
Agenda  
Pauline Haass Public Library Board of Trustees 

Wednesday, August 18, 2021, 6:30 p.m.  
Library’s Quad/Graphics Meeting Room, off lobby 

1) Roll call

2) Consideration of, and possible action on, minutes of July 21, 2021 meeting

3) Comments from citizens present

4) Introduction of Administrative Services Manager Lisa Ponto

5) Communications received by Board members or Director

6) Financial report

7) Action on bills

8) Director’s report on library services, legislative issues, staffing, funding, system services, continuing
education, building issues, library users, technology, planning, Friends of the Library and Foundation
activities, legal issues, and budget.

9) New Business:
a) Space needs study proposal agreement: recommendation from Building and Grounds

Committee and possible action
b) Cleaning services proposals: discussion and possible action
c) Theft of Library Materials policy update: discussion and action

10) Items for future agendas:  discussion

11) Adjournment
Lisa Bougie, President 

Adele Loria, Library Director 

Attendees:  Please note that, upon reasonable notice, efforts will be made to accommodate the needs of disabled individuals 
through appropriate aids and services. For additional information or to request this service, contact Adele Loria at 262-246-5180. 

N64W23820 Main Street 
Sussex, WI 53089-3122 

(262) 246-5180
phplonline.org



Minutes of July 21, 2021 Board meeting 
Pauline Haass Public Library 
 
Called to order at 6:32 p.m. 
 
Roll call: Bougie, Carran, DeLonge, Hacker, Jilling, Kojis, Roubik, Schultz, Vande Hei, Wegner, Zoellick present. 
Also present: Adele Loria, Library Director 
 
Bougie/Wegner motion to accept minutes of June 16, 2021 Library Board meeting as presented; motion 
carried.  
 
Vande Hei/Jilling motion to accept minutes of July 7, 2021 special meeting of the Board as presented; motion 
carried.  
 
Comments from citizens present: none 
 
Loria introduced new library trustee Amanda Kojis. 
 
Communications received by Board members or Director: none 
 
Financial report: Revenue and Expenditure Guidelines for June 2021 accepted as presented by Vande Hei/ 
Schultz motion; motion carried. 
 
Prepaid bills in the amount of $216.00, P-Card bills in the amount of $3095.63, June 2021 bills in the amount 
of $17,500.27, and June 2021 expenses in the amount of $77,177.28 approved by Vande Hei/Hacker motion; 
motion carried.  
 
Director’s report: Loria reviewed items in her written report and other items as allowed by agenda. 
 
New Business: Following the Budget & Finance Committee’s report of 2022 budget request to Village of 
Sussex, Carran/Vande Hei motion to approve as presented; motion carried.  
 
Following discussion about the space needs study proposals and presentations to the Board on July 7, 2021, 
Vande Hei/Jilling motion to move forward with FEH Design and revise the proposal as discussed; motion 
carrried.  
 
Following discussion of the annual Waukesha County standards compliance certification, Carran/Schultz 
motion to accept as presented; motion carried.  
 
Meeting adjourned at 8:11 p.m. by Roubik/Jilling motion. 
 
 
        Respectfully submitted, 
 
        Adele Loria 
        Library Director 
 
Minutes prepared by Lisa Ponto, Administrative Services Manager 



1 
 

 
August 18, 2021 
Director’s Report to Library Board 
 
If anyone would like to attend remotely this month, please let me know by Tuesday afternoon, 
and I’ll set up a Zoom link.  
  
Agenda Items 
 
Space Needs Study Agreement: I met with Gregg Baum and Aaron Davis from FEH Design on 
Tuesday, July 27 to review the concerns and questions we discussed at the July meeting. With 
that input, they drafted an agreement for the study. The Building and Grounds Committee met 
Thursday, August 12 to review this document and I worked with Aaron on Friday to revise it. 
The revised document is included in your packets for review. The Building and Grounds 
Committee will offer a report and recommendations on Wednesday.   
 
Cleaning service proposals: As I noted in my report at the meeting last month, I have been 
using the 2022 budget season as an opportunity to explore other options for cleaning 
services. Our Purchasing Policy does not spell out requirements for a contract like this, as it 
deals only with one-time purchases, but using the criteria a one-time purchase of this size 
would require, I have collected three quotes for the board’s review. They are included in your 
packets.   
  
