
M01: M01 notes 
that the library 

puts on in- 
person events, 
unlike its peers.

M01: M01's 
department kept 

some high- 
attendance events 
virtual to prevent 

COVID issues.

M01: M01 decided whether 
events would be vitural or 

in- person by brainstorming 
with the community 

relations team and bringing 
those ideas to the higher- 
level management team.

M01: M01 weighed 
logistics, costs, and 
COVID risks when 
planning a concert 

series with the 
community relations 

team.

M01: M01 managed 
to transition a 

popular recurring 
indoor event with a 

cook into an 
outdoor event to 
adapt to COVID.

M01: M01 always touches 
base with the community 
relations department and 
the management team, 
cross- referencing both 

department's ideas, to plan 
events.

M01: M01 makes the 
final call (over and 

above the communuty 
relations team and 
managment team 

suggestions) regarding 
events that they plan.

M01: M01 decided 
to run some events 

virtually after 
hearing suggestions 

from their 
department and the 
management team.

M01: M01 cut the concert 
series to three in- person 

events (much fewer than in 
a non- pandemic year) with 

bigger names and more 
production value to 

increase attendance.

M01: M01 scheduled an 
event at the local concert 

venue using their calendar 
without consulting the 

venue itself, leading them 
to double- book a date at 
the venue. They had to 

cancel the event as a result 
of this mistake.

M01: M01 says that 
the process of 

brianstorming and 
gathering instutional 
knowledge is critical 
even though it can 

be slow.

M01: M01 believes 
the library's use of 
many technolgoical 

tools is 
"problematic."

M01: M01 receives 
20-30 emails, at a 

minimum, that they 
have to respond to 

on a daily basis.

M01: M01 believes that 
the volume of emails 

staff members recieve 
makes it challenging to 

stay organized when 
planning events.

M01: M01 utilizes 
the e- vance calendar 

to show program 
schedules and space 

reservations.

M01: M01 recently 
added Web HR for time 

sheet tracking and a 
communication 
function which 

resembles Facebook.

M01: M01 uses Web HR's 
communication feed to 
make announcements, 
reducing the volume of 

emails that staff recieves 
on a daily basis.

M01: M01 
explains that 
management 

uses DocuSign to 
handle 

paperwork.

M01: M01 says that every 
email is important but finds 
that the volume of emails is 

overwhelming, causing 
managers to have no time 

during the day to think 
strategically.

M01: M01 is not sure if 
there is a solution to the 

problem of excessive 
emailing as it would be 

difficult to transition every 
staff member to a new 
communication system 

(not email) simultaneously.

M01: M01 communicated a 
simple, uniform, set- up 

plan for the summer 
concert series which they 
communicate witht the 

building manager.

M01: M01 has to get 
town approval for 
summer concert 
series items like 
port- a- johns and 

large tents.

M01: M01 has the summer 
concert series musicians 

handle their sound needs 
and patrons bring their 
own chairs, making this 

event "one of the simplest" 
that they have ever put on.

M01: M01 does not 
ever delete 

communications 
and organizes 
emails in files 

organized by each 
event.

M01: M01 uses 
a paper 

notebook to 
keep track of 

deadlines.

M01: M01 keeps 
a very complex 

Google Calendar 
to "keep on 

track."

M01: M01 does 
recieve a count of 

attendees but does 
not collect 

demographic 
information about 

attendees.

M01: M01 sets an 
expectation that 

staff is always 
checking on the 
event calendar.

M01: M01 explains 
that the community 

relations 
department 
maintains a 

newsletter that goes 
to patrons.

M01: M01 thinks 
that emails are 

about 75% 
effective in 

keeping people in 
the loop.

M01: M01 had to cancel 
and/or adapt a lot of 

events as a result of rain. 
M01 thought that email 
was an effective way to 

keep people coordinated 
regarding the weather.

M01: M01 finds outside 
stakeholders by first 

checking who the library 
has hired before and what 

feedback about their 
performance they have on 

file.

M01: M01 asks staff if 
they have seen any 

outside stakeholders in 
their lives (e.g. a band 
at a concert) that they 
think would be a good 
fit for a library event.

M01: M01 looks on the 
Michigan Humanaities 

website to see who 
they believe are 
reliable outside 

stakeholders to hire for 
performances.

M01: M01 hires 
one band per 
concert. These 

bands can range 
from 4-10 people.

M01: M01 
explains that the 
library hires only 
one non- music 
presenter at a 

time.

