
2021-2023 Strategic Goals: <Resource><Staff><Community><(Tech)Planning> 

Notice: It is possible that members of, and possible a quorum of other governmental bodies of the Village may be in attendance at the above-stated meeting to gather 
information. No action will be taken by any governmental body at the above stated meeting other than the governmental body specifically referred to in the above notice. 
Please note that, upon reasonable notice, good faith efforts will be made to accommodate the needs of disabled individuals through appropriate aids and services.  For 
additional information or to request this service, contact the Village Administrator /Clerk at 262-783-2525 at least 24 hours in advance of the meeting. 

PUBLIC NOTICE 
Meeting: Library Board of Trustees 
Tuesday, September 13, 2022, at 6:00 PM  
Butler Public Library, 12808 W. Hampton Avenue 

THIS MEETING IS SCHEDULED TO TAKE PLACE IN PERSON AND VIRTUALLY. 
https://us02web.zoom.us/j/87665030063?pwd=VVJGN1UybVVxSkVYam5lTFFndW94QT09 

Meeting ID: 876 6503 0063 Passcode: cna9bCHA 
PLEASE TAKE NOTICE that the Library Board will meet on the 13th day of September 2022 at 6:00 PM, at 
which time and place the following items of business will be considered and possibly acted upon: 

1. Roll call
2. Persons Desiring to be Heard (3-minute limit per person)
3. Trustee Education

3.1. Review Communications Policy [Goal #3: Community Alignment] 
3.2. Review Solicitation and Library Records policies [Goal #1: Resource] 
3.3. Trustee Training Week Recap 

4. Communications – please refer to the Directors Report for additional items
4.1. Quarterly Technology Review [Goal #1: Resource] 
4.2. Update – Safety Protocols [Goal #2: Staff] 
4.3. Update on Community Input Gathering project [Goal #3: Community Alignment] 
4.4. Update on Budget discussions with Village [Goal #1: Resource] 
4.5. Update on fund-raising activity [Goal #1: Resource] 
4.6. Other Communications  

5. Consent Agenda
Note:  Prior to voting on the Consent Agenda, items may be removed at the request of any Board
Member and placed on the agenda under New Business.
5.1. Consideration of minutes: August 8, 2022 
5.2. Current Financial Report  
5.3. Current Circulation and Use / Hoopla / Program & Activity Reports 
5.4. Director’s Report 

6. Old Business
7. New Business

7.1. Discussion and possible approval of Patron Conduct Policy [Goal #3: Community 
Alignment] 

7.2. Discussion and possible approval of Supporters of the Library Policy [Goal #3: Community 
Alignment] 

7.3. Consideration to adjourn into Closed Session under Wis. Statutes 19.85 (1)(c) to consider 
the employment, promotion, compensation or performance evaluation of any public 
employee. Items of Discussion:  
7.3.1. Director’s Probationary Period Closure 
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2021-2023 Strategic Goals: <Resource><Staff><Community><(Tech)Planning> 

Notice: It is possible that members of, and possible a quorum of other governmental bodies of the Village may be in attendance at the above-stated meeting to gather 
information. No action will be taken by any governmental body at the above stated meeting other than the governmental body specifically referred to in the above notice. 
Please note that, upon reasonable notice, good faith efforts will be made to accommodate the needs of disabled individuals through appropriate aids and services.  For 
additional information or to request this service, contact the Village Administrator /Clerk at 262-783-2525 at least 24 hours in advance of the meeting. 

7.4. Open session - After completion of business in Closed Session, reconvene into Open 
Session to consider possible action(s) with respect to closed session agenda items.  

8. Schedule next meeting: October 11, 2022
9. Adjournment

Dated: September 7, 2022 
Genavieve Danes Charlene M Benjamin 
Director President 
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List of Documents – September 2022 
Item Pages Relevant Document(s) 

 1-2 Agenda  

 3 List of Documents 

3.1 4-7 Communications Policy 

3.2 8 Solicitation and Library Records policies 

4.1 9 Computer Log Percentage Use (also sent separately as xlsx 
file) 

4.2 10 Safety Measures 

5.1 11-12 August 8, 2022 Minutes 

5.2 13-14 Financial Report 

5.3 15 Circulation & Use/Hoopla & Programming Reports 

5.4 16 Directors Report 

6.1 17-25 Patron Conduct Policy & Attachments 

6.2 26-32 Supporters of the Library Policy & Attachments 

7.3.1 Distributed at the 
meeting 

Director’s Interim Goals 

 
Patron Conduct Policy 
 



Communications Policy 
Approved February 13, 2012 
Updated ____________ 

This policy covers the public relations goals of the library, specific social media 
goals, and the use of display spaces in and outside of the library. 

Public Relations 
The public relations goals of the Butler Public Library (the Library) are: 
1. To promote a good understanding of the library’s objectives and services among

governing officials, civic leaders, and the general public.
2. To promote active participation in the varied services offered by the library to

people of all ages
Every person connected with the Library is engaged in public relations. Board of 
Trustee members and staff members represent our Library in every public contact.  
The Director is expected to make presentations and participate in community 
activities to promote library services. A reasonable amount of library time will be 
allowed for preparation and speaking. Materials to be used by press, radio or 
television will be approved by the director. 
The annual budget will, as far as possible, include funds to cover costs for printing, 
supplies, and miscellaneous items related to the public relations effort. 