One important thing to note is that all of these contracts are for five days a week (Monday-
Friday). I have learned that libraries in our system of similar size (Pewaukee, Muskego) find this 
to be adequate. Currently we have a service come in six days a week, but we frequently have 
to follow up on issues. The company we are currently using is significantly less expensive than 
any other I talked to or heard about in surveying other directors, but I have come to think it 
may be a case of getting what you pay for. By going down to five days a week, we could switch 
to a service with better references and higher quality without significantly increasing the 
budget line. It is, however, worth considering whether we are willing to lose that one weekend 
cleaning day.  
 
In addition to the estimates, I asked each company to submit a certificate of liability insurance 
and references. I have been reviewing the references and Administrative Services Manager Lisa 
Ponto has been reviewing the COIs to ensure they meet recommendations from our insurance 
company. I asked them to answer a list of questions from me as well (how they ensure 
substitute coverage if a cleaner is absent, what procedures they have in place for reporting and 
addressing issues, and more). Below is a baseline comparison of the companies.  
 

N64W23820 Main Street 
Sussex, WI 53089-3122 

(262) 246-5180 
phplonline.org 
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 Cost per month Hours per day Submitted all requested information 
and answered all questions 

Dan Plautz Cleaning 
Service, Inc. 

$1,775 2.5 – 3 Yes 

Jani King $2,881 4.5-6.5 Yes 
Trotter Industries 
LLC 

$1,800 3 - 5 No 

 
Cleaning 
Company 
Contract 
proposal 
COIs 

General 
Liability 

Auto Umbrella Workers 
Compensation 

30 day notice 
of cancellation 

Jani King $1 million 
each 
occurrence - 
standard 

Likely 
n/a 

$20 million – 
this is 
unusually 
high, but 
ensures they 
have 
adequate 
coverages 

$1 million each 
for per 
accident/disease/
policy limit.  

None listed –
this can usually 
be added at no 
charge and 
ensures we are 
aware when 
their policy 
cancels or 
changes  

Trotter 
Industries  
LLC 

$1 million 
each 
occurrence – 
standard 

Likely 
n/a 

$2 million None listed – if 
chosen, would 
ask them to add it   

None listed –
this can usually 
be added at no 
charge and 
ensures we are 
aware when 
their policy 
cancels or 
changes  

Dan Plautz 
Cleaning 
Service, Inc 

$1 million 
each 
occurrence – 
standard. 
and 
Additional 
Insured and 
Waiver of 
Subrogation 

Likely 
n/a 

$4 million, 
Waiver of 
Subrogation 

$100,000 for each 
accident, 
$100,000 for each 
disease, $500,000 
for each disease 
policy limit (these 
are standard 
limits)  

None listed –
this can usually 
be added at no 
charge and 
ensures we are 
aware when 
their policy 
cancels or 
changes  

  
 
Theft of Library Property Policy Update: In reviewing this policy recently I noted that the 
Sussex Municipal Code has been revised in such a way that the numbers cited on our current 
policy are no longer accurate. The draft version included in your packets reflects the correct 
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sections of the Municipal Code. I have no other changes to the policy to recommend at this 
time.   
    
   
Non-agenda Items   
  
Act 150 Committee: The Committee has decided to meet every 3 weeks until the process is 
complete. At our July meeting I was appointed co-chair of the committee by Waukesha County 
Board Chair Paul Decker. Karol Kennedy introduced an outline for working through and revising 
the current plan. A discussion was held about services libraries are providing currently, 
incorporating lessons learned during the COVID pandemic, changes and challenges of library 
service, and expectations for the coming years. Discussion topics included:  
  

• Relationship and policies related to Milwaukee County  
• Economic development (Specifically, what can libraries do to help attract more young 
families to the county? What can they do to make it a more attractive place to retire?)  
• Digital content delivery and accessibility   
• Expansion of wireless access  
• Importance of leisure and social connections  
• Curbside and alternative delivery services  
• Increased outreach  
• Demand for shared work and meeting spaces  
• Virtual and hybrid programming and meetings, and the need for technology to support 
this shift in the way people gather 

  
Many of these topics, if not all, are ones our Library Board has discussed in relation to PHPL, so 
there will be much in the final plan of interest to our library.   
  