M01: M01 explains that 
each event requires the 

attendance of 
themselves and one or 
two other library staff 

members to run 
correctly.

M01: M01 communicates with 
the outside stakeholders before 

the event using email and 
DocuSign, retaining a strong 

paper trail. Phone calls are used 
as a second option but M01 

documents each phone call by 
sending an email.

M01: M01 sends a contract 
to the outside stakeholder 

or that stakeholder's 
booking manager 

confirming the event 
details, incuding set- up 
needs, at least a week 

before the event.

M01: M01 explains 
that certain 

generational 
demographics do 

not respond well to 
emails.

M01: M01 tries to 
stay "clear and 

concise" with all 
of their email and 

phone 
communications.

M01: M01 had a 
challenge last concert 

season with people 
showing up and acting 

"pushy" when their 
expections for an event 

are not met.

M01: M01 had to tell a band 
manager that they had to 

perform outside even as the 
band demanded that they 

perform inside. They convinced 
the band to perform outside, 

citing the importance of the food 
trucks (which could only come if 
the concert happened outside).

M01: M01 believes that 
outside stakeholders 

sometimes belive they 
can make more 

demands because of 
the reputation of 

libraries.

M01: M01 explains 
that handling 

conflicts "kindly" 
and also "firmly" is 

critical when dealing 
with outside 

stakeholders.

M01: M01 explains 
that, even if 

communication is 
"crystal clear," most 

problems with outside 
stakeholders arise on 
the day of the event.

M01: M01 has recieved 
absurd contractual 

obligations from 
musicians (including 

things like only wanting 
to eat green M and Ms).

M02: For the 
event planning 

process, M02 says 
that they typically 
start with an idea.

M02: For programs 
they have been putting 
on for a long time, M02 

says that these are 
tweaked ocassionally, 

but they are mosty part 
of revolving programs

M02: M02 says that they are 
always open to new ideas from 
staff members. If a new idea is 

pitched, M02 looks at their 
schedule, sees where it could 
possibly fit in, and takes into 

account different aspects of the 
event such as what the audience 

is, what time of day the event 
would occur, etc.

M02: When M02 is 
getting ideas for 
these events, it is 
typically only for 

the youth 
department.

M02: M02 says that 
they currently plan 
events on a month- 

to- month basis. 
(Planning an event 

one month before it 
occurs)

M02: Once they have an 
idea of what events they 

want to put on for the next 
month, M02 has a 

programming meeting with 
the heads of other 

departments and lets them 
know of their ideas.

M02: M02 says that 
during 

programming 
meetings, events are 

looked at from a 
holistic perspective.

M02: M02 says 
that after 

programming 
meetings, the 

event is put on 
the schedule.

M02: M02 says 
that they let the 
librarians do a 

lot of prep work 
for the event.

M02: M02 says 
that promotional 
activities are left 

to the community 
relations 

deparmtent.

M02: M02 has librarians 
provide some sort of 

program description for 
promotional materials that 

will be used in 
newsletters/event 

calendars.

M02: M02 
mentioned that 

they ocassionally 
do surveys to get 

ideas directly 
from the public.

M02: M02 says that they do 
try to do evaluations 
following the event. 

However, in the past year 
they haven't done as many 
because of the pandemic.

M02: M02 is not 
always involved on 
the day of an event, 
but when they are, 

they do a lot of prep 
work beforehand.

M02: M02 tries to 
make sure they 

have all the pieces 
together before 

the day of a 
program.

M02: M02 
mentioned that they 

have a building 
manager who will 
often set up the 

space for the library.

M02: M02 will also 
check in with the 

patrons after they 
come in to make 

sure they are 
comfortable.

M02: During an 
event, M02 likes to 
set patrons at ease 
and make sure they 
know what is going 
to happen as well.

M02: M02 mentioned the 
"Monster Mash" program: M02 

had a programming meeting 
with the youth librarians and one 

suggested that they give the 
event a try again. After the 

meeting, M02 and the youth 
librarian sat down together and 
went over possible activity ideas.

M02: M02 gathers input 
from patrons through day- 
to- day conversations where 

they will either inquire 
about a specific event or 
mention how much they 

enjoyed a previous event.

M02: M02 says that the 
library also uses surveys to 

ask patrons about the 
event - specifically, what 
did they like about the 

event, what did they dislike, 
and what types of events 
would they like to see in 

the future.

M02: M02 has 
used both print 

forms and online 
forms to gather 

patron input.

M02: M02 says that 
one question they 

ask in the surveys is 
what would be the 

best time to offer an 
event.

M02: M02 says that 
in the past they 

have had library- 
wide themes so they 
plan both adult and 
youth events that fit 

that theme.

M02: M02 says that they 
have changed their game 

entirely since the 
pandemic. Ex. Storytime, 
which was once only in- 
person, was moved to 

solely virtual.

M02: M02 says that a 
lot of the programs 

they were doing 
previously were either 
converted to virtual or 
offered as a take- home 

kit or hybrid.

M02: M02 says 
that they switched 
back to in- person 
over the summer.

M02: M02 says that 
October is the first 

month where they'll 
be bringing all the 
events back inside 
and reducing the 

group sizes.

M02: M02 says that some 
events like teen and tween 
book clubs have had higher 

attendance rates when 
they were moved to online, 

and those members 
enjoyed that format more, 
so they're keeping those 

events virtual.

M02: M02 says that 
they use Google 

Docs a lot - prior to 
putting on an event, 
there is a doc with 
information about 

the event.

M02: M02 says 
that event 

information is 
also put online for 

patrons to see.

M02: For 
communication 
between staff 

members, M02 says 
that they use instant 

messaging.

M02: M02 uses 
Google Sites 

occasionally to 
create website 

pages.

M02: M02 states 
that pretty much 
any Google Suite 

product is used by 
the library.

M02: M02 says that 
there is often a shared 

Google doc for 
members of different 
departments to add 

their input for a specific 
event.

M02: M02 says 
that Google Docs 

and email are 
primarily what 

they use for 
communication.

M02: M02 is always 
open to new 

technology tools, but 
hasn't spent time 

coming up with new 
ideas or experimenting 

with new tools.

M02: For performers and 
presenters, M02 tries to call 
and check in with them at 
least one week before the 
event to make sure that 
they remember they're 

coming.

M02: On the day of (at least 
one hour ahead of time), 

M02 makes sure the room 
is set up and supplies are 
ready. M02 also tries to 

make sure there is a bottle 
of water for the presenter.

M02: M02 
makes sure 
the set- up is 

to their liking.

M02: M02 
typically does an 
introduction of 
the presenter 

before the event 
begins.

M02: Ocasionally, 
M02 will also have a 

wrap- up where 
they'll add any other 
announcements or 

future events 
coming up.

M02: M02 states 
that the library has 
various resources 

for presenters such 
as projectors and a 

flat screen TV.

M02: Following an 
event, M02 states that 
attendance is recorded 

and inputed into the 
library's online event 

calendar through 
Evance.

M02: M02 states 
that documentation 
consists primarily of 

putting the 
attendance number 

into Evance.

M02: For any 
surveys, they are 
sent to M02 and 
they record them 

using Google 
Sheets.

M02: M02 will 
make personal 
notes as well, in 
terms of overall 
impressions of 
the presenter.

M02: M02 describes 
that patrons receive 
automatic reminders 
for events once they 
sign up for an event 

and put their 
information on Evance.

M03: M03 thinks it is 
more challenging 

when working with 
outside presenters 

than with library 
staff.

M03: At the beginning of 
idea generation and event 
planning, M03 will identify 

an interest, need, or 
community request for a 

particular topic, theme, or 
area of interest.

M03: M03 got a 
recommendation 

from another 
library via email 
for the recent 

outside presenter.

M03: M03 emails or calls the 
potential presenter to ask for 
their interest in coming to the 

library, background knowledge 
of their program, expenses, and 
available dates. M03 emails back 

and forth with the potential 
presenter until they get an 

informal agreement regarding 
the topic and the date.

M03: Once the presenter, topic, 
and date are decided, M03 will 

put a placeholder on their online 
program calendar facing internal 
staff with the event topic, time, 

simple description to avoid 
others booking something else 

at the same time.

M03: M03 said their 
online event 

program calendar 
has two sides; one is 

facing the staff, 
another is facing the 

public.

M03: M03 sends the formal 
contract to the presenter 

via email through DocuSign 
once the topic and date are 

decided. M03 said they 
have a variety of templates 

for the contract.

M03: M03 says in the formal 
contract, they will try to include 

as many necessary details as 
possible, including topic, time, 

description, payment info, 
presenter's expectation on room 
set up, number of participants, 
and whether they will come in 

person.

M03: M03 will print the 
contract once the 

presenter signs on it. After 
that, they save and keep 
the paperwork for all the 

programs in a physical 
binder.

M03: M03 will create a check 
request after the presenter signs 
the contract with the presenter's 

name, address, payment 
information. M03 then turns in 

the check request to the 
administrative department to get 

the actual check from 
accounting. This is to make sure 
whatever amount of money is 

ready for the presenter.

M03: M03 says 
the templates for 
the check request 

are saved in a 
staff- shared 

Google drive.

M03: M03 will update 
details of the program 

description, like how many 
people can register, in their 

online staff- facing side 
program calendar after the 
contract is signed and the 
check request is created.

M03: M03 says that at about a 
month before the event, the 

Community Relations team will 
ask the Adult Services 

Department to put in event info, 
including event topic and 

presenter description, in a 
Google Doc so that they can put 
it on the newsletter and get out 

to the public.

M03: M03 will open up registration to the 
public and put the event on their website 
around a month before the event. M03 

will answer all registration questions the 
public has through email or phone and 
help to register them on their public- 

facing side event planning calendar. Also, 
M03 will send zoom login information to 

every registered person.

M03: M03 will check with 
the presenter a week 

before the event via email 
to remind the presenter 
about the event and ask 

whether the presenter has 
any further questions.

M03: M03 will get on the 
Zoom or the room a bit 

earlier on the event date to 
make sure everything is set 

up for the presenter and 
the participants and 

introduce and welcome 
them.

M03: M03 says the presenter will 
be paid with a check once the 

event finishes. If the event is on 
zoom, the check will be sent via 
mail. If the event is in person, 
M03 will hand in the check to 

them. Usually, M03 will hand in 
the check when the presenter 

comes in.

M03: M03 will note the 
actual number of 

participants on their online 
programming calendar for 
statistics purposes. At the 

end of the month, M03 will 
share these statistics with 
their management team.

M03: M03 mainly 
communicates and prefers 
to communicate with the 

presenters via email 
because they have a paper 
trail for reference if there 

are disagreements.

M03: M03 mainly communicate 
with the Community Relations 
team via Google Doc to put on 

details of the event for the 
Newsletters. If the attendance 

wasn't looking good, M03 might 
email or talk in person with the 

Community Relationship team to 
put an extra post on Facebook to 

promote the event.

M03: M03 recently came up 
with an idea for the event 

by talking with the patrons. 
Patrons will talk with them 
about the interesting topics 

they heard.

M03: M03 says patrons 
are interested in 

history- related things. 
She knows it by 

feedback from patrons 
and attendance of the 

events.

M03: M03 says she 
will look for the gap 
of their events (ex: 

craft events, 
bookclub events) 
when coming up 

with an event idea.

M03: M03 says they mostly 
generate ideas based on 
patrons' demands and 

feedback. Sometimes, they 
try some new events, but 

they will keep close 
attention to the patron's 

feedback and attendance.

M03: M03 says each department 
generates and decides event ideas 

amongst themselves. M03 says in her 
department, which consists of three staff, 
the two employees will email her or talk 
to her regarding the ideas. M03 will ask 

for the cost and description of the event. 
M03 thinks they have a pretty good sense 

for what is popular here, so she usually 
approves most ideas they come up with.

M03: M03 holds a mystery book 
club and fiction book club every 

month. When reading and 
selecting books to read at the 

stretch of time ahead, M03 trys 
to get a diverse scope of authors 
and different types of books to 

get different points of view.

M03: M03 says there is not a lot 
of diversity in this community 
amongst the people that live 

here. So sometimes, when they 
try something that is a bit 

outside the box, people who 
normally attend won't show up, 

making it hard to try offering 
different things because of 

budget concerns.

M03: M03 says there are 
basically two different types of 
events. One is that they invite 

presenters; another is what they 
call "in- house" programs where 

they (the library) offer the 
program, which is less formal. 
One example of the "in- house" 
programs is the book club M03 

holds every month.

M03: M03 says for the "in- house" 
programs, there is not much to set up 

beforehand, and there is no contract. The 
planning process for the "in- house" 

programs is to pick a book, post it online, 
and communicate with the people who 
usually attend via email. And on the day 

of the event, M03 will come up with some 
questions or talking points that they want 

to discuss.

M03: M03 says 
she will facilitate 
the whole thing 

for the "in- house" 
programs.

M03: M03 thinks there 
is a much more 

informal feel to the "in- 
house" programs' 

process compared with 
the programs with 
outside presenters.

M03: M03 says they are 
able to offer similar things 

to what they normally do in 
person before the 

pandemic once they figure 
out that they could use 

zoom.

M03: M03 thinks there is 
some tension because 

some people in the 
community want in- person 
events, some want online- 

only events, and others 
want hybrid events. M03 

said they still haven't found 
a way to handle that well.

M03: M03 says they had 
difficulties offering their art craft 
programs at the beginning of the 

pandemic. But after they 
brainstormed and came up with 

the take- home kits of the art 
crafts, they can now offer the art 

craft program since the 
participants can do it at home 

with the take- home kits.

M03: M03 says an event that 
M03 wouldn't offer before the 
pandemic is a holiday cocktails 
event. Because M03 thinks they 

probably wouldn't have 
necessarily wanted to deal with 

serving alcohol in the library. 
And to have this event online, 

they kind of shifting the 
responsibility to the participants 

instead of on the library.

M03: M03 says a 
lot of event 

planning process 
is through email. 
The library staff 

uses Gmail.

M03: M03's department, 
M03 has a Google Calendar 
where M03 puts in a brief 
placeholder for each event 
so that M03's team knows 
what is coming up on their 
end and scheduling ahead.

M03: M03 says the 
library departments 

mostly 
communicate with 

email or talk in 
person if it's a 

simple request.

M03: The library has a 
programming committee once a 

month which they have 
managers from each department 
that does programming involved. 

The committee is to keep each 
other up to date with what's 

going on. M03 says they talk face 
to face during the committee, 

and the contents are recorded in 
a Google Doc.

M03: M03 doesn't have 
a specific technolgy 

tool in mind to use in 
the future. M03 thinks 

it would be nice if there 
is no many different 
things happening.

M03: For the event 
planning process, 
M03 doesn't see 

another way to do 
that other than back 

and forth part via 
email.

M03: M03 says when they are ready to 
book a presenter, they put similar 

information on DocuSign, Evance, and 
Google doc. M03 thinks they have to 

remember different places to put things. 
M03 wishes these are all streamlines at 

one place that they could get the contract 
form, put events details on the calendar, 
and patrons could access in that same 

place to sign up for an event, rather than 
putting these in so many different 

locations.

M03: When setting up the space for the 
outside presenter, M03 put a note on 

their online program calendar with the 
room to hold the event, and a description 

of however the presenter wanted the 
room to set up. (ex: The room on the 

third floor. The space needs to be cleared 
with chairs and tables.) M03's 

understanding is that their building 
manager will look at these notes and 

prepare the room for them.

M03: M03 needs to remember if 
there's any specific tool that the 
presenter needs. (ex: Their yoga 
instructor will sometimes want 
the microphone depending on 
the location, in this case, M03 
needs to remember to bring 

these specific tools when 
greeting the presenters.)

M03: M03 says there is 
a mandatory section in 

the contract for the 
presenter to describe 

what kind of setup and 
technology they need.

M03: When the presenter 
has some new 

requirements for the room 
set up and tools, M03 says 

the library staff will 
communicate through 

email to coordinate and 
prepare things.

M03: M03 says they can set 
an auto reminder on the 

event registration program 
to automatically send the 
reminder to the people 

who have signed up for an 
event.

M03: M03 will send the zoom 
reminder manually a week 

before, a day before, and then 
earlier on the same day of the 

event. To send the zoom 
reminders, M03 will go into 
zoom and click all the email 

address and hit resend 
confirmation a few different 

times.

M03: One major challenge M03 recently 
met is that one presenter didn't show up 
at the event even though the presenter 

signed the contract and the library 
agreed to pay. So M03's team ended up 

apologizing to the participants and 
informing them that they would let them 
know if the library could reschedule the 

event. The reason why the presenter 
didn't show up is that he had totally 

gotten the date wrong.

M03: M03 says that the 
issue that the 

presenter not showing 
up doesn't happen 
frequently. But M03 
thinks it is reflecting 
poorly on the library.

M03: M03 says one 
challenge that happens 

frequently is that people 
who signed up for events 

won't show up, which M03 
thinks is embarrassing. 

M03 mentions that for one 
event, there are only two 

people showed up.

M03: M03 said 
that especially for 

the past few 
months, they are 
experiencing a lot 

of no- shows.

M03: When the presenter didn't 
show up, M03's team made a 

collaborative effort to reschedule 
the event, contact the people 

who had signed up for the 
original event, and tell them they 

are offering the event on a 
different night. M03 thinks this 

went pretty well.

M03: M03's team is currently trying to 
figure out how to deal with the people 
not showing up issue because it is too 

late once the event starts. M03's team is 
trying to get patrons to either show up 
for the things they signed up for or let 
M03's team know they need to cancel 

their registration beforehand. They 
planned to add a message like "if you 

can't come, you need to let us know" in 
their upcoming newsletter.

M03: M03 thinks written 
feedbacks from the 

patrons would help them in 
generating event ideas. In 

addition, M03 thinks 
questionnaires about what 
patrons want to see would 

be helpful.

M03: M03 says the 
administration communicated 

with them the formal process for 
signing the contract, including 

what contracts need to be signed 
and how the piece of process 
works. In addition, M03 thinks 

the administration 
communicated well with them 
about the process of having an 

outside presenter.

M03: M03 thinks the 
administration gives 

them clear regulations 
about each cycle of 

programming and what 
staff should be done by 

some date.

M03: M03 says different 
departments have different 
event planning processes. 
It is not strictly dictated by 
the administration team as 

long as they have the 
things done.

O01: O01 has 
been working 

with the library 
for years

O01: O01 
communicates 
with the library 

through email and 
text, not really 
using DocuSign

O01: O01 is very 
familiar with the 

library staff and if 
she has questions 
she'll just go to the 

library and ask them

O01: O01 said the 
event planning process 
for her is pretty much 

the same for each 
event: using email to 
set up dates, and text 

for event details.

O01: O01 said she wish 
there's a way she can 

directly send out 
announcement to people 
who registered her class, 

instead of telling the library 
and library emailing the 

attendee

O01: O01 also 
works with 

another library 
which has the 

same event 
setting process

O01:  O01 said the 
library will prepare 
and offer her the 

equipments 
beforehand - she 
didn't really ever 
request anything

O01: O01 said she need to 
print out activities at her 

place, if she can share 
document with the library 

by google drive than maybe 
the library can help her 

print out.

O01: O01 said the 
most challenging 

event she 
encountered is 

doing zoom yoga 
class because 

there's no audience

A01: The library 
director does not do 
much programming; 
they had not had an 
idea that spawned 

an event.

A01: A01 does 
not plan 

events; rather, 
they "write the 

checks."

A01: A01 would 
rather invest more 

money into a higher 
quality program 
rather than less 

money for a lower 
quality event.

A01: A01 focuses on 
the 'number of 

programs' to 'number 
of attendees' ratio to 
try to see what events 
are working and which 
ones are not working.

A01: A01 thinks that 
children generally will 
go to any event. Adults 

are more difficult to 
convince and tend to 

fluctuate more in their 
attendance.

A01: The library collects "A+ 
stories"-- these allow 
patrons to submit a 
positive or negative 

comment assessing an 
event. A01 gave the 

example of an adult patron 
giving a positive comment 
on a bird watching event.

A01: The library got great 
"A+ stories" (comment 

cards) for an astronomy 
event led by a professor. 

These sorts of "semi- 
academic" events tend to 

get a lot of attendance, 
according to A01.

A01: The library puts 
out a seasonal ("not 

quite quarterly") events 
to see what people are 
looking for. M02 is in 

charge of putting 
together the survey.

A01: A01 helps to 
draft the pretty 

uniform 
agreement that 

outside 
performers sign.

A01: The summer concert series has 
created some issues with regard to 

outside performers. For example, one 
outside group displayed a political flag. 

Libraries are public institutions and 
cannot be involved in politics like that. 

Another performer shared their personal 
venmo as well as their seperate 

Facebook Live (as an alternative to the 
library zoom). The library had to amend 
their outside performer agreement to 

account for these issues.

A01: Outside 
performers are not 
allowed to sell any 

outside 
merchandise or 

solicit tips at outside 
events.

A01: A01 says that they 
sometimes have to 

manage complex 1099 
tax forms once 

performers reach the 
$600 payment 

threshold.

A01: A01 sometimes sends 
all staff emails to relate 
board decisions to staff. 
Sometimes they will pass 

the decision from the 
board to the individual 

department heads. Those 
heads will communicate to 

their staff.

A01: A01 explains 
that the library 

does not use any 
technology like 

Slack.

A01: A01 explains that the library board 
are not involved in day- to- day library 

operations. A01 meets with each of the 
board's three committees evey month. 

Board meetings (not these meetings with 
comittees) are public. Usually, the 
monthly meetings and the public 

meetings are A01's only contact with the 
board. In emergencies (such as covid), 

meetings are more frequent.

A01: Patrons very rarely, if 
ever, attend public board 

meetings. Once a couple of 
patrons came to complain 

about masks but these 
kinds of confrontations are 

rare.

A01: The community relations 
and strategic planning library 
board comittee does have a 
member of the public on it. 
Other comittees can have a 

member of the public but this 
one is the only comittee that 

does. That patron will 
communicate concerns from the 

public to A01 and the board.

A01: The 
library gets a 
lot of great 

feedback from 
social media.

A01: The library 
runs an email 

account that can 
accept patron 

feedback.

A01: The board 
essentially 

handed the reins 
of the COVID-19 
response to A01.

A01: During COVID-19, A01 held 
emergency meetings with 

department heads. Those heads 
also went to their staff and 

developed ideas to shift things. 
A01 then greenlit those ideas. 

The Covid-19 plan was not 
"organized" but was relatively 
successful, according to A01.

M03's team will get on 
Google and start 

looking up presenters 
who might be willing to 
talk about topics that 

M03's team interested 
in.

M03: M03 will make a note 
to herself about 

presenter's need that is 
filled out in the mandatory 
section in the contract to 

make sure these are 
prepared for the presenter.

M03: M03 acts 
like a host for 
the programs 
with outside 
presenters.

As a result of Covid-19, the 
library had to restructure its 
programming schedule by 

offering alternatives to their 
in- person events.

Managers have noticed 
that patrons 

sometimes sign up for 
events and then do not 

show up, creating 
embarrassment and 

scheduling challenges.

M02 feels 
overwhelmed by the 

amount of emails 
they receive but 

struggles to think of 
a viable solution to 

this problem.

Administration and 
Management focuses on 

collecting attendance data 
for each event and 

considering that data when 
deciding what events to 

plan.

When presenters do not 
show up for their 
scheduled event, 

management has to 
apologize to the patrons 

and contact the presenter 
and patrons to reschedule.

Patrons sometimes give 
feedback in overly forceful 

or disrespectful ways. 
Management and staff 
have to strike a balance 

between respectfully 
listening to that feedback 

and shutting down any 
problematic behavior.

O01, an outside 
presenter, has 
struggled with 

logistical 
problems.

Despite attempts at 
providing clear 

communication, 
outside presenters 

often create challenges 
when they abuse the 
library's hospitality.

Management has to 
coordinate between the 
outside presenter, the 
library staff, and the 

library's building manager 
to make sure the 

presenter's space is 
prepped correctly.

Management ensures 
that the outside 

presenter is equipped 
with all of the 

technology and tools 
they need before the 

presentation.

Management makes sure 
to send presenters and 

patrons a message, either 
manually or automatically 

through a platform like 
Zoom, to remind them of 

an upcoming event.

Management or library 
staff always attends 
events, providing an 

introduction and wrap- 
up for the presenter 

and welcoming 
patrons.

The community 
relations department 

handles the 
distribution of 

promotional materials 
for events, including a 

newsletter.

Management and 
staff makes sure 
to handle all prep 
tasks well before 

an event.

O01, an outside 
presenter, is 
comfortable 

communicating with 
library staff to ask 
questions via text 

message.

The administrative team 
receives check requests 
from management. That 
team will approve check 

requests, clearing the way 
for outside presenters to 

receive payment. They will 
also handle tax forms.

Management likes 
to communicate 

with outside 
presenter via email 

to create stable 
records of 

communication.

Management makes 
sure that detailed 
information and 

registration forms 
for library events 

are available online.

Management looks 
to get feedback and 

suggestions from 
patrons on 

improvements for 
future events.

Management uses a 
uniform protocol to 
evaluate ideas from 
patrons which may 
inform the library's 

event line- up.

Management encourages 
staff to provide their own 

feedback to assess the 
success or failure of 

programming and improve 
ideas for future programs.

Management composes a 
detailed contract (based on 

a contract template) that 
communicates 

expectations, payment, and 
other details to outside 

presenters.

Library staff chooses outside 
presenters by researching who 

has presented in the past, 
looking to outside sources for 

lists of possible presenters, and 
reflecting on performances and 

presentations that they have 
seen in their free time.

