
 

A G E N D A  
CITY OF WAUPUN LIBRARY BOARD MEETING 
Waupun Public Library – 123 S. Forest Street, 

Waupun WI 
Wednesday, April 17, 2024 at 4:30 PM 

 
 
The Waupun Public Library Board of Trustees will meet at 4:30 pm on April 17, 2024, in the Carnegie Room.  The 
public may attend in person or access the meeting online or by phone.  Instructions are provided below: 
 
1. Join Zoom Meeting: 
https://us02web.zoom.us/j/89791265641 
 
2. By phone: 
1-312-626-6799 
Meeting ID: 897 9126 5641 
 
CALL TO ORDER 
  
MINUTES FROM PREVIOUS MEETINGS 
1. March minutes 
  
PERSONS WISHING TO ADDRESS THE LIBRARY BOARD 
  

No Public Participation after this point. 
 
MONTHLY STATISTICS 
2. March statistics 
  
BUDGET SUMMARY 
3. March budget report 
  
CONSIDERATION OF BILLS FOR PAYMENT 
4. April bills 
  
COMMITTEE REPORTS 
5. Evaluation Committee 
  
LIBRARIAN'S REPORT 
6. Librarians report 
7. Reading challenge report 
  
OLD BUSINESS 
  
NEW BUSINESS 
8. Intern Job Description 
9. Library Page job description 
10. Emergency Closing Policy 
 
 
FUTURE MEETINGS AND GATHERING INVOLVING THE LIBRARY BOARD 
11. Tentative next meeting: May 15, 2024, at 4:30 p.m. 
  



ADJOURNMENT 
Upon reasonable notice, efforts will be made to accommodate disabled individuals through appropriate aids and 
services.  For additional information, contact the City Clerk at 920-324-7915. 
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Minutes of the Waupun Public Library Board Meeting 

Wednesday, March 20, 2024 

 

The Waupun Public Library Board was called to order by Bev Martens, President, at 4:30 p.m. on 

Wednesday, March 20, 2024.  Present were Gehl, Schultz, Siebers, Svec, Garcia, and Jaeger. Hintze and 

Sullivan were present via Zoom. Beer was absent. 

 

ARTICLE I:  Motion by Schultz, supported by Svec, to accept the minutes of the February 21, 2024, 

meeting. Motion carried. 

 

ARTICLE II: No visitor appearance. 

 

ARTICLE III:  Monthly Statistics were reviewed. 

a. Circulated/downloaded/loaned: 24,660 items through the end of February. 

b. 8,663 people visited the library through the end of February. 

c. Program attendance up 45% through the end of February. 

 

ARTICLE IV: Current budget was reviewed. 

 

ARTICLE V:  

a. Motion by Siebers, supported by Hintze, to revise the MicroMarketing line item to $330.75 in 

the March bills, producing a new total of $13,907.92. Motion carried 7-0 on roll call. 

b. Motion by Schultz, supported by Martens, to accept the revised March bills.  Motion carried 

7-0 on roll call. 

 

ARTICLE VI: No committee reports. 

 

ARTICLE VII: Librarians’ Report was reviewed. 

 

ARTICLE VIII: No Old Business. 

 

ARTICLE IX: New Business:  

 

a. Gehl and Schultz were appointed to the Evaluation Committee. 

b. Freedom to Read and Freedom to View statements were discussed. 

c. Motion by Siebers, supported by Schultz, to accept the current Library Assistant 2 job 

description as written.  Motion carried. 

 

ARTICLE X: Motion by Martens, supported by Siebers, to adjourn at 4:53 p.m. Motion carried.  

 

*Next tentative meeting: Wednesday, April 17, 2024, at 4:30 p.m. 

 

Marie Svec, Secretary 

MS/bkj 











 

LIBRARY MONTHLY REPORT 
April 2024 

Subject Summary 

Small 
meeting 
area 
project 

Bret and Pam drove up to the KI Learning Center in Green Bay to get a close-up view of 
a WiggleRoom.  We’ll report our findings at the Board meeting. 

Staff hire Brooke Vander Galien has been hired to fill the open part-time desk assistant position.  
Brooke has worked for us in the past, first as a Library Page and then two years as an 
intern. 

Staff 
promotions 

Two Library Pages have been promoted to interns starting the end of May, so we are 
currently accepting applications for Library Page positions. 

Meeting 
Room 
Software 

We are losing our meeting room software, Spaces, because the company will no longer 
be providing it.  We have begun training on Vega Program, which is something the 
Monarch libraries recently started paying for.  We plan to have staff exclusively use 
Vega Program starting April 1, with the public again being able to submit reservation 
requests starting April 15.  We will lose all the data from Spaces after April 30. 

County 
checks 

Out of the four counties we bill for serving rural county residents, we have received 
payment from Dodge and Columbia counties.  We are still waiting for Fond du Lac and 
Green Lake reimbursements. 

Staff 
evaluations 

Staff evaluations have started. 

Copy 
machine 

Pam and Emma met with James Imaging regarding a new copy machine since ours are 
older than ten years. 
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Waupun Public Library - DRAFT 
 

JOB DESCRIPTION 

 

Job Title: Library Intern 

Reports To: Assistant Director 

FLSA: Non Exempt 

Prepared by: Bret Jaeger 

Date Approved by Library Board:  
 

PURPOSE: 

 

Performs work on special projects for the library, which are usually projects not performed by regular staff 

due to time constraints.  Assists other staff with special projects and programs, and acts as support staff 

when needed. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

1.   Performs work on special projects for the library, which can include re-barcoding, parking lot stenciling, 

rebinding collections, scanning documents, moving shelves, repairing equipment, updating databases, 

and re-labeling collections, among others. 

2. Performs circulation desk procedures, such as checking materials in and out, registering patrons, 

collecting fees, answering telephone, etc. 

 

NON-ESSENTIAL DUTIES: 

 

1.   Assist with library programs and displays. 

2.   Perform light housekeeping. 

3.   Perform other related duties as required. 

 

QUALIFICATION REQUIREMENTS: 

 

To perform this job successfully, an individual must be able to perform each duty satisfactorily.  The 

requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE 

 

High school diploma or general education degree (GED); library experience preferred. 

 

KNOWLEDGE AND SKILLS 

 

1.   Ability to communicate effectively with staff and public. 

2.   Ability to effectively present information and respond to questions from patrons. 

3.   Ability to assist patrons with reference questions and mechanical operations of library equipment. 

4.   Ability to maintain a positive attitude and relationship with staff and public. 

5.   Knowledge of library methods and procedures. 

6.   Ability to use computer software and manage computerized files. 

7.   Ability to interpret technical regulations and instructions. 

8.   Ability to read and comprehend safety rules, instructions, policies and procedures. 
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9.   Ability to carry out instructions furnished in written, oral, or diagram form. 

10. Ability to understand and perform routine library procedures. 

11. Knowledge of databases and search methods. 

12. Ability to set priorities in order to meet assignment deadlines. 

13. Ability to assist with library programs and displays. 

14. Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals.  Ability to comprehend and interpret decimals to four places. 

15. Ability to work independently, to determine work to be done, and to set and meet deadlines. 

16. Ability to deal with basic problems or refer to supervisor. 

17. Maintain knowledge and skills through active participation in continuing education activities. 

18. Ability to assist in the training of other personnel. 

 

PHYSICAL DEMANDS 

 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

The employee is regularly required to use hands to perform circulation and cataloging functions via keyboard 

and mouse.  The employee is frequently required to stand, walk, reach with hands and arms, talk and hear.  

The employee is occasionally required to sit, stoop, bend, twist or crouch.  Specific vision abilities required by 

this job include close vision and depth perception. 

 

The employee must regularly lift up to 25 pounds, occasionally lift up to 50 pounds, and occasionally move 

book carts up to 200 pounds (which normally requires about 35 pounds of force).   

 

WORK ENVIRONMENT 

 

Inside work environment.  Noise level is usually quiet.  Possible weekend and evening hours. 

 

OFFICE SOFTWARE AND EQUIPMENT 

 

Regular use of computer business software such as Microsoft Office and the library's automation system 

software, various security and anti-virus software, microfilm reader/printer, copy machine, fax machine and 

telephone system. 

 

Equal Opportunity Employer: The City of Waupun is an Equal Opportunity Employer.  In compliance 

with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified 

individuals with disabilities and encourages both prospective and current employees to discuss potential 

accommodations with the employer. 

 

I have received this job description and if I have any questions will contact my supervisor. 

 

Signature:___________________________________ Date:_____________________ 
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Waupun Public Library – DRAFT revision 
 

JOB DESCRIPTION 
 

 

 

Job Title: Library Page, Library 1 (part-time) 

Report to: Assistant Director 

FLSA: Non Exempt 

Prepared by: Bret Jaeger 

Date Approved by Library Board: 3/17/2021 

 

PURPOSE: 

 

Reshelve library materials, shelf read, maintain materials in the library collection in a neat and orderly 

fashion, empty book drop, check in materials, assist in other support tasks as assigned. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES  
 

1.   Reshelve library materials. 

2.   Shelf read (locate misplaced/missing items). 

3.   Empty book drop. 

4.   Straighten material on shelves. 

5.   Check in library materials. 

6.   Assist staff when needed. 

 

NON-ESSENTIAL DUTIES 
 

1.   Maintain a positive attitude and relationship with staff and public. 

2.   Assist with library programs and displays. 

3.   Fill in as needed for absent Pages. 

4.   Perform light housekeeping. 

5.   Perform other related duties as required. 

 

QUALIFICATION REQUIREMENTS 

 

To perform this job successfully, an individual must be able to perform each duty satisfactorily.  The 

requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

EDUCATION/EXPERIENCE REQUIREMENT 

 

Eligible for a Work Permit (if required).  No experience required. 

 

KNOWLEDGE AND SKILLS 

 

1. Ability to sort efficiently in alphanumeric order. 

2. Ability to understand the Dewey Decimal system of library materials arrangement. 

3. Ability to follow general and detailed instructions. 

4. Ability to understand and perform assigned library procedures. 

5. Ability to perform moderately heavy physical work. 

6. Ability to maintain a regular work schedule. 

7. Working knowledge of English grammar and spelling. 
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LANGUAGE SKILLS 

 

Ability to read and comprehend safety rules, instructions, policies and procedures, short correspondence, 

and memos.  Ability to communicate effectively with staff and public. 

 

MATHEMATICAL SKILLS 

 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals.  Ability to comprehend and interpret decimals to four places. 

 

REASONING ABILITY 

 

Ability to carry out instructions furnished in written, oral, or diagram form.  Ability to understand and 

perform routine library procedures.  Ability to deal with basic problems or refer to supervisor. 

 

PHYSICAL DEMANDS 

 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

The employee is regularly required to use hands to perform circulation and cataloging functions via 

keyboard and mouse.  The employee is frequently required to stand, walk, reach with hands and arms, talk 

and hear.  The employee is occasionally required to sit, stoop, bend, twist or crouch.  Specific vision abilities 

required by this job include close vision and depth perception. 

 

The employee must regularly lift up to 25 pounds, occasionally lift up to 50 pounds, and occasionally 

move book carts up to 200 pounds (which normally requires about 35 pounds of force).   

 

WORK ENVIRONMENT 

 

Inside work environment.  Noise level is usually quiet.  Possible Weekend and evening hours. 

 

OFFICE SOFTWARE AND EQUIPMENT 

 

Regular use of computer business software such as Microsoft Office and the library's automation system 

software, various security and anti-virus software, microfilm reader/printer, copy machine, fax machine 

and telephone system. 

 

Equal Opportunity Employer: The City of Waupun is an Equal Opportunity Employer.  In compliance 

with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified 

individuals with disabilities and encourages both prospective and current employees to discuss potential 

accommodations with the employer. 

 

I have received this job description and if I have any questions will contact my supervisor. 

 

Signature:___________________________________ Date:________________________ 
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