
Library Board

City of Appleton

Meeting Agenda - Final

225 N. Oneida Street

Appleton WI, 54911

225 N. Oneida Street1:00 PMMonday, February 17, 2020

Personnel & Policy Committee

1. Call meeting to order

2. Roll call of membership

3. Action Items

20-0198 Library Table of Organization Change Request - Safety Manager

 

TO Change February 2020 memo.pdf

Attachment - June 2019 memo.pdf

Attachment - January 2018 memo.pdf

Attachments:

20-0199 Establishment of the Library Director's 2020 Performance Goals

 

4. Information Items

20-0201 Inclusive Services Assessment: Discussion of Governance Items Related 

to the Personnel and Policy Committee

a. Library Director Job Position

b. Interpreter Policy

 

Inclusive Services Assessment Trustee Pages October 2019.pdf

APL Library Director Job Description.pdf

City of Appleton Interpreter Policy.pdf

Attachments:

20-0202 Discussion of Library Safety and Security

a. Social Worker in the Library Needs Assessment Update

b. Discussion of how the library's strategic plan guides safety and security

 

StrategicPlan_OnePage.pdfAttachments:

Closed Session

The Committee may meet in Closed Session pursuant to WI Satute 19.85(f)(c) to 

discuss personnel matters and then resume meeting in Open Session.
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5. Adjournment

Reasonable Accommodations for Persons with Disabilities will be made upon Request 

and if Feasible.
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  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, DIRECTOR – APPLETON PUBLIC LIBRARY 
 
DATE:  FEBRUARY 12, 2020 
 
RE:  LIBRARY TABLE OF ORGANIZATION CHANGE REQUEST – Safety Manager 
 

 
All library staff are expected to deal with issues related to safety and security as part of their job.  
However, the primary safety and security responsibilities at the library are currently divided between 
multiple staff.  This workload has grown in volume and complexity and is no longer sustainable.  The 
need for continuous attention to procedures, ongoing training, maintaining relationships with 
neighborhood collaborations, oversight of the guards and the contract with the security company 
deserve the dedicated time and attention of an individual that can provide a cohesive, clear and 
appropriate approach to safety and security. 
 
For to the above reasons, I am recommending the following additions to the table of organization totaling 
$93,805 

• Adding 1 FTE Library Safety Manager in an amount not to exceed $51,376 plus benefits in Pay Grade 
“I” in Library Administration (16010.610100).  Salary projection is based on the mid point of the pay 
grade. 

• Adding $15,000 to the existing Operations Part Time Sub budget (16031.6108000) 
 

Due to recent retirements, I propose the following eliminations to fund the above changes totaling $93,805 

• vacant .5 FTE Library Clerk – Public Services (projected at $16,562) 

• vacant .5 FTE Library Page Clerk – Materials Management (projected at $15, 619) 

• vacant 1 FTE Operations Clerk – Operations (projected at $61,624 / includes benefits) 
 
The Library Safety Manager position will oversee the safety and security of staff, patrons and the library 
facility.  They will be responsible for coordinating, planning, directing and training all library staff in 
issues related to safety and security.  They will provide supervisory leadership to our contracted 
security staff to protect library patrons, staff, collections, moveable property and the facility.  Part of 
their role will include maintaining relationships with law enforcement, library and security staff, as well 
as other city agencies.   
 
Providing safety and security in an environment that prioritizes welcoming and inclusiveness is 
complicated and it is important that as we hire for this position, that we do it with the expectations that 
the library board has in accordance with our library’s strategic plan mission, vision, values and 
objectives.  The Library Board President has referred additional discussion of how the library’s strategic 
plan guides safety and security at the library to occur at this meeting.  This discussion will be helpful to 
us as we search for the ideal candidate and oversee their approach to this work. 
 



Safety and security issues have evolved and become increasingly time consuming and more 
complicated.  Staff are expected to respond to safety and security issues as they arise and over the 
years staff have risen to that expectation admirably.  However, we needed to recognize that we hire 
staff with expertise in different library specialty areas and that this was an area where we needed to do 
the same.  I request you approve these changes to the library’s table of organization.  
 
