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Have you ever put together a jigsaw 
puzzle only to discover that the last few 
essential pieces are missing?  If  so, then 
you must shop at some of  the same 
thrift stores that I do. But just as missing 
pieces can ruin the experience of  put-
ting a puzzle together, so will missing 
steps in the creation of  your library’s 
policies. Actually, missing steps in your 
policy creation go far beyond the frus-
tration caused by an incomplete jigsaw 
puzzle—they can result in very serious 
liability issues for your library and your 
municipality.
 Wisconsin Statutes authorize the 
library board to establish both “exter-
nal policies” (policies that determine 
how the library serves the public) and 
“internal policies” (policies that govern 
library board operations and library 
management). The development of  ef-
fective library policies is well covered in 
Chapter 10 of  Trustee Essentials: a Hand-
book for Wisconsin Public Library Trustees 
(http://pld.dpi.wi.gov/sites/default/
files/imce/pld/pdf/te10.pdf).
 It is vital that library policies be able 
to withstand the four tests of  a legally 
defensible policy:

 ✔ Test #1—Policies must comply with 
current statutes and case law.

 ✔ Test #2—Policies must be reason-
able (and all penalties must be rea-
sonable).

 ✔ Test #3—Policies must be clear (not 
ambiguous or vague).

Puzzles with all the pieces—library policies

 ✔ Test #4—Policies must be applied 
without discrimination.

 Library policies are not static—they 
should reflect the needs of  the commu-
nity and the library—so regular review/
revision of  policies is essential.  Sample 
policies from a variety of  Wisconsin 
libraries can be found on the Public 
Library Policy Resources page (http://
pld.dpi.wi.gov/pld_policies).  Here 
you’ll also find a helpful overview of  li-
brary policy creation, perfect for sharing 
with library board members and other 
stakeholders: Trustee Training Module 
#2—Development of  Essential Policies for 
Public Libraries (http://pld.dpi.wi.gov/
sites/default/files/imce/pld/pdf/Trust-
ee_TM_Policies_2015.pdf).
 In addition to board-approved poli-
cies, many libraries find it helpful to 

create procedure manuals, especially 
for complex activities like the selection, 
ordering, and processing of  new materi-
als. Procedure manuals outline the steps 
necessary to accomplish various tasks 
and can be especially valuable to new 
staff. Procedures must conform to the 
policies approved by the library board. 
While it’s true that the library board is 
responsible for the entire administration 
of  the library, your library will operate 
most effectively if  the board delegates 
responsibility for the development of  
procedures and the day-to-day supervi-
sion of  library operations to the library 
director.
 Note: More information about library 
policies can be found on the SCLS website at 
www.scls.info/management/policies/index.
html. v
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SCLS staff contacts: 
For more information about Wisconsin library law, trustee 
responsibilities, or library administration, or if  you have 
questions about library advocacy, marketing, or just print-
ing Trustee Essentials, please contact Mark Ibach, SCLS 
Consulting Services Coordinator, at (608) 246-5612 or 
mibach@scls.info. v

2014 Annual Report process update
The 2014 Annual Report process concluded for member li-
braries of  the South Central Library on Monday, March 2, 
the deadline for all reports to be submitted to the Department 
of  Public Instructions Division for Libraries and Technology 
(DLT). All signed library reports and supporting documenta-
tion were submitted by the deadline.
 While data from the annual reports has not yet been ag-
gregated, several trends became apparent during the review 
process.
 While circulation was down to varying degrees for many 
libraries, the numbers of  library programs continued an up-
ward trend, as did attendance at these programs. Included in 

this upward trend was an increase in the number of  adult pro-
grams and fairly significant increases in attendance. Library 
visits also remain strong and support the notion of  the public 
library as a destination in most communities.
 Also up was patron usage of  the OverDrive eBook and 
audiobook collections available through Wisconsin’s Digital 
Library (http://dbooks.wplc.info). This statewide collection is 
funded by local libraries in response to growing local demand.
 The 2014 Annual Report Data adds to the more than 120 
year library history reflected in state data, and this local docu-
ment is an excellent tool for library boards to use as a spring-
board to share quantitative data about the important role their 
library plays.
 In our changing world, the library picture is more than just 
circulation of  the physical items on the shelves. Libraries are 
dynamic places of  learning, education, and recreation. They 
are the institutions to which people turn when they need help 
with a resume, completing online job applications, starting a 
new business, researching vacation options, and making im-
portant/expensive purchases.
 Use this data to promote your library’s community value. v  


