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County Law Library Staffing 
 
Typical Duties/Responsibilities 

- Contracting for materials and online legal research services 
- Making (or authorizing someone else to make) purchases for supplies, services, equipment, furniture, 

books 
- Periodically getting expenditure/revenue report from the Auditor/Treasurer to review for errors 
- Updating print materials 
- Replacing outdated materials with new editions (ex. Nolo books) 
- Looking for and ordering replacement volumes for missing materials 
- Verifying equipment is in working order 
- Verifying that patrons can log in, search, view documents, and download or print using online 

resources provided by the law library (such as Westlaw, Lexis, Casetext, etc.) 
- Authorizing invoices to be paid 
- Keeping handouts (AG booklets, brochures, etc.) stocked 
- Assisting patrons 

 
Staffing Options 

1. County employee 

The County Law Library staff member is a county employee. All payroll, taxes, and benefits (if 
applicable) are handled by the county. The Law Library Board provides oversight and maintains control 
over budget.  

Examples: Clay, Dakota, Ramsey, Wright 

2. County Employee – law library is a branch of the county library system 

The Law Library Board still provides high level oversight of the library and control over the budget, but 
the county/regional library handles day to day operations and management of staff. The Law Library 
pays an administrative fee to the county library system.  

Examples: Scott, Carver, Washington 

3. RFP for Law Library Services  

The County Law Library can issue an RFP for bids to provide law library services. The selected 
organization/entity is paid a contracted amount out of law library funds to provide services. The Law 
Library Board provides high level oversight/direction and retains control over the budget. The Law 
Library Board approves purchases outside of the contracted services (furniture, materials, online legal 
research services, equipment, etc.) 

Example: St. Louis 
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4. Independent Contractor 

Staff is hired as an independent contractor. They submit an invoice for hours worked. (Typically to 
someone on the board.) If approved, the County pays it out of law library funds. The staff person is 
responsible for payroll taxes. The Law Library Board maintains control over the budget and provides 
general oversight/direction for library operations.  

Example: Rice 

5. Courthouse employee 

Staff person already employed in the courthouse is assigned law library duties as part of their existing 
job responsibilities. This person could be an employee of court administration, a judicial law clerk, or 
employee of the county attorney’s office. This option works best when the person chosen is a long-
term employee in a position with minimal turnover. If this option is chosen, duties and expectations 
should be clear and someone on the board should provide some oversight to ensure assigned duties 
are being completed. If the person is being paid an additional fee/stipend to perform law library 
duties, those duties ought to be done outside of the person’s regular workday. (So as not to “double-
dip”.) 

Examples: Murray, Cottonwood 

6. County Law Library employee 

County transfers law library revenue to the law library’s bank account. Staff wage payments are issued 
by the law library’s accounting firm and the funds come from the law library bank account. The firm 
keeps track of the hours worked, hourly wage, PTO, Holiday, deductions (PERA), and the taxes. The law 
library has its own FEIN, MN Tax ID, and MN UI. Staff report to the law library board. The Executive 
Committee, which includes the law library board Chair, Treasurer, and staff, handles day to day 
operations.  

Example: Olmsted 


