Position Description: Putnam County Library Board Trustee
Position Title: Putnam County Library Board Trustee (Volunteer Public Official)

Legal Authority and Governance Framework: The Putnam County Library Board of Trustees is a
governing body established under Tennessee Code Annotated (TCA) Title 10, Chapter 3, and
operates pursuant to an interlocal agreement between Putnam County and the City of
Cookeville. The Library is a joint county—city public service, and the Board serves as the legally
constituted governing authority responsible for oversight, policy, and stewardship of the
Putnam County Library.

Library Trustees are public officials entrusted with the management and governance of a public
institution. Trustees exercise authority collectively as a board; individual trustees have no
independent authority outside of board action.

Purpose of the Position: The purpose of a Library Board Trustee is to govern the Putnam County
Library in the best interests of the entire community by establishing policy, ensuring fiscal
accountability, supporting professional library administration, and ensuring compliance with
applicable laws, ethical standards, and professional library principles.

Core Responsibilities:

1. Governance and Policy Oversight
e Direct all affairs of the Putnam County Library through collective board action,
consistent with Tennessee law and the interlocal agreement.
e Adopt, review, and amend bylaws, policies, and regulations governing library
operations.
e Establish and periodically review key policies, including but not limited to:
o Collection development and materials reconsideration
o Personnel and employment policies
o Internet use and technology policies
o Facilities use and patron conduct
o Financial controls and internal governance
e Materials and collection governance: The Board governs policy and process related to
the library collection. Day-to-day selection, shelving, classification, and maintenance of
library materials are delegated to the Library Director and professional staff. Requests
for removal, restriction, or reclassification of materials are addressed only through the
Board-adopted Materials Reconsideration Policy and associated review and appeal
procedures.
e Ensure policies align with Tennessee law, the interlocal agreement, and professional
library standards.

2. Executive Oversight and Board-Director Relationship
e Employ, support, and annually evaluate the Library Director.
e Delegate responsibility for day-to-day operations, personnel management, and program
administration to the Library Director.



Maintain a constructive, professional governance relationship that respects the
distinction between board oversight and staff management.

Fiduciary and Financial Oversight

Ensure financial transparency and accountability.

Work collaboratively with the Library Director to prepare and approve an annual
operating budget.

Monitor library finances, expenditures, and line items throughout the fiscal year.
Ensure library funds are managed, reported, and audited in accordance with state and
local requirements.

Review and approve annual financial and operational reports to the County and City
governing bodies.

Support responsible long-range financial planning and sustainable funding.

Approve and monitor the annual library budget.

Strategic Planning and Community Responsiveness

Participate in the development, adoption, and periodic review of long-range strategic
plans.

Analyze community needs and ensure library services respond to changing
demographic, educational, technological, and cultural needs.

Support innovation, outreach, and equitable access to library services.

Legal, Ethical, and Public Accountability

Ensure compliance with Tennessee Open Meetings laws and public records
requirements.

Act with impartiality and in accordance with conflict-of-interest laws and ethical
standards applicable to public officials.

Protect patron privacy, intellectual freedom, and equitable access to information.

Due process and impartiality: Trustees commit to viewpoint-neutral governance, avoid
pre-judging materials or services subject to complaint or appeal, and follow established
policies, timelines, and criteria when considering matters before the Board.

Community Representation and Advocacy

Serve as an informed ambassador for the entire Putnam County Library, representing
the interests of the entire service population rather than a single appointing authority.
Communicate respectfully with members of the public, elected officials, Friends of the
Library, and partner organizations.

Listen to community concerns and ensure they are addressed through established
policies and procedures.

Respectful engagement: Trustees refrain from directing staff or committing the Board to
action outside of properly noticed meetings and adopted processes, and support a safe,
professional environment for staff and the public.

Promote understanding of the library’s mission, services, and value to the County and
City.

Report regularly to appointing authorities and funding bodies as required.

Board Operations and Participation



Attend and actively participate in regular monthly board meetings, special called
meetings, and serve on committees as assigned.

Prepare in advance by reviewing meeting materials and reports.

Serve on committees or task forces as appointed by the Board Chair.

Follow Robert’s Rules of Order and established board procedures.

Meeting integrity: Trustees support orderly, agenda-based public meetings, adhere to
notice requirements, and recognize that board communications related to official
business may be subject to public records laws.

8. Trustee Education and Development

Participate in orientation upon appointment.

Attend trustee workshops, regional meetings, and continuing education opportunities.
Complete or work toward Tennessee Library Trustee Certification.

Encourage and support orientation and training for new trustees.

Time Commitment:

Regular board meetings: Monthly
Committee meetings and preparation: Varies (estimated several hours per month)
Occasional attendance at library programs, training sessions, or community events.

Qualifications and Eligibility

1. Required:

Appointment by Putnam County or the City of Cookeville, consistent with the interlocal
agreement.

Commitment to public service and the mission of the Putnam Country Library.

Ability to work collaboratively with diverse viewpoints and stakeholders.

Willingness to uphold governance, ethical, and legal responsibilities of a public official.

2. Preferred Knowledge and Experience:

Experience in one or more of the following areas is desirable:
o Board or governance service

Finance, budgeting, or accounting

Law, public administration, or compliance

Education, literacy, or youth services

Community engagement, communications, or public relations
o Strategic planning, facilities, or technology

Familiarity with public-sector or non-profit environments
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Term of Service:

Trustees serve three-year terms in accordance with Tennessee law, the interlocal
agreement, and local bylaws.

Trustees may service up to two consecutive terms, with eligibility for reappointment
following a break in service as provided by law.



e Board composition must comply with statutory requirements regarding number of
members, appointing authorities, and gender balance.

Compensation: Trustees serve without salary or compensation.

Statement of Public Trust: Service as a Putnam County Library Board Trustee is a position of
public trust. Trustees are expected to exercise independent judgement, act in the best interests
of the entire community, and uphold the integrity, transparency, and long-term sustainability of
the Putnam County Library.



