 

 Certification Manual for Wisconsin Public Library Directors. Department 

of Public Instruction, 2011 

 Your library system continuing education validator (See Trustee Tool B: 

Library System Map and Contact Information.) 

 Division for Libraries and Technology staff (See Trustee Tool C: Division 

for Libraries and Technology Contact Information.) 

Trustee Essentials: A 

Handbook for Wisconsin 

Public Library Trustees 

was prepared by the 

DLT with the assistance 

of the Trustee Handbook 

Revision Task Force. 

© 2002, 2012, 2015, 2016 

Wisconsin Department 

of Public Instruction. 

Duplication and distri-

bution for not-for-profit 

purposes are permitted 

with this copyright no-

tice. This publication is 

also available online at 

http://dpi.wi.gov/pld/boa

rds-directors/trustee-

essentials-handbook  



Appleton Public Library 2017 Public Survey 

A survey was conducted among the Appleton Public Library patrons in the month of April, 2017.  

The purpose of the survey was to obtain demographic data and to measure patron satisfaction.   

A fifteen - question survey was generated and made available online. A total of 836 responses 

were collected. 

The findings are as follow: 

Patron Demographic Data 

Area 
Response 
Percent 

Appleton 82.4% 

Greenville, Hortonville 4.4% 

Kaukauna, Kimberly, Little Chute, Combined Locks 4.2% 

Menasha 3.2% 

Neenah, Oshkosh 2.3% 

Hilbert, Sherwood, Stockbridge 1.1% 

Other 2.4% 

 

 

 



 

 

Other: Access library digitally, use all of the options   

 

 



 

Other responses:   

 Better ambiance and seating. 

 Cleaner, more welcoming, more accessible, better staffed children’s area. 

 

 
Other responses: 

- Need longer summer hours 

- Open Sundays all year long 

- Not applicable (access library digitally) 



 

 

Other responses: 

- To volunteer 

- Not applicable (access library digitally) 

 



 

 

 



 

 

 

 



 

 

Did you do any other business in downtown Appleton today?  

308 responses are recorded. 115 patrons did not visit downtown.   

193 patrons visited downtown.  The following table lists the purpose of the visit: 

 

Purpose Number of people Percentage 

Dining, Banking, Retails, Services 114 59% 

Work , Volunteer 32 17% 

Use YMCA 23 12% 

Post Office 15 8% 

Business in City Hall 9 5% 

 

  



 

How can we improve your satisfaction with library service? 

355 responses are recorded. 

Answer Response 

Response Percentage 

Satisfied 79 22% 

Improve collection, programming, service 
59 17% 

Improve facility, change location 55 15% 

Offer free parking 40 11% 

Improve online service and collection 32 9% 

Improve safety 29 8% 

Improve staff friendliness 23 6% 

Improve policy regarding cell phone, 
computer usage and eating/drinking 11 3% 

Improve hours of operation 12 3% 

Improve communication 
9 3% 

Improve shelving system 6 2% 

 

Answer Response  Response 
Percentage 

Satisfied 
79 22% 

Improve collection, programming, service 
59 17% 

Improve facility,change location 55 15% 

Offer free parking 40 11% 

Improve online service and collection 32 9% 

Improve safety  29 8% 

Improve staff friendliness 23 6% 

Improve policy regarding cell phone, 
computer usage and eating/drinking 11 3% 

Improve hours of operation 12 3% 

Improve communication  
9 3% 

Improve shelving system 6 2% 
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