New Board Member Orientation: A Checklist for Directors


New members of the board should be provided with information that will help them feel more comfortable with their duties and responsibilities, give them self-confidence as they begin their new job, and get them involved early in their tenure.  Trustees are more effective if they know how the library functions and what is expected of them. 

NEKLS suggests the following considerations when planning your library’s new board member orientation:


Timeline

Orientation should start as soon as possible after the new member is appointed.  This will give the new trustee an opportunity to get to know the library director, the staff, and the board Chair and to ask questions about the library and its services.

Orientation is an ongoing experience for new members as they encounter new elements of the job for the first time.  As director, regularly ask board members if they have questions about any topic.


New Board Member Binders – Suggested Elements

Each new board member should receive a D-Ring binder with dividers to be customized by board members to best meet their organizational needs.  Included in this binder should be a set of materials intended to give the new member the information he or she needs to start strong.  In conjunction with the binder – or as a tech-friendly alternative – you could (1) provide new board members with a USB flash drive containing the material or (2) provide a password protected webpage for board members to access this material.

Following are a list of suggested items to include, but feel free to adapt to best meet the needs of your library.

(1)  Welcome

· Cover letters from the current board chair and the library director welcoming the new board member to the board.

· Summary of vital information:
· New board member’s name, date of appointment and term of office.
· Board roster with contact information.
· Name and contact information for the library director.
· General library contact information – phone, email, address, social media, etc.

(2)  About the Library Board

· Board member job description;
· Sample meeting agenda;
· Calendar of upcoming meetings;
· Statement of Substantial Interest; and  
· [bookmark: _GoBack]Loyalty Oath/Affirmation.  

(3)  About the Library

· A brief history of the library;
· Organizational Chart for the library;
· Copy of the library’s strategic plan, including mission statement; and 
· Explanation of how the library is funded and a copy of the current year budget.

(4)  Relationships

· Director’s job description and a copy of his/her résumé;
· Any information about the Friends of the Library, if applicable, including brochures, membership form; and 
· Any information about the library’s foundation, if applicable, including brochures.


ALL members of the board should understand and/or have available to them:

· The functions of the board compared to functions of the director;
· The bylaws of the board;
· Minutes of past board meetings;
· The library’s legal basis, finances, physical facilities, policies, collection, and services;
· The library’s policy manual; 
· Recent annual reports;
· Current statistical reports on circulation and services;
· Current financial reports; 
· Information about the community - its historic, economic, educational, social, and political aspects; 
· Local ordinances and contracts pertaining to the library; and
· State and federal library laws and legislation.


Next Steps

· Continuing education – providing information on upcoming training opportunities for board members, such as trustee workshops each summer.

· Orientation feedback – some mechanism (brief survey) for the new board member to provide feedback on the orientation packet/training.
