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1. Introduction of library staff
a. Overview of staff duties
2. Friends & Foundation
3. Correspondence – Agenda, Director’s Report, Financial Reports
4. District Library
5. Budget, Fiscal Year, Funds, BARS chart of accounts, Accountability to Montana Department of Administration, 
6. Library Law
a. Open Meeting Act MCA Title 2, Chapter 3 Part 2, Quorum, Board Minutes
b. Library Law
c. Public Employee Law MCA Title 2, Chapter 18
d. Local Government Budget Act (MCA Title 7, Chapter 6, Section 40). This important set of laws will need to be followed. The Local Government Services Bureau of the Department of Administration says special districts are expected to follow the local government budget act in as much as applicable. The library district is expected to follow the rules that apply to counties.
7. Policies
8. Montana State Library Requirements
a. Tamarack Federation - Marina Cay in Bigfork on May 20th and 21st
b. Director Certification
c. Public Library Standards
d. Statistical Report
9. Montana Shared Catalog Requirements 
a. Cataloging Standards
10. Partner Sharing Group Requirements


Documents
State Trustee Manual
Library Policies
Mission Statement
Strategic Planning
Bylaws
Minutes of the library Board meetings for the past year available on our website
Profile of the Library
Welcome to the Library – YOUR FIRST DAY

8:30 am   	Welcome! – coffee meet and greet
9:00 am	Library tour – provide a map with locations of offices, contact info
10 am		HR paperwork – HR comes to employee’s new office space 
11 am 	Computer access set up – get login info at employee’s desk
· subscribe to MT WIRED, other related blogs/listservs
· how to print, save to the network, access archives 
Noon 		LUNCH – Dutch treat with the library staff 
1 pm 		Create your announcement 
· write press release with public information person
2 pm		Meet with the library director: discuss the big picture stuff 
3 pm 		Shadow circulation/front desk - check out system, meet patrons  
4 pm 		Meet with supervisor to review the day, answer questions 
· receive additional orientation materials 
· set a daily 10-minute check-in for the first week or so 

	   
	


Welcome to the Library YOUR FIRST WEEK
The purpose of this part of your orientation is to be sure you are introduced to key staff and oriented to the key processes at our library.  Bring this list to your supervisor when you meet with them to provide updates and to ask questions. Please complete the tasks and make appointments to meet with the individuals note below; indicate the date each assignment is completed.  
TASKS:
___ Review job description for your position
___ Review library strategic plan 
___ Draft 3-5 goals for your first six months to propose to your manager; present your proposed goals in an email to be discussed at your next meeting; agree on 2-3 goals that will be your focus for your initial first six months 
___ Review library policies (please read through the policies carefully and then sign below) 
	I have read the library’s policies and agree to abide by them:  ____________________________
___ Subscribe to MT WIRED
___ Update my profile information in the MT Library Directory
___ Complete benefits enrollments, payroll information, beneficiary assignment, emergency contact info with the HR staff; provide any certifications required or desired for my position to H-R
MEET: 
___ Children’s librarian - signature: ________________________
___ Technical services/cataloging – signature: ______________________
___ Adult programs – signature: __________________________
___ Technology/IT – signature: __________________________
___ Archivist/special collections: ___________________________
___ Attend library board meeting 
___ Attend friends/foundation meeting 

Please capture your observations and questions as you complete these tasks and meet with these individuals.  Note any opportunities you observe for a new direction and discuss those with your supervisor.  When you are new to the library, you bring in a valuable outsider’s perspective and we’re eager to hear your ideas on how we can improve and expand our services.  



Welcome to the library!  YOUR FIRST MONTH
Discuss this with your manager at the end of your first week.  Create a customized plan together to complete your “ONBOARDING.”
What training would you like to receive in your first month?
Procedures:
Software/equipment:
Policies:
Skills:  
Knowledge:  

What resources within the library are going to be useful to your success:



What resources outside of the library will be useful to your success:










