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a:1;utet rioliAt-Oihe Pen ris%1Vgje Library ASSociatfiiri is committed tellelping
i ':iiiiteek:Ot: 16614 .ii-brari,e0 to enjoy their responsibilities whiiii.beconlinb;MOre, _

O:ifreii,lifil4:- and
, ...,,. .-,---:g101*a 'in:theipti Of.w.Orking,tow,ard more visibility for their liprafies,

' rerdelVideiffii:6th:t*:-60iirOPities. A

A
, -

: 11 11. 4! 1,4Ai?Pi,,.:was cleiveroped. by:a committee of trustees' and-Iitirariana working in ,

iiiniohYtitito:q3*eri30i-06,!oole., ideas and procedures usecill to experienced andifirligeov ce r s The jiandbobkwasPfield-tested" through interVi4s.With ityStees.eno
"04"rri*--sections '-`f,Peritis-ViVanie.: . '

'It.t.a;alfie2'..00. 4:2:fiketePo4i,;nifibeithiii trustoils will find the handbook a:ready source of
'Aiit-siori,-**iiitelpii`s. ai-thelibrary trustees of Pennsylvania take on their.. . ,

d'..".411`6400,.ekSential.)96e. With enthusiasm. - ,
-:-,,;. --...:.,.. . ,_ ..

. ... .,

r aralW:..1,8teigiiir,Walt: .
- .,..-s.

.. .

..,---....-- ,.--,...-:-,:..: ,'
016.9T.P.0;:Arpoloo-::pivision .

sylVaniat.Libiaty:A§todiation.,... - . . .
4 .,, .
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bjectives of This' Handbook:=
P

""
,

it6c? iteighten the awareness of liblrary trustees to the importance of the
library board it the success and services of lie legal library,.

4..to enockilage. trustees to become more expert in their reSprisibilities.

io'to ,suggest usefui practices-and to share sLidcessful and desirable
methodt of representing the community through the library board.

, tb'proviqe an up-to-date and reasonably,comprehenSive source of ledal,
and general information for -i t5mticirig and potential trustees.

f
to supply material as background foi discui.sion and decision-making
by local boards. .

. s
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nth of"-alibrarYthietei is to repreSene ao riimunity -fmm Which
aq, or to govern and to lead. Thergsl!essdiffs,pmittmcapsqcommunitsesare

cptit..**,.,,gfpups asifz,srorio, and
41, ,e6Safs.Sity representing. he otal OpttnItinity,fa f to

thet,O*R00.of the
OPtiii,heikide:a6:1wi4er,Particip.#ticirg

bithe eptittpnity
difi*IfYi**4
s.neOto b6',V,,i`siblo; tt*commtfriitY.r

mtre,ptings, publicity on-dectskons,Esnd-,
ifiOnal-74POckariceStand:ps.siblic10.000'

friettlopis and opportunities participation
6 iitiltoz.-

..*OP4011011, ,40,40

-Tn!_ :art 001-4,ction,and=c3Yerit;;busineSs,
Br and csikstento.elvalisate *Rd 'aUggast services !

dusty ,;-0Ortei;e6;:teeriageii when their needi
-consicier64. Such committees tjie

thinking;.:00-cteatiVitY of the cbmstunity, resultirig in .

Tancf use) of the library and
community 014: litliary as an asset.

:Streoessfsit library. boards their problems with
hkipernrisunitY,,, WOO), money is tight, the community

f,CAST,..helry'to,136Cide hoW46,use it and how to work-for a
better - monetary. base. Aitrhen there is:,need for g
'NfIclin0., the oeimmunity sits in on theplanning.and
wist,pitotT into secure financing. When new programs

7-2are 40169. .Weighed, corounity groups will help to
,4etarinine' which ideas have the best chance to
succeed and will belhe first to know and use the nw
;061i0 s: - -

'01.sblic-participation is desirable at every turn so that
has.access to-many opinions and the

'beat'id6aS'avallable. The two -way low of information
mstkeethelibtary essential to the community because,
it offers What'the community wants and needs.

inCoirihritirin of the library: if it was not establithed by a municipality, the
litirary:,should be, incorporated as a nonprofit corporation to insure
continuity of the institution, to enable l' to receive tax exempt status of the
U,S..lniornal Fleveaue,ServIce, to encourage the dortatiop of gifts, and to
limit the liability of individual board members. Under Act 2l1 of November
15,1072, for a tee of $75.00, a Charter of incorporation must bs filed with
the Pennsylvania Department df State. Emoloyment of a lawyerto draw up
and file the papers is adviiidble.

.6
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reittestachjws

of ;tita*ary 10,ct,01*-t* "Pi
imOnflct!!;, ,,' -- /

*-'itncoviogriPrigaptiatiott
you tilAhO,10f10.1.,4_040409t)
use a. questionnaire atit Meeting::
Atli'Abt.t:OCIIK*(00,- the local press
16.0160 Atti-th*bOprd:.;:arftilhcri

"td:idsiCit iiJiblieidetktiVoUghan
tefitoriaf

, .

049ut16,
library's -Servipag with you and
.010#11*OSilhdrk
Ph0006§-eetiort hires in-public
plact$ for ,wattera,in-line to use
to "talk to the librafy:"
Be on the lookou for a profes-
sloralfrofl-taiser or questionnaire-
deviser who would volunteer to
design - surveys.

NEED TO KNOW
YOUR COMOUNITY?
Collect:

'Census figures that fell you
eclnornic levels, 'family size,
ethnic- backgrounds,' ages,
educatioh, 'Occupations.
Names of persons who work with
the community in direct seivic
(waders, clergy, politicians;
social service workers),
Names of Organizations - school,
community, business and other
giviirg service, watchdogging and
wanting to help.
Ideas you hear expressed,
problems raised, issues
civelopinp - for relay to the
library.
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. . ., 1. .
;MWEpp,o are involved in creating, Maintaining and iMproving library service in. ' ,

',P00001.4hia- /
. ' . ... \

-.

,

--,-The,cle.heral-Asembly provided-thelegal framework and-alters and amends the laws

40,,,neeOeciIt also, appropriates_ the funds for the operation of the State'Llbrarii,:atate
-mckney.fOr di-Strict library centers and the regional resource centers and state aid money-

717-IcyCal librati4s.' , . ., ,

The:atate:Library, 'a part of the Department of Education, has these purposes stated
::'

lif;State re nations: . , ) ,

to,prOvide information and foster continuingieducation by

1)>,Making....available, all library materials Of the State Library for use by libraries,

,,,ageriOieS 0.6tate and local' government and-Publia. : ' . ,

.i:1-yr
i ,400;:rdinating .a statewide systein cifloogrlibstties:

' /
l .

, a 3) proyiditigadvice and aounseto local ilbrapeS;-district library centerkandiegicinat
takource-centerde municipalities and goiips on the deVelopnieht and improvement of

library .servile; and ' .
.

,.., 4) inspecting local libraries, district library Centers and regicinal resource centerS.'.

Actually, the State Library does much more. it provides a prof,,issional ,staff for
consultant services; it holds workshbpd and other. meetingd to assist librarians and
trustees; itInakes and '"?makes a state plan for the progress of librarlei; it encourages

leadership and serve's as.a resource for all types of libraries and the librarians, lay

persons and trustees working for good library services. - ,_
..

o; , ;

The State Library ,h+ three buwats: the general library, the law library and library-
.

development. It serves as one of the four regional resource centers; is a beehive for

interlibrary loan activity and has a number of legal responsibilitied to make rules and

Standards. . ..

. .
.

.Municipalities (county, borough; city, town, fownship,or school district) establish
and,majntain libraries,Junding them frpM local money. Municipal officials may levy a

. special-tax for libraries of three mills)on the dollar or make funds available from other

municipal revenue. They may also issue,lbonds for building, either by referendum or on

their own initiative. Municipalities appoint the trustees -of the 10661 libraries.

TRUSTEES, then, have the prime responsibility for the good health of their libl'aries:

making most of the policy decisions and representing the community.