Social Media 
This policy is not intended to replace other library policies, but supplements those 
policies. This Policy is in addition to the library’s Computer, Internet, and Wireless 
Use Policy, which covers areas of social media not included in this policy. This 
policy applies to all Library staff as well as library patrons, whether registered with 
the library or not. 
Definition: Social media is defined as any website or application that allows users to 
share information electronically. This includes blogging, instant messaging, social 
networking (on websites like Facebook and Twitter), and wikis. 
The Library is committed to using current forms of social media to become more 
accessible to users and promote library services and resources more widely. 
The Library treats online social media the same as other information resources and 
communication channels. As with more traditional resources, the library does not act 
in place of or in the absence of a parent. The Library is not responsible for enforcing 
restrictions which a parent or guardian may place on a minor’s use of this resource. 
Disclaimer: All social media sites used by the library contained the following 
disclaimer: “This site is for discussion purposes only and does not reflect the official 
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views of the Butler Public Library. Any views expressed on this website are those of 
the individual post author only. The Butler Public Library accepts no liability for the 
content of this site.”  
Rights of the Library 
The Library Director (the Director) and/or designated staff reserve the right to 
monitor content before it is posted on all of its social media applications, web sites 
and web accounts, and to modify or remove any messages, tags or postings that they 
deem to be abusive, defamatory, in violation of copyright, trademark right or other 
intellectual property rights of any third party, or otherwise inappropriate use of the 
service. 
Attribution 
In accordance with various international, federal, state, and local laws, Library staff 
will make every attempt to protect copyrighted or other intellectual property rights. 
Staff and patrons are asked: 

• When quoting another blog or publication, be sure to link to the original (if
possible) and use quotation marks or black quotes

• When using images or other media found elsewhere on the web, attribute
credit to the author or creator via hyperlink

Appropriate Content 

• Notice of upcoming library meetings or events

• Information about library services, trends, or technologies

• Discuss books or virtually host a book club

• Promotion of the Library on the library’s system, library association or other
professional bodies related to the Library’s activities

• Content of all press releases

• Library policies and procedures

• Communication between library staff and the library community regarding
Library work and/or projects

• Training and continuing education opportunities
Inappropriate Comments 

• Obscene or racist content

• Personal attacks, insults, or threatening language

• Potentially libelous statements

• Copyrighted or plagiarized material

• Private, personal information published without consent

• Comments unrelated to the content of the forum
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• Hyperlinks to material that is not directly related to the discussion or library

• Commercial promotions or spam
Social Media Links: Social media posts, especially on the Facebook page, may be 
linked to other pages (known as Friends pages) which are not created or maintained 
by the Library.  
The library is not responsible for the content on these Friends pages. The library does 
not endorse any information, opinions, services, graphics, or advertisements available 
for viewing on Facebook. In the case of Facebook, library staff can remove any 
Friend from its own Facebook page. 
The Library affirms the right and responsibility of parents/guardians to determine and 
monitor their minor children’s use of the Internet. (Minors are defined in this policy 
as children and young people under the age of 18 years). Parents are responsible for 
their minor children’s use of the library’s resources and facilities. Parents who believe 
that their children cannot responsibly use the library’s Internet access, including 
access to social networks, may choose to not allow their child access to the Internet at 
the library by completing a “Parental Opt-Out for Internal Access” form. 
We encourage participants to use their real names; offensive screen names are not 
acceptable. 

Public Notice Bulletin Board/Electronic Monitor 
The library maintains bulletin boards, brochure racks, and an electronic monitor for 
sharing library, community, or public service information and materials of 
educational or cultural interest. 
The library board subscribes to the tenets of the Library Bill of Rights, which states in 
part “Libraries which make exhibit spaces and meeting rooms available to the public 
they serve should make facilities available on an equitable basis, regardless of the 
beliefs or affiliations of individuals or groups requesting their use."  
The uses made of library display and exhibit space shall conform to the Library Bill 
of Rights, which is found on page Error! Bookmark not defined..  
Approval of a display or distribution of handout materials does not indicate 
endorsement of any cause or activity. 
All materials for display or distribution must be submitted for approval by designated 
library staff members. 
Because space is limited, materials will be posted and/or distributed in this order of 
priority 

• Butler Public Library and Waukesha County Federated Library System
announcements and publications.

• Friends of the Butler Public Library announcements and publications.

• Village of Butler and Waukesha County government announcement and
publications.
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• State of Wisconsin and federal government announcements and publications.

• Civic, recreational, cultural, and educational announcements and publications
for not-for-profit organizations. If space is limited, priority will be given to
events and organizations in the immediate Butler area.

Displays and Exhibits 
As an educational and cultural institution, the Library welcomes exhibits and displays 
of interest, information an enlightenment to the community. Displays of handiwork, 
historical material, nature study, or any other material deemed of general interest may 
be exhibited. The Director has the authority to accept or reject material offered for 
display based on its suitability for the community. 
The library assumes no responsibility for the preservation or protection, and no 
liability for possible damage or theft of any item displayed or exhibited. All items 
placed in the library are there at the owner’s risk. 
A release must be signed by the exhibitor before any display or exhibit can be placed 
in the library.  

Release Form on pg. Error! Bookmark not defined. 
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Solicitation Policy 
Approved 2019 
Revised ____ 

Patrons or staff may not be solicited while on public library property or property 
under the control of the public library. The act of soliciting includes the sale or 
distribution of merchandise, sales materials, tickets, insurance, coupons, magazine 
subscriptions, political campaign material, or anything not connected with the work 
of the library. 
The only exception to the non-solicitation policy is the following: 

• Solicitations and fund-raising projects sponsored by the library staff and
approved by the Director and Library Board of Trustees, or by the Friends of
the Library.

Library Records Policy 
Approved 2019 
Revised ____ 

The library overseas state and federal laws regarding the disclosure of personal 
information in library records. 
The library specifically recognizes that its records are confidential in nature. 
Confidential records include but are not limited to circulation records, registration 
records, reference requests, reference and Internet searches, computer signup sheets 
and interlibrary loan requests. 
Legislation such as the USA Patriot Act expands the scope of inquiries by law 
enforcement into library records, but library users’ rights to privacy and 
confidentiality remain unchanged. 
All library workers are advised that confidential records shall not be made available 
to private citizens or any agency of state, federal or local government, except 
pursuant to such process, order or subpoena as may be authorized under the authority 
of, and pursuant to, federal, state, or local lock retaining to civil, criminal, or 
administrative discovery procedures or investigatory power. 
In the event of a request for information about a confidential record, from a federal, 
state, or local agency, staff should contact the Director or designate. The Director will 
request legal advice from the village’s attorney. No action should be taken without 
the Director’s authorization. 
The Butler Public Library resists the issuance of enforcement of any such process, 
order, or subpoena until such time as a proper showing of good cause has been made 
in a court of competent jurisdiction. 
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Actual Hours 

Available / 

month

Count of Hours 

Used

Percentage 

of Use

January 1018.5 178.50 January 17.5%

February 972.0 166.60 February 17.1%

March 1111.5 234.30 March 21.1%

April 1006.5 179.25 April 17.8%

May 1042.5 222.50 May 21.3%

June 1065.0 216.00 June 20.3%

July 960.0 244.00 July 25.4%

August 1111.5 August 0.0%

September 972.0 September 0.0%

October 1041.0 October 0.0%

November 961.5 November 0.0%

December 1123.5 December 0.0%
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Safety Protocols currently in place: 
No fewer than 2 staff members in the building during open hours. 

Working alone leaves staff vulnerable to harassment, attack or undue stress. Having an extra 
person who can provide backup, make a discreet phone call if needed or step in and defuse a 
situation before it escalates is a crucial first step in safety. 

Cameras filming in 3 high traffic areas. 
Cameras provide the security of watching patrons leave, confirming that the lot is empty at the 
end of the night and allowing accurate follow up if an incident is questioned. Cameras facing all 
entrance and exits without showing the circulation desk, computers or other spaces that may 
violate privacy laws keeps everyone safe without sacrificing individual privacy. 

Panic Button at Circulation Desk. 
The discreet panic button (located on the underside of the sorting table) allows staff to call 
directly to the BPD without alerting the action. BPD response time is very quick and they do a 
thorough sweep of the outside of the building in addition to the inside of the building while 
checking in with staff to ensure their safety.  

Staff Only signs on all rooms that are not open to the public. 
Signs clearly alerting patrons to areas that are off limits to the public help prevent patrons from 
pushing into staff personal space or gaining access to personal information from Polaris or other 
programs. With the rise of First Amendment Audits clear markers provide a safe space that staff 
can calmly navigate the audit and alert BPD if needed. 

Attic access limited. 
The pull cord for the attic ladder has been secured to the wall making it less obvious and less 
accessible.  
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Minutes of Butler Public Library Board Meeting – August 8th, 2022 

Minutes not formally approved until next Library Board meeting on September 13th, 2022 

Meeting was called to order by Charlene Benjamin at 6:00pm 

1) Members Present
a) Charlene Benjamin, Roger Benjamin, Michael Bates, Genavieve Danes, Karl DeBelack,

Andy Kristensen, Robert Kraus, Laura Meyer,
b) Absent (Excused):
c) Guests: Carol Zuba, Pat Tiarks, Paul Kasdorf

2) Persons Desiring to be Heard
a) Charlene Benjamin described a fund-raising activity proposed by Bill Benjamin. This

involves building a children’s playhouse in the parking lot of the library, then raffling off
the structure to raise funds to support the Library budget directly. Bill is seeking
volunteers for the building, and donors for materials. Several questions need answers
before we can proceed. However, the Friends of the Library have expressed their interest.
The Board is also interested in this activity.

3) Trustee Education
a) Patron Conduct Policy – a few suggestions regarding how disruptive Youths (11-18) will

be handled. Charlene Benjamin will update the policy.
4) Communications

a) Community Input Gathering – 13 surveys were collected at National Night Out on
August 2nd, another 10 surveys were handed out. Online version to be available by the
end of the week.

b) Blood Drive – Robert Kraus volunteered to manage the Blood Drive on Monday,
September 12th.

5) Consent Agenda
a) Consideration of minutes: July 12, 2022
b) Current Financial Report
c) Current Circulation and Use / Hoopla / Program & Activity Reports
d) July Director’s Report
e) Robert Kraus asked for his last name to be corrected. There is no final “e.” Charlene will

make that change. Motion to accept consent agenda by Michael Bates, seconded by Laura
Meyer, motion carried unanimously.

6) Old Business
a) Review and possible approval of the Reference Service Policy.

i) Motion to accept by Robert Kraus, seconded by Roger Benjamin, motion carried
unanimously.

7) New Business
a) Discussion and possible approval of the Waukesha County Library Standards

Certification.
i) Motion to accept by Mike Bates, seconded by Karl DeBelack, motion carried

unanimously.
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b) Discussion and possible approval of the draft 2023 Library Budget to be submitted to the
Village.
i) Motion to accept by Roger Benjamin, seconded by Mike Bates, motion carried

unanimously.
8) Schedule Next Meeting

a) September 13, 2022 at 6pm
b) Will continue to offer both Zoom and in-person meeting availability.