Management gives 
free reign for staff to 

brainstorm ideas 
and begin the 

process of putting 
them in the event 

calendar.

Management gets  
good feedback through 
technological channels 
of communication and 
paper- based surveys 

that the public utilizes 
when in the library.

Departments  
within the 

library are open 
to hearing ideas 
from the public.

Each department 
uses Google 

Calendar to plan 
their internal 

tasks.

The library uses almost every 
available Google Suite product to 
send emails to internal staff and 
outside stakeholders, coordinate 
calendars within internal teams, 
and write documents regarding 
promotional materials, which 
makes the management feel a 

bit overwhelming.

While some younger 
patrons and staff might 

prefer to shift to a different 
mode of communication, 

the library continues to rely 
on email to coordinate 

event duties and 
communicate information 

to patrons.

The library uses E- 
vance to handle space 

reservations and to 
house the public event 
calendar which displays 
the event schedule to 

patrons.

Members of 
management swear 

by their paper 
calendars and 

notebooks even 
while engaging with 

digital tools.

While email remains the 
most frequently used 

communication platform, 
library employees 

sometimes communicate 
via text messages or phone 

calls (especially when 
talking with outside 

stakeholders).

Management struggles to 
think of new technological 

platforms to use for 
communication even as 

outside stakeholders want 
to enhance their 
communication 

capabilities.

Management uses 
Web HR to track 
time sheets and 

make some 
general 

announcements.

The library had to 
shift many of its in- 
person programs to 

virtual programs, 
take home kits, or 

outdoor programs.

As Covid-19 
subsided at the 

beginning of 2021, 
the library slowly 
restarted many of 

its in- person events.

While most events are 
planned within 

departments, the 
management team 

coordinates between 
departments, occasionally 
working on collaborative 

events.

A01 communicates library 
board and board 

committee decisions with 
the management team. 
The management team 

communicates those 
decisions with the rest of 

the library staff.

The library board sets a 
budget. A01 will 
communicate to 

management about that 
budget. Financial 

constraints do a lot to 
dictate what event ideas 

materialize.

In- house programs that the 
library hosts and facilitate 
by themselves are one of 
the main attractions that 

provide the foundation for 
the programming initiatives 
associated with Cromaine 

District Library.

O01 is a frequently hired 
outside stakeholder. Over 

the years, she has 
established a trusting and 

efficient working 
relationship with the library

The Library frequently 
hires musicians to 

create unique events 
for patrons, creating 

logistical problems and 
creative solutions.

Musicians can occasionally 
create problems when they 

make unreasonable 
demands related to food 

needs, weather 
contingency plan decisions, 

and political speech on 
public library property.

Even though the management team has created a 
reliable communication system which integrates 

multiple communication channels (including a formal 
contract that sets specific expectations for the event) 

outside stakeholders occasionally create logistical 
challenges (including making unreasonable demands 

or not showing up on the event date.

The library is focused on upping attendance 
numbers by collecting attendance data, 

providing adequate information about events 
to the public (including newsletter, public 

library calendar), and by adapting or removing 
events that lead to poor or unreliable 

attendance.

To prepare for and open an event, 
management has to make sure that the 
outsider presenters have the equipment 

and space that they need to succeed 
while also making sure that patrons are 

comfortable and feel welcome.

Management uses both analog and 
digital methods to collect feedback 
and then strike a balance between 

different feedback from patrons 
which is then used to inform the 

planning of future events.

Library staff members within 
each department do the vast 
majority of the work coming 
up with new event ideas and 

planning their execution.

Management coordinates between library 
departments and the library board to create events 
which fulfill institutional priorities. Most of the time, 

each management team communicates board 
decisions and generates event ideas within their own 

department but there is room for occasional 
collaboration across departments.

Although some staff members would 
prefer to use other modes of 

communication, email remains the most 
frequently used platform for 

communication between staff members 
as well as outside stakeholders.

The Cromaine Library uses both 
digital tools and written 

documentation to plan tasks, 
create calendars, and 

communicate announcements.

Management relies on a 
combination of email, phone calls 

and text messages to keep in touch 
with outside stakeholders especially 

near the event date.

The Cromaine Library relies on a 
diverse group of talented 

outside stakeholders to run 
unique performance and 

presentation- based events.

Management incorporates 
budgetary constraints when 
planning event ideas; they 

request and receive funds via 
A01, the library director.

Outside 
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Event Idea 
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Tools
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Feedback and Social 
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