
WAUPACA AREA PUBLIC LIBRARY 
LIBRARY BOARD OF TRUSTEES  

POLICY COMMITTEE MEETING AGENDA 
WEDNESDAY, AUGUST 12, 2026, 4:30 PM 
CITY OF WAUPACA COUNCIL CHAMBERS 

Mission Statement: “…committed to offering opportunities for connections innovation, and 

engaged learning.” 

1. ROLL CALL :

COMMITTEE MEMBERS: Guyette, Hanneman, Nagel and Peterson.

2. APPROVAL OF AGENDA

OPEN MEETING LAW STATEMENT: This meeting and all other meetings of the Waupaca Area Public Library Board 
are open to the public.  Proper notice has been posted and given to the media, in accordance with Wisconsin State 
Statutes so that the citizens may be aware of the time, place, and agenda of this meeting. 

3. Review of new policies
a. Lamination Service Policy

ACTION ITEM: APPROVE Lamination Service Policy 

4. Review of existing policies
a. Revised 3D Printer Policy

ACTION ITEM: APPROVE changes to 3D Printer Policy 
b. Revised Patron Behavior Policy

ACTION ITEM: APPROVE changes to Patron Behavior Policy
c. Meeting Room Use Policy

ACTION ITEM: APPROVE changes to Meeting Room Use Policy

5. Adjournment

PLEASE CALL ERIC BAILEY (715-258-4414) BY 1:00 PM ON MEETING DATE IF YOU ARE UNABLE TO ATTEND.

PLEASE ADVISE THE CITY CLERK’S OFFICE IF YOU REQUIRE SPECIAL ACCOMMODATIONS.  THE CITY OF 
WAUPACA PROVIDES EQUAL OPPORTUNITIES FOR PUBLIC MEETINGS 
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Waupaca Area Public Library  

Laminating Policy  

The Waupaca Area Public Library offers laminating services to library patrons upon request. Patrons must fill out the 
attached  application.  

Cost for Laminating:  

● Letter (8½” x 11”): $1.00 per page  
● Ledger (11”x17”) and Legal (8 ½”x14”): $2:00 per page 

Laminating Schedule:  

● Projects 10 full pages or less:  
○ Projects will be completed immediately as long as there are trained staff members and it is at least 

30 minutes prior to  closing.  
● Projects larger than 10 full pages, or library is closing in less than 30 minutes or does not have trained 

staff  present:  
○ Patron will be requested to leave materials at the library for processing. Library staff will 

complete the  laminating as soon as time allows.  
○ Patrons must prepay when leaving jobs for processing.  
○ Patrons must pick up materials within 7 days after notification that the job is complete.  

Laminating Disclaimers:  

Due to the heat process involved in lamination and the possibility of special coatings on materials, the library assumes  
no liability as to its effect on the items being laminated.  

The library will not laminate Social Security cards (it will obscure security features) and laminating should not be  
conducted with thermal paper (will turn original completely black). The library reserves the right to refuse any materials  
to be laminated if deemed inappropriate.  
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Waupaca Area Public Library Laminating Application  

I have read and understand the Waupaca Area Public Library Laminating Policy. I understand and agree to the 

following:  
● The Library is not responsible for damage or loss of materials of the final condition of processed materials. No  

refunds will be issued.  

● The Library has the right to dispose of items not picked up 7 days after notification.  
● The Library will not laminate Social Security cards, thermal paper, or anything the Library deems as  

inappropriate.  

Description of items (if left at the library for processing):  

__________________________________________________________________________________________________

________________________________________________________________________________________________ 

Patron information:  

Name: ____________________________________________________ Phone: ________________________________ 

Signature: _________________________________________________ Date: __________________________________  

Staff Use Only:  

Amount Paid: $___________ Date Completed: __________ Date Patron Notified: __________ 
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3D Printer Policy 
The Library desires to offer community access to new and emerging technologies such 

as 3D printers to inspire a new interest in design and help the community to bring their creations 
to life. This policy establishes how and under what circumstances the public may use the 
Library’s 3D printers. 

The Library’s 3D printer is available to the public to make three-dimensional objects in 
plastic using a design that is uploaded from a digital computer file. 

A.​ The Library’s 3D printer may be used only for lawful purposes. The public will not be 
permitted to use the Library’s 3D printers to create material that is: 

a.​ Prohibited by local, state or federal law. 
b.​ Unsafe, harmful, dangerous or poses an immediate threat to the well-being of 

others. No Weapons. 
c.​ Obscene or otherwise inappropriate for the Library environment. 
d.​ In violation of another’s intellectual property rights. For example, the printers will 

not be used to reproduce material that is subject to copyright, patent or 
trademark protection. 

B.​ The Library reserves the right to refuse any 3D print request. 
C.​ Cost: Patrons will be charged the cost of materials. Printing at the library will cost $0.20 

per printed gram of filament. The cost of a print is to be determined prior to 
beginning the printing process, given the estimated weight provided by the slicing 
or printing software. a minimum of $3.00 per object plus ($.20) cents per gram of 
filament used in the process. Patrons must use the filament provided by the library. The 
Library reserves the right to change filament pricing as needed. 

 
PROCEDURES 
The procedure for printing from the Library’s 3D printers is as follows: 

A.​ Design creation. 
a.​ The 3D printer can be used with basic knowledge of Computer Assisted Drawing 

(CAD). Creating a new design requires an advanced knowledge of 3D modeling 
software products. Video tutorials that accompany CAD programs can be of 
assistance. 

b.​ Any 3D drafting software may be used to create a design as long as the file can 
be saved in .3mf .stl .stp .step .amf or .obj .thing file format. 

c.​ The Library has computers with AutoCAD and Photoshop software provides 
access to 3D modeling software that may be used to create a design. 

d.​ Digital designs also are available from various file-sharing databases such as 
Makerworld Thingiverse.com. 

B.​ Submitting a design for printing: 
a.​ Persons wanting to use the 3D printer will make an appointment with designated 

staff in order to pass along their files. All printing projects will be reviewed 
and added to the print queue. The Library reserves the right to place a hold 
on the print queue for maintenance, checks, calibration or other needs. staff 
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to go through the training process and schedule another appointment for printing. 
All printing projects must be completed 1 hour before library closing. 

b.​ Persons submitting a design to the print queue must provide a name and 
contact information to the library. Once given a time estimate and cost for 
their print, it is the patron’s responsibility to pick up their print in a timely 
manner. 

c.​ The design to be printed must be in .3mf .stl .stp .step .amf or .obj  .stl, .obj, or 
.thing file format (no larger than 25MB) 

d.​ Patrons may submit files that are multiple print plates. Each such project 
will be added to the print queue as separate items to allow regular public 
use of the printer.   

e.​ The files will be readied for printing in Bambu Studio, Creality or other 
authorized software. The Library will review all files before printing, noting weight 
and print time. The Library will view all files in MakerWare or other authorized 
software before printing. 

Please note that procedures governing the use of the Library’s 3D printers are subject to 
Change. 
 
DEFINITIONS 
• 3D printing: the process of making a physical object from a digital model. 
• 3D Printer: A 3D printer uses melted plastic to produce objects designed on a computer. 
• CAD: Computer Assisted Drawing, a type of software used to generate 3D models as files 
 
Originated and approved by the Waupaca Library Board of Trustees December 19, 2018 
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Patron Behavior Policy 

APPROVED: August 16, 2023 

Proposed Amendment: August 19, 2026 

 

Patrons and Library staff have the right to a secure and comfortable environment: 

● Seating at Library tables and chairs is limited to the number of persons for whom the 

furniture was designed. 

● Consumption of alcoholic beverages or possession of alcoholic beverages is not 

permitted on Library property, except as part of a program authorized by the Director or 

designee. 

● Use of tobacco and vaping products is prohibited in the building or lobby. Per City 

Ordinance (02-17), smoking is not allowed within 50 feet of the East and West main 

entrances. 

● Bicycles are not permitted in any Library public area or entryway. Bicycles must be 

parked in the racks outside the building. Wagons and strollers must not obstruct 

corridors, hallways, aisles, entries or exits. Recreational wheeled devices are not 

permitted in the Library or Lobby. 

● Blocking or obstructing an entrance, exit, or sidewalk is not permitted. Individuals or 

groups may not loiter in or around the Library.  

● Animals, except those used to aid persons with disabilities, or as part of a Library-

sponsored program, are not permitted in the Library. Animals may not be left unattended 

on Library property.  

● The Teen Room has been set aside for use by teens (Grade 6 through Grade 12 or age 

18). For safety purposes, persons not within this age range must restrict activity in the 

Teen Room to browsing library materials. The Library is not responsible for personal 

belongings left unattended.  

● Food is permitted with permission of the Director or designee in meeting rooms. 

Elsewhere in the building, lidded drinks and light snacks are permitted. Patrons are 

responsible for cleaning up any mess created by food they have consumed. If a patron’s 

use of food or drink is disruptive to normal use of the Library the Director or designee 

may suspend this privilege without limiting other access to the Library.  

● Shirt and shoes must be worn by all patrons when in the Library or on Library grounds. 

 

Patrons have the right to use library materials and services without being disturbed by others: 

● Behavior that disrupts or hinders use of the Library is prohibited. This includes, but is not 

limited to, loud or boisterous behavior, verbal or physical harassment, bullying, 

drunkenness or drug intoxication, running, and fighting. 

● Courteous cell phone use only.  

● Misrepresenting eligibility for services or identity in order to receive Library services is 

prohibited and may be prosecuted as a felony.  

● Selling products or services, soliciting donations or business, or distributing information 

unrelated to Library services is permitted only in designated meeting space and when  

previously approved by the Director or designee. Panhandling is not permitted on Library 
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property. Library space is not to be used for in-person multi-level marketing sales or in-

person direct sales.  

● Taking surveys, circulating petitions, and similar activities are permitted in the Library 

only when authorized by the Library Administration.  

● Bathing or the washing of hair or clothes is not permitted. Persons whose bodily hygiene 

is offensive so as to constitute a nuisance to other library users will be asked to leave.  

● Sleeping is not allowed in the library.  

● Staring at or following others with the intent to annoy or harass them is not permitted. 

● Eavesdropping on other Library users or staff is prohibited as an invasion of privacy and 

confidentiality.  

● Parents or other legal guardians are responsible for the behavior of their minor children 

in the Library. Refer to the Safe Child Policy. 

 

Materials, policies, and laws are to be respected: 

● Theft, vandalism, and mutilation of Library property are criminal offenses and will be 

prosecuted. Library staff reserves the right to inspect all bags, briefcases, backpacks, 

and other such items when the staff has reason to believe this rule has been violated. 

Violators will be prosecuted. 

● The violation of federal or state laws or local ordinances is not permitted on Library 

property. 

 

Rules of Conduct for Virtual Programs 

 

The Waupaca Area Public Library is committed to providing a safe, positive, and welcoming 

environment for its virtual program participants. All participants are expected to abide by this 

Virtual Program Code of Conduct. 

 

Prohibited Behaviors 

The following behaviors may result in being dismissed from the program. 

● Engaging in or promoting any form of violence, harassment, or cyberbullying. 

● Verbal abuse of any attendee, including but not limited to, comments related to gender, 

sexual orientation, disability, physical appearance, body size, race, religion, or national 

origin.  

● Any boisterous, lewd or offensive behavior, including but not limited to, obscene 

gestures, profanity or anything of a sexually explicit nature. 

● Displaying or using inappropriate background images or pictures.  

● Taking any recording or photographs of virtual programming without the prior written 

permission of the program director.  

● Any behavior which interferes with another person’s ability to participate in a virtual 

program is prohibited. 

 

Failure to comply with these rules may result in the loss of Library privileges, as outlined in the 

Security Policy. 
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Revised by the Waupaca Area Library Board November, 2001. 

Approved by the Waupaca Area Public Library Board of Trustees, March 2008 

Approved by the Waupaca Area Public Library Board of Trustees, May 2009 

Revised by the Waupaca Area Public Library Board of Trustees, February 2011 

Revised by the Waupaca Area Public Library Board of Trustees, September 19, 2018 

Revised by the Waupaca Area Public Library Board of Trustees, August 16, 2023 
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Meeting Room Use 
APPROVED: August 16, 2023 
Proposed Amendment: August 19, 2026 
 
The Library welcomes the use of its meeting room for civic, cultural, educational or recreational 
purposes. Library and City meetings and events take precedence and may preempt previously 
scheduled bookings. If a Library or City booking preempts another reservation the individual or 
group will be contacted as soon as possible. The Library’s meeting rooms are available on equal 
terms to all other groups in the community regardless of beliefs and affiliations of the individuals 
or groups requesting use, and are booked on a first come first served basis.  
 
Requirements and Limitations for Use of a Meeting Room: 

1. REQUIREMENTS: 
a. A room reservation form must be completed once each calendar year for each 

entity (whether an organization or an individual) making use of a meeting room. 
b. The person signing the reservation form must be over 18 years old and will be 

considered responsible for ensuring adherence to Library policy. 
c. Meetings may be reserved up to 12 months in advance, or within a time window 

designated by the Director or designee. 
d. AV equipment is available to use with meeting space, and what equipment is 

needed must be indicated when the room is reserved. Equipment must be checked 
out at the Circulation Desk by a group representative with a valid library card. The 
person who checks out the equipment is responsible for any damage incurred. 
Equipment must be returned to the Circulation Desk at the end of the meeting. 

e. Room reservations are not confirmed until the reservation form has been completed 
and signed by the applicant and the library administration. By signing this form, the 
applicant/group agrees to accept the responsibility and liability relating to the use of 
the facility. 

f. There is a snack kitchen available for beverages or other light refreshments. Use of 
the snack kitchen must be requested and approved in advance, and can only be 
used with Meeting Rooms A&B. 

g. A program which involves the sale, advertising, or promotion of products must be 

clearly stated on the meeting room reservation form. The room is not available for 

in-person multi-level marketing sales or events focused exclusively on in-person 

direct sales. 

2. LIMITATIONS: 
a. A person 18 years or older must be present at all times when the meeting room is 

in use. 
b. The room cannot be used for purposes that are illegal, potentially hazardous or 

that would interfere with the normal functioning of the Library. 
c. Use of a Library meeting room does not imply endorsement by the Library of the 

views expressed by users of the meeting areas.   
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d. No signs or posters may be attached to the walls. Any signs, informational or 
directional, must be approved by the library administration. 

e. There will be no use of tobacco, cannabis, vaping devices, or use of controlled 
substances in the Library or on its premises. Alcohol may only be used on Library 
property in keeping with the Library’s policy on alcohol at Library events and 
programs. 

f. Meetings are only permitted during Library operating hours. 
g. Organizations are responsible for their own room setup, clean up and garbage 

removal. 
h. Participants must be admitted to all meetings free of charge. 
i. Occupancy guidelines (70 for Meeting Room A, 40 for Meeting Room B, 120 for 

Meeting Rooms A&B and 12 for Meeting Room C) and other safety guidelines must 
be followed at all times. 

j. No food warming devices, such as electric roasters, crock pots, etc. are allowed, with 
the exception of coffee and tea pots. 

k. The Meeting Room and kitchen must be left clean after use. 
l. The Library does not provide cutlery, cups or dishes for use. 

3. FEES: 
a. For profit, private parties and meetings that are not open to the public will be 

charged a fee for using the meeting rooms. ($10/hour or $50 per day) This fee is to 

paid prior to meeting room use. 

b. Nonprofit organizations are asked to make a monetary donation for each meeting 

to cover meeting room expenses. 

c. Fees may be charged for damage or cleaning of the room, and any expense incurred 
by the Library as a result of usage is the responsibility of the group or individual on 
file. 

 
In case of an unscheduled closing of the Library, an attempt will be made to provide an alternative 
date or time for the group. 
 
Future usage of meeting space may be denied to any group or individual judged by the Director 
or designee to have been in violation of Library policy during previous usage. Usage of space may 
be denied to new applicants if their proposed usage is judged by the Director or designee to be 
in violation of Library policy. 
 
APPROVED: August 16, 2023 
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