9) Adjournment
a) Motion to adjourn by Laura Meyer, seconded by Roger Benjamin, motion carried

unanimously at 7:02 PM.
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Circulation & Use Numbers
2021 Jan  Feb  March  April  May  June  July  Aug  Sept  Oct  Nov  Dec      TOTALS

Patron/Visitors‐2021 824 965 1,100 1,068 1,038 1,559 1,457 1,479 1,431 1,423 1,361 1,402 15,107

2022 1,383 1,301 1,728 1,667 1,464 1,942 1,854 1,798 13,137 Year to date

Circulation 
Adult  ‐ 2021 1,396 1,302 1,131 1,154 1,169 1,410 1,386 1,319 1,328 1,399 1,221 1,270 15,485

2022 1,221 1,065 1,174 1,036 1,159 1,223 1,274 1,304 9,456 YTD

Children ‐2021 1,422 1,540 971 940 984 1,144 1,210 1,500 1,461 1,345 1,515 1,071 15,103

2022 1,257 1,454 1,504 1,233 1,510 1,627 1,529 1,451 11,565 YTD

Total Circulation ‐2021 2,818 2,842 2,102 2,094 2,153 2,554 2,596 2,819 2,789 2,744 2,736 2,341 30,588

2022 2,478 2,519 2,678 2,269 2,669 2,850 2,803 2,755 21,021 YTD

  E & Audio Books ‐2021 91 72 97 84 115 79 74 90 102 103 115 110 1,132
2022 88 119 119 106 100 75 99 110 816 YTD

Total Circ with E‐books ‐ 2021 2,909 2,914 2,199 2,178 2,268 2,633 2,670 2,909 2,891 2,847 2,851 2,451 31,720

2022 2,566 2,638 2,797 2,375 2,769 2,925 2,902 2,865 0 0 0 0 21,837 YTD

New Library Cards‐2021 5 14 13 7 7 23 12 14 14 19 7 11 146

2022 8 9 17 10 12 11 15 8 90 YTD

Computer Use 
(Sessions) ‐2021 158 172 196 211 204 261 215 222 255 279 246 210 2,629

2022 199 204 247 219 221 238 267 284 1,879 YTD

Conference Room
Scheduled/Occupied ‐ 2021 0 0 3 6 8 10 9 12 14 22 16 9 109

2022 8 9 11 13 10 9 9 7 76 YTD

Patrons ‐ 2021 0 0 21 32 28 39 46 32 70 67 54 22 411

2022 36 42 50 68 37 36 20 39 328 YTD

Hoopla
Monthly Cost ‐ 2021 $7.60 $12.54 $21.21 $19.30 $18.57 $13.40 $29.99 $15.29 $137.90

Monthly Cost ‐ 2022 $7.81 $12.19 $5.98 $2.99 $13.68 $11.57 $5.63 $22.77 $82.62 YTD

Unique Patrons ‐ 2021 2 3 3 3 3 4 6 3

Unique Patrons ‐ 2022 2 3 2 1 4 2 1 3
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In-person
Group attending Young Child (0‐5) Child (6‐11) Young Adult (12‐18) Adult (19+) Print Date 9/7/2022

Number of 
Programs
Total Program 
Attendance

 Not 
available 503  Not 

available 172  Not 
available 14  Not 

available 59  Not 
available 681

14. NEW for 2022! Total Program Statistics by On-site, Off-site, and Live, Virtual
In-person
Group attending Young Child (0‐5) Off‐site Young Adult (12‐18) Adult (19+) General Interest (all ages)

Self Directed

Number of 
Programs 53

Total Attendance 1019

remove column above before submitting Official Report

1. Self-Directed Activities
Individual ParticipantsYoung Child (0‐5) Child (6‐11) Young Adult (12‐18) Adult (19+) General Interest (all ages)

Number of Self-
Directed Activities

Total Self-Directed 
Activity Participation

III. LIBRARY SERVICES - Part 2
When Reporting Method is "Total program statistics"
11. Total Program Statistics  = In-person Programs and Attendance + Live, Virtual Programs Attendance (not asynchronous viewers)

11a. Young Child (0-5) 11b. Child (6-11) 11c. Young Adult (12-18) 11d. Adult (19+) 11d. General Interest (all 
ages)

36 8 1 11 15

14a. On-site In-person 14b. Off-site In-person 14c. Live, Virtual

70 1 0

1149 280 0

XIII. SELF-DIRECTED ACTIVITIES

1a. Young Child In-person 
Programs (0-5)

1b. Child In-person Programs 
(6-11)

1c. Young Adult In-person 
Programs (12-18)

1d. Adult In-person Programs 
(19+) 1e. General Interest (all ages)

0 15 16 11 11

0 551 67 87 314
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Director’s Report 

September 2022 

It’s been a fairly quiet month here at the library as we wind down the summer and prepare for a new 
school year. We’ve consolidated the RR books and magazines and shifted that entire area, go take a look 
at all the book group bundles on display and the first few items in our Library of Things (LoT)! 

Speaking of magazines, the titles we currently have are paid through next summer but our renewals 
have been cancelled and since cancelling early would not give us any financial gain we will continue to 
circulate them until they finish their current subscription. It will also give us time to beef up our LoT to 
keep the shelves nice.  

My first class for my certification starts Sept 1. I did receive my temporary license from DPI but I’m 
excited to get to work on the real thing! 

I have applied for the UW East Asia grant again, you’ll remember that we were awarded $1000 for new 
books in the past. In addition to many new books & DVDs I also requested funds for a few LoT items, a 
set of ramen bowls and a dumpling maker to use with some of the new cookbooks!  

Efforts are being made to increase Adult Programming with an emphasis on providing programming that 
can be shifted to passive programs or reused as teen/children’s programming in order to conserve 
resources and staff creativity. We welcome any feedback on current offerings or on potential future 
programming! 

The Plinko Board is up and running in the kids department. It’s not the prettiest but the colors are bright 
and the coins make fun sounds when you drop them in! In the couple of weeks it was up it brought in a 
little under $6.  

I’m also refinishing a bags games with old book pages and it will be available for circulation soon. I was 
gifted a Little Free Library kit many moons ago and finally got around to building it and will be working 
with the Friends Group to find a good spot for it around town. In addition to being great advertising, we 
can use it to handle some of the back stock of donations. 

Continuing to try to keep our tech support budget down McKenzie & I worked with Bridges Tech staff to 
update the slow moving Café PC and it is running much smoother now! Unfortunately they were not 
able to help us remove some firewalls preventing the public PCs from updating so we did have to call 
Taylor to help us work through that issue. 

Employee reviews will be held in September as schedules allow. This will also be a time to reassess 
assignments and responsibilities in light of the new hours of operation in the new year.  
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Patron Conduct Policy 
Approved ____ 

This policy seeks to preserve a safe atmosphere in the library, where patrons use 
library services and materials without disturbance, and staff feels safe while 
conducting their duties.  
Under the provisions of Chapter 43 of the Wisconsin State Statutes, specifically 
section 43.52(2), the Library Board of Trustees may enact regulations that serve to 
ensure the safety of all library staff and patrons, protect the materials collection, and 
maintain order in the library.  

Code of Conduct 
The use of the library is a privilege. Appropriate conduct by patrons of the library will 
assure a pleasant and safe environment. Appropriate behavior includes respect for 
staff and other patrons so that all may comfortably use the services and facilities of 
the library. This includes avoiding language and behavior that is inappropriate for a 
public building where young children are present. 
Inappropriate behavior in the library infringes on the rights of all patrons to enjoy and 
use library services. Inappropriate behavior includes activities that unduly disturb 
others, interferes with library operations, or damages property. It also includes 
profanity, abusive or harassing language, racial slurs, or other behavior that is 
disruptive in a public place. 
Library staff have the authority to issue an immediate ban lasting up to forty-eight 
hours from the library facility and/or property. Staff must document this action, which 
is at their sole discretion based on the patron’s behavior. The ban must be based on 
the disruption caused by the patron.  
Library staff should contact local law enforcement if they require assistance. 
The Library Director or designee has the authority to issue extended bans from the 
library facility and/or property of up to one year per incident.  
A patron may appeal an extended ban from the library facility and/or property to the 
Library’s Board of Trustees at its next regularly scheduled meeting. The Board’s 
decision shall be final.  

Provisions for Children (ages 0 to 10): 
Library staff do not assume responsibility for the care of unsupervised children in the 
library. A parent or responsible person must accompany all children aged 10 or under 
while in the library, including attendance at programs.  
Staff may issue unofficial (undocumented) verbal warnings to disruptive children 
and/or to the parent/responsible person.  
If children continually disrupt normal library programs or services, staff will follow 
the escalation procedure outlined below.  
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Provisions for Youths (ages 11 to 18) & Adults 
Youths may be in the library without an adult. They must avoid disruptive behavior. 
Staff may issue unofficial (undocumented) verbal warnings to Youths and Adults if 
they create disruptions.  
If either Youths or Adults are so disruptive that they interrupt normal library 
programs or services, and will not heed unofficial warnings, staff will follow the 
escalation procedure outlined below.  

Escalation Process – Repeated Disruptions: 
Staff must follow the Escalation process described below if any patron engages in 
repeated or serious disruptions. Staff members must complete an Incident Report 
throughout this process. All written reports may become a public record under 
Chapter 19 of the Wisconsin Statutes. 

Stage 1 — Formal Verbal Warnings 
Formal verbal warnings must be issued discretely and courteously. Formal verbal 
warnings should clearly state what the disruptive behavior is, and what impact it has 
on other patrons and/or the staff.  
Staff must document formal verbal warnings on an Incident Report to provide a 
continuous record of the interactions with a patron of any age. The patron does not 
receive a written copy of this warning.  
If a second formal verbal warning is issued, staff must also document this on the 
Incident Report.  
First and second formal verbal warnings may be issued on the same day, or within a 
reasonable time of each other.  
If the patron ignores a second formal verbal warning, staff may ask the patron to 
leave the library for the day.  
If Youths are involved, staff must contact the parent or guardian of the youth and ask 
them to pick up the youth promptly. During that contact, staff must explain the 
situation and the youth’s behavior. Youths may wait safely inside the library until the 
adult arrives.  

Stage 2 — Written Warnings  
If patrons continue to be disruptive after receiving two formal verbal warnings, staff 
may issue a written warning using the same Incident Report. The written Report 
should include a description of the behavior, and impact it has on staff and/or other 
patrons.  
Both the staff member and the patron should sign the Report. If the patron does not 
sign, staff will make note on the Report that the patron refused to sign.  
Staff may ask the patron to leave the library for the rest of the day after receiving a 
written warning, at the discretion of Library staff.  
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Staff must notify the Director about the incident immediately, either in person or via 
email and phone call. Staff provides the signed copy of the Incident Report to the 
Director as soon as possible.  

Stage 3 – Director-Managed Repeated Behavior Action 
If, following a written warning, a patron continues to be disruptive, staff can ask the 
Director to move to Stage 3. At Stage 3, the Director can ban a patron from the 
library for a period of up to one month.  
The Director manages all Stage 3 interactions with a patron and provides a copy of 
the accumulated Incident Report. The report must detail the disruptive behavior and 
its impact, and clearly indicate the start and end dates of the ban. 
Once the ban expires, the Director may ban any patron who continues disruptive 
behavior for up to an additional twelve months. The Director continues to document 
behaviors (and their impact) on the original Incident Report. The patron also receives 
a copy of the Incident Report.  

Exemption1: Immediate Ban of Patron 
The Director or designee may bypass the above process and ban a patron from using 
the library for a definite period – or permanently – when a customer engages in 
seriously dangerous or illegal behavior. Examples of such behaviors may be, but are 
not limited to:  

• Engaging in any physical violence directed at staff or public.

• Threatening physical violence against staff or public

• Behaving in a manner that leads staff to believe that there is a substantial risk
of violence

• Engaging in behavior to such an extent that staff needs to call police officers
to assist with stopping the disturbance or removing the disruptor from the
library

• Vandalizing library facilities or collections

• Theft of library materials

The patron receives a copy of the Incident Report, and the Director will advise the 
Library Board immediately.  
Right to Appeal 

Any person banned from the library for a period of one year or longer may request a 
hearing before the Library Board at its next regularly scheduled meeting. 

Exemption 2: Immediate Ban of Patron under age 18 
If the patron is under the age of 18, the Director may follow the procedure outlined in 
Exemption1 with the following modifications: 

• The Director or designee may ban the patron from using the library unless
accompanied by a parent or legal guardian.
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• The Director must provide written notice to the patron’s parents or legal
guardian.

• The Director must advise the Library Board of the action.
Right to Appeal 

Any parent or legal guardian of a patron banned under the provisions of Exemption 2 
may request a hearing before the Library Board at its next regular regularly scheduled 
meeting. 

Library Board Appeal 
Should a patron or the parent/legal guardian of a patron appeal to the Library Board 
after a ban for 12 months or longer, the Board will consider the situation based on the 
following criteria: 

• Did the staff and Director have reasonable cause to ban the patron from the
library?

• Does the patron acknowledge the impact of their past behavior on the staff
and the library’s ability to provide services to all patrons?

• Does the patron agree to use the library in accordance with the Code of
Conduct in the future?
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File: Butler Public Library Patron Conduct Incident Report - Copy.docx; approved 2022 

Butler Public Library Patron Conduct Incident Report 
Refer to the Patron Conduct Code for instructions. Use one Incident Report form for all 
related incidents.  
Name, address, and phone number of the patron(s) involved. Include the parent/responsible 
person’s information if a patron under 18 is involved.   

[Type of incident], Time and date of action taken 
[A] Stage 1, 1st Verbal Warning Time: _________ Date: ___________ 
[B] Stage 1, 2nd Verbal Warning Time: _________ Date: ___________ 
[C] Stage 2, Written Warning Time: _________ Date: ___________ 
[D] Director only: Stage 3, Repeated
Behavior Action Time: _________ Date: ___________ 
[E] Exemption 1: Immediate Ban, adults Time: _________ Date: ___________
[F] Exemption 2: Immediate Ban, under 18 Time: _________ Date: ___________

Describe the incident and actions taken. Describe all incidents related to the patron(s) listed 
above. Include the [type] of incident, your direct observations, comments from patron(s) 
involved, and from any witnesses. Continue description on a second page, and attach here, if 
more space is required.  

Continued on back:  
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File: Butler Public Library Patron Conduct Incident Report - Copy.docx; approved 2022 

List name, address, and phone number of any witnesses here (other than staff). 

Customer asked to leave the Library:  ________________ (Time /Date(s) 

Police were called and responded:  ________________ (Time /Date(s) 

Patron appealed ban:  ________________ (Time /Date(s) 

Patron signature(s) & date(s) signed: 

Staff signature(s) & date(s) signed: 
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File: Patron Conduct Incident Report Samplew - Copy.docx; approved 2022 

Butler Public Library Patron Conduct Incident Report 
Refer to the Patron Conduct Code for instructions. Use one Incident Report form for all 
related incidents.  
Name, address, and phone number of the patron(s) involved. Include the parent/responsible 
person’s information if a patron under 18 is involved.   

John Jason, 12344 W Uptown Avenue, Butler, WI 53007; 414-555-
5555 

[Type of incident], Time and date of action taken 

[A] Stage 1, 1st Verbal Warning Time: 12:02 pm__ Date: _08/08/2028_ 

[B] Stage 1, 2nd Verbal Warning Time: 3:15 pm___ Date: _08/08/2028_ 

[C] Stage 2, Written Warning Time: 11:00 am  Date: _09/05/2028_ 

[D] Director only: Stage 3, Repeated
Behavior Action Time: _________ Date: ___________ 
[E] Exemption 1: Immediate Ban, adults Time: _________ Date: ___________
[F] Exemption 2: Immediate Ban, under 18 Time: _________ Date: ___________

Describe the incident and actions taken. Describe all incidents related to the patron(s) listed 
above. Include the [type] of incident, your direct observations, comments from patron(s) 
involved, and from any witnesses. Continue description on a second page, and attach here, if 
more space is required.  

[A] John entered the library and accosted three patrons in the reading
area, demanding to hand out political campaign literature. He was very
loud and disturbed the patrons. The patrons complained. I asked John to
stop distributing the literature, citing our Solicitation policy. He did
stop, and went to a computer to work.

[B] John again approached patrons with his literature. When asked a 2nd

time to stop, he became loud and accused me of limiting his right to free
speech. When I asked him to stop, he shouted that I could not make him.
After a few tense minutes when I asked if I needed to contact our local
PD, John left.

[C] John entered the library right at opening and started filming patrons
using the computers. I cited our privacy policy and asked him to leave.
Since this was the third of similar incidents, I wrote up this report, asked
John to step into the conference room with my co-worker (name), and
again asked him to stop disturbing other patrons. After getting a copy of
this report, he left.
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File: Patron Conduct Incident Report Samplew - Copy.docx; approved 2022 

Continue on back:  

List name, address, and phone number of any witnesses here (other than staff). 

[A] Lilly Thompson, 4444 W 125, Butler. 414-555-1234; Mary Thompson,
4446 W 125, Butler. 414-555-4332.

[B] George Jetson, 12 Milky Way Rd., MF. 262-555-7890

[C] Gracie Groves, 15 Upstart Circle, Butler. 414-555-9876

Customer asked to leave the Library: ________________ (Time /Date(s) 

Police were called and responded: ________________ (Time /Date(s) 

Patron appealed ban:  ________________ (Time /Date(s) 

Patron signature(s) & date(s) signed: 

Patron refused to sign 

Staff signature(s) & date(s) signed:  
[A] Susie Staff, 08/08/2028; [B] 08/08/2028 @ 3:15 pm
[C]Mary Helpful, 09/05/2028
[C]Daisy Assistant, 09/05/2028
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Supporters of the Library 
Approved ____ 

Friends of the Library 
The library encourages enthusiastic individuals who can support, improve, and 
expand library materials and services, and increase community awareness of the 
library.  
The Library’s Friends group is the formal association of supporters who plan and 
execute programs and events to benefit the library, in conjunction with library goals 
and the needs of the library director. The Friends are tax-exempt under section 
501(c)(3) of the Internal Revenue Code. 
The Friends maintain an independent set of bylaws, officers, and financials. 
Information about the Friends of the Library Group is available in the library, on the 
library website or in person from the library staff, or from Library Board members. 

Volunteers 
Individuals can volunteer their time, talents, and efforts directly to the library. 
Volunteers enhance service to the community through work on special projects or 
programs. They do not replace the professional staff of Director, Librarians, or 
Assistants, but work under their direction. 
Process 

1. Application: All interested parties must complete a Volunteer Application.
(See Forms: Volunteer Application). Volunteers under the age of 18 must
have a parent/guardian’s signature.

2. Background Check: The volunteer (parent or guardian if under 18) must
request a background check from the local Police Department. (See Forms:
Error! Bookmark not defined.).
Background checks are necessary to ensure a safe working environment for all
staff, fellow volunteers (including minor children) and library patrons. The
Director will rely heavily on the recommendation of the Police Department
relative to any issues raised in a background check.

3. Review: The Director reviews the Volunteer Agreement, obtains the
necessary signatures, and creates a file for the volunteer.

4. Records: Once the Police Department completes the background check, they
send a letter to the Director with results. See Sample letter on page [] The
Director retains this letter in the Volunteer’s file along with a copy of the
completed Application.

5. Agreement: Assuming the background check is positive, and the Application
shows the volunteer to have skills needed at the library, the Director and

Page 26



volunteer complete a Volunteer Agreement. The Director adds this to the 
volunteer’s file. (See Forms: Butler Public Library Volunteer Agreement) 
Exceptions: If a volunteer does not pass the background check or is unable to 
contribute usefully to the mission of the library, the Director will write a 
formal letter declining the volunteer’s services.  

Expectations: Volunteers must maintain a professional appearance and attitude when 
in the library or on library duties. When in the library, all Volunteers must check in 
with staff and wear a “Volunteer” badge. 
Hours: Volunteers can set a regular schedule for their hours at the library, in 
agreement with the staff. They can also help on an as needed basis based on their own 
schedule. In this case, volunteers should always check with staff before arriving at the 
library to ensure that there is work that needs to for the volunteer to do. Staff may 
also request volunteers for specific times or events.  
Tasks: Library staff will consider age, ability and aptitude when assigning tasks to 
volunteers. Volunteers may shelve books, clean shelves, organize storage or office 
areas, prepare materials or spaces for special events, create displays, or complete 
other tasks as designated by the library staff.  
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May 14, 2019 

Village of Butler Volunteer Application 

Participation Guidelines 
Individuals ages 16 and older may participate. Fill out an application and return it to the department where you 
wish to volunteer or Village Hall. All volunteer applications are reviewed with consideration of current 
volunteer opportunities. 

Name (First, Middle Initial, Last):____________________________________________ Date: _____________ 

Address (Street, City, State, and Zip): 

__________________________________________________________________________________________ 

Telephone: (Home) _________________________________ (Cell) ___________________________________ 

Email: ____________________________________________________________________________________ 

Birth Date (Month, Day, Year): ________________________________________________________________ 

Grade (If a Student): _________ School: ________________________________________________________ 

Do you have a valid Driver’s License? □ Yes □ No  If yes, license number: _____________________________ 

Emergency Contact 

Name: ________________________________ Relationship: ___________________________ 

Phone: (Home) _________________________ (Other) ________________________________ 

Availability 

Please indicate the days and times you are available to volunteer. If you are unavailable on certain days of the 
week, please mark with an X.  

Monday Tuesday Wednesday Thursday Friday Saturday 
Morning 
Afternoon 
Evening 

Village of Butler 
12621 W. Hampton Avenue 
Butler, WI 53007 
262-783-2525

Butler Public Library  
12808 W. Hampton Avenue 
Butler, WI 53007 
262-783-2535
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May 14, 2019 

I am seeking this volunteer position: 

______ To satisfy school/class/scholarship community service requirements 

______ To become a regular volunteer 

Department interested in volunteering __________________________________________________________ 

How many hours do you wish to volunteer each month? ____________________________________________ 

I will be able to volunteer beginning, Date: ______________________________________________________ 

References (No family members)

1. Name: _____________________________________ Relationship: ________________________________

Phone: _____________________________________ Email: _____________________________________

2. Name: _____________________________________ Relationship: ________________________________

Phone: _____________________________________ Email: _____________________________________

Guardian Information (Complete if applicant is under the age of 18)

Name:________________________________________ Relationship: ________________________________ 

Address: _________________________________________________________________________________ 

Phone: (Home) ________________________________ (Cell) ______________________________________ 

Email: ___________________________________________________________________________________ 

Since your 18th birthday, have you EVER been convicted of any violation of law (or, as a juvenile, been 
waived into adult court and convicted) or are you now subject to a pending charge? Please list all convictions 
and all pending charges and include relevant dates for felonies, misdemeanors or conviction by a military 
court-martial. In accordance with state law, pending criminal charges or any convictions will not be used or 
considered unless they are substantially related to the circumstances of the job. 

□Yes    □No    Explain: _____________________________________________________________
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
______________________________________________________________________________________ 
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May 14, 2019 

As a volunteer I understand that the volunteer activities may involve risks of injury, loss, or damage, including 
but not limited to bodily injury, personal injury, sickness, disease, death, and property loss or damage. I 
expressly exempt and release the Village of Butler, the Butler Public Library, and any of their officers, 
employees, and insurers, from and against all liability, claims, and demands, on account of injury, loss, or 
damage, including without limitation claims arising from bodily injury, personal injury, sickness, disease, death, 
property loss or damage, that I may incur as a result of performing my volunteer activities. This includes any 
such liability, claims, and demands resulting from the act, omission, negligence, or other fault on the part of 
myself, the Village of Butler, the Butler Public Library, any of their officers, or its employees, or from any other 
causes whatsoever.  By signing this application, I expressly agree to assume any and all such risks.  

I certify that the information included in this application is true, complete, and correct to the best of my 
knowledge and belief. I understand that any falsification or omission of information may cause my immediate 
dismissal or no further consideration. 

Initial:_______  I authorize the Village of Butler, its officers, agents, and employees to conduct a background 
criminal, DMV, and vehicle check prior to making a decision regarding my volunteering. I release and hold 
harmless, the Village of Butler, their officers, agents, and employees, and the person(s) providing the 
information, from any liability, related to the performance or result of this check. 

___________________________________________________________  Date: _______________________ 
Signature of Volunteer 

___________________________________________________________  Date: _______________________ 
Signature of Parent or Guardian of an applicant under 18 years of age 

Parental Consent (To be completed if applicant is under 18 years of age) 

I give consent for my child named above to provide volunteer services to the Village of Butler. I also give the 
Village of Butler my consent to obtain any emergency medical treatment necessary for the safety of my child. 

Signature: __________________________________________________  Date:  _______________________ 
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May 14, 2019 

Butler Public Library Volunteer Agreement 

The Butler Public Library recognizes the great contributions volunteers can make to the Library and 
community. The potential liability exposure in engaging the services of volunteers is also recognized. 

As a volunteer, I understand I am expected to perform in cooperation with Library staff and comply with 
the same work rules, policies, and procedures applicable to Library employees. 

I understand I will not be paid for my services as a volunteer.  

I understand that all library users have a legal right to privacy and that by law all information pertaining 
to anyone’s use of the Butler Public Library must be held as strictly confidential.  

I understand that the Butler Public Library is a smoke-free, drug-free, and alcohol-free environment, and 
my volunteer opportunity will be terminated if under the influence of alcohol or illegal drugs.   

I understand as a Volunteer have the right: 

• To be respected and valued and to know what my rights and responsibilities are.
• To be provided necessary information to carry out my role as a volunteer and to know what is

expected of me.
• To be given support and supervision from a library staff member
• To be provided a safe working environment.
• To be free from harassment or discrimination.

As a Volunteer I am responsible: 

• To carry out the agreed upon duties to the best of my abilities.
• To arrive on time and notify the library prior to any absence
• To work with the aims, objectives, values and goals of the Library.
• To work under the Library rules, regulations and policies.
• To be honest and reliable.
• To be capable of interacting with the public and staff in a positive manner.
• To wear a name tag at all times while working in the library.

I understand I may terminate my volunteer service at any time and that the Butler Public Library may terminate 
my volunteer service at any time. 

_______________________________________________ ______________________ 
Signature of Volunteer     Date 

_______________________________________________ ______________________ 
Signature of Parent or Guardian of a Minor        Date 
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EMPLOYING AGENCY 
VILLAGE OF BUTLER 

AUTHORIZATION FOR RELEASE OF INFORMATION 
(For Official Use ONLY, not to be released to unauthorized person) 

I hereby empower an employee of the Village of Butler or other authorized 
Employing Agency 

representative bearing this release to, within six (6) months of its date, obtain 
information and records pertaining to me from any or all of the following sources: 

1. Selective Services System
2. Banking Institutions
3. Place of Business (for purposes of obtaining credit or employment data)
4. Credit Rating Bureaus or Institutions maintaining individual credit rating

files
5. School, college, university or other educational institutions
6. Office, clinic, sanatorium or hospital where illnesses, injuries and/or

deterioration (physical and/or mental in nature) are diagnosed and treated
7. Employment Records
8. Driver's Record; Driver's License No:
9. Social Security Number

I hereby release any individual or institution, including its officers, employees, or related 
personnel, both individually and collectively, from any and all liability of damages of 
whatever kind, which may at any time result to me, my heirs, family or associates because 
of compliance with this authorization and request to release information or any attempt to 
comply with it. 

Other Name(s) Used Print Name 

Date Signature (Full Name) 

Address (Street, etc.) 

City, State, Zip Code 

Witness Date of Birth 

MISC:Releasefrm 
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