COVID updates: With the spread of the Delta variant and the rise in cases locally, we are once 
again on high alert for COVID. Thankfully almost all of our staff is vaccinated, but I’m hearing 
more and more anecdotally about breakthrough infections and of course, any illness on staff 
means time out for testing and recovery. More than anything else, I want to avoid closing the 
library because we have staff out sick. To that end I have asked our staff to start wearing masks 
inside the building once again. I will lift this requirement once Waukesha County is out of the 
“high” and “substantial” transmission categories.   
 
We are seeing more patrons come in with masks, and have updated our signage to reflect 
current CDC guidance (masks recommended indoors regardless of vaccination status). If the 
board wishes, we can put a patron requirement on the agenda for a future meeting, though 
given the near impossibility of enforcing it without the support of a local ordinance, I would be 
inclined to leave it as a recommendation.   
  
The surge in cases has also prompted us to look towards fall programming and see if any 
changes are necessary at this time. I am less concerned about events for adults and teens, 
where all concerned have the option of getting vaccinated. Children’s programming is trickier, 
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but at this time we are hopeful that we will be able to hold in-person events. We had already 
decided, after the success of outdoor storytimes this summer, to continue holding them 
outdoors as long as the weather cooperates (and we have been promoting this to our 
regular storytime families). Once it gets colder and we must move indoors, we plan to require 
registration and allow a limited number of people to attend. This allows us to have a record in 
case we need to do contact tracing, and keeps the crowds to a manageable level. It’s hard to 
anticipate what the demand will be like at this time, and how much of a damper registration 
will put on that demand. We’ll continue to assess as we go along.   
 
Social Media and Marketing: July was another busy month online for the library. Our Friday 
Reads and What Are You Reading Wednesday series remain very popular on Facebook. We 
gained 116 new subscribers for our 
email newsletter service. We sent out 
thirteen emails to our subscribers, 
and our featured database was 
HelpNow with an emphasis on 
stopping the summer slide for 
students. The library also marketed 
the use of the display case in the 
lobby, which led to the fabulous 
national parks exhibit on display for 
August! Community member 
Marianne Modl was inspired by her 
family’s love of national parks to 
create the display, and staff have 
noticed lots of patrons stopping to 
look and talk about what they see. 
It’s wonderful to see people getting 
to share their passions with the 
community! 
 
 
 
       
 
 
Jennie Bahnaman, Assistant Director/Adult Services Manager and Becca Werginz, Adult & 
Teen Services Librarian, report on Adult and Teen Services activities for July 2021:   
 
Adult Programs & Services 
By the end of July we had 263 adults register for the Adult Summer Reading Program. They 
wrote 354 book reviews, completed 687 activities, and logged 2,340 hours of reading.  
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On Thursday, July 15 at 6:00pm we hosted Amy Lord the Outreach and Education Coordinator 
from the Ice Age Trail Alliance at the Lions Open Air Pavilion at Village Park. She presented on 
the history of the Ice Age Trail, the tips and tricks and do’s and don'ts while hiking the trail, and 
offered maps and all kinds of great resources for backpacking. We had 22 people in 
attendance.  

At our Make It: Garden Stepping 
Stone event on Wednesday, July 
28 we had 29 attendees each 
make their own stepping stone. 
Attendees were invited to bring 
their own supplies for decorating 
if they would like and many got 
very creative with their designs.  

Book Clubs 
Six members of the Tuesday 
Afternoon Book Club met on July 
6 to discuss Year of Yes by Shonda 
Rhimes. Ten members of the 
Wednesday Afternoon Book Club 
met on July 21 to discuss 
Resistance Women by Jennifer 
Chiaverini (who happens to be 
from Wisconsin!). 

Memory Cafe Update 
Jennie Bahnaman represented PHPL at the Germantown Public Library Memory Cafe, which 
was the first in-person cafe for our Wild Plum Memory Cafe group since the beginning of 2020. 
We ran the Memory Cafe as a hybrid event with a virtual option. On Thursday, July 29 our 
Library Memory Project facilitators meeting was held, and we decided to transition back into in-
person Memory Cafes taking into account COVID-19 precautions as we head into fall. PHPL will 
host the December Memory Cafe.  

Teen Programs & Services 
Becca Werginz (Adult & Teen Services Librarian) 
reports on July events for teens. Twelve teens 
attended the DIY Herb Gardens program on July 
8. Teresa Douglas (Children’s & Adult Services 
Librarian) and two teen volunteers led the 
attendees in decorating the planters and planting 
basil, parsley, and mint. The teens were also 
instructed in how to care for the herbs as they 
grow as well as methods for drying and freezing 
extra herbs. 
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Ten teens attended the Solar S’mores program on July 23. They had the opportunity to learn 
about the science behind solar ovens and created their own out of pizza boxes, tin foil, black 
paper, newspaper, and tape. Luckily, the weather was cooperative that day, allowing us to go 
outside and use the freshly made solar ovens to bake some super melty s’mores. 

 

The Teen Photography Contest opened on July 1 and closed on July 31. With 28 teens entering 
91 photos, our judges had their work cut out for them! The panel of judges - Anna Oleszczak 
(Tech Services Clerk), Adele Loria (Library Director), Lisa Ponto (Administrative Services 
Manager), and Becca Werginz (Adult & Teen Services Librarian) scored each photo individually 
to select one for Best in Show and winners for each of the categories- Nature, People, Still 
Life, Architecture, and Macro Photography. Winners took home a gift card, and top-scoring 
photographs will be displayed on the fence along Main Street as well as within the library. 
Parents loved the opportunity for their teens to get creative, too. One parent tagged us on 
Instagram with the following caption: Loving these pics that my daughter took for a 
photography contest at our local library! She’s learning a lot about composition, editing and 
picking the best out of a whole slew of pictures. 

The virtual escape rooms continued to be popular. Becca organized a group of teen librarians 
from the Bridges Library System to create the second annual round of virtual escape rooms for 
teens. In July, the escape rooms were completed an additional 38 times, bringing the total up to 
237! Teens can complete escape rooms just for fun, or they can log the secret code they receive 
upon completing an escape room into Beanstack to earn extra points in the Summer Reading 
Program. 
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Twenty-six new teens signed up for Teen Summer Reading in July, bringing the total up to 152. 
So far, they have written 111 book reviews, completed 506 badges, and logged 3,058 hours of 
reading. 73 teens have met the five-hour challenge, in which they read at least five hours to win 
a special prize (a coupon bundle from local businesses). 

 
Valerie Johnson, Children’s Services Manager and Teresa Douglas, Children’s Librarian, report 
on Children’s Department activities for July 2021: 
 
Programs 
 
Summer Reading for children hit its peak during July. By 
the last of the month there were 959 children participating 
in the program. The department has been busy with kids 
and families loading up on books to read and claiming their 
prizes for reaching each of their six reading adventure 
goals. 

Storytime continued through the month. The hot 
temperatures have been a challenge for the hard-working 
presenters but we kept the pace high and the fun flowing 
for the kids who do not seem to notice such things. The 
outdoor added feature of a pop-up StoryWalk® has been 
greatly enjoyed by families. After storytime is over, it’s not 
completely over -- there is still one more book to read as 
you walk away. StoryWalk® pages are spaced across the 
grass in the photo below. 
 

 
 
Make It! Junior grab and go craft projects remained popular as the summer wore on. July 
introduced handmade notebook kits. The notebook project for the highest age group (9–12) 
taught a lacing method that is an actual book-binding technique.  
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On July 19 our Monday Summer Performer series presented an outdoor concert by The 
Stapletons, a harp and guitar duo who played sea shanties, folk songs, and a few childhood 
favorites. Kate Stapleton introduced interesting information about her full-sized Celtic harp and 
the duo interspersed some storytelling and anecdotes from history. 
 

              
 
Jedi Academy took place July 20 at the Lions Pavilion at Village Park. Children’s Librarian Teresa 
Douglas created Star Wars themed craft stations that included making pool noodle light-sabers, 
shrinky-dink Star Wars character keychains, and slime. Teen volunteers helped, with Megan D. 
monitoring the Baby Yoda headband-making station (above). 
Registration for this program filled up early and the kids in 
attendance had a stellar time.  
 
Teresa also created a Storybook Scavenger Hunt based upon 
popular book characters that was set up in Village Park near the 
new playground and splash pad. The characters, which included the 
likes of Winnie-the-Pooh and Clifford the Big Red Dog, also 
represented the intermediate-age favorites Dog Man and 
Babysitters Club kids. Teresa had to work harder than expected 
since characters disappeared regularly at the hands of mischief-
makers in the park. Visiting the park early in the morning daily to 
take inventory and replace necessary characters became part of the routine during the week-
long event. Kids who found at least six of the eight characters entered their names into a 
drawing for fun book prizes.  
 
During our last June session of Reading on the Roof the rooftop was uncomfortably bright with 
very limited shade from the intense sun — the only drawback to a very enjoyable program. 
Despite this and the heat of the afternoon, most attendees remained to listen to the book. We 
brainstormed ideas for making the setting more comfortable on hot days and came up with 
sun-umbrellas. The summer outdoor programming Foundation Grant covered the cost of a 
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small batch of brightly colored golf umbrellas that would provide cover during this type of 
program -- rain or shine. In fact, the first session in July had some light sprinkling and the kids 
were thrilled to keep listening under their giant umbrellas. The second session had to be 
cancelled due to severe thunderstorms, but the final session on July 21 was a scorcher again, so 
out came the umbrellas for some welcome shade. Using the giant umbrellas just added to the 
fun and magic of listening as a group to a fun book on a rooftop. 
 

 
Outreach/Community Involvement 
The summer camp kids from Wee Welcome Inn visited the library July 19. Twenty-one children 
ages 4–10 walked to the library with their teachers from their center on Main Street (next to 
the Public Services Building). They enjoyed finding just the right books to check out, with 
choices ranging from cartoon characters to the structure of the earth. Their teacher, Ms. 
Morgan, was excited to share with her campers “the experience of visiting the library,” a first 
for many of the kids. 
 
Our second Storywalk® of the summer, in partnership with the Sussex Recreation Department, 
was held July 22–29. This Storywalk® featured the book Where’s My Mom? by Julia Donaldson, 
a winsome story about a monkey searching for its mom in the rainforest. Beautifully colored 
jungle animals, created by Village of Sussex Village Park Forman Thom Berres, were displayed as 
large cutouts through the woods of the park.  



10 
 

 

 
 
 

Collection  
Book Bundles 

Children’s book bundles number of bundles number of items in bundles 

staff-created book bundles 102 438 

special request book bundles  0 0 

Total 102 438 

 

Statistics 
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Adult & Youth Reference - Building Open Totals 

Youth Reference Ques. 1426 

Youth Information Ques. 21 

Adult Reference Ques.  550 

Adult Information Ques.  55 

One-on-One Tech Help  9 

Value Line use 4 

Study Rooms use  87 

Faxes 17 

 

Children’s Virtual/Online/In-Person Programs Facebook Zoom Activity In-Person 

Family Storytime (7 sessions) 
   

507* 

Make It Jr. grab and go distributed 
  

401* 
 

Make It Jr. report back (drawing tickets) 
  

160* 
 

Monday Summer Performer (1 sessions) 
   

123* 

Jedi Academy 
   

79* 

Reading on the Roof (3 sessions) 
   

79* 

StoryWalk at Village Park 
   

63* 

Scavenger Hunt 
   

50* 

Summer camp visit (Wee Welcome Inn) 
   

21* 

Total 
  

561 922 

 
Teen Volunteer hours for July: 217 
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Adult Virtual/Online/In-Person Programs YouTube Zoom Activity In-Person 

Tuesday Afternoon Book Club (7/6) 
   

6* 

Wednesday Afternoon Book Club (7/21) 
   

9* 

Ice Age Trail Alliance (7/15) 
   

22* 

Make It! Craft Outdoors: Garden Stone (7/18) 
   

29* 

Total 
   

66* 

 

Teen Virtual/Online 
Programs 

Facebook YouTube Zoom Activity In-Person 

DIY Herb Gardens (7/8) 
    

12* 

Solar S’mores (7/23) 
    

10* 

Teen Photography Contest 
   

28* (91 photos 
entered) 

 

Virtual Escape Rooms (7/1-
7/31) 

   
38* 

 

Total 
   

66* 22* 

 
* DPI Annual Report Programming Statistics 
Jennifer Steffes, Circulation Manager, reports on Circulation activities for July 2021:   
   
With the end of summer nearing, the Circulation Department has continued to stay busy, 
especially with the larger amount of books being returned as families leave on vacations and 
children head back to school. Holds continue to be processed and fill the shelves, books are 
continually content-checked for stains, rips, and water damage, the self-check machine is 
consistently in use, and patrons are genuinely welcomed into the library.  
  
Patrons are becoming more comfortable with the new self-check machine and enjoy the 
ease of use. The staff is learning how to more efficiently check-out items using the disc readers, 
as well as trouble-shooting any potential problems.  
  
As the RFID tagging project progresses and weeding continues, the Pages are busily shifting the 
different sections to create more room for, and easy access to, the collections. While shifting, 
the Pages are also taking the opportunity to shelf-read those sections already RFID tagged.  
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Rachel Ruetz, Technical Services Manager, reports on Technical Services activities 
for July 2021:   
   
We made another jump in our RFID tagging process! We have now tagged 40% of our collection 
thanks to the hard work of our staff and volunteers. Our volunteers worked an incredible 98.5 
hours this month and helped to tag 10,220 materials.  
  
This month we began encoding our media with media RFID tags. About 19% of our collection is 
composed of DVDs, CDs and games. We’re glad to have this important part of our collection 
protected with RFID technology.  
  
Manager Rachel Ruetz attended a Café Catalogers meeting on Tuesday July 20. The system’s 
catalogers discussed, among other things, an upcoming Polaris upgrade, subject headings for 
Wisconsin authors, and department metrics/ measuring success within technical services.  
  
Statistics:  
Items processed: 930  
Volunteer hours (including RFID, processing, and managing the book sale room): 110.25  
Materials encoded with RFID tags: 10,239  
  
 



STATISTICS FOR MONTH OF JULY, 2021

July July 2020 YTD YTD 2020 % change

ALL CIRCULATION 32660 32099 191901 156501 22.6%

PHYSICAL MATERIAL CIRCULATION 29663 29223 170319 135995 25.2%

E‐MATERIAL DOWNLOADS 2997 2876 21582 20506 5.2%

HOURS OPEN 223 237 1505.5 1098 37.1%

YTD

2492 17270

2295 17156

Crossovers to PHPL from other library communities: + 6888 38837

Crossovers from Sussex to other CAFE libraries: ‐ 1323 6507

5368 32216

PHYSICAL CIRC: Sussex Other TOTAL 2020
11170 18493 29663 29223

Cards issued: 94

Reference questions answered: 1976

Informational questions answered: 76

Library visits this month: 8607

Materials purchased: 825

(year to date total:)  4321

Study Room usage 87

One‐on‐one technology lessons: 9

Fax Service: 17

Value Line: 4

Curbside pickup:

Meeting Room Use:

Quad Room: 9

Small meeting room: 0

INTERNET USE*:   261 sessions

TOTAL HOURS**:   153:43:00

AVG. SESSION**:   35.337 minutes

*includes wireless network

**wired access only

15

HOLDS FILLED BY OTHER CAFÉ LIBRARIES FOR PHPL: ‐
HOLDS FILLED FOR OTHER CAFÉ LIBRARIES BY PHPL: +

NET LENDING:

Pauline Haass Public Library



 

 

Pauline Haass Public Library 

Attn: Adele Loria, Library Director 

N64W23820 Main Street 

Sussex, WI 53089 

 

13 August 2021 

 

RE: Agreement for services for Facility Assessment, Space Needs Analysis and Concept Design a renovated 

library building 

 

 

We are pleased to submit this proposal for professional services.  We are very excited about the opportunity to 

be participating in the development of such an important and significant Community project.  Based on our 

current understanding of your proposed project and our previous experience with similar projects, we have 

developed an outline Scope of Work and assembled a team of professionals to address the many facets of this 

project. 

 

Following in this proposal is information about our approach to the project, the anticipated Scope of Work, and 

the corresponding professional fees. 

 

PROJECT OBJECTIVES 

It is our understanding the Pauline Haass Public Library would like to verify space needs and lead a public driven 

conceptual design process to help the library better serve its patrons and the community. The library's current 

strategic plan 2020-2022 identified the following primary areas that need to be addressed: 

 

1. Inventory the library's services, programs, collections, and technology 

2. Optimize the layout of the existing library to meet the library's current and future needs 

3. Study current and future parking needs 

4. Understand any obstacles to future expansion and service delivery 

 

To meet these needs, the library will be re-envisioned.  All options will be considered, including a renovation, 

expansion, and new construction. 

 

Funding for the A/E services will come from the Pauline Haass Public Library.  The agreement does not cover 

fundraising.  The library intends to do a fundraising study as a subsequent step. 

 

PROJECT TEAM 

We propose to utilize the following team of professionals to complete the pre-funding portion of this project: 

 

 

 

 



 

 

FEH DESIGN 

• Architecture 

• Space Needs Assessment 

• Library Technology Visioning 

• Engineering  

 

SCOPE OF SERVICES 

To meet the objectives identified above, we propose the following scope of services for the Pre-Funding portion 

of the project: 

 

1. Existing Architectural Building Assessment: The design team will analyze major building systems, 

including structural systems, building envelope, mechanical, electrical, information technology, and 

plumbing systems.  We will also review conformance to ADA guidelines and the feasibility of expanding 

the structure to accommodate a second floor. 

2. Technology Assessment: Conduct a survey with key library staff to identify the current state of the 

Library's Information Technology (IT) resources and make recommendations for improvements. 

3. Summarize findings of Existing Building Assessment, Space Needs Assessment and Technology 

Assessment in a booklet for the library's use 

4. Space Utilization Study Review: Conduct a space needs analysis of the existing facility to determine 

optimal use of physical space to meet the Library's service and collection needs. Develop future-

focused recommendations and report square footage requirements areas including, but not limited to: 

public service stations, collections, programming, community spaces, technology, staff areas, and 

storage. Determine current and future parking needs." 

5. Site Information: The design team will gather background information on the site for illustrative 

purposes and identify site improvement costs for the project budget. 

6. Community Driven Community Engagement Process: The design team will help organize and lead a 

community input session to determine what features they want to see in a re-envisioned library. We will 

host up to three (3) community meetings.  Meetins will be conducted with the village administration and 

officials, library board, and the foundation/friends of the library. 

7. Technology Visioning Session: (1) meeting with staff, and (1) presentation to the library board and 

project stakeholders  to explore technology-forward possibilities for the future library construction 

project with a written report of findings. 

8. Conceptual Design (Spark Session):  The design team will complete a conceptual design study showing 

how the updated library space needs to fit the building and site, how the floor plan would layout, and 

what the completed project would look like.  Options for both renovations and new construction will be 

included.  The team will also develop a new building floor plan option. These design ideas would then be 

reviewed with the stakeholders for input on any needed changes. 

9. Design Refinement:  Conceptual drawings will be updated based on stakeholder input. The final 

drawings will be a conceptual site plan, floor plan, and one character sketch image. 

10. Budget Development: The design team will develop a total project cost projection for the Library 

project that includes both the hard construction costs for the building and site, and the soft costs 

associated with the project. 



11. Deliverables: The information generated in the community engagement process and design workshop 

will be assembled in a bound booklet. We will provide five (5) copies of the booklet. Additional copies

can be provided at an additional cost.

12. Presentations: It is anticipated that a final presentation will be made to the Library Board and then to 

the Village Board..

PROJECT TIMELINE 

We are prepared to start this project two weeks after the agreement is signed and expect the 

study to take approximately 4 months to complete. 

It is the intention of the Library Board and the Architect to continue working together through 

the completion of the project.  A second agreement will be developed between the Owner and 

the Architect to cover the final design and construction phases of the project. 

APPROVALS 

Design work completed during the pre-funding phase of the project will be reviewed and 

approved by the Library Board of Trustees.   

COMPENSATION 

FEH DESIGN will provide these services for a fixed fee of Thirty-seven thousand five hundred ($37,500).  

Reimbursable expenses will include mileage to the project site, meals for design team members on charrette and 

evening meeting days, printing of report booklets, and similar cost items. Reimbursable expenses are estimated 

to be up to, but not exceed $3,500 dollars . 

Additional services can be provided, only if requested in writing by the Owner, on an hourly or negotiated basis. 

Standard Billing rates are attached. 

AUTHORIZATION 

Thank you for giving us the opportunity to submit this Proposal for Professional Services.  Should 

you find our proposal acceptable, please sign both copies and return one to our office to serve as 

our authorization to proceed. 

OWNER ARCHITECT 



 

 

___________________________________________________________________     
   
Adele Loria, Library Director   Aaron Davis, AIA,  Managing Principal   
Pauline Haass Public Library   FEH DESIGN 

























Proposal/Contract
From:
TROTTER INDUSTRIES LLC
3975 N 78th St
Milwaukee WI 53222
414-395-8626
Date: 8/14/21
Proposal submitted to
PAULINE HAASS LIBRARY
N64W23820 Main Street
Sussex  WI. 53089
Work to be performed at PAULINE HAASS LIBRARY N64W23820 Main Street, Sussex WI
53089
TROTTER INDUSTRIES LLC agrees to perform all labor and provide all supplies necessary for
the completion of the general cleaning.

CLEANING SPECIFICATIONS
Cleaning to be done as specified on a signed contract, Work to commence upon request.
Cleaning to be done as follows:
-Vacuum all Carpet Areas
-Remove all High Dust and Cobwebs
-Dust all Flat Surfaces
-Empty all Waste Receptacles-Replace Liners
-Vacuum all Floor Mats
-Clean and disinfect all Doors knobs/plates and Walls Around Light Switches
-Clean and Disinfect all Bathrooms
-Sweep, Mop and Disinfect Bathroom Floors
-Refill all Bathroom Dispensers as needed
- Disinfect and Dust all Desk Areas
-Removal all  trash and recyclables
-Spot Clean Glass doors as Needed
-Sweep/ vacuum Front Entrance Area
-Clean, Disinfect and Polish Counter tops/ Formica, desks and workstations.
-Spot Clean all Walls for Marks

PAULINE HAASS LIBRARY Work to be done 5 days a week, Between 7:30 pm - 10:30 pm
Fridays  4:30 pm - 7:30 pm

Either party may cancel with a (30) thirty days written notice to the other party. All work is
guaranteed to be specified, and the above work to be performed in accordance with the
specifications submitted. Work to be done for the sum of Dollars ($1800 Per Month) ONE
THOUSAND EIGHT HUNDRED 0/100 Dollars Per Month billed on the 20th of each month.
Payment to be made to TROTTER INDUSTRIES LLC payable and due by the 15th of the
following month.



Any alteration or deviation from above specifications involving extra costs, will be executed only
upon written orders, and will become an extra charge over and above the proposal price stated.
All agreements contingent upon strikes, accidents, or delays beyond our control. Work to be
done as stated, unless otherwise specified, by any "Act of God " Bad Weather Etc.

Respectfully submitted by: TROTTER INDUSTRIES LLC Per:______________________
Michelle Trotter
Acceptance of Proposal
The above prices, specifications and conditions are satisfactory and hereby accepted. Payment
will be made as outlined above.
Accepted by _________________________________ Date________________________
Signature____________________________________ Date________________________
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PAULINE HAASS PUBLIC LIBRARY 
 

 
POLICY:  Theft of Library Property  
Adopted by Library Board:  April 22, 2015 
 
The Pauline Haass Public Library staff and Board of Trustees have an obligation to the 
taxpayers of the community to protect the resources of the library. Theft and mutilation 
of library materials are crimes under both state and local laws.   
 
The Pauline Haass Public Library Board of Trustees will enforce rules and regulations 
pertaining to the removal or retention of library materials from library premises or to the 
mutilation of same. The definition of “library material” as stated in Wisconsin State 
Statute 943.61 (1)(c) shall apply.   
 
Any person attempting to remove books or other materials from PHPL without checking 
them out shall be subject to penalties as provided in Village of Sussex Municipal Code 
Section 9.09 (12)25 (1) through (3):  Theft or Retaining Possession of Library Materials.                                      
 
In accordance with Wisconsin State Statute 943.61 (4), a library employee who has 
probable cause to believe that a person has violated or is attempting to violate the rules 
governing removal of library materials from the premises may detain the person in a 
reasonable manner for a reasonable length of time to deliver the person to a law 
enforcement official or, if a minor, to a parent or guardian.   
 
The same penalties as for theft shall apply in cases where library materials are not 
returned in a timely manner after having been checked out and in cases of mutilation of 
library materials. 
 
Penalties are described in Section 9.09 (12)(c) 9.25 (3) of the Village of Sussex 
Municipal Code. 
 
 
 
Adopted by Library Board:  July 11, 1996 
Reviewed and revised:  July 20, 2005 
Reviewed:  June 17, 2009 
Reviewed and revised: April 22, 2015 
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