
Library Board

City of Appleton

Meeting Agenda - Final

225 N. Oneida Street

Appleton WI, 54911

225 N. Oneida Street4:30 PMTuesday, January 16, 2018

1. Call meeting to order

2. Roll call of membership

3. Approval of minutes from previous meeting

18-0052 December 19, 2017 Meeting Minutes

 

December 19 2017 Meeting Minutes.pdfAttachments:

4. Public Participation and Communication

18-0053 Communication from the Public Library Association regarding "Project 

Outcome Results in Action" article in Public Libraries magazine featuring 

Appleton Public Library.

 

Establish Order of the Day

5. Action Items

A. 18-0054 December 2017 Bill Register (partial)

 

December Bill Register.pdf

December Revenue and Expense Summary.pdf

December Subledger Summary.pdf

Attachments:

B. 18-0055 Request to approve fifty $1 off fines coupons for the 2018 Teen Summer 

Library Program

 

FinesCouponMemo2017.pdfAttachments:

C. 18-0056 Health in All Policies Ordinance

 

HiAP Ordinance.pdf

Social Determinants-HiAP.pdf

HiAP QA.pdf

Attachments:
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D. 18-0057 Request to approve budget adjustment and to single source safety and 

security services to Securitas for the balance of 2018 in an amount not to 

exceed $47,000

 

Contracted Security Guard Memo 2018.pdf

Contracted Security Guard job description 2018.pdf

Statements of support January 2018.pdf

Attachments:

E. 18-0058 January 2018 Budget Amendment

 

January Budget Amendment.pdfAttachments:

F. 18-0059 2018 Materials Budget

 

Materials Budget - 2018 Notes.pdf

Materials Budget - 2018 Board View.pdf

Attachments:

6. Information Items

A. Director's Report

i. 18-0060 Request for Proposal - Mixed Use Library Project Update

 

ii. 18-0061 Future Trustee Workshops in Waupaca, Seymour and  Kimberly

 

Trustee 101 flyer 2018.pdf

Trustee 201 flyer 2018.pdf

Trustee 301 flyer 2018 revised.pdf

Attachments:

iii. 18-0062 City of Appleton Dignity and Respect Campaign

 

iv. 18-0063 Integrated Library System Merger Explorer Discussion between OWLSnet 

and Winnefox

 

ILS discussion memo 2018-01.pdfAttachments:

v. 18-0064 Friends Grant Funded Program Summaries 4th Quarter 2017

 

Friends Grant Funded Program Summaries 4th Quarter 2017 FINAL.pdfAttachments:

B. President's Report
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i. 18-0065 Discussion on Trustee Essentials Chapter 14 and Chapter 15:  The Library 

Board and Open Meetings Laws and Public Records Law

 

Trustee Essentials Chapter 14 Open Meetings Laws14.pdf

Trustee Essentials Chapter 15 Public Records Law.pdf

Attachments:

ii. 18-0066 Schedules

 

C. Assistant Director's Report

i. 18-0067 APL Hiring Process Updates

 

ii. 18-0068 Statistics and biannual reporting

 

D. Friends Report

i. 18-0069 I Love My Library Dinner - February 11, 2018

 

ii. 18-0070 End of Year Matching Challenge

 

E. Staff Updates

i. 18-0071 Ben Mikaelsen Author Visit - Wednesday, February 7, 2018 6:30 pm

 

ii. 18-0072 APL "Breastfeeding Friendly Site"

 

iii. 18-0073 Light Therapy Lamps

 

iv. 18-0074 Changes to APL password policies

 

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, December 19, 2017

Call meeting to order1.

President Patricia Exarhos called the meeting to order at 4:32 pm

Roll call of membership2.

Others Present:  Amanda Abshire, Jessica Brittnacher, Beth Carpenter, Derik 

Henken, Tina Krueger, Adriana McCleer, Tanya Misselt, Michael Nitz, Jan 

Quinlan, Colleen Rortvedt, Tasha Saecker, Maureen Ward

Bergman, Looker, Peterson, Dannecker, Kellner, Exarhos, Hunger, Brault, 

Bloedow and Scheuerman

Present: 10 - 

HietpasExcused: 1 - 

PanellaOthers : 1 - 

Approval of minutes from previous meeting3.

17-1991 November 14, 2017 Meeting Minutes

November 14 2017 Meeting Minutes.pdfAttachments:

Bloedow moved, seconded by Peterson, that the November 14, 2017 Meeting 

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

Public Participation and Communication4.

17-1992 Network Services Supervisor

Establish Order of the Day

Action Items5.

Dannecker moved, seconded by Scheuerman, that Action Items 5. A. through 

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

Page 1City of Appleton

http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=11237
http://cityofappleton.legistar.com/gateway.aspx?M=F&ID=3bfa2a84-e3f0-48f6-a14c-d270875985c9.pdf
http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=11238


December 19, 2017Library Board Meeting Minutes

A. 17-1993 Bill Register - November 2017

November Bill Register.pdf

November Revenue and Expense Summary.pdf

November Subledger Summary.pdf

Attachments:

This Report Action Item was approved

B. 17-1994 December Budget Amendment

December Budget Amendment.pdfAttachments:

This Report Action Item was approved

C. 17-1997 Closure for staff training Friday, February 23, 2018 - half day

This Report Action Item was approved

D. 17-1995 Report of the Planning Committee

Planning Committee Meeting Minutes 12-13-2017.pdf

2018 Appleton Public Library Objectives December 2017 amended.pdf

Attachments:

Scheuerman moved, seconded by Dannecker, that the Report of the Planning 

Committee and the recommendation to aprove the amended 2018 Appleton 

Public Library Objectives be approved. Voice Vote. Motion Carried. (9-0)

E. 17-1996 Report of the Scholarship Committee

Scholarship Committee Meeting Minutes 12-8-2017.pdfAttachments:

Peterson moved, seconded by Bergman, that the Report of the Scholarship 

Committee and the recommendation to award the $1000 Friends / F. P. Young 

Scholarship to Susannah Gilbert be approved. Voice Vote. Motion Carried. (9-0)

Information Items6.

Director's ReportA.

i. 17-1998 Request for Proposal -Mixed Use Library Project Update

ii. 17-1999 Safety and Security

President's ReportB.
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i. 17-2000 Discussion on Trustee Essentials Chapter 23 - Dealing with Challenges 

to Library Material and Policies

Trustee Essentials Chapter 23 Challenges to Materials and 

Policies.pdf

Attachments:

ii. 17-2001 Potential Changes to the 2018 Library Board Meeting Schedule

iii. 17-2002 Trustee Changes

Assistant Director's ReportC.

i. 17-2003 Hiring Process Updates

Friends ReportD.

i. 17-2004 Friends Used Book Sale Report

ii. 17-2005 I Love My Library Dinner - February 11, 2018

Adjournment7.

Looker moved, Dannecker seconded, that the meeting be adjourned. Voice 

Vote. Motion Carried. (9-0)

The meeting was adjourned at 5:16 pm

Page 3City of Appleton

http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=11246
http://cityofappleton.legistar.com/gateway.aspx?M=F&ID=92e046de-b0d2-40ba-9b86-516545e26b78.pdf
http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=11247
http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=11248
http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=11249
http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=11250
http://cityofappleton.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=11251


























 

 

 

                                       

 

 

 

 

APPLETON PUBLIC LIBRARY 

225 North Oneida Street 

Appleton, WI 54911-4780 

(920) 832-6170  |  FAX: (920) 832-6182 

 

 
TO: Colleen Rortvedt and Appleton Public Library Board of Trustees 
 
FROM: Alicia Woodland and Adriana McCleer, Community Partnerships 
 
DATE: December 18th, 2017 
 
SUBJECT: Approval Request for Fine Coupons for Summer Library Program  
 

 

Our goal is to provide incentives to teen library card holders that will facilitate access to library 
materials.   
 
We request approval to create 50 coupons, each redeemable for $1.00 off of library fines, that will 
be offered to teens as an incentive for achievement in the online and/or print Summer Library 
Program. 
 
Young Adult Services Librarian Alicia Woodland designed a coupon in 2016. The coupons would 
once again be printed on marbled paper to prevent duplication. This would be one of the weekly 
prizes available to the teens. 
 
The coupon disclaimer would display the following text. 

 
This coupon is the property of the Appleton Public Library and is subject to the following 
terms and conditions (“Coupon”). Coupons can be redeemed only at the Appleton Public 
Library. Each Coupon may be used only once and may not be duplicated or photocopied. 
Further, in the event that Coupons are electronically distributed, Coupons may be printed or 
scanned only once. Further still, Coupons are strictly prohibited from being posted 
electronically, unless expressly authorized by the Appleton Public Library. Coupons may not 
be redeemed for cash or credit. No cash value, credit or change will be given. Coupons 
cannot be applied to billed items, fines only. Coupons may be combined with other coupons 
for up to a $5.00 total fine removal. The Appleton Public Library is not responsible for any 
Coupons not redeemed by any expiration date hereon. Failure to use a Coupon by any 
expiration date hereon shall result in the forfeiture of such Coupon. In the case of fraud, 
misrepresentation, abuse or violation of these terms and conditions, the Appleton Public 
Library reserves the right to take all available legal or administrative action. Other restrictions 
and exclusions may apply. Expires December 30th, 2018. 

 

 



 

AN ORDINANCE CREATING ARTICLE V OF CHAPTER 7 OF THE MUNICIPAL 

CODE OF THE CITY OF APPLETON, RELATING TO HEALTH IN ALL POLICIES. 

(Name of Committee Generated From – XX-XX-XX (Date)) 

 

The Common Council of the City of Appleton does ordain as follows: 

 

 

Section 1:  That Article V of Chapter 7 of the Municipal Code of the City of Appleton, 

relating to health in all policies, is hereby created to read as follows: 

Art. V.  HEALTH IN ALL POLICIES 

 

Sec. 7-200.  Findings. 

 

 (a) Health starts where we live, learn, work and play, and everyday decisions within 

the City of Appleton can promote greater health and equity. 

 

 (b) All Appleton residents should have the opportunity to make the choices that allow 

them to live a long, healthy life, regardless of their job, neighborhood of residence, level of 

education, immigration status, sexual orientation, ethnic background or religion. 

 

 (c) Good health enhances quality of life, improves workforce productivity, increases 

the capacity for learning, strengthens families and communities, supports environmental 

sustainability and helps reduce overall economic and social insecurity. 

 

 (d) In the city of Appleton, those at greatest risk for poor health outcomes are low-

income residents, who have a shorter life expectancy than other city residents. 

 

 (e) Appleton residents are primarily affected by heart disease, cancer and stroke. 

 

 (f) Recognizing the presence of critical health disparities in the community and the 

opportunity to intervene on health outcomes, the City has developed and defined public health 

broadly in the City Comprehensive Plan. 

 

 (g) Health in All Policies is fundamentally about creating systems-level change both 

within City departments and in the community. 

 

 (h) In developing strategies to address health disparities, it is important to recognize 

that at its heart, promoting equity is not just about providing more services. 

 

 (i) It is also about how services are developed, prioritized and delivered. 

 

 (j) The Health in All Policies strategy guides the City of Appleton on how to address 

the social determinants of health, or the root causes of current health disparities in the 

development, prioritization and delivery of these services and policies. 

 

Sec. 7-201.  Definitions. 

 

 The definitions in this section apply throughout this ordinance unless the context 



 

clearly requires otherwise: 

 

 (a) Health in All Policies (HiAP) is both a process and a goal. 

 

  (1) The goal of HiAP is to address inequities at the systems, policy and 

structural levels to eliminate the resulting health disparities. 

 

  (2) At the root of HiAP is an approach to improving health of all people by 

incorporating health considerations into collaborative decision-making 

across sectors, agencies, and departments. HiAP brings city departments 

and community groups together to identify ways in which all policies can 

take health outcomes into consideration. The HiAP process places health 

at the center of all work, and through discussion and compromise, gains 

stakeholder buy-in from all agencies, groups, and departments. 

 

  (3) Health in All Policies works to create a new policy and organizing 

framework within city government and beyond in the community. It 

emphasizes the consequences of public policies, plans, and programs on 

health determinants, and aims to improve health outcomes at all levels of 

government within the city and those agencies responsible for serving 

Appleton residents. 

  

  (4) Stakeholder engagement is essential for ensuring that Health in All Policies 

is responsive to community needs. Community-based knowledge provides 

important information about opportunities and barriers for health and 

insight into the ways in which policies may impede or promote health. 

 

 (b) Health is not simply the absence of disease, but the state of complete physical, 

mental, cultural and social well-being. HiAP is based on the premise that good health is 

fundamental for a strong economy and vibrant society, and that health outcomes are largely 

dependent on the social determinants of health, which in turn are shaped by decisions made 

within the health sector and internally and externally outside of the health sector. 

 

 (c) Health equity refers to efforts to ensure that all people have full and equal access 

to opportunities that enable them to lead healthy lives, while respecting differences that include 

but are not limited to culture, language, race, gender, sexuality, economic status, citizenship, 

ability, age and religion. 

 

  (1) Health equity entails focused societal efforts to address avoidable 

inequalities by equalizing the conditions for health for all groups, 

especially for those who have experienced socioeconomic disadvantage or 

historical injustices. 

 

  (2) These communities include, but are not limited to women, people of color, 

low-income individuals and families, individuals who have been 

incarcerated, individuals with disabilities, individuals with mental health 

conditions, youth and young adults, seniors, immigrants and refugees, 

individuals who are limited-English proficient (LEP), and lesbian, gay, 

bisexual, transgender, questioning, intersex and asexual (LGBTQIA) 



 

communities, or combinations of these populations. 

 

 (d) Health disparities are differences of presence of disease, health outcomes, or 

access to care among distinct segments of the populations, including differences that occur by 

race or ethnicity, gender identity, sexual orientation, education or income, immigration status, 

age, disability or functional impairment, or geographic location, or the combination of any of 

these factors. 

 

 (e) Health inequities are health disparities resulting from factors that are systemic and 

avoidable and, therefore, considered unjust or unfair. 

 

 (f) Determinants of health equity include the social, economic, geographic, political, 

institutional and physical environmental conditions that lead to the creation of a fair and just 

society. 

 

 (g) Social determinants of health refer to everything outside of direct health care 

services, such as the condition in the environment in which people are born, live, learn, work, 

play, worship, and age that affect a wide range of health, functioning, and quality of life outcomes 

and risks. The social determinants of health include, but are not limited to: 

 

  (1) The availability of resources to meet our daily needs (e.g., safe housing, 

access to healthy and affordable food). 

 

  (2) Access to educational, economic, and job opportunities that lead to 

sustainable employment. 

 

  (3) Neighborhood safety and communities free of crime, violence, and social 

disorder (e.g., presence of trash and other forms of blight); and 

 

  (4) Accessible built environments that promote health and safety, including 

improved pedestrian, bicycle, and automobile safety, parks and green 

space, and healthy school siting. 

 

  (5) Social norms and attitudes (e.g., discrimination and racism), socioeconomic 

conditions (e.g., concentrated poverty and the chronically stressful 

conditions that accompany it). 

 

 (h) Toxic stress refers to prolonged and repeated exposure to multiple negative 

factors, especially in early childhood. Contributing factors include, but are not limited to, racial 

profiling, poor air quality, residential segregation and economic insecurity. Toxic stress has 

known physical and mental health impacts and contributes to a host of chronic conditions such as 

heart disease and diabetes. Toxic stress has also been shown to have negative intergenerational 

health effects. Toxic stress does not refer to individual stressful events, but rather the unrelieved 

accumulation of these events over one’s life. 

 

Sec. 7-203.  Health in All Policies implementation. 

 

 To effectively implement and maintain Health in All Policies, the City shall: 



 

 

 (a) Utilize health equity practices to City actions and endeavor to integrate these 

practices into the city’s strategic, operational and business plans; management and reporting 

systems for accountability and performance; and budgets in order to eliminate inequities and 

create opportunities for all people and neighborhoods; 

 

 (b) Use the Health in All Policies Strategy Document as a guide for implementing 

Health in All Policies in the City. The strategy document will outline the vision, mission and 

goals, and identify a timeline as well as process to reach these goals. The strategy document will 

be a living plan that is designed to grow over time as progress is made and the needs of the 

community and city change; 

 

 (c) Establish the Interdepartmental Health in All Policies Team. The 

Interdepartmental Team will be comprised of representatives from departments within the City 

and are responsible for: 

 

  (1) Selecting health and health equity indicators for each department to track 

as a way of prioritizing goals and measuring progress aligned with existing 

City guiding documents including, but not limited to the Comprehensive 

Plan and Green Tier Charter; 

 

  (2) Attending regularly scheduled Interdepartmental Team meetings led by the 

Mayor’s Office; 

 

  (3) Reporting to the Interdepartmental Team on progress and challenges from 

his or her respective department; 

 

  (4) Working with his or her respective department to integrate and track health 

equity indicators for his or her department; 

 

  (5) Committing to attending ongoing health equity training, such as health 

equity impact assessments; and 

 

  (6) Assisting with the writing of the Tri-Annual HiAP Report and provide a 

report to committees. 

 

 (d) Design and publish a tri-annual report on the status of health and health equity in 

the city of Appleton and progress of HiAP implementation for the Common Council, City staff, 

community organizations, residents, businesses, and other governmental agencies within the city. 

 

  (1) Implementation will be measured based on health and health equity 

indicators selected by the Interdepartmental HiAP Team. 

 

  (2) In addition to reporting on indicators, the Tri-Annual Report will include 

any updates to the HiAP strategy document. 

 

 (e) Develop and implement an ongoing community engagement plan to work directly 

with stakeholders throughout the process of the HiAP strategy development and implementation 

to ensure that perspectives are consistently understood, considered, and reflected in decisions. 



 

The goal is to partner with stakeholders in each aspect of decision making in order to develop and 

implement collaborative solutions. 

 

 Section 2:  Severability.  If any section, subsection, subdivision, paragraph, sentence, 

clause or phrase of this ordinance is for any reason held to be unconstitutional or invalid, such a 

decision shall not affect the validity of the remaining portions of this ordinance. The Common 

Council hereby declares that it would have passed each section, subsection, subdivision, 

paragraph, sentence, clause or phrase of this ordinance irrespective of the unconstitutionality or 

invalidity of any section, subsection, subdivision, paragraph, sentence, clause or phrase. 

 

 Section 3:   This ordinance becomes effective 30 days after its final passage and 

publication. 

 

Dated: __________________ 

 

 

____________________________________ ___________________________________ 

Timothy M. Hanna, Mayor    Kami Lynch, City Clerk 
City Law: A17-0793 



 

 

 

At its core, Health in All Policies represents an approach to addressing the social 

determinants of health, which are the key drivers of health outcomes and health 

inequities.  It is founded in the recognition that public health practitioners must work 

with partners in the many realms that influence the social determinants of health, which 

are largely outside the purview of public health agencies. 

 

Health is influenced by the interaction of many factors including: 

 Genetics, biology, individual behavior; 

 Access and barriers to health care; and 

 Social, economic, service, and physical (natural and built) environments. 

 

While clinical care is vitally important, only a small portion (20%) of overall health and 

longevity can be attributed to clinical care.  Social, physical, and economic environments 

and conditions, collectively referred to as the “social determinants of health”, have a far 

greater impact on how long and how well people live than medical care.  The interaction 

between health, social factors, and environmental factors is complex. 

 

SOCIAL DETERMINANTS OF HEALTH AND EQUITY 
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What Shapes Health?



 

 

 

___________________________________________________________________ 

 

What is Health in All Policies? 

Health in All Policies is a collaborative approach to improving the health of all people by incorporating 

health considerations into decision-making across sectors and policy areas. 

 

Why we need Health in All Policies: 

Health in All Policies is a response to a variety of complex and often inextricably linked problems such as 

chronic illness epidemics, growing inequality and health inequities, rising healthcare costs, an aging 

population, climate change and related threats to our natural resources, and lack of efficient strategies 

for achieving governmental goals with shrinking resources.  Addressing these complex problems requires 

innovative solutions, a new policy paradigm, and structures that break down siloed nature of 

government to advance trans-disciplinary and intersectional thinking. 

 

How do we know that Health in All Policies works? 

Public health professionals have known for a long time that we need to consider the environment and 

circumstances in which we live to help ensure optimal health.  Appleton and other local, state and 

national governments worldwide have been using a Health in All Policies approach (even before it had a 

name) in order to devise creative solutions to seemingly intractable health problems.  Public health 

worked with public works agencies to build sewage and sanitation systems that reduced infectious 

disease and simultaneously reduced rodent populations and prevented flooding.  Public health also 

worked with transportation agencies to introduce seat belts, safer road designs, and other innovations 

that together have led to major declines in rates of automobile crash deaths.  Health in All Policies 

applies the lessons learned from those experiences to today’s key health challenges. 

  

HEALTH IN ALL POLICIES 

Creating a healthier, more vibrant and equitable Appleton 



We’re all so stressed out and busy already—why should other city departments 

and agencies get involved in health when that’s the job of the Appleton Health 

Department? 

Of course, the Health Department has a big role to play.  But we’ve known for a long time that 

community environments have a huge impact on health—even more than the effect of medical care.  In 

the Health Department, we don’t have the expertise or authority to change those environments.  We 

can only do this with all departments working together.  We all have a role to play in creating healthy 

environments to solve some of our most pressing health problems.  If we work together, we can find 

solutions that will be win-wins and move us all toward shared goals.  For example, we know that building 

bike and pedestrian infrastructure creates more jobs, decreases air pollution and greenhouse gas 

emissions, and increases physical activity which improves both health and academic performance for 

students.  And we know that “farm-to-fork” activities help to protect agricultural lands, support local 

economies, and increase healthy eating.  Leadership and innovation aren’t always easy, but we owe it to 

the people we serve to work together to find the best ways to solve complex problems, and Health in All 

Policies is one strategy that will help us do this. 

 

Won’t Health in All Policies be expensive?  Why should other city departments and 

agencies spend their precious resources on issues outside their purview? 

We can’t afford not to use a Health in All Policies approach.  These days, social and environmental 

problems are so complex that lasting solutions require everyone in government to work together.  The 

consequences of city planning, sanitation, transportation, or food systems policies can include lifelong 

effects on the health of the whole communities.  In part, siloed approaches got us into this problem in 

the first place, and the poorest communities have borne the brunt of this inefficient approach.  We can 

do better.  By investing the time and creativity now to consider how health will be impacted, we can 

prevent expensive problems from happening in the first place.  It is not only in our best interest to 

consider how all policies affect health, but it is our job. 

 

Aren’t these health problems really just the result of people making bad decisions? 

People in the United States have always believed in the idea of opportunity, but some people don’t have 

many opportunities for health.  It makes sense that it’s easier to exercise if you have a safe park or 

playground nearby, or nice, well-lit sidewalks to walk on.  Government does have a role in protecting 

and serving its people, especially when it’s hard for people to do something by themselves.  One way 

Appleton is already affording all people opportunities for health is by building safe places to play, like Erb 

Pool, inviting in new food sources, like Downtown Appleton farmers’ markets and creating safer routes 

to work and school.  Using a Health in All Policies approach gives all government agencies the 

opportunity to think big-picture about how their work will have lasting impacts, and to find the best 

possible solutions that serve everyone. 



 

 

 

                                       

 

 

  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: January 9, 2018 
 
SUBJECT: Request to approve budget adjustment and to single source safety and security services to 

Securitas for the balance of 2018 in an amount not to exceed $47,000 
 

 
A public library serves as an essential part of the civic and educational foundation of a community. For some 
a library is a place to simply get books, attend programs or access the internet. For others it is a lifeline, 
serving as a place where people turn for help during life transitions and where individuals and families in 
need seek access to resources.   
 
The Appleton Public Library (APL) continues to respond to our community’s changing needs. The strategies 
we use embrace the evolving role of public libraries as part of the social safety net, serving people in need via 
a community-wide approach. Embracing this role, APL uses a multi-faceted approach to safety and security 
including: 
 

 Keeping policies relevant. The Security and Safety Policy was updated in the fall of 2017. 

 Exploring opportunities for utilizing and providing space for APD’s behavioral health officer. 

 Seeking alternative sources of funding to accomplish goals. APL and City staff attempted to secure 
Community Development Block Grant funds in 2017 to work through issues in the neighborhood but 
learned APL was ineligible for funding. 

 Working proactively with populations that may not be familiar with library rules to familiarize them with 
library services and appropriate library behavior in a positive way. 

 Offering regular programming and events connecting populations that are in need to area services. 

 Exploring opportunities for agency street outreach staff to provide service in the library. 

 Working to eliminate barriers to library access: 
o Expanding time limit for internet access to 3 hours a day  
o Eliminating fine restrictions on internet access 

 Hosting “office hours” for social service agencies and non-profits serving in-need and at-risk 
populations. 

 Holding training for staff by the Appleton Police Department (APD) and social service organizations on 
relevant issues of trauma, crisis, mental illness, homelessness, de-escalation, bomb threats and 
active threats. 

 Working directly with homeless shelters on issues and communicating any emergency closures. 

 Participating in local coalitions such as Housing Coalition meetings, Hmong Interagency meetings, 
Hispanic Interagency meeting, refugee resettlement and the Community Early Learning Center 

 Collaborating on APD’s Summer of Service. 

 Participating in the Washington Square Neighborhood Group for over a decade, including contributing 
to the public-private partnership for the neighborhood security guard since 2012. 



 
In 2010/2011, APL created the position of Operations Clerk in response to increased security incidents. This 
hybrid position looks after the overall library environment including; cleaning staff areas, setting up meeting 
rooms, supporting small facility projects, enforcing library policies, and serving as support for staff dealing 
with behavior issues that do not rise to the level of police intervention. This was an innovative approach and 
the Operations Clerks were very effective in mitigating the increases in behavior issues at that time.  
 
Over the past two years, security incidents rising to the level of police intervention or leading to library 
restrictions have doubled. This adds stress on staff to complete their work, provide quality service for the 
public and to have a general sense of safety. The public is also concerned. In our biannual survey, safety is 
cited as the top concern from the public. The needs that we have today require a new level of expertise in 
safety and security. 
 
In order to respond to these needs I am proposing: 
 

A. APL contract with a company specializing in security to provide an unarmed security guard for the 
remainder of 2018 during the library’s afternoon, evening and weekend hours for an average of 57 
hours a week. 
 
B. An internal budget adjustment from Materials Management – Books and Library Materials 
(16032.6315) to Administration – Other Contracts/Obligations (16010.6599) in the amount of $47,000 
in order to pilot this program with the approved funding for the 2018 budget. While we need to 
continue to have strong collections, safety and security are of paramount importance. 
 
C. APL single-source this position to Securitas USA, providing the following advantages: 

 
Securitas provides excellent service as the security guard provider for the Washington Square 
collaboration. They are familiar with the neighborhood and the security issues we face. They 
have a workstation within Valley Transit and monitor the interior of transit and the parking 
structures in the surrounding neighborhood.  
 
While APL has unique statutory requirements in regards to privacy and confidentiality, 
integration between the proposed library security guard, the Washington Square security 
guard, Library Administration and the Appleton Police Department to the extent possible by 
law will be improved by utilizing the same provider. 
 
In addition, Securitas has experience working within public libraries across the country and is 
committed to working with the unique needs of a public library environment. The library would 
move forward in a similar manner as done in the hiring of the Washington Square security 
guard and involve Appleton Police Department in the hiring process and training. APD and 
Securitas have worked well together through this partnership. 
 
 

I request approval of this proposal as a pilot for 2018 that will be evaluated for continuation in future 
years. Evaluation will include impact on staff’s perception of safety at work, number of incidents 
recorded during the year, and whether this position allows library staff to focus on their direct work 
rather than on security functions. 
 
Thank you for your consideration of this important request. 



APPLETON PUBLIC LIBRARY 

 CONTRACTED SERVICES - SECURITY GUARD 

 

This position is responsible for providing security and customer service work for the library. Primary work duties include 

providing security services and enforcing all facility rules, library policies, and city ordinances during afternoons, 

evenings and weekends. In addition, the work includes routine monitoring of the facility, coordination with the Appleton 

Police Department and the Appleton Downtown Incorporated security guard, walking staff to the parking ramps when 

requested, and offering additional customer service as required. Work is performed under regular supervision of the 

Assistant Director. 

 

ESSENTIAL JOB FUNCTIONS 

 

 Patrolling and securing the facility for patron and staff safety and wellbeing. 

 Monitoring patron activity and behavior throughout the library. 

 Educating library patrons on appropriate behaviors and enforcing APL’s Security and Safety Policy. 

 Addressing patrons who are violating library policies, city ordinances or state and federal laws for compliance. 

 Using appropriate techniques to de-escalate situations. 

 Contacting Appleton Police Department when violations of policies escalate and/or to enforce ordinance and 

criminal violations. 

 Communicating with staff and the public, enforcing library policies and maintaining discipline and security.  

 Logging incident reports of disciplinary problems and any injuries occurring in the library. 

 Preparing library restrictions for approval from library director or assistant director. 

 Providing input in development of security and safety procedures. 

 Comply with state law in regards to patron confidentiality and privacy. 

 

REQUIREMENTS OF WORK 

 

This position requires primarily customer service and security experience or any equivalent combination of experience 

and training which provides the following knowledge, abilities and skills: 

 

 Good judgment in handling disciplinary problems and rule violations. 

 Ability to respond rapidly to a variety of situations and to maintain patrol of the entire building. 

 Ability to maintain effective relationships with other employees and to deal with the public in a courteous and 

tactful manner. 

 Good oral and written communication skills 

 Ability to understand and carry out oral and/or written instructions. 

 Ability to work independently. 

 Ability to operate computer programs and retrieve email. 

 Ability to stand for extended periods of time, walk rounds, climb stairs and move rapidly, including up and down 

stairs, in an emergency situation. 

 

January 9, 2018 



Statements of support for the Appleton Public Library’s recommendation to 
contract with Securitas for safety and security 

 
 
APPLETON POLICE DEPARTMENT 
 

Maintaining a safe environment for all of our community members who use the 
Appleton Public library has always been, and will continue to be, a priority for the 
Appleton Police Department.  Our calls for service to the library continue to 
increase, despite the attention we give to the library and our proactive efforts to 
reduce our calls for service.  We fully the support the addition of a security guard 
to the library staff.  We will collaborate with the security guard to work towards 
the shared objective of keeping the library patrons and staff safe.  
 
Thank you! 
 
Captain Polly Olson 
 
Appleton Police Department 
Downtown/Northern District Commander 

 
 
 
APPLETON DOWNTOWN INCORPORATED 
 

Please share the following statement with your Board of Directors  
  
For over ten years Appleton Downtown Inc. has coordinated a partnership with 
the neighboring organizations to improve the safety and beautification of the 
Washington Square area, yet we continue to struggle. Together, we have 
partnered to provide a security guard Monday through Friday 2:30pm to 10:00pm 
who patrols the Valley Transit area, two parking ramps, City Center building and 
the area outside of the library. Each week we receive reports that record 
behavioral and minor criminal incidents. Most frequent are reports of intoxication 
and inappropriate behavior that make the area feel unsafe and create an 
unappealing environment. Additionally, the City Center has added a security 
guard to monitor the building throughout the day. We would encourage the 
Library Board to invest in added security as safety is a high priority for all of us in 
Downtown Appleton.  
  
Sincerely,  
  
Jennifer Stephany  
Executive Director 
Appleton Downtown Inc.  



Sub

Business Acct. Acct Subledger Transfer

Budget Description Unit No. No. No. Amount

Other Reimbursements:  Children's 16021 . 5035 . 3954 1,209.40$   
Childrens: Supplies 16021 . 6301 . 3954 1,209.40$   

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 2018

-Bouwer Grant to fund Children's Appleton Ready to Read program

For the Appleton Public Library operating budget, transfers of $15,000 or less between budget lines and / or between budget programs 
require written approval by the Library Director.  Transfers in excess of $15,000 and all new library appropriations funded by 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


2018 Collection Management Driving Factors

Overview Continue the process of extending staff participation in Overdrive/Recorded Book's One-Click participation
Continue the expansion of Vendor-initiated orders for all collections
Review how we promote use of online services available inside/outside the building and find solutions for staff 
training of online services.

Adult Fiction Review selection options for Urban Fiction including using Vendor selction options

Adult Nonfiction Finish current collection review to remove old date due tape and content with old spine labels
Begin a second pass at this collection based on age, relevancy, & condition

Adult Media Review collections for currency and use
Review vendor managed orders for physical content and content in online media services... Is it worth adding 
vendor-initiated order plans for music CDs?

Reference Review current online services and evaluate services that would enhance our online services

Wisconsin Continue to build relations with other local history organizations to determine boundaries, functionality

Children's Create standards for the Picture Book pull outs.

Young Adult Review space needs for collections.

World 
Languages 
Collections

Integrate Children's Spanish Language Program Coordinator to work with adults to help develop Spanish language 
collection.
Continue project to expand language collections with community input.

Grant projects 
(collection 
related) Fox Cities Reads

Books Build Community
Cultivating Cultural Partnerships Through Collaborative Programs
Memory Cafe



Recommended Materials Allocations Comparison 2017/2018

Allocations: 2017 $595,531
2018 $595,531

Adult Allocations Children's Allocations
2017 2018 2017 2018

$456,772 $456,772 $138,759 $138,759

General Serials $49,800 $41,385 $1,150 $928

Fiction Collections $70,468 $104,000 $56,083 $57,331

Nonfiction Collections $115,000 $112,000 $43,473 $46,000

Large Print $10,700 $10,000

Media Collections $119,700 $102,000 $36,859 $32,000

Reference Collections $56,550 $44,403 $0 $0

Wisconsin Collections $18,300 $19,554

World Languages Collections $12,740 $10,865 $3,144 $3,000

Young Adult Collections $24,626 $11,065

Section Office Collections $2,200 $2,200
Sum Collections: $480,084 $457,472 $140,709 $139,259

Sum Standing Orders $170,313 $125,247 $7,119 $3,828
Sum New Titles $273,155 $331,525 $127,598 $134,931

$443,468 $456,772 $134,717 $138,759



 
Workshop Announcement: 

Trustee 101 Workshop 
 
 
This workshop is ideal both as an introduction to the job for new trustees, and a refresher for people 
who have been on the board for a while. 
 
Date:   Wednesday, March 14, 2018 
Time:  5:30 – 7:30 pm  
Location: Waupaca Area Public Library, 107 South Main St., Waupaca 
 
Mark Arend, Assistant Director of Winnefox Library System, will discuss the different aspects of the 
Trustee’s job, and you'll have a chance to meet and network with trustees from other area libraries.  
 
Topics that will be covered include:  

 an overview of the library trustee’s job 
 legal issues (open meetings, policies, liability) 
 library advocacy 
 topics from the floor (local issues you’d like to discuss) 

 
A complimentary light dinner will be provided. 
 
Register online at https://extranet.winnefox.org/ce/Trustee101-Waupaca or by mailing the form below. 
 
This workshop is sponsored by Winnefox Library System and Outagamie Waupaca Library System.  
 
---------------------------------------------------detach and mail the form below------------------------------------------------- 
 

Trustee 101 Workshop registration form 
 

Name:   _______________________________________________________________________ 
    
Phone: ________________________________________________________________________ 
 
Library with whicy you’re affiliated: ________________________________________________ 
 
Joining us for a complimentary light dinner?   yes            no 
     
     If yes, any dietary restrictions? _______________________________________ 
 
 
Mail this registration form to: 
     Joy Schwarz 
     Winnefox Library System 
     106 Washington Ave. 
     Oshkosh, WI  54901-4985 
Or you may register online: https://extranet.winnefox.org/ce/Trustee101-Waupaca 
 
Questions?  Contact Mark Arend at arend@winnefox.org 920-236-5222 
 



Workshop Announcement: 

Trustee 201 Workshop:  
The Library Board as Employer 

 
 
Date:   Wednesday, April 18, 2018 
Time:  5:30 – 7:30 pm  
Location: Muehl Public Library, 436 N. Main Street, Seymour 
 
Mark Arend, Assistant Director of Winnefox Library System, will discuss the different aspects of the 
trustee’s job, and you'll have a chance to meet and network with trustees from other area libraries. 
 
Topics that will be covered include:  

 The library board’s relationship with the library director 
 Hiring, evaluating, disciplining, and terminating a library director 
 Personnel policies 
 The library board and other library staff 

 
A complimentary light dinner will be provided. 
 
Register online at https://extranet.winnefox.org/ce/Trustee201-Seymour or by mailing the form below. 
 
This workshop is sponsored by Winnefox Library System and Outagamie Waupaca Library System.  
 
----------------------------------------------------detach and mail the form below----------------------------------------------- 
 

Trustee 201: The Library Board as Employer registration form 
 

Name:   _______________________________________________________________________ 
    
Phone:  _______________________________________________________________________ 
 
Library with whicy you’re affiliated: ________________________________________________ 
 
Joining us for a complimentary light dinner?   yes            no 
     
     If yes, any dietary restrictions? _______________________________________ 
 
 
Mail this registration form to: 
     Joy Schwarz 
     Winnefox Library System 
     106 Washington Ave. 
     Oshkosh, WI  54901-4985 
Or you may register online: https://extranet.winnefox.org/ce/Trustee201-Seymour 
 
Questions?  Contact Mark Arend at arend@winnefox.org 920-236-5222 



Workshop Announcement: 

Trustee 301 Workshop:  
Open Meetings and Public Records Laws 

 
 
Date:   Thursday, May 10, 2018 (re-scheduled from May 17) 
Time:  5:30 – 7:30 pm  
Location: James J. Siebers Memorial Library, 515 W. Kimberly Ave., Kimberly 
 
Mark Arend, Assistant Director of Winnefox Library System, will discuss different aspects of 
Wisconsin’s open meetings law and the Records Retention Schedule for Wisconsin public libraries, and 
you'll have a chance to meet and network with trustees from other area libraries. 
 
Topics that will be covered include:  

 Agendas and posting meetings 
 Closed sessions 
 Meeting minutes 
 Records retention under Wisconsin law 

 
A complimentary light dinner will be provided. 
 
Register online at https://extranet.winnefox.org/ce/Trustee301-Kimberly or by mailing the form below. 
 
This workshop is sponsored by Winnefox Library System and Outagamie Waupaca Library System.  
 
----------------------------------------------------detach and mail the form below----------------------------------------------- 
 

 
Trustee 301: Open Meetings & Public Records Laws registration form 

 
Name:  _______________________________________________________________________ 
 
Phone number: _________________________________________________________________   
 
Library you’re affiliated with: _____________________________________________________ 
 
Joining us for a complimentary light dinner buffet?        yes          no 
     If yes, any dietary restrictions? __________________________________________________ 
 
Mail this registration form to: 
     Joy Schwarz 
     Winnefox Library System 
     106 Washington Ave. 
     Oshkosh, WI  54901-4985 
Or you may register online: https://extranet.winnefox.org/ce/Trustee301-Kimberly 
 
Questions?  Contact Mark Arend at arend@winnefox.org 920-236-5222 



Memo Outagamie Waupaca Library System 

 225 North Oneida Street 
 Appleton, WI  54911 
 920 832-6190 

 

 

Date: 5 January 2018  

To:  OWLSnet & Winnefox library directors, trustees, and staff 

From: Jeff Gilderson-Duwe and Bradley Shipps 

Subject: ILS merger exploration discussion 

 
Staff from the Outagamie Waupaca and Winnefox Library Systems have had initial talks 
about the desirability and possibility of merging our shared automation systems—the 
computer systems that our libraries use as a catalog, a patron database, and for checking 
items in and out. We believe this is a good time to explore this for several reasons: 

● Both systems have major ILS decisions coming up in the next year or two: the 
OWLSnet database server is reaching the end of its expected lifespan, and the WALS 
contract with SirsiDynix is ending. 

● The Public Library System Redesign (PLSR) project is recommending consolidation of 
ILS and other system services to create both larger areas of service and economies of 
scale. 

● We believe that such a merger would be welcomed by libraries and library users, 
especially those along our common border.  

  
We realize that this would require making some difficult decisions and compromises by both 
system and library staff on both sides. Questions we’ve already identified include: 

● What ILS platform would we use:  SirsiDynix, Innovative, or something else? 
● How would costs be apportioned between the systems and libraries? 
● What common policies and procedures would all libraries have to follow to balance 

the needs of all libraries in the larger shared environment with maintenance of local 
control? 

● How will decisions affecting all members be made? 
We know that other questions will come up as the discussion progresses.  
   
Over the next few months each system’s staff will be discussing this with its member library 
directors and system boards. If there is a consensus that merging ILSes is a desirable goal, a 
committee of representative library directors and system staff will be formed to discuss the 
issues. The committee will be charged with submitting a final recommendation by the end of 
2018.     
  
We welcome your questions and comments.  
   
 
 



WALS includes 29 libraries in the 5 Winnefox counties. OWLSnet includes the 16 libraries in 
Outagamie and Waupaca Counties and 13 libraries in the 7 counties in the Nicolet Federated 
Library System.  Some libraries have multiple service locations.  
 
 

System Libraries 
Service 
Locations 

Population 
Served 

2016 
Collection 
Size 

2016 Total 
Circulation 

2016 Total 
Cardholders 

OWLSnet 29 49 423,534 1,552,308 3,648,967 236,620 

WALS 29 29 258,368 1,209,903 3,017,243 111,159 

Total 58 78 681,902 2,762,211 6,666,210 347,779 

 
 
 
 

 



4th QUARTER 2017 

FRIENDS GRANTS PROGRAM SUMMARIES 

Adult Classes and Events 
 

Adult Programs: 
Adult Programs continue to enjoy Friends support as they furnished an honorarium for 
our most popular lecturer, Bob Schmall. His November lecture was “Life in the 
Universe” and the December topic will be “Pearl Harbor on the 76th Anniversary of the 
Attack”. Mr. Schmall has developed a following and new patrons attend each session. 
 
Find Your Ancestors Series: 
Etched in Stone—Cemeteries, Their Symbols and Customs 
Speaker Dennis Jacobs spoke about the history and meaning of symbols used in 
cemeteries, how to use the clues found there in your research, and how to preserve the 
stones. A very attentive group of 38 genealogists and history buffs followed his every 
word, with pages of his handout turning in unison. Friends provided financial support for 
this series. 
 
German-Language Resources for Genealogists in America and Europe 
Antje Petty, Associate Director of the Max Kade Institute at the University of Wisconsin 
Madison, provided an overview of German-language resources for genealogists. She 
showed examples of many German language documents from both the U.S. and 
Europe as well as where to find them, and instructed attendees on how to interpret Old 
German script and print. The Friends provided funds that made it possible for this 
speaker to come and give information to the 35 attendees. 
 
Get Crafty!-Card Making: 
This program provided an opportunity for parents with children to create holiday cards 
together. A diverse group of people took part in the program to learn and get inspired by 
Marisol Encarnacion. Friends funding supported the presenter fee and supplies.  
 
Home Maintenance Workshop: 
This program was developed in partnership with Habitat for Humanity to offer a home 
maintenance workshop for homeowners. Habitat provided materials for the workshop, 
gift cards, work gloves, safety goggles and refreshments for attendees. Individuals 
learned tips and tricks to maintain their home and build confidence in their skills. Friends 
funding supported the social media advertising.   
 
NaNoWriMo (National Novel Writing Month): 
During the month of November, Public Services transformed the former Digital Creation 
Lab - now called The Lab - into a creative writing space for people to come and work on 
their 50,000 word novels. The Lab was stocked with library materials related to writing, 
dictionaries, and reference books. During the month-long event, pop-up programs were 
held in the library lobby and marketing cards were distributed to introduce patrons to 
writing classes available through our online resource, Gale Courses. Friends’ funds 
supported the purchase of Story Cubes to prompt ideas for writing. 
 
 



4th QUARTER 2017 

FRIENDS GRANTS PROGRAM SUMMARIES 

Refugee and Immigrant Services and Education (RISE): 
This program was developed in partnership with Forward Services to meet the unique 
needs and interests of the growing population of refugees and immigrants in Appleton. 
In the fall, RISE participants practiced speaking in English with the Fox Valley Literacy 
Council. In addition, they learned how to use a knitting machine, create blankets, and 
write stories. Friends funding supports interpreter support, supplies and presenter fees.  
 
“The Messenger” Film Discussion: 
We hosted “The Messenger” film discussion in October. This film examines the decline 
in the songbird population and what this could portend for the human race. The Sierra 
Club co-sponsored by supplying refreshments and leading the discussion. Friends 
funded the performance rights for this documentary screening. The DVD was added to 
our circulating collection following the screening. 
 

 
Teen Classes and Events 

 
Anime Night:  
Anime Night is a monthly event for teens with an interest in anime and Japanese 
culture. Friends’ funds provided an opportunity for teens to screen anime, make crafts, 
enjoy refreshments and have a special opportunity to learn how to use the knitting 
machine to make anime creations with Lois Bittner. 
 
Cookiepalooza Cookie Decorating: 
Twelve teens will have the opportunity to participate in a holiday cookie-decorating 
program. Teens will have the opportunity to socialize in a safe environment with other 
teens. Each will be given a half-dozen undecorated cutout cookies and materials to 
decorate them as they wish. The teens will also be given containers for their cookies so 
they can bring them home and, if desired, can give them as a gift. Friends’ funds will be 
used to purchase the cookies and icing, as well as decorating supplies. 
 
Game Break: 
Game Break is a teen event featuring video and tabletop gaming. This reoccurring 
event provided teens with a safe place to hang out with other teens who share a 
common interest and give them a chance to socialize. The Oculus Rift Virtual Reality 
(VR) gaming system was introduced to teens at this event. Friends’ funds provided 
equipment, board games, and refreshments for the program. 
 
“He Named Me Malala” – Film Screening and Discussion:  
Over 30 people attended the screening of “He Named Me Malala” and most stayed for 
the discussion of the film. This movie was screened after teens read the book in their 
book club and requested a public screening of the film. Friends funds provided covered 
the cost of screening the movie. 
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K-Pop Club: 
K-Pop Club is designed for teens with an interest in aspects of Korean pop culture 
including music, TV and food. Teens develop friendships with their peers around 
common interests, build trust with a caring adult (YA librarian) and have opportunities to 
build leadership and communication skills through this program. Friends’ funds provide 
materials and refreshments for the K-Pop Club. 
 
Minecraft Guild:   
A weekly event for teens where a server is provided to play the video game Minecraft in 
a cooperative environment. Teens learn about construction, collaboration and problem 
solving, while developing social and technological skills in a moderated environment. 
Additionally, teens use Oculus Rift to engage a virtual reality version of Minecraft. 
Friends’ funds support the access to a safe virtual space and refreshments for this 
program.   
 
Polymer & Bead Jewelry Making for Teens: 
Teens who attended this event learned how to make necklaces and multiple styles of 
earrings using beads and polymer clay. The YA librarian instructed the group of teens 
how to create jewelry from beads and how to reuse older jewelry to create new pieces. 
Friends’ funds provided materials for this event. 
 
 

Tween Classes and Events 
 
Tween Scene – Nerdy Derby and Fidget Spinner:  
Tween Scene classes are designed for students in grades 3-6 to explore STEAM topics. 
Thirty-four students participated in one of two programs focused on building, exploring 
and creating fun STEAM projects. Friends’ funds were used to purchase building 
supplies for small wooden derby cars and fidget spinners. Through the process of 
designing, building and racing derby cars, tweens learned weight and aerodynamics 
influences speed. Tweens also discovered the impact of weight and balance when 
utilizing and creating fidget spinners.  
 
Tween Scene – Outrageous Origami and Skitbot Stop Motion Animation 
Tween Scene students from 3rd to 6th grade build, explore and create. In October, 
tweens toured the Trout Museum of Art to see the exhibit ORIcursion: Original Origami 
by Robert J. Lang. They discovered how Lange created his origami works of art and the 
type of computer software that he developed to assist with his art. Friends’ funds were 
used to pay the cost of museum admission for the tweens. During the November, 
tweens experimented with Stikbots to create stop motion animation videos. The Friends 
funded the purchase of the Stikbots for this program and future programs. 
 
Tech for Tweens – Mystery of Coding and Robots: 
Tech for Tweens classes are designed for students in grades 3-6 to explore a variety of 
technologies. Thirty-one students participated in one of two programs designed to 
explore programming and robotics. Friends’ funds were used to purchase supplies for 



4th QUARTER 2017 

FRIENDS GRANTS PROGRAM SUMMARIES 

the classes. During “Mystery of Coding”, tweens used paper coding blocks and maps 
instead of computers to gain knowledge about the basic principles of coding. During 
“Robots”, tweens manipulated Ozobots, Little Bits, and Cubelets to explore the process 
of building and programming robots.  
 

 
Children’s Classes and Events 
 
Board Games for the School Age Area 
Creating fun and interesting spaces for diversion and leisure is a big part of our mission. 
In Children's Services, we recently updated the board game collection available for the 
public in the School Age Area. With Friends funds, we were able to purchase 13 board 
games and puzzles to foster positive social interactions between children, their peers 
and or their caregivers.  

 
500 Books Before Middle School 
The new, year-round reading program that began in October encourages students from 
grades K-6th to continue the habit of reading. When students register, they receive a log 
to track how many books they read. For every 50 books read, the student receives a 
prize. At the end of the program, students receive a certificate of completion. If 
completed, students are welcome to register for the program again! Since October, 23 
participants have registered. Friends’ funds were used to purchases prizes for every 50 
books read.  
 

BEAR Bingo 
BEAR Bingo is an annual reading program that runs during the month of November in 
Children’s Services. Children from pre-school through 6th grade registered for the 
program receive a bingo board with different reading challenges. BEAR helps kids keep 
reading for fun during the school year and encourages them to become familiar with 
different collections in the library. Four hundred thirty-three participants registered with 
the paper bingo board. Forty –five participants registered to play online. Friends funded 
the prizes children received when they earned a bingo and the grand prizes of panda 
bears and a Build a Bear Workshop gift card.  
 
Mini Makers – Halloween & Robots 
Students grades K-2 who register for Mini Maker classes explore the fields of science, 
technology, engineering, art and math.  
 
Halloween 
The theme for the October Mini Maker program was Halloween. Children and their 
caregivers experimented with mixing bubbling solutions, built “bone” bridges across the 
slime river, constructed a catapult that launched candy corn, made monsters with craft 
supplies, explored air pressure with floating eyeballs, and made Halloween themed 
tangrams. There were 54 participants including a girl scout troop. Friends’ funds were 
used to purchase some of the supplies.  

http://i.apl.org/node/4597
http://i.apl.org/node/4612
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Robots 

The theme for the November Mini Maker program was Robots. Children and their 

caregivers got the chance to experiment with 4 different types of robots (Ozobots, 

Cubelets, Beebots, and Codepillars; built wiggle art bots out of pool noodles, electric 

toothbrushes and markers; and constructed balancing robots and gliding robots out of 

paper. There were 16 participants. Friends’ funds were used to purchase some of the 

supplies.  

 

Mad Scientist Party (K-6th grade) 
School aged kids and their caregivers were able to pretend to be mad scientists at the 
party and experimented at three activity stations. The first station they got to experiment 
with circuitry by making light up Jack O’ Lantern cards using led lights, batteries and 
copper tape. The second station they experimented with chemistry as they combined 
ingredients to make slime to take home. At the last station, they learned about DNA and 
created a candy DNA model. There were 62 participants. Friends’ funds provided the 
candy and slime supplies.  

 

 
Programs for All Ages 
 
Disney Celebration Night - Beauty and the Beast:  
At the request of teens, a new program has been added called Disney Celebration 
Night. This all ages event included a craft, refreshments, sing-along quiz, and the 
screening of the original “Beauty and the Beast”.  Friends’ funds covered the cost of 
screening the movie, refreshments and a craft. 
 
Fox Cities Book Festival: 
The Fox Cities Book Festival occurs annually during one week in October. The Fox 
Cities public libraries come together to hold author visits which build community and 
promote literacy. Friends’ funds provided a contribution toward the honorarium for the 
10 authors at Appleton Public Library. Over 400 persons attended author visits featuring 
author talks for children and adults. Will Schwalbe, Patricia Skalka and James Campbell 
were the most popular authors during the weeklong event. 
 

Hispanic Heritage Month: 
The library’s third celebration of Hispanic Heritage took place on October 7. There were 
different performances like Mexican Folklore dance, Azteca dance, musical 
performances, crafts and traditional foods. Our annual celebration of Hispanic Heritage 
Month brings community members and performers to the library to connect families to 
our diverse city and celebrate cultures and histories. The performers enjoyed sharing 
their culture with the audience. Friends’ funds supported performances fee and food. 
 
 

http://i.apl.org/node/4614
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Light Up Night: 
The Trout Museum of Art and the Fox Cities Building for the Arts in partnership with 
Appleton Downtown businesses and local nonprofit organizations kicked off the holiday 
season with Light Up Night. Organizations set up booths with a variety of family oriented 
activities including: cookie decorating, puppet making and letter writing to Santa. The 
event featured two band performances and a lighting ceremony in Houdini Plaza. One 
hundred thirty-two people visited APL’s booth to make holiday cards and pick up 
information about APL programs. Friends’ funds supported the card supplies. 
 
RISE Community Resource Fair: 
APL and Forward Services implemented a Community Resource Fair for refugees and 
immigrants in Appleton. The fair attracted more than 250 adults and children. A variety 
of social service agencies and community resources for education, employment, utilities 
and wellness participated in the event. Feeding America provided a mobile food pantry 
with more than 700 pounds of food. Friends funding supported the reservations for the 
parking meter stalls. 
 
Steampunk Saturday: 
Steampunk Saturday attracted a variety of ages for an afternoon of crafts, entertainment 
and learning about steampunk. Many of the 95 attendees tried all the crafts: stamped 
tiles, creating buttons, and creating fascinators and ribbons to wear. Some great 
costumes were worn for the costume contest, people posed for souvenir Victorian style 
photos, and guests brought amazing steampunk items they had created. We had many 
return guests, some of whom have come every year for six years; as well as people 
new to Steampunk. The Friends of Appleton Library provided funds for craft supplies, 
tea and biscuits, prizes for the costume contest and door prizes. 
 
Volunteer Fest: 
The Volunteer Center of East Central WI hosted Volunteer Fest. Over 300 people 
attended to collect volunteer and program information from various Fox Cities 
organizations. Children’s Services staff accompanied Colleen Holz to highlight 
Children’s programs and promote volunteering at the library. Friends sponsored a table 
at the event, and provided supplies for a children’s activity.   
 
World Kindness Day: 
Public Services, Children’s Services, and Community Partnerships staff presented a 
celebration for World Kindness Day that included coffee and snacks for patrons, kind 
messages on scrap paper and posters with positive messages throughout the building, 
a photo booth, an interactive kindness wall, and other surprises throughout the day. 
This celebration fostered positive interactions and conversations with patrons. Patrons 
were inspired to share acts of kindness and report back on the impact of their good 
deeds. Friends’ funds supported the refreshments for the celebration. 
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Ongoing Classes, Events and Services 
 
Artist-in-Residence: 
The Artist-in-Residence (AIR) series contracts with local artists to place their work on 
display/exhibit in the library provide lectures, workshops and demonstrations to 
community members of all ages. Friends’ funds pay for honoraria and supplies for the 
artist. The program celebrates the work of local artists and welcomes community 
members of all ages to experience the arts through engaging opportunities. Mel Kolstad 
presented a demonstration in October and Michael Wartgow’s artwork was on display at 
the lower level art wall during November-December. He hosted a demonstration in 
November, will lecture about his artwork, and influences this December. 
 
Films at the Library: 
Monday Morning Matinee is a twice-monthly film series designed for persons with 
cognitive disabilities, but it is open to the public. Local group homes provide shuttle 
service for their residents to attend G-rated Disney films. The Friends fund refreshments 
and movie licensing fees. Interest in this program is growing with attendance of 
approximately one-hundred people this quarter. We often see friendships develop 
between group home residents and members of Valley Packaging. Average attendance 
is 22 people per screening.Thursday at the Movies features blockbuster films and 
topical documentaries at the library. Friends’ funds pay for refreshments and movie 
licensing fees. Participants range from teens to adults. Patrons who cannot afford to 
attend movies at the theater are given an opportunity to attend these screenings and 
foster social connections with others. In October and November, we screened “Loving” 
and “Deepwater Horizon”. December’s film will be “The Wedding Plan”. 
 
Music @ the Library: 
Music @ the Library showcases local musicians and bands providing music ranging 
from classic rock, country, and folk music to classical works by Mozart and 
Beethoven. While Music @ the Library appeals to patrons and families of all ages, local 
senior living facilities provide shuttle service for their residents to attend these 
programs. Friends’ funds provide musicians with honoraria for their performances. The 
Library hosted a variety of musicians and groups during the 4th quarter including Dolce, 
Jennifer Levenhagen, New Horizons Band-Fox Valley, and Jason Solis. The New 
Horizons Band attracted 90 people. 
 
Ride and Read:  
This partner program with Valley Transit provides free transportation to the library on 
Wednesdays for children ages 17 and under, June through August. This service is 
designed to help remove barriers to access of the library. Friends’ funds, along with 
Valley Transit, pay for the bus fares.  

1,000 Books Before Kindergarten:  
1,000 Books Before Kindergarten is a national reading program, for children ages birth 
to 5. It runs year-round and follows the national mission to promote reading to 
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newborns, infants, and toddlers and to encourage parent and child bonding through 
reading. Friends’ funds pay for incentive prizes.    

 
 
Special Projects 
 
Children’s Services School-Age Area Updates: 
The Children’s school-age area is designed for students from kindergarten through sixth 
grade. Friends’ funds were used to purchase supplies for two LEGO walls, two 
Magnetic Poetry walls, new box games and new apps for the school-age iPads in the 
area. These items will entertain and inspire creative expression, logical thinking, 
problem solving and provide access to technology. All the new items help define the 
age appropriateness of the area and attract school-age children to it. 
 
Community Partnerships – Library Assistant Position: 
This part time non-benefitted position has increased capacity for community 
engagement and outreach in the Community Partnerships section. Between October 
and December, we were able to continue research around local employment and job-
skills support agencies and programs, building relationships and engaging in one-on-
one conversations to learn more about other organizations to determine opportunities 
for APL and potential collaboration. Through this position, we have coordinated and 
implemented pop-up programs in the library lobby to introduce patrons to online 
resources, coordinated and implemented outreach at various community evening and 
weekend events, making services available to library patrons, non-users, and 
underserved populations of all ages, creating visibility for library resources. Friends’ 
funds support this position. 
 
Create Your Future Campaign T-Shirts: 
Friends’ funds provided the purchase of 145 Create Your Future campaign t-shirts for 
staff, library trustees and Friends board members. The goal of the t-shirts is to continue 
to provide awareness of the Create Your Future campaign, while promoting the 
mission/vision of the library, in a fun and unique way. Several community members 
have asked about purchasing shirts, which may lead to a small fundraiser for Friends. 
 
Appleton Public Library Mobile App 
Friends’ funds provided the creation of a new library app. The target audience for this 
project are patrons who are on the go with their mobile devices. The goal of the app is 
to increase the library's mobile-friendly online presence. 
 
Light Therapy Lamps: 
Community Partnerships is working with NAMI Fox Valley to provide APL patrons with 
access to light therapy lamps in the library over the winter months. These lamps are 
useful for people experiencing Seasonal Affective Disorder (SAD) or even a touch of the 
“winter blues”.  As the days get darker and colder, these tools can provide some relief 
for sluggishness, depression, and more. Starting in January 2018, NAMI Fox Valley will 
provide instructional support and information about SAD, depression, and their 
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resources and services. Friends’ funds were used to purchase four lamps for public use 
in the library. 
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The Library Board and the 
Open Meetings Law 

Wisconsin’s open meetings law supports the principle that the public is entitled to 

the fullest and most complete information regarding the affairs of government as 

is compatible with the conduct of government business. To this end, all meetings 

of all state and local government bodies (including library boards) must be held in 

places reasonably accessible to members of the public and must be open to the 

public, except as expressly provided by law. Wisconsin’s open meetings law 

provides specific requirements for meeting notice, accessibility of meetings, the 

conduct of meetings, and legally holding closed sessions. Violations carry 

significant penalties, so careful adherence to these requirements is essential. 

Meeting Notice 

Public notice of all library board and library board committee meetings is required 

at least 24 hours in advance of any meeting, except in cases of emergency, when 

at least two hours notice is required. Notice must be provided to the official local 

newspaper (if you have one) and to any news organization that has requested 

notice. If your municipality has no official newspaper, notice must be provided to 

a news organization likely to give notice in the area. The meeting notice must also 

be posted in at least one public place, and preferably several. Good locations might 

be the library, the city/village/town hall, and the post office. 

The meeting notice must contain the time, date, place, and all subjects to be 

discussed and/or acted upon at the meeting. The notice should also indicate a phone 

number (including a TDD number if you have one) that individuals with 

disabilities can call if they need accommodations to attend the meeting. (See 

Trustee Essential #4: Effective Board Meetings and Trustee Participation for a 

sample board meeting notice and agenda.) 

Location and Conduct of Meetings 

Meetings must be held in a place reasonably accessible to the public. It is strongly 

recommended that you provide barrier-free access to the meeting room. The board 

must make a reasonable effort to accommodate any person desiring to record, film, 

or photograph the meeting as long as this will not interfere with the conduct of the 

meeting or the rights of the participants. The board may disallow recording of a 

closed session. 

Some boards list an “other business” item on the meeting agenda to handle 

unforeseen issues that may arise after the agenda has been prepared. This is not 

advisable and can lead to open meetings law violations. Emergency items can be 

added to an amended meeting notice that is posted and provided to the media at 

least two hours in advance of the meeting; however, it is better to postpone 

consideration of late-arising issues until the next meeting, if possible. 

In This Trustee Essential 

 The basics of compli-

ance with Wisconsin’s 

open meetings law 

 When and how the 

board can legally con-

duct a closed session 
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Discussion and consideration of issues at a meeting must be limited to subjects 

listed in the public notice. However, if the meeting agenda listed a “public 

comment” period, the board may briefly discuss issues raised by the public during 

that period. 

All board discussions and actions must be conducted during properly noticed 

meetings open to the public, except that closed sessions are allowed for specific 

purposes, as long as the legally required procedures have been followed to conduct 

a closed session. 

Email, “Walking Quorums” and Other Potential Open 

Meetings Violations 

Email can be a time-saving communication tool and a wonderful convenience. 

However, the use of email to communicate among members of a library board may 

raise open meetings law concerns. 

Under the Wisconsin open meetings law, a “meeting” of a governmental body 

occurs whenever: (1) there is a purpose to engage in governmental business, and 

(2) the number of members of the body involved in the “meeting” is sufficient to 

determine the body’s course of action. Based on this definition, Wisconsin courts 

have ruled that the open meetings law applies when a series of gatherings of groups 

of members of the governmental body (or “walking quorum”), each less than 

quorum size, agree to act together in sufficient number to reach a quorum. 

Using email, it is quite possible that a quorum of a governmental body may 

receive a message – and therefore may receive information on a subject within the 

body’s jurisdiction – in an almost real-time basis, the way they would receive it in 

a meeting of the body. Such communications among members of a library board 

must take place in a legally noticed and a legally constituted meeting of the library 

board.  

Because of the dangers posed by email, the Wisconsin Attorney General 

strongly discourages the members of any governmental body from using email to 

communicate about issues within the body’s realm of authority. The use of email 

by a library director to send information to library board members (such as a 

meeting agenda and other meeting materials) would not implicate the open 

meetings law. 

An email concerning library business sent to or by a library board member (or 

library staff member) is subject to the requirements of the Wisconsin public 

records law. For more on the requirements of the Wisconsin public records law see 

Trustee Essential #15: The Library Board and the Public Records Law. 

Meeting Minutes 

Wisconsin law requires that meeting minutes be kept and be made available to the 

public as required by the Public Records Law (see Trustee Essential #15: The 

Library Board and the Public Records Law for more information). At a minimum, 

meeting minutes must indicate the board members present, all motions that were 

made (except those that were withdrawn) and the result of any votes taken. Except 

for votes on the election of board officers, any board member can request that a 
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roll call vote be taken on any vote, with the vote of each member recorded in the 

minutes. 

Legal Reasons for Conducting a Closed Session 

The specific statutory exemptions that may allow for a closed session are in 

Wisconsin Statutes Section 19.85.   

The most common reason for a closed session is to consider personnel-related 

issues. For most personnel-related issues, the relevant exemption is provided in 

Wisconsin Statutes Section 19.85(1)(c), which allows closed sessions when the 

employment, promotion, compensation, or performance evaluation data of any 

public employee under the jurisdiction of the particular government body is being 

considered. 

Boards should be aware that if they will be considering the dismissal, 

demotion, or discipline of an employee, a closed session is possible under Section 

19.85(1)(b), but the board must give the employee notice of any evidentiary 

hearing to be held prior to final action and to any meeting at which final action 

might be taken. The notice to the employee must include a statement that the 

employee can demand that the evidentiary hearing or meeting be held in open 

session. 

In addition to the two personnel-related exemptions discussed above, closed 

sessions can be held for certain other reasons, including the following: 

 Deliberating or negotiating the purchase of public properties, the 

investment of public funds, or the conduct of other specified public 

business, whenever competitive or bargaining reasons require a closed 

session. 

 Preliminary consideration of specific personnel problems or the 

investigation of charges that would negatively affect the reputation of the 

person involved. 

 Conferring with legal counsel for the governmental body who is rendering 

oral or written advice concerning strategy to be adopted by the body with 

respect to litigation in which it is or is likely to become involved. 

 Consideration of requests for confidential written advice from an ethics 

board. 

A closed session is not allowed for purposes of considering general personnel 

policies or general staff compensation decisions, such as the general library staff 

salary scale. Employee compensation discussions may be closed only when they 

concern a particular employee. 

A closed session is allowed to formulate collective bargaining strategy, but 

board deliberations leading to approval of a tentative collective bargaining 

agreement, as well as the final ratification vote, must be held in open session. 
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Procedures for Holding a Closed Session 

The following steps are all required for a library board (or any other government 

body) to conduct a closed session legally: 

1. The meeting notice must indicate any contemplated closed session, the 

subject matter of the closed session discussion, and the specific statutory 

provision allowing a closed session. If a closed session was not planned, a 

board may still go into closed session on any subject contained in the 

meeting notice, whether the notice provides for a closed session or not, if 

the board follows the procedures below. 

2. The board must first convene in open session. 

3. The chief presiding officer must announce to all present at the meeting the 

intention of going into closed session and the purpose of the closed session. 

4. The chief presiding officer must state the specific section of the law, by 

statute number (e.g., Section 19.85(1)(c) for a director evaluation session), 

which allows for the closed meeting. This announcement should be 

recorded in the minutes. It is good practice for library staff to prepare in 

advance the exact wording of the announcement to be used. 

5. Going into closed session requires a motion, second, and roll call vote to 

reconvene in closed session. The vote of each board member on this motion 

must be recorded in the minutes and preserved. A majority vote is required 

to reconvene in closed session. 

6. Attendance at the closed session is limited to the board, necessary staff, and 

any other persons whose presence is needed for the business at hand. 

7. Closed session discussions must be limited to the subject announced in the 

meeting notice and the chief presiding officer’s announcement. 

8. Certain votes may possibly be legally taken in closed session. But it is a 

better practice and safer legally to take votes after reconvening into open 

session. At any rate, all board actions, whether taken in open or closed 

session, must be recorded in the minutes and be open to public inspection. 

Secret ballots are allowed only for the election of board officers. 

9. The board may legally reconvene in open session as long as that intent was 

noted in the public notice of the meeting. If there was no advance public 

notice given that the board intended to reconvene in open session, the board 

is required to wait at least 12 hours after the completion of the closed session 

before reconvening in open session. 

Avoiding Legal Penalties 

Any library board member who knowingly attends a meeting in violation of the 

open meetings law will be required to forfeit, without reimbursement from the 

library or municipality, not less than $25 and as much as $300 per violation. In 
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addition, a court may void board actions taken in an illegal closed session. You are 

not legally liable if you voted against those actions the board took which caused 

the violation. Therefore, it is recommended that if you believe the purpose stated 

for the motion to close a meeting is not legally sufficient you should vote against 

the motion. In addition, you should confirm that proper notice has been given for 

each board meeting. 

Discussion Questions 

1. What purposes does Wisconsin’s open meetings law serve? 

2. Is it legal to have a meeting agenda item for “other business” or 

“miscellaneous business”? Why or why not? 

3. How might the required recorded roll call vote to hold a closed session 

protect you from personal liability for an open meetings law violation? 

Sources of Additional Information 

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

Contact Information.) 

 Public records / open meetings information from the Wisconsin 

Department of Justice 

 The League of Wisconsin Municipalities’ Open Meeting Law FAQ  

 The League of Wisconsin Municipalities’ Legal Comment on Closed 

Sessions in The Municipality  

 Your municipal attorney, your district attorney, or the Wisconsin Attorney 

General. 

 

This Trustee Essential provides only a general outline of the law and should not be 

construed as legal advice in individual or specific cases where additional facts might 

support a different or more qualified conclusion. 
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The Library Board and the 
Public Records Law 

Wisconsin’s public records law provides that almost all records of state and local 

government (which includes public libraries) be available for inspection and/or 

copying by the public. 

Responding to Requests 

Your library must respond to all requests to view or copy public records made by 

any person (except most requests from individuals who are committed or 

incarcerated). The request need not be in writing, and the requester need not be a 

resident of the state. Generally, you cannot require the requester to give his/her 

name or the purpose of his/her request. Acceptable identification may be required 

only when necessary for security reasons or when required by federal law or 

regulation. 

Public records requests must be responded to “as soon as practicable and 

without delay.” Any denial of a written request for records must include a written 

statement of the reasons for denying the request and must inform the requester that 

the determination is subject to review by mandamus (a writ from a court ordering 

performance of an act) or upon application to the attorney general or district 

attorney. 

What Records must be Made Available for Viewing or 

Copying? 

Except as otherwise provided by law, any requester has the right to inspect or 

receive a copy of any public record. This applies to records in any format—paper, 

computer file, recording, email, etc. 

An important exception to the public records law for libraries is the statutory 

prohibition on release of records that identify an individual who uses a publicly 

funded library (Wisconsin Statutes Section 43.30). This information can be 

released only with the consent of the individual or by court order, to other libraries 

for interlibrary loan purposes (under certain circumstances), or to a collection 

agency or law enforcement agency (in the case of delinquent accounts of any 

individual who borrows or uses library materials or services). Any record produced 

in response to a public records request that contains patron information in addition 

to information which must be disclosed must first be edited to remove any 

information which could identify an individual library patron, such as a patron’s 

name, address, or phone number, and any release of records to a collection agency 

or law enforcement agency must be limited to the individual’s name, contact 

information, and the amount owed to the library. 

The law does not require public access to staff notes, drafts, and similar items 

prepared for staff personal use. Also excluded are purely personal property having 

In This Trustee Essential 

 Actions all boards 

must take to comply 

with the law—before 

and after receiving 

records requests 

 Records that must 

be available to the 

public—and records 

that are confidential 
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no relation to the owner’s public office and material to which access is limited by 

copyright, patent, or bequest. 

Records Custodian Responsibilities 

Every public library board must approve a resolution designating one or more legal 

custodians to respond to public records requests. If the board has failed to make 

such a designation, the library board president and the director are responsible for 

responding to public records requests. The mayor, village president, or town chair 

of your community may have the option of appointing the legal custodian for 

library records. The records custodian(s) must designate one or more deputies to 

act in his or her absence. 

The library board must also approve and prominently display in the library a 

notice identifying the legal records custodian(s), establishing the time, place, and 

method for requesting records, and indicating any copying costs. Generally, public 

records must be available for inspection during all regular office hours. 

Personnel Records 

Common law (judge-made law) allows the denial of certain requests for access to 

public records if the balance of interests favors nondisclosure. Some of the cases 

in which the courts have upheld nondisclosure involve certain personnel records 

of public employees; however, the Wisconsin Supreme Court has also held that 

personnel records are not automatically excluded from disclosure. 

The records custodian is required to balance the public interest in disclosure 

of the record against the interests that may weigh against disclosure. See the 

League of Wisconsin Municipalities page on personnel records and the public 

records law for more information. 

If, after conducting the balancing test, you determine that a requester is entitled 

to the release of personnel records or other records with information compromising 

the privacy or reputation of a person, you should contact your municipal or county 

attorney. It is likely that you will be required to notify the person who is the subject 

of the records and give that person an opportunity to contest the release of the 

records in court. 

You should also be aware that employees and former employees have the right 

to inspect some of the records in their personnel file. The limits to this right are 

spelled out in Wisconsin Statutes Section 103.13. 

If you receive any request for access to personnel records, requests for 

information about applicants for a library position, or any other request that 

involves personal privacy interests, it is recommended that you consult with your 

municipal or county attorney. 

Personal Information Practices Act 

This part of the Wisconsin public records law (Sections 19.62 to 19.80) requires 

state and local government organizations (including libraries) to develop 

procedures to protect the privacy of personal information kept by the organization. 
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Libraries (and all other government organizations) are required to develop rules of 

conduct for employees involved in collecting, maintaining, using, and providing 

access to personally identifiable information. You are also required to ensure that 

employees handling such records “know their duties and responsibilities relating 

to protecting personal privacy, including applicable state and federal laws.” 

Can We Charge for Copying and Other Costs? 

You may charge a fee not to exceed “the actual, necessary and direct cost” of 

reproduction and mailing. A locating fee may be charged only if the “the actual, 

necessary and direct cost” of locating the records exceeds $50. 

Records Retention 

The law strictly prohibits destruction of records that are the subject of a pending 

or recently handled records request. 

Municipal and county governing bodies can adopt ordinances that provide for 

the destruction of obsolete public records. However, the period of time for 

retention provided by these ordinances cannot be less than seven years for most 

records. Library system official records need to be retained at least ten years, as 

required by the Wisconsin Administrative Code. 

Libraries are advised to adopt a record retention schedule. The Wisconsin 

Public Records Board has approved a retention policy that may be used by local 

libraries. A library board must first formally adopt the Record Retention Schedule, 

with or without modifications. Then, the Notification of Adoption can be 

completed and submitted, with two copies, to the State Archivist. Once the form is 

returned with approval of the State Historical Society of Wisconsin and the 

Wisconsin Public Records Board, the library may dispose of records in accordance 

with the approved schedule. 

Tape recordings of meetings may be destroyed 90 days after the minutes have 

been approved and published, if the purpose of the recording was to make written 

minutes of the meeting. 

Prior to destroying public records, you must give the State Historical Society 

at least 60 days written notice. The Historical Society may, upon application, waive 

this notice requirement. The Historical Society will preserve any records it 

determines to be of historical interest. 

Penalties for Violations 

An organization or legal custodian that improperly denies or delays a request may 

be ordered to pay the requester’s attorney fees and other actual costs, besides 

damages of not less than $100. In addition, an organization or legal custodian that 

arbitrarily and capriciously denies or delays response to a request, or charges 

excessive fees, may be required to forfeit not more than $1,000 in punitive 

damages. In addition, there are criminal penalties for destruction or concealment 

of public records with intent to injure or defraud or for deliberately altering public 

records. 
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Discussion Questions 

1. What purpose is served by Wisconsin’s public records law? 

2. Why are library patron records kept confidential? 

3. If the local press requests records related to disciplinary action taken against 

the library director, must those records be disclosed? Why or why not? 

4. How long do we need to retain library board meeting minutes? How long 

should we retain library board meeting minutes? 

Sources of Additional Information 

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

Contact Information.) 

 Public records / open meetings information from the Wisconsin 

Department of Justice at www.doj.state.wi.us/dls/open-government 

 League of Wisconsin Municipalities FAQs on the public records law at 

tinyurl.com/8jvks3o 

 The State Historical Society’s Wisconsin Municipal Records Manual at 

www.wisconsinhistory.org/Content.aspx?dsNav=N:4294963828-

4294963805&dsRecordDetails=R:CS3806 

 Your municipal or county attorney, your district attorney, or the 

Wisconsin Attorney General 

 

This Trustee Essential provides only a general outline of the law and should not be 

construed as legal advice in individual or specific cases where additional facts might 

support a different or more qualified conclusion. 
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