 
 

Note:  Since 2017 library staff have been providing updates regarding the status of safety and 
security at the library at library board meetings.  Most of you are already familiar with this history 
so rather than repeat this information I have provided copies of the relevant memos in 
conjunction with this memo. 
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  APPLETON PUBLIC LIBRARY 

225 North Oneida Street 

Appleton, WI 54911-4780 

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

 
TO: Appleton Public Library Board of Trustees  
FROM: Colleen Rortvedt, Library Director  
DATE: June 18, 2019 
SUBJECT: Library Safety and Security Update 
 

 
The Appleton Public Library Building and Equipment Committee met on May 29 to discuss library safety and 
security.  At that meeting the committee asked me to provide an update at the board meeting as well as 
describe any necessary board action that would be taken. I currently have no recommendations for actions 
for the library board to take.   
 
Discussions about safety and security at the library are not new and all public entities have an obligation to 
make safety and security a priority.  While we are all grappling with the recent horrors and heroism that 
occurred in our neighborhood last month, our focus has been on the long-term safety and security needs of 
the library. 
 
The library hasn’t embarked on this work alone.  We have had enormous support from our Facilities 
Department, Police Department and the Milwaukee Public Library (MPL) who serves as a Resource Library 
to the State of Wisconsin.  MPL provided us their Security Manager to participate in our security assessment 
and procedure and training updates.   
 
In brief: 

• We have updated procedures, will be developing a mandatory staff training and offering opportunities 

for staff to become familiar with aspects of the building they may not use often. 

• The security guard is covering all operating hours. 

• A security assessment of the building was completed with APD, Facilities and the MPL Security 

Manager.  Updates currently being evaluated and prioritized. 

• An evaluation of the neighborhood was done last week and we anticipate additional changes including 

an added camera, signage, removing or trimming trees that have made it difficult to monitor the 

neighborhood and removal of small structures that tend to encourage loitering. 

• Library staff are researching alternative service models including the possibility of an in house or 

contracted community resource specialist to focus on connecting people facing poverty or 

experiencing homelessness with critical services, making referrals, serving as a conduit to other 

community agencies 

• Staff are receiving training on compassion resilience 

I will continue to provide you with regular updates.  If there is any information you would like please let me 
know. 
 
For more details about the above please read below. 
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Procedures and Training 
Proper procedures and enforcement of policy are possibly the most important things we can do to ensure a 
safe library.  We have updated library policies over the years to be in line with national library standards and 
our local need will continue to do so. 
 
In the past month we have reviewed and updated our active threat procedure with the help of APD’s Threat 
Assessment Officer and the MPL Security Manger.  This procedure will be incorporated into an updated 
mandatory annual training.   
 
Since a key part of any emergency is staff familiarity with the facility, regular opportunities for staff to have 
tours of rarely accessed emergency exits, stairways and alternative routes will be provided.  Our new staff 
orientation will be updated to address safety and security procedures as well.  
 
 
Security Guards 
As you may recall, in January of 2018, the APL Board of Trustees approved a pilot to work with a contracted 
security company due to increased incidents within the library over the past several years.   This funding 
provided a guard afternoons, nights and weekends. That pilot was successful in reducing calls for service to 
APD.  Initially we also experienced a decrease in incidents within the library from 2017 but 2019 has returned 
to 2017 levels.   
 
Importantly, while all staff are still expected to address issues they encounter, the guards allow staff to focus 
on their library work and allow an expert in security to address the behavior issues.  Many of the issues the 
guards deal with are de-escalated by their interaction.  The guards also take the lead on coordination with 
medical emergencies.  While usually not security related, these issues are very time consuming and tend to 
disrupt the building, entrance and parking lot.   
 
After it was determined that additional funding would not be available for security in 2019, staff identified a 
way to continue providing guards in 2019 for the same hours as in 2018 through reducing part time staff 
hours, the library’s materials budget and a one-time savings in our network services contracts.   
  
Following the tragedy outside the library in May, the library director directed the guards to be here during all 
library operating hours.  This will require an additional $10,000 and staff are still working to identify the source 
of the funding and will bring that forward in the future as a budget adjustment.  
 
