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Today …

❑ Background & Intentions

❑ Harken Back to When You Were New

❑ A Staffing Transition Checklist

❑ An Annual Cycle of Tasks & Deadlines

❑ Together With Your Board & Staff



There Are Learning Curves …

And Then There Are Learning Curves 



Long-Term Learning

❑ Principals of the library 

profession

❑ Your city government 

❑ Your community organizations

Short-Term Learning

The Day-to-Day

❑ Needed documents

❑ Annual cycle of programs / 

tasks / deadlines

❑ People available to help



When You 

Were New …

What Do You 

Wish You 

Knew?
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In Good Company ☺

From NW Iowa Library Directors

“I wish I knew about the annual expectations, deadlines”

“I wish I had come into an organized office, 
with organization to files and desks and cabinets”

“I wish the board had taken a more
active role in helping me”

“My overwhelming feeling was … I felt lonely”

“I wish library colleagues had reached out to me”

“I could write a novel about what 
I wish I knew when I was new!”



In staffing transitions, 

this problem 

repeats and repeats…

What is it?



Advantages of Password Managers

➢ Allows access to all logins / passwords from one source

• Passwords can be smarter, more secure

• Overall protection process is more secure

• Saves time = classic time management

• Access anytime from anywhere

➢ Great benefit for staffing transitions

Retirements, resignations, prolonged absences, unexpected 

illnesses, etc.
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Staff Involvement in 

Transition Planning

Example: Youth Services Dept

Summer Reading Program

SRP consortium information

Typical schedule for booking summer 

performers

Throughout-The-Year Partnerships

Maintain list of external partners and contact info



https://www.statelibraryofiowa.gov/index.php/libraries/toolkits-guides/disaster-preparedness-toolkit

https://www.statelibraryofiowa.gov/index.php/libraries/toolkits-guides/disaster-preparedness-toolkit


From Disaster Response Template

State Library of Iowa



Annual Tasks & Deadlines

Accreditation / Standards

Report Due

Bridges eBook Service

LOA Due

Enrich Iowa

LOA Due

Public Library

Annual Survey Due

Determine Next Year’s

Holiday Closings
Enrich Iowa

Reports Due

Review Strategic Plan

Director Performance

Evaluation



Board Involvement in 

Transition Planning

HR Documentation Accessible
Director job description updated

Sources for advertising the job known

Hiring process / practice known

Interview questions developed

Keeper of the Calendar

Introductions All Around the Town



City Hall

Friends Group Foundation

Community Groups

Library Support Groups
(Regional System, State Library, etc.)

Introductions All-Around



Transition Planning Also Applies

To Library Boards

❑ Take up the board’s role in easing the transition and the short-term learning 

curve for new directors

❑ Strengthen the board’s recruitment process in finding prospective trustees

❑ Send the message early-and-often: ongoing board education is a natural 

part of trusteeship



Share 

Staffing 

Transition 

Success

@ Your Library



My Top 3 Take-Aways ☺

❑ Discuss and adapt the “Staffing Transition Readiness Checklist” 

for your library

❑ Develop and distribute an annual calendar of events, program 

participation renewals, report deadlines

❑ Ensure that planning for staffing transitions is a collaborative 

process
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