
PLAYBOOK
LIBRARY DIRECTOR

Creating a Playbook for Management &

Transitions in Your Library



New Director Arrival



Wish List?

Annual Deadlines

Clear Expectations

Passwords

Organized Files

Budget & Vendor Info

Key Contacts



Password Manager

Only need to remmebre one master password.

Access anytime from anywhere

Ease of Use

Passwords can be more complex, smarter

More Secure

Retirements, resignations, leave of absence, etc.

Perfect for Transitions



Short or Long Game

Responsibilities & Expectations

Roles & Responsibility

Keeping the Doors Open:

Transition Checklist

Managing Staff & the Facility

Managing the Board

Finnacial Documents & Budget Worksheet

Short Game: Day-To-Day Playbook



Transition Checklist



Short or Long Game

Annual Planning

Cycle of Programming

Calendar of tasks, deadlines, etc.

Disaster Plan

Emergency Contact List

Key Contacts:

Tribal Government

Board

System / DPI

Short Game: Day-To-Day Playbook



Planning Calendar



Short or Long Game

Principals of the Library Profession

 Professional Development

 Navigating your Tribal Government

Building Board Relationships

Navigating your Community & Community Organizations

Long Game:



Small Library Considerations

1 How will the Board manage director transition?

2 Do they understand their role?

3 Do they understand the hiring

process within the tribe/county?

4 Do they have interview questions?

5 Do they have a plan for onboarding new

director?



Departing Directors



Succession Planning

Permanent Leave

Was the departure

planned or

unplanned? 

Long Term Leave

Who will take the

lead if the director is

absent for more than

three months? Will

an Interim Director

be necessary?

Short Term Leave

Who will take the

reins if the director is

absent for up to

three months?



Succession Plan: Permanent

1

2 Exit Interview

3 Peg's Retirement Checklist
Departures/Arrivals Transition Checklist

Termination Checklist



Questions?

“Proactive Planning for Library Staff Transitions,” Bonnie 

The Public Library Director’s Toolkit, Kate Hall & Kathy

Parker, ALA Edition 2019

Sources:

           McKewon, State Library of Iowa, WebJunction 2023