 
Security Assessment of Building 
The current library facility has had security related upgrades over the years including cameras, a door access 
system, modifications to create doors to staff areas where there were none and other smaller security 
modifications.  However, staff has been careful to do the minimum updates due to the ambiguous status of 
the library building project.   
 
Regardless of what happens with the mixed-use library project the Appleton Public Library will be in this 
current facility for several more years.  Consequently, city Facilities and library staff are working diligently to 
prioritize necessary security upgrades and implement different safety and security tools.  We will do this with 
an understanding that we still do not know the future of the library building but must balance the public and 
staff’s safety.  I will be able to update you more at future meetings. 
 
 
 
Neighborhood 
The library neighborhood is a highly visited area with multiple public entities located adjacent to each other.  
Over recent years our neighbors have disappeared as multiple buildings adjacent to us have been 
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demolished.  The potential for redevelopment in the neighborhood is exciting but in the meantime the library 
works hard to be good stewards of our neighborhood. 
 
Library property ends at the sidewalk in front of the library.  Library staff works closely with our fellow city 
departments of Valley Transit, Department of Public Works, Facilities Management and Appleton Police 
Department as well as private stakeholders and Appleton Downtown Inc to address safety needs outside the 
library’s doors.  This partnership resulted in the neighborhood’s longstanding security guard collaboration. 
 
An evaluation of the neighborhood was done last week and we anticipate additional changes including an 
added camera, signage, removing or trimming trees that have made it difficult to monitor the neighborhood 
and removal of small structures that tend to encourage loitering. 
 
 
Alternative Service Models 
A public library serves as an essential component 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 people in need of 
resources come for assistance.  
 
For many years the library has been involved in partnerships and initiatives to respond positively to the 
changing needs of our community and we continue to work in a proactive way to balance safety and security 
needs with progressive approaches to serving our entire community.   
 
One way libraries are increasingly responding is by employing or contracting with an agency to provide a 
social worker or in-house community resources specialist that focuses on connecting people facing poverty or 
experiencing homelessness with critical services, making referrals, serving as a conduit to other community 
agencies in areas of physical and mental health, housing and providing training to library staff.  This position 
coordinates with local agencies to increase their presence within the library as well, something APL has been 
doing with local agencies in recent years.  Eau Claire recently became the first library in the state to employ a 
community resources specialist.   
 
Locally we are evaluating what type of position might be appropriate and feasible based on local needs.  The 
United Way Fox Cities recently hosted a meeting on our behalf with a variety of providers in these areas to 
discuss this issue and we are evaluating next steps and potential partners.  We are still in preliminary 
discussions on this and any future recommendations will be brought back to the board. 
 
Finally, supporting our staff in new ways will be essential.  Library work has evolved over the years as our 
community’s needs have evolved and we are a key piece of our community’s social safety net.  Earlier this 
year we began working with the Wisconsin Initiative for Stigma Elimination and Rogers Behavioral Health to 
be the first library in the state to focus on compassion resilience.  This program trains in-house staff as 
facilitators and peer supporters to learn from their work in groups or one-on-one as staff understand 
compassion fatigue and develop wellness and resilience strategies.   
 
 

 
 



 

 

 

                                       

 

 

  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. 
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Appleton Public Library Strategic Plan
Vision, Mission, Values and Pillars



Organizational Values
Welcoming

Literacy

Community

Access

Everyone belongs here.

The City of Appleton is the city of literacy and learning.

The library is essential to every person and organization achieving their goals. 

The library is accessible physically, culturally and intellectually. 

Strategic Pillars
Hub of Learning and Literacy

Collaborative Environment

Educate and Inspire Youth

Creation and Innovation

We support and sustain education for all ages.

We connect with partners to share knowledge and information.

We ensure that children and teens find a supportive place for their futures. 

We are a platform that sparks discovery, development and originality.

Engaged and Connected

Enriched Experiences

Services and Programs for All

We focus on how to make a difference in people’s lives. 

We provide experiences that are timely, inclusive and aligned with community interests. 

We give our community opportunities for growth, self-instruction and inquiry.
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