6
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J,
at p phopfpfsL00Flp,14$*re:irijpostont'Ac a'rtdS'

*Oitliffoff310.

Ar4.000.tglatflafkfis4iiiii-dcht4e,V0110.114:,.0000'0.191414:1qPiPt9jhO
00.4)0. *be -04.000irionity.kitajigilifilpA410 OatPOOticlAls.109
to ikotoolio:Ottiotaio,:wiipAro,04i.o-ptty.0 of,the`librar 's ery _cos
ottifrpOot0 thatipicipxtea opportunities fOrttleAptii:ry*ornwinitOabiAltyt9

,0,','Oprne'librarieSeatablishe9,:priOrAo.1961=retairilha,,beard.strPCtu're%
er,:witich they were 'Or4aniZert, -Moat, are "esSoCiation!' 111aratlee
it e(1y created §rOuiS 'interested e eititens, Municipalities
tO-Pitrating?,f p-ria,f,OrrtheSe libraries name.sorne inerni;ers.of,,theticiar,d

L1.011Aii -00.0; Sec. 411i,, Otherwise, the bpardsjiavefyariOija
OdStit'na ingItuatees

,

The-,present program IA proViding public 11preryServicein'Oenkay)yahlahadija,Origiri-
:jry-4,00.10,4ireoted, by Lowell' A.. Martin In V56. ThattillFty;. .LIFIRARY'ORVICE IN=
!OgisiNSYLVANIA; PRESENT AND.P9OPOS bi .commonly to as the,s.'Martin.
Plan," made a number of recommendation's whith bedarne Or:lief THE LIBRARY
CODE adopted in 1961. The-Code provides \for ff4these levels o110 library service:

. A
:

e,

4*"2 1. The Local Library
The local community public 'library heal the,respecnsl ility for providing a basit
odl ion of currently useful educational, inf4r. loin& and recreational
rn ials, including books, pamphlets,, magazints, newspapers, recordings,
pictures, films, microfilms, Video forms, etc. Quantity and quality. of materials.
vary with the size of the community and the amount of money it iVests in library.
service. The library also provides a variety irif "Services to -the people- of the
comme,ity such as reference, children's Pro0c40.s,procicanis for older PennSyi-
yenians. and servicei to the unserved and the,Ainderserved: helboal library
provides the services Most needed and requested ,by the members of the
corninunity. When other materials are needpd, the local library borrowg them
through the district library center. Whersistance and advice are needed to
plan for and initiate services, the local library may call upon the diatrict library.
tenter.

.,r

-2. The bistrict Library Center .

district library centers are located in the major Marketing areas of the Common- ..*
wealth. The dlitrict center is first a local library serving the people of. Its tem-
rminity and second atource of assistance to the citizens and local libraries within

nC ' 7
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Ito:,0010f. ,Re*OurdeS. crt-e. district' lili -;Cen et 99'00.'01A-
y ..

-t?..pskf04.-,eiory 'libiEtly. A,,.reSepie..-Pfin I ir101Uillf4..a: 'ialTieciiiiii-ldf'',:, ,
1f,. MeMilmeis'aiwayS a'valla is. ekothe:1#calpatrehrOUt .iciettOri:O. ,

OtherllbratieS in 'the distric atet,riala ot.00it toitiopo ipithe:

.._ flItiy:Fm6if,ihit,district.cent- 1 nbliae triaterials-rthere:',' , _si ...
!rs

Advisory assis4anCe is p r.
,
o- ViiOtt 'iyPip" cig tr)O: 2center to l041:,'110,*ent*, ''''

. -Municipal' Officials;.interoted, Citizens-and IfiusjeeS,Witliikthe.'d thr
,... - .peiodiOdiatta, _district nieetinigs and

----
wOrk$,0p0i. #1j 0i00100

-46000010 not Affibient to a.Specializedfietg, a.reqUeSt ls, ',toil
regional.resotkci,zenter or to other libraries hOldinglhe,needed,*teirial:

_ ..-

, lk . 4,*
.

f ,. .

3-:- tie Regional ResoUrce Center Library.

Z":" 7 ''', .. There ar&foc.fr regional resource center prarieeiti Pennsylvania.
-'4 ,14,0rary 'Of Pi*outn,,the Free Liblkity OfiPhiladelphiai.lheliO(

N 4 ..v401i't*W461v0r04:arg the Mate,tit'aY-00'.40inithe c* -4i
in HaniebbrgooMptiealvestreSearctirresOUrOcaPableoTneetit,m
of persons -16-p#nrisylVania. Materials'are SeilttOthe diStOct centers Via'Oetilite

0 services or may be Used 'at the regionale'retOtOeilibrefii; '
The Bureau of Library Development of thr State. Library,

-services to the district centers by assigning a staff* member to a speCified 94.040 of,-

diatriCtcenters. .
. , , .

Therefire also yariaus consortia andcooperatives'providihg an irifermediate levelof .
.

. .. :,

.service (see page 41).

WHY LIBRARY TRUSTEES?

In the . American tradition Of ,direct public participation in government, the

Commonwealth of Pennsylvania has provided NT governing public libraries through

members, of the community operating as a board of directors or trustees.

The word director is used' in the law, which gives "control" Of the local:library to e

. board of liOraiy directors. The more popular use of the word trustee iniplies'a trust - to

individuals to perform exemplary service, in the appointment process to bring
representation to the people and to the board as a unit to carryputlegai responsibilities

cbreketiy: _

Library trustees are also advocates and exponents - leaders in developing the ability

of their librariello.serve the public responsively, responsibly and Creatively.

Libraries as public institutions`need-the pipeline to the public thatirustees provide.

Trustecis from the community safeguard and enhance the public's interest in having-full

value from the fundt-supplied to the institun:
Library trustees thus represent. the public's interest in achievins0 a good service.



.. ,,..... . .. ... . .ati. of 4 (ittOr.YA;Ii'ait. 00 1-' kdri3.0.1:Sej:iit 0i310*'04Y.fi_OTP*fhiCh'
et . - .
,:aii,thOrltY ft.i:§0Vefh and to lead:The roles 00(1;44 bega..USe communities are....

tt-ofi4iViedli!itefeatt :and' concerns; -geolffit'and:Otgailliatip,AP, mitede,atid.
..., _ . ..... _..,., , .

., ..

r:,!cespi.lityriPiCseiltiria the trital'obMmt.iir0 ia AreateStachleverneritto; .

C104aPiftii:
iit';Witll the qpffirtePS-§fc. the

6 ei4i418461.4.#00-00.0P.019}1
,666*,'OiVoii- domolorottin,
library board:

tittiVEVOtt
iiit#:010.44,What'they. think

rrf JibrOY,00'014 4141t
10, sr064,..;

10:001i/i01 in Pie Ornniunity;. ,''',ntsiOatie0-441117401**00ich
wxaTVUgt

f_cti hies

= ;, :t ,o> Ito= soicit`?pisbicitleasttirougFil$rf

4 ti-iio,eitiloo,ripokitsr,IOndOcision§:ancl -Y04. bOtifiti,14600 04cu**)

*4WthkediteitoyprooiboAforos6oir:ameMmembers qpPorTanitieS foe. arki. -§,meeviititsthehoird::-!-.ana:th613. RA

.16,0t4yate. and-ipogoStolyko,frot you and

irig:.1tOpSideted. Stt,ii :cc/M*4 they

rea nct e ge use) the:yotoey- and o A .44 or a profes-!:-.610(41iitiii#455in 41:;0.1ibr ryas an assef;?:. ,slci;10.04;tsorpr.qucstipripairt
.

UCCeSsf0,11bratyboards hare,theit problems with . would' volunteer to

0.:(00thipOr.ilty3When:money-latight;:the coliirnUnity >';(!°q" urver
elPAr.decicle, how tauseitaticthow.ta work fcy-w

.

`.6,Ort..'.4,0,013010,01-10.1d.jievO'0;:b.461r1004 koit)OilcinPledeliixiiiith

?-4q,,,,:000:4e00.6411,410**4ry,,tobirmikciR

0,ftlp' comet' rat 'Ma* f'f**471'.°1Pe t6't*the,Y,,xP- .toiinc.tioithe-obroyo.

better itiphetary base. When there is heed: for a:.

0:ciptig; -04,..cotanutiity sets on the praniiing and
iirpirptoij to:secure financing. When -new programs-

400?:Origi'Weighedi community. leitips. Will- help to
=determine which ideas ._have.1 the best chance to
succeed and will be the first to know and use the new

.0/.-100A-.
,p)4.1,',POrtfOiPation is desirable at every turn so that

accessto many opinions and the
-4;;e:Ptrdilis:P'aVailable. The two-way flow infOrmation
races the brary essential to the community because
it, Offera4f;:at'ifie community wants and heeds.

Incoitioraifon oitiii library: If it was not established by amtunicIpelity, the
library: hould.be, incorporated.as. a nonprofit corporation to Insure
.continuity Of.theinitittilloti,to enable It to receive tax exempt status of the ,

inteindf, Revieptle Service, to encourage the donation ()Nitta, and to
limit the liability of individual board merners. Under Act 27101.'0Am/3er

197'4,fei to6 of $75.00.* charter of incorporation must be flied with
the Pennsylvania Deportment of State. Employment of a lawyer to draw up
and,file the papers is aclvlsabte,

NEED"WKN9W
Y9011, CPMIP441101friq
Collett:

denstr3, tigares that tell yeti
economic levetS, family size,
ethnic- backgrounds, age's
education, bccupations.
Names ofcpersigns W4f3 ,v4ork-withl
the community in-direct service
(teachers, ,clergy,
soCjal,aewVice workers).
Names of orgarkations - school,
corranunity,7.bpineSs-And.,other,
givingservide, Watchdogging and

-.W0011010 help.
Ideas you hear expressed,

, problems raised,. issues
developing - for relay, to the
library.
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N6IBLE FOR PUpLIC
PENNSYLVANIA?

.t.
It

,,Mgny,,,,Peeple. are involved in creating, maintaining ;and irriProviriO'libriiry service-in
. -

tiflettnerai.Asseritly'provided the legal framework and alters arid" rnends the 104s

.0S,rieeded:-It.also applopriates thetfunds-for the operatioh of the Szt4te:k.ibtaryistate

iMoneyfor,diatekt library centers and the regignalresqurce centers andstate money

TheState Library, a part of-the Department ofEducation, has these purposes stated

.-in.Statel'egulations: : . 1,4;
,

10enriSpalliai -

6.. ' y .
tO;.prOvide information and foster coritinyjng.,eduQation by: 4

I...... . -
le a

% L2
,

3,,, i)i making availableAlllibrary:materials lb the state-Library fdr use by librapeS,-
,. .. ..:. %,..

,ageOpes of state and local ,governmentand to the. pdblib.- i: ; ',; "
i 2 y`c:16 ti e. "0' i h a t i II g -a stateWide!sjistern of Owl: libraries,

.3):liroviding adviCe'and counsel to local librarisrci7litrict library centers andiegidnal
..,_

--:reso.Orce cerAgrs, municipalities and groups or*the development and improvement of

library service:;and ,..* ',
i",

41 inspecting Ideal libraries,,6istrict lair* centers and 'regional resource centers,
i .

.. , . .... .

Adtually, the 'State Library does much more. It -provides a Professibrial, itaff,for

dopsusltarit services; it holds" workshops and other me.ttings. to ass* librarians and
trusteps; it makes ,and remttket-a state plan' for ithe pregress of libraries;,itiencourages:
leaderphjp and serves as a resource for all types of libraries and the libratianO4y/-

- persons and trustees working for good librarylserviceS ,

1 '
. ThOsState Library has, three bureaus: the Oeperal library, the law library and library

.
Elavelopment: If serves as one of the four regiCnal resource ceoters;ls a beehive for

r_lterlibrary loan activity and has a number of legal responsibilities to make rules and

kndards. 'i-:?-.
4., h ,

- i 4. z %
.

Munidibelities (dounty, bOtough, city, towri,`Iownship or school district) establish

and mqktain'llbrari4s,,fun'ding them from loci money. Municipal officials may levy a

Special tax for libraries of three mills Oh the dollar ormake funds available frOrn other

municipal revenue. they, may also issue bon& for building, either by referendturior on- il

their own Initiative. Municipalities appoint the trustees of the local libraries: . /

i
TRUSTEES, then, have the prime responsibility for the good health of .air libraries;

makinrnoo of the policy decisions and feRresenting the community.
e 'I

;
/
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,10.04,44viit)MCIPAL,46.F6CtAts-e4, irhOrtent!fir. the: liorery phouici-bi
00-Linto:064-Sbcti.t the library's Orogre4,,,,.,,pregferha.erik-prohteine4ibrary

regiit4r,toritebt,with-stheereoted,e-tflohite,-101106 tray
!eKkrie:;r0),kho*leOfferlo-ObihmtinititretatioiehlOethetelOtecriottiolaistiee
:to make their deole!orie.,,Otficiele viholge supportive Ottelijireiye,O.pliicee
Oeffirenefrite thetirdoeltra..opportopitiee tor the libtOry to ttrow th its ability

.

I.

t
.

'NOTE; S;orae Ii6rairiga.eistabkaiiiiiii?-ecorlaleciOtretaip,thg boardstitciyii
.Oriderj?ihich. they were organized' Most are "association''-',iibiarjea
originally- treated -by-.1,0'roUpS of intereSted, _

,apPrOp'tiattngfunds for theSelPwarieS name,atime eriemberS,Oftile;_beard
frog:%11EgiAlly :CODE: Sec: -411). .0therwiee,ethepoarde .t1017a various'
nethods-,of ,parping-trUstees. c, .1 ,t>

,

c .

0:1'0 1,-1.() LIBRARY S
fl

The prese Program of proyiding public library service ift Pennsytvanila fled, origin
ii-Sti,:schr directed §y.Lowell A. Martin in f9pli. That study, LIBRARYAitilMIN,

00.NN'SYLVANI-:c PRESENT AND PROPOSED, coMm9nly referred to as the'Vatiin
:010;1 made a nufnbei.of recommendations which bOcame part THE LIBRARY
,Q(5DE'adoetekl 1961. The Code provilies for the:tie -levels of public library serVide:

1-,The Local Library_
The 'opal community public library has the responsibility_ tor providing a-baalc
collection of currently useful educational, informational and recreational
materials, inch-Wing books, pamphlett, magazines,. newspapers, :reedrdings,
pictures, films, microfilms, video forms,. etc-. Quantity and quality, of- materials
vary With the size of the community and the amount of money it invests infibrary
service. The library also provides a variety of services to the people- of the
community such as reference, ehildren's prograMs, programs fo,older Pen.nayl-

, verilana and services to the. unserved and tile underserved. The sloaallikgary
provides the services most needgd and reqyested by ;the members, of the
-community. *hen. other fnateriais as needed, the 1001 library-bOrto-wi_therp
.thiough.the diStrict library center. Oen assistance and advice are needed to
plan -Wand initiate services, the local library May.ball upon the district library
center.

2., The Distrigttibrary Center .

District libfaryidanters are.iocated in the major marketing areas of the Common-
wealth. The district. genter is first a local library -serving the_people of its com-
munity and second a source of assistance to the citizens and local libraries within

:12
7
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its.district. ,Fiesources of a district library center go beyond those considered
basi, for every .library. A.-resqrve of Materials incipding a 'basic colledtion of
16 mmfilms is always available tathe locAzipetron, but maybe. u,...fted by patrons.of

',other libraries in the.district. Materials are sent to the local library, or the patron
may Visit the district center and use materials ther'e.

. Adyisory 'essistanaels provided by the district center to local librarians,
.Municipakofficials,, interested citizens and trustees within the district through
periodic-visits,_ elistrict meetings and workshois. If the district center collection
of materials is not sufficient .to meet a spedielited-n-ded, a request is sent on to a
regior.alesource center or to other libraries holding the needed material.

3. The. Regional Resource Center Library-,' ° .

There are four regional resource center, libraries in Pennsylvania. The Cirnegie
Library of Pittsburgh, the Free Library of Philadelphia, the library of Per
vania State University and the State Library (incating the Law Library Bureau)
in Harrisburg comprise a vast research resource capable of meeting most needs
of persons in Pennsylvania. Materials.are sent to the district centers via delivety 0
services or may be.useliat the regional resource library. , ,,..

The-Bureau of Librarylbevelopment of the State Library provides back-up advisor/
service's to the district centers by assigning a staff member to a specified group of

tdisrict Centers. . .

There are also various consortia and cooperatives providing an intermediate level of
service (see page 41).

.
,

'L
WHY LIBRARY TRUSTEES?

.

in the American tradition of direct public participation in government, the
Commonwealth of, Pennsylvania has, provided for governing public libraries through
members of this. community operating as a board of directors or trustees.

The word director is used in the Jaw,. which gives "control" of the local library to a

board of library directors. The more popular use of the word trustee implies a trust - to
individuals to perform exemplary service, in the appointment process to bring
representation to the people and to the board as a unit to carry out legal resppnsibilities

correctly.
-Library trustees are also advocates and exponents: traders in developing the ability

of their libraries to serve the public responsively, responsibly and creatively.

Libraries ..es public institutions need the pipeline to the public that trustees provide.
Trustees from the community safeguard and enhance the public's interest in having full
value from the funds supplied to the institution.

Library trustees thus represent the public's interest in achieving a good service.

13

8,



S

HEN, IS A GOOD PUBLIC LIBRARY?

.04..00110 _library is an easily useable and readiJaccessible pollection of
ffikefraiS'OdterVices,,organized,and administered by persons competent-to bring the
cOMMUni --a'nd-thete resources together in a productive and satisfying manner.

;:he:'-lofirl:public library is adequately supported by the
so that the library can, in turn, _meet 115e needs and

jnterStS:01. the entire public with information, recreation and
,-,000hrkeht. To do this, the good libraryuses its own resources
_40:44eilMit,_cooperates to share resources with other libraries
-.:and*eeka ways to give the best possible service.

The good public library erpourages the broadiat
useµof its tesouices by the community, institutions, G001,,GOOD, GOOMcifidiVidUali andgroups and constantly evaluates its ..

contributions to the quality of life in its community. yes, ,AreNte-l*ed_goed many times it
this- section', The .repatitibnirm=

The g od -publid library is aware that good library t
phasizesrustee

i
than the goal

s to participate i
of every

n bridging
ServiCOinds its best measure in theeyes 'nd minds of the library to -a standard of .excel-
-the isers. To accomplish both planning and fence that causes the community to

valuation, the good library makes use of various 'say, *We have a good library.'
techniques to involve the users in determining needs
and interests. The good public library meets the
applicable state standards of service and, knowing
that these standards are minimum, strives to exceed the standrds to provide the best
possible program.

'Does your library
have goals and -

objectives,likelhese?

STATE STANDARDS: Minimum levels of achieVement
or performance set as. criteria for approval of local
library plans for receiving state funds. (See Page 36).

0

WHO SHOULD BE A-LIBRARY TRUSTEE?

YaU - if you can meet certain requirements, come to, the position wish an open mind,
learn on the job and give adequate time. Trusteeship is not only an honorary position, it
is a working relationship With the community, the library staff and fellow trustees.

The baSic chatacteristics.to be sought in a person considered for appointment as a
; tiblahr board member are simple: -

Commitment to the importance of library services
Willingness to devote the time and effort required

9
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' The person asked to be a candidate for a trustee position should be given a written

,statement .of the duties and responsibilities of theoffide. An interested potential trustee

will-notecpePtpack of time or other commitmetttsprevent full participation.

The 'board as ,a whole should represent a_ brciad

apeotrup of community interests, occupations and
arses. Oyer the years this representation should rotate
ro include as many segments of the population as
possible. To vain this diversity, relatively--- untried
candidates must be considered. A well-Wanced
beard can bring in less-experienced members who will
provide new viewpoints and -learn while serving.,

Competencies needed to fulfill bOard functions
ought to be present in the total board make-up.

THE TOTAL BOARD COLLECTIVELY has:.

BASIC READING

THE LIBRARY TRUSTEE,
edited by Vliginia Young and
published by R. R.owker.'

skills. in board management and cooperative functioning
.* sense of fiscal responsibility and. an understanding of funding

-le relationships with the funding agency of agencies
rapport with the-entire community
political awareness, acumen and influence

O ability to relate to the public and to make public appearances
availability for relevant meetings Inside and outside the community

* knowledge of libraries' and of the library profession
e knowledge of the legal powers and responsibilities of the board

-7

Expert knowledge in a professional or technical discipline may be useful for specific

undertakings. Some boards rely &Most entirely on their members for advice in the

fields of construction, finance and law. Others make extensive use of consultants,

advisory committees or volunteers. Holding seats on the board for certain occupations

is to be avoided, and the boardshould be aware of its obligation to avoid any appearance
.of sbonflict of interest. .

The less tangible individual qualifications needed to produce a dynamic and
harmonious working board, such as enthusiasm, creativity, objectivity, flexibility,

courage and responsibility, are more difficult to 'Identify. Care and acuity in the
selection process will achieve the balance needed on a board.

To insure that a qtialified person will have the crucial
Aluality, a desire toil:An the board, the library board
should function so efficiently and professionally that
to be a member is knOwn to bee satisfying experience.
A board that functions well, enjoys its work and
produces excellent library services performs a subtle
recruitment job Imp ongoing identification of good
trustees. :

15.
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TALENT SCOUTING
Many boards feel an
obligation to produce a supply'
of potential trustees - by
Identifying talent and using it
in the Friends, on special.
projects and events and on
committees.



RING THE JOB OFT RUSTEET.

ItAtfikjrPOte,es are to be effedve and comfortEibln. the positions, they need the
eendOff apfanned orientation session. The board shod provide for this procedure,
ffirObablyihrOugh a committee working with the librarian and the board's president.

A0:4rientation should be just that - not a brainwashing nor a "here's the way we've
iiNfayadane it" session. Orientation means getting the hang of things by experiencing
SOMe..Ofthe-functions 'the trustee will perform.

RIENTATIONx

oreelf
. .

Try--a two-part orientation: personal .experience which includes ession of the
ward and an introduction to the library by the librarian and staff, an a presentation to
the new- iiiistee of a kit or notebook of useful materials.

THE CONTENTS OF AN ORIENTATION NOTEBOOK
a copy of this handbook
names, addresses,and telephone numbers of members of the board arid staff

o staff list, includirt tities.and responsibilities
bylaws of the library
writterfetatement of duties and responsibilities of the board and librarian
policies of the board, such as personnel, selection of books and materials and
library use
history_ of the library and its current goals and objectives
the library's plan (see page 22)

o the library's latest annual report (and prior years)
the current budget (and prior years for comparison)

o minutes of the last several board meetings; copies of other current documents-
such as written reports by the librarian or. tommiftees

o THE LIBRARY CODE of Pennsylvania and accompanying regulations as
published by the Commonwealth and available front the district library center
or the Bureau of Library Development, State Library of Pennsylvania, Box
1601, Harrisburg, PA 17126

A SAMPLE
ORIENTATION

Assemble a .1dt of materials and present It
to the new trustee, perhaps in advance of
the &St meeting or orientation.
Discuss the library's general objectives
and directions.
Tour the library (a good time to ask if
signs are adequate) and meet Pla staff in
natural habitat. (Name tags are great!)
Hold the regular board meeting, at a
slower pace than usual so the newcomers
can ask questions or just absorb. (A good

time to note if the agenda is adequate and
the background material complete).
Adjourn but carry, on. with a, personal
orientation from the board's vantage
point. Touch a few bench marks, air a few
issues and honestly ask for the. new
trustee's opinion.
Have some reireshMents. Be sociable and
make that first meeting relaxing.

e Offer the new tiustee(s) further help
requested, like a cfiance to 'revisit the
children's departrnentbr go back over the
agenda for better understanding or time
to discuss contents of the kit.



$

RING THE JOB OF TRUSTEE

\

,After:the.anienities of a..warm welcome and a "short course" in what goes on, new
ArUsfeeSmill.want to move rapidly to full competence. That means access to reading
Plate:01-ra special shelf or file for trustees to consult on the techniques of trusteeship.

Suggested References for
trastee6:
®. TOE LIBRARY TRUSTEE:A PRAC-

RICAL GUIDEBOOK. Virginia
Young, editor. R. R. Bowker Com-
party, _New York, 1969

--a PLA BULLETIN of the Pennsylvania
J.ibrary Association

e.;.'4YERICAN LIBRARIES, official
publication of the American Library
Association
PUBLIC LIBRARY i-RUSYEE; offi-
cial Publication of the American
Librar*,Trustee Assotiation

a PENNSYLVANIA PUBLIC LI-BRARY
DIRECTOR'!
PENNSYLVANIA PUBLIC LIBRARY
STATISTICS

a "Minimum Standards for Lon!
Public Libraries"
"Minimum Standards for Pennsyl-
vania District Library Centers"

a "Minimum Standards fOr Pennsyl7
vania Publicv.Library Systems"
Articles that librarians and trustees
find interesting and want to share
The library's public relations scrap-
book ,

Publications of the library press
such as LIBRARY JOURNAL,
WILSON LIBRARY BULLETIN and

e CURRENT AWARENESS LIBRARY
. LITERATURE

The listed publications, or
information about them, may
be of?tained from your district
library center.

,/-
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CONTINUING
ORIENTATION

To continue the comfortable in-
troduction to the job put these
items'on the next:few agendaS:

What is policy?
*10 Wharfs:the role of the ii-

brarian?
How we get and use money
How we.plan
Our legal responsibilities
Our trustees in their roles
as conduits to the public

PAYING THE BILL

Most libfaries want to pay for the
continuing eduction of their
trustees. it is legal' and a wise
investment to budget fOr:

o expenses of district regional
meetings

4') expenses of state conferences'
expenses of reading materials

* memberships in:
ALA and ALTA \
Pennsylvania Library Associa-
tion and the TrusteeDivision
Middle Atlantic Regional Li-
brary Federation
short courses on trustee topics



sponges, soaking up Inforniati, n.and :ide,.' . Nothing,. is
ihenkflowin0-the,lingb 'borrowing goodi eaefrOmliptaties Which,

09..AW,P,Alern,.and having the confidenc4 of backg,R4hd.briefth ..',Local board
agedasshoud rjholudelinielO talk abou;t.evolvihg.idea6 / .Whata. ing,Ort across

01:414:041.0.0i- .

AttncAc at district library meetings, regional worIcshOpsi state. OnferenceSanci
l'Otaplikffieet lkOfthe:Pennay,iyania,Library.ASsociation, provide, :easy access to
ksanddiscdsston and.dirpotions Trustees

stiar ell,44.0at'kending!rpeetfings anci,shou,ci
0114, 40.liciiWiktftiliO: 604400P
ejibersbps in the Pen,nsylvarna
o0Itiah'i-,TrLibteexfiitvfsicih;,,:and tribe American'
ràryTrustOè Association ALI7A. of thii;Arerl'O's

with tri.stees

ricafi- Library ciation
East Itairt Street;,Chiceigo, IL 50611

. =31240-050" .

PennSylvania Library Association
160 Woodland 9oad 0

-
. Pittsburgh, FA 15232 /

412:362-6400

The (3oaed Educates Itself,
A good board provides a. process for learning, an on-going program of trustee

-education, with these elements:
O Time on the board's abendalor thp review of programs and services offered by

the library so that'each boardniember is aware of what is going on.
Time on the agenda for brainstormilvand for exploring thebaokgrounds and
talents of the board members (and the staff) to identify strengths that can be

- drawn on in making decisions.
ACcess to and dispussion of current state and national 'professional literature
as well as information and reports provided by the district library center and
the State Library. S

7
40 Visits to other libraries in and out of the state and attendance at board

meetings of other libraries. Visits and reverse-visits are especially helpful
When evaluating potential new services and in planning.

o Attendanceet distriat, state and national workshops arid seminars designed for
..:.'trustees as well as other professional meetingt. Af the least, these provide

'opportunities to talk to other trustees, to keep up with. library directions in
Perpsylvanla and to look at mutual and developing problems. (And if the
.subject matter isn't right or useful, trustees should plan their own workshops!)

Is
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VANIA LIBRARY ASSOCIATION AND T E
E 'DIVISION
al

: The:PerinSylvatila Library ASsociation was organized-in 1901 outof a concern forthe
lkPq,04$,4.ilis,libraribs in the Commonwealth. It now has ninechapters organized along

tOteiPaillrieS,and is-an active chapter of the American LibtaryAsSoolation:

overped by a board of 'directors, the rnajor4'Of ;whom gire,plected,by the

_ bereh rand an executive committee composedofthe officers and theet, members

010,00:60 the board: PIA publishes a BULLETIN and holds an..annUalroOnferende
featuring, ou standing' speakers; more than 100 exhibits. and;-teleiVant.progtatnSt A

leadetehip.,w -*shop is held annually to assist new boatel members in eXpandingTheit

:leadership ab litieS and to bridge: the transition, between old ,and -nee- officers.

Thkokijectl- es of The Trustee Division of Kt!. are to work forgOOdlibtary,OirviCe for

aN irvAdrineyi ania; to prdvide an avenue for COmMunication.and:COoperatiOn among

libterian6;, ttu, tees and other lay persons interested in the\developinent,bflibtary
services; ptornote effective and far-sighted trusteeship .an&bOtirdO,pf,:Publi0 and

,Otherlibraries; to foster awareness of trustee obligatiOn* to inf 'rim others' of library
-develOpment needs, legislation and problims in Order to de;Velpp common Stand on

library, issues.

VOLUNnERS IN LIBRARIES xr

The temptatiortto lean on volunteers is alrnost overwhelming for the small library just

a few steps from its volunteer beginnings, and for the larger library seeking ways to cut

ti
costs. fs

For all libraries, certain rules apply in the use of volunteers for the normal position's in

a basic libraly program:
the use of voluriteers should-be considered temporary pending ability to
employ staff .. ,

volunteers should not supplant or replace established staff positions.

Volunteers can be extraordinarily useful in libraries: shelving returned materials,

assisting with circulation service, working with outreach programs, presenting film

programs, story telling, teaching literacy classes, collecting historical material,

planning and creating exhibits, deli' ering materials to the homebound, preparing

picture files, writing press releases,.up acing the vertical clippia0 file, planning the oral

.history project, taking pictures, taki g' surveys, acting as hosts and hostesses at

.programs, working with senior citizen',groups, taking books to convalescent homes

and: hospitals... ', .
I

Successful volunteer prog(ams are:
4 planned and approved by the staff and board

run under best employment practices: training, evaluation and development
are important to volunteers ./

19
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o clear, about the work descriptions, the status of the volunteers and the
..6e-Xpectations, including regular hours and consistent service and superviiign
.clear about technicalities, such as insurance, use of library vehicles, paid
.expenses for library-related activities
inindfUl of the need for recognition and appreciation-of volunteerwork .

realistic in expectations of hours donated, types of work to be done and
traininglequireel

a. 6140. to the coiriMunity, but on the basis of specific job descriptions and
. .

''^,apaelties of volunteers to fill the jobs

FROIbS OF THB LIBRARY
"Friends' are civic-minded men andwoyed1Who know theta good library I; central

to agood community. Friends organize into a group, either formally or informally,
'-Which exists to assist the library to promote, improve and expand service.

Oriendt of the Library groUp should orgenize,apart from the library Rid have its
own ;bylaws,- officers and organization. Friends groups work with thetrusteei and the
'librarian in planning activities, but are not involved, except as interested citizens, in the
goVerning.of the library.

'A trustee may serve as liasion to the.group but not usually as an officer.
Activities of the Friends may include these:

Creating public support for expanding the: library's y?rogram, including
support for funds

%.

Encouraging gifts, endowments and memorials. Raising'tfUnds for specific
'purposes
Providing assistance in purcha4ng special, items for the library, such as a
special collection of books or photographs or lOcal art,
Working for library legislation and appropriations
Informing the community of library programs and needs
Campaigning for new facilities
Sponsoring special programs
Aiding the library's public relations program..
Volunteering to work in the library in specific tasks designed by the librarian
and board

Packages of material on orgini;ing

FOR MORE Friends groups are available on
interlibrary loan from the State

INFOFOAATION Library or the American Library
_Association.

Naturally, a good Friends group serves as a training ground for. future trustees.
Friends can provide the wide community base which is essential to the library's
success.

Some libraries have groups of ''Friends" Who come forward to help on special
projects and fund drives but do not form a structured club.

20
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SPONSIBILITIES OF TRUSTEES_ *,

. iRespeneibilities of trustees usually divide into three ,c4itiagotieS:legal1,policy-Making
and:,,,evaluation. Wing the powers granted under the laW, trustee, boards make

9perating...and administrative umbrella policiet, one of Which is to select a head
liprariam,anci give that person charge. of the day-to llay functioning of theilbrarY.
Having., decided HOW the library la to by run and for what persons and purposeS,

:.trUsteea.Must' then evaluate results so that they can change poliCles and move the
,libratit.-4i,ii*Ited directions; ,

.,
,-

, it.
iBtit''eaCh. category .explodes. into interesting :specifics.

_ < , 'LEGAL Obligations cover the raising and handling of money and the preparation of

:budgets as well as the obligation to serve as representatives of the best interests.of the

P,OLIGY-MAKING /demands knoiiledge of arming, personnel, community
terestss. programs of the library, best practices in thef-fileld, eivenstich,nitty gritty as/ hen:to' build' and how to time growth..

. .. .../
EVALUATION pann9t be dodged, for review and response are central to decision-

Making. It's tricky tRadk "How are we doing ?" bat it must be done constantly if libraried

are to be current, challenging and competent. . . k

i J

These are total board revonsibilities, but trustees have individual riles as well - in

public relations beyond the base provided by the library, in legislation adi.tocacy, in

association participation that keeps trustee ideas in the mix which the librai-Y

profession7will ultimately support, in political activity which makes Itbraries part ofthe
public service spectrum and in leadership speaking for the needs of libraries.

RESPONS1PILITIES OF
PENNSYLVANIA LIBRARY TRUSTEES,

. r

r

Pennsylvania trustees have legal rights and responsibilities under the prOvisions of

THE LIBRARY CODE.
The, major responsibility is to maintain a free, public, nonsectarian library which

serves the informatiOnal, educational and recreational needs of all the residents of the

area for which its governing body is responsible by providing free access (including

free lending and reference services) to an organized and currently useful collection of
printed items and other materials and tdtheseniices of a staff trained to redagnize and

proyide for those needs. (THE peRAFIY BODE: Article I, Section 1021,

Within that framework, the library board has powers of its own and powers exercised

on behalf of the library by the officials of the unit of government which supports the

library financially. ,

16
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i*tibi*Y4ki0i#0' IS:reqiiiredliy; laW:'

4'i 49,-, died ,4 least' a president, secretary anOreasurer -from amprt,0 per4
. -410.,)7f4ef* . ,

,
, ,,

to submit an annual report to the fundin'b'egenCy. the :report must- itemize
receiptsand expenditures; Show the-condition,Ofihelifirary; glye.nun'Opersof-

, volbniesi, maps, etc. held, 'lost or Withdrawij, and .:4*kt 'the-,-nu: *er of
registered borrowers apdreaders ene± a staornent of thactrOplailaii of fnaterial'
and such other information and sygetilonsas.:-Seerrrdeeitable. :' .

(THE 'LlAARY'dOlit: 3. ''66. '414)
, 1 , ..

I ,r

to submit a copy of the annualOport tpthe-StOe Library
//
/1

.k.e to make the-acc9imia of the treasurer available for audit ,/,

to ptovide for:bonding. of the,treasurer 7"?. .' to follow the provialatis of the Sonshin,e.Law '(See page..44)
. a-v... =,, Y..

By law,,IRSPary tikiatees receive no salary, serve ,three -year terms and nay receive
roiMburagmentrfor ecessary expenses.

The MUnicipality'mu0:
, ,

* ,submit to referendum the,question &issuing-bonds-for purchasing-grounds
end/or erecting a building when 5% of the registered Mem:So petition

- ,, II/ - -r, ,
WOO, library boards have many "legal" 'responsibilities.", The rules and .

rOgOiatiOna, they make may carry the force of law.. They may .erttpr intc, insurance
arearigentents, including policies for their own protection inliabilitypaSeS. They, must

',alki-bevalert'tb conflicts of interest. in personnel matters, they may act as the final... , . .,...- - .

aPpealfront.,,,declaion of the librarian. - 4
-

may
a: _., , -4,,i-,4- .,

Rules and regulations of the State Library require pertain JevelsOf financial effort in
-Okleir-46,quallfr tor state aid. (See pa di) 29). . -.
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LICY-MAKING RESPONSIBILITIES
SYLVANIA LIBRARY TRUSTEES

MINIMUM STANDARDS FOR LOCALLIBRARIES'in Pennsylvania are outlined in

Title 22 ofthe PENNSYLVANIA CODE. Section 141.21 requires that the funptibn of the

library board arid that Of the librarian and staff be clearly-differentiated in a written
statement., Copies should be in the files of the label library and the district center and _

tiete,Library. Boards should review this document from time to time.

Boards should not attemptO run their libraries; they shouldsee that the libraries are

properly run. Boards should not attempt to manage their libraries; they must see that

the ,libraries are properly managed. Management is for professionals; trained or

degreed persons working under policies adopted by the board to insure good"

administration. ,.

The following chart is useful in showinglhe roles of board (in the left hand column)

and librarian (in the right hand column), and where they converge (across both

columns).

THE BOARD THE HEAD LIBRARIAN

..GovernanCe and Policy Making

114,

Determine the goals and objectives of
the library and methols of evaluating
progress toward meeting them. Review
goals and objectives`'' annually and
evaluate progress.

Relate the library*and its programs to
"the community and its needs,
cliecOvered through systematic study
-or(the_community and analysis of
li6tary service;

Provide assistance and direction to the

. board in setting _goals and objectives
and determining methods of
evaluation.

Assist the board to know the needs of
the community and how to respond to
these needs Ahrotigh the.116rary.

Partielpate fully in the cornmynity
analysir dprocesS an in the continuing
library 'survey.

.

a
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'1" \HE HEAD. LIBRARI

.

\

ertillne and adopt written'policies
gOV,enfHthe operation, use. and

,OrOgfa:in-,ofithe library. Adopt bylaws
:10r-ibOard prooddures.

Prepare regular reports on current
progress and 'future nebds.

Recommend needed tO the
board and supply examPles and

- sources of infOrinationtC4rry. OA the
policies as,adOpted by the-board.

04

Inteipretpolicies,-to staff gifid,public.

-

Provide the -board with .recommenda-
tions and matedals for,stUdy.

Administer - the library within the
franiework. of the library's goals and
objectives, policies and-budget.

Know local, state and national laws whigh affect librariesand play an active
role in initiating and suppoiling beneficial library legislation.

Participate fully int the Pennsylvania library system and make use of the
consultants of the district library center and the State Library.

Attend district library center meetings, regional, state and national library
meetings and workshops when possible and join appropriate organizations
working for improved libraries. Study library publications.

S'e'ek a cooperative basis with officials
of the municipality or other gbyerning
Unit, keeping in mind the special legal
responsibilities of a library board.

Attend all board meetings and
committee meetings to which
assigned. Carry out all special
assignments promptly.

Prepare all needed library reports for
the local unit of government, the
system and the State Library. Provide
copies to the board and community.

Attend all board and committee
meetings except those meetings or
parts of meetings in which the
librarian's salary and tenure are
discussed.



`T lit BOARD
t,

11.1

C

'
:. .

: .. .

THE HEAD LIBF,IARiAN ..

, .
.. ., .

. .

Finance
v 1 .

- / '
/ .

}Seep-abreast of the financial status of
the library afid secure adequate funds..

fork Jitli'th8
-

librarian to formulate
cand adopt a budget to carry out the-

library's goals sand objectives, within
arty .lirnitations of the local, state and.
fe0eral.laWs.

1 .

Priesept"the* budget to public officials
and the general' public; explain and
def.nd it. A

t;

Supply facts and figures to the board to
aid in iinterpretjrig the librarx's

. financial status and need.
/ . ts

-Prepare' anIannual. budge'll; in
consultation with staff arid- board.

/
Keep withiri the b dget.

Wb#,..vvich the board in interpreting,
butiget and financial needs of the
library /to public .officials and the.

investigate means of.cooperation with other libiaries to make effective use .9f
funds and develop services.

.

Keep complete ar j accurate records "concerning finances, . personnel,

property inventory and Annual reports on file at the library.
0

Personnel
e

V.

Develop policies to guide staff . ,

.selection.

Employ a competent and 'qualified
librarian and pay an adequate salary.

Provide adequate.- ..compensation and
.reasonable3 fringe- benefits for all
employes'. Provide agreeable working

, donditions and,. oppoliunities for
professional growth b-

Hire and direct .subordinate staff
members in line with library personnel
policies.

-

Utilize skills initiative of staff
members to theiriovIn and the library's_
advantage.

. - ,

Work fot needed' improvemeuts,:ln
workingavditions,_salarY.,,scale and
'fringe benefits

.

4 Observe all local, state and foderal laws that relate td current employment
,..

t

practicds. c,.

, Provide in-service training forthe professional develoi5merit of staff members
and \effective implementation of library polidies. Pro./ide opportunitleS for
additional education and advancement. - / ..- , .

This spirit of cooperation will help th6 library to organlie efficiehtly and will
reflect in its'service to the public.,

. . .
. ,

20 25
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SONNEL LIPOCY ,
s*, ,

-.., .

A-.Wri#Sti:per,Sprinel policy becomes necessary when the
;.

first. library ertiOlOYe .
litalp*Orki.The:PreactisS-Of--Pufting policies in ,writing..ltelpsio claWthe:librani's

AciiVii*_detirieS the -roleS- of the'l,board,,-adeniniStration. and staff-:and: dev,eikpa
:IiiiithiXisV oolipg:With future,probleMS. A--Viritten.stateMent alSo-,siMplities-ftiture

li:_rg't,-.0ivi*OOntirit4ity-and.provides'sOme-mOasUrernent.of performance. .

A Pe000.01 pOljoy Should vary.froM ilbrary7to;libeary,.utlg the least should contain:
'Stetlerttelliaa:nthe righik-privileges arid ObligationS of ernplOyes,R(ghteitte.granted*- ,. ,

lawicoviipiso by thebroardandObligationseSsuMed.fly-jOint agreeMent atthefirne-C4 ..
erti0:16yener*--- -. - ' :1; ..;=.;. ,,,..,. , ,,

Alitelitniriary statement-ot ertiplOyment.may be enough injtial.1,1bUttoon_thOgard,.
ibrarlip:and,,Staffahould develop a complete staff-riianu.al;andikeepils Lip4O-itate., -,

.. .....

Important eleinents-a a:persOnnel:PAITCy-include,.but are notlinifteirto: -- . .,,

-O. :a:Staternent-Of-thOlibtatils,objec6es - - - 'i .
,

..

.....--

.;

...01142V

4 -the role'Of the board and Of the adMinistratiOn 0.

a ;
'el,job 4e:SdriptiOn for the administrative.-head, and for other positions as

- develoPed
staff appoirpent procedure: ste(ndards or requirements, promotlais,..

,disrnissalt grievance propedtde .

benefits: retirement, medical, ipswance, education, vacation, sick leave and'
_others. .

-r*
obitigations of the staff: regulations pertaining to staff and any service policies
staff members are expected-to observe
privileges: "extras" granted by ttie board -

staff develdpmerit policy: provision for workshops, credit courses, released
time, library-contributed tuition, etc.-

.40 work schedule: hours of work, holidays; leave with or withOut pay
background material for staff: explanation of financial support ;and budget,
map, of tile library service-area, library history
staff association provisions, it any

The personnplpcilicy is a guide for board and administfation and a source of security
-to employes. New employes should have access to a copy and should be livein time
to readitand ask questions. Staff should alic review other policy statements, like the
board's plan and its policies on the use of the library by groups, acceptance of gifts, etc.

. SAMPLE POLICIES.
Sample policy manuals on personnel and other subjects are available from the-
district library center. .

,

-6
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ING

,Altlibrary boards PLAN as they make decisions on money, building, allocations for

-rprograrne and the development of staff. The challenge is to make these decisions on the

_basis /Of' ta guide, a wfitten PLAN-which sets forth the library's role, aspirations,

jticlgrrient and future.
The,purpose of planning is to anticiPate'bottropportunities and problems. A PLAN.ls

- a tool to base decisions. A written plan is a temporary document, one step in

,the continuing process of evaluation, addition dndsubtraction.
-Theimsis of planning is the ad-option of goals andobjectives for library service. While

The board and the librarian take the initiative in writing and revising goals and

objectives, staff, and community should have opportunities 16 make suggestions and

discuss ideas before the goals are adopted by the board.

Roards can name advisory committees, sponsor public meetings, encourage' staff

discussion and use public relations tools in the planning process to be sure that the

total community is involved in thinking ahead. Participation of this kind leads to better

use of the library, understanding of. its directions and problems' and support for its

goals and ,financial needs.
Positive forward movement, in services, materials, programs and resources, is

essential if a lilerg71s to justify and enhance its role as a tax-supported institution with

an obligation to perform' effectively.

What's. in a Rn?.
Since planning is .a continuous process based on evaluation and reassessments, a

plan is a flexible document. It should be specific to the local libraryand need not cover

every possible point. However, most formal plans will hje:

4 a statement of the library's goals with the Inteenediate objectives which

convert to action
a time table for achieving goals, both short and long range

details of the services, programs and developments desired

4? data supporting the needs included in the plan: surveys, census data and

studies
a plan-wjthin-a-plan for-implementation:

general assignments for the sections of the plan (Example: the plan
suggests closer liaison to community groups. The assignment would be

to the board and the staff to develop ways to do this).
examination of the budget for ways to begin :mplementation (Example:
consider shifting some budget amounts from one purpose to another
AND think of ways to support a new project from the plan)

work with public officials to achieve financial needs
development of a public relations and publicity plan 10 accompany
changes as they are made
provision for evaluation and change at regular intervals
reasonable priorities which recognize the capacity of the library
and the community

22 27



lobriing . 1,-,

, ,', ,: % ,

.. Otling.:1., 4n-inclividuelized approach to the local library; howeVer, planning. also
,1, ,-.. ._.

InYolV4-expbsUre to new deas, a look at what is going on in other, libraries and an
*seStrnettbPCOMM.Unity, needs. ,

tie i jillbWing,aretoolt'lii-the plannthg-,probeas:
01-0,,,CenSuS figures, Community.Makeup,:respits of surveys-Or studies.made

laylhe:libsrary-andior Other-CominunitY,ageribles and institutions
*'1101S--t 010146±-aptivitieS:ahl services in: other communities and areas to

.-inClii:deiri;the'bpehing-brainStOrining-tessiona -.i- --..-- ..__

,'p Iiie t-00MmUnitY leaders,,pertorinelfrbrn thedistrialibrary centerand the,

C

fof6,4ibrary
rein the Municipality, schools, regional- adoperatVes, Oollbgea andcooperatives,

,tirilVerSities:With,information --Share 2
.

OrtiltUnity-do4eratibn - impublicnieetingStolaiklibratjeSakdContribOtei9
pianningt;in-present4tion-,sestions withoogrhigeciOtoups;:throvoh.-ekhibits;
-an itt*PlAys-jh,..itrid'oittif tykli4-roy _

ttaft flits - to find out what gbeS on and should,goon ih *library; to feed.
baCk.-What Patrons Say . .

Orblessional consultants (especially if moving toward a building program) - to
give the security of. profeSsional methodslan4thebenefitsaf experience
Media - press, radio and TV willing to help you spread the word and find
exciting ways to convey informatiOn.
other libraries - neighbors proving out programs; academic, school and
special libraries filling out thejotal_service pattern; other Pennsylvania
libearlei:to visit and consult .

o library literature - from AMERICAN LIBRARIES thrbugh the professional
-journals<to articles, speeches and bulletint

® the State Library and district library center with printed resources an people
consultants
workshops and conferences - address i-:g the responsibilities of trustees and
ways to do the job well

Some CONSULTANTS come from the community, like the architect who
advises without expecting a contract and the municipal managers, business
leaders and experts who are willing to take on parts of the job.

NOTE:
In most planning documents, GOALS are the genre{ statements,
OBJECTIVES the specific and detailed, thus goals are rarely reached
because succgbrsful fulfilling of objectivei moves goals onto higher plahes.
Trustees are urged to avoid worrying about terminology if it interferes with the
flow of ideas.

28
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WHAT TO DO WITH A PLAN
Oiled lour library has a plan,
ZROW-1T-OFF!

at:dePacial public meeting
_,I0Xtilbits and displays

aerriOeiiriga of organizations
a special presentation to erected officials

fftILLOW
start:to:"work" the plan according to its 'timetable

0-Make policy decisions only after consulting the plan.
o 'produce a budget that Implements the plan
EVALUATE IT!
, check- and change the plan as information and needs change

improve it by reviewing progress and adopting the new and necessary

Alf MENT'ITl
. gather Materials for the next review; discuss their implications and possibilities

REDO 111

set a regular review schedule, perhaps section by emotion, and enjoy the process of seeing how right

(and even wrong) the choices were
add new ideas and drop some older convictions

EVALUATION AS A TRVSTEEt
RESPONSIBILITY

As trustees fulfill their legal and policy-making functions, they become aware that
evaluation, that is the assessment of progress by the library and the librarian, goes on
all the time. Evaluation takes place as decisiont are made choo,irig betWeen new
programs, assigning budget amount`, granting salary_ increases and discussing
successes aid failures.

The most difficult evaluation, and one only the board can do, is the rating of the head
librarian as to job performance. Major criteria are how well that librarian has dealt with
the staff and thepublic, how well administrative matters are handled, how well records
are kept, how well the library budget has been adheredlo and how the talents of the
librarian are demonstrated in the library's service.

Boards should decide on a personnel policy for the head librarian and include a time
schedule fog an annual review of job performance and, ideally, an annual plan which
the librarian and bOard develop against which to ineasute progress made.

There is a need to evaluate constantly, catching problems before they grow into big
issues. There is a need to agree on standards for judging and the setting in which the
.board will work to arrive at decisions affecting personnel. A good device i for a board
to ask the district tilas ary center to suggest a volunteer consultant to sit in wi h the board
and help to develop an evaluation process.

Evaluation is difficult because it may involve criticism and' dissatisfactions. But
trustees represent the public and need to take on this joyto insure competence and
effectiveness in their libraries.

29
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NG TO THE PUBLIC
if you prefer)

,PtiOlio:relations is so much more than flash, pizzazz and hoopla that it seems sensibl'e
o40.-016--topic into "relating to the pyblic." This means rethinking the typical

fiCatiPiivgetting inches in the press and minutes on TV and radio. The topic shoufrl
ettiiii:PublicJitst; relationships second and techniques feat.'

0r:relating to the public is seen as an important function for trustees, staff and
kiVenihelnanimate library, PR can he seen as a handy title for a large job.

Whatever it is called, the job, is more than information. It's a person-to-person try to
ffurt.ifibraries into the lives of thP people the library serves. I

'-tryiteet have an individual and group role in the job., -

$.140,1VIDUALS, trustees represent the library !n theirpublic Contacts. Wearing the
stiUP of, truster Confers the obligation to: .

know whit is going on at the library and spread the word
listen to the community and ask questions about what people know of the
library
appear before organizations of the community to talk about the library _

Convey the progress and plans of the library to individuals and groups
normally a part of the trustee's life

.

ask the opinion-makers the trustee kriows to be library supporters
spot gaps in the library's information program and suggest ways to MI them
work closely with municipal and other officials to put libraries in the, public
service circle
let people know that there are library trustees - who they are, when they meet,
how they can be reached
learn about other libraries and other services

e be' vocal and visible library exponents

As a GROUP, library trustees serving as a board have responsibility to;
plan a positive public relations program for the library, including PR as a
continuous function of the library
plan for trustee participation in the library's public relations plan
ask the librarian to involve the entire staff in the PR program

e evaluate, with the staff, the effectiveness of the program and how it can be
improved

6
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-look at the library-itself as a public relations function: How are people treated

jn:the _library? is the library a welcoming place, a service operation, a place

where'users matter and are helped? 7.
:® iind. funds or other support for the public relations activities

_allocate funds for staff or find volunteers to help with graphic designs,

advertising, posters and promotional .ideas

expand the board's thinking about public relations and thus iclentifythe groups

and individuals whO should be reached, the manyoverlooked opporttinities to
reach ,:people, the knowledge of public needs.

A PLANNED PUBLIC RELATIONS PROGRAM -
'What Does One Look Like?

Puzzled about planning for PR? Here's a simple sample of a one-year plan.

The GOALS of this library's public relations plans this year are:

to expand our ways of informing the public about library services

to reach more members of the community

_
to prepare the staff and the trustees to.serve as public relations representatives

TO MOVE TOWARD THESE GOALS, this year we will:

allocate additional money in the budget for the costs of production, mailing, etc. of

information;
locate volunteers to help with designs, slogans, writing and-reaching people

hold a special meeting of board and staff to talk about how to have better relations with

the ,public
set up a speakers' bureau and tell the community it exists

assign trustees to make certain public contacts especially with municipal officials and

media
plan several "social" ()Vents at the library for our elected representatives, appointed
officials and media persons to see what we are doing

plan and issue an exciting annual report

NOTE, that this is a one-year plan which can be achieved, not a complete plan to devOop PR activities

over the years.

TRUSTEES AND THE LEGISLATIVE
PROCESS

Trustees of library boards should remember that in a sense they are legislators, for

they make decisions and pass on policies which have the effect of controlling and

directing aspects of the library. Trustees are alSo kin to Legislators in that both are

public officials, seeking and accepting responsibility for public institutions and funds.



I $

here: Ottietees encounter the political prOCessopnce that_proCeSS.haA given them
0044-0**.r.011.1:Fientriaylvenia, they will find layers of!contrOl withWh ioh-the board

4et*Orl',ffiprOpal,and CaUrityandother OffiCials.Who:haVe'tertitintpewers in-the
flirOUgh. which- libraties gain :support, seSpeojallylinanClai. Trustees need

pfalliVaiii1rank.and'.open: relationships..-with thetd'officialsrwOrking-With thorn to
roouce

oii'Viteteite,vili think of .the legislative process as beginning with. state
10040, -Whet* laws on.librari94:4rP made and where state Otipp6iti*dpwitermiri*I.fir 6. ,now that .process Works is-faScinating: and absolutely

*01**0°0 :th0 'Oat100110vOi where many broad
07.0010?4 are.Made that affeot the stafesendicOallties.

1phiress:
is= basically

,§300rteds theivihrough,ithe:'1brary Services and
bottoottoo:kot Bomotero ot:cottoo nocr:to
iLia(fr.Orti.theilciMetOlIcabdtit how fand(tare used and, , .

LS'QA Library. 'tervices
,d960trkietton 'Act; foliorar:
or9g-taitiltitOyiding fiand--to itat46,'
forAieltycOrtainlibrOry
Simii?rge 30..

gprograrns;aret,fieeded,

ThiSOMMUNICATIOIN is where trustee shines
fOrlilirarieS. At every level, the trustee can lobby for
libraries.,

%SPEAKING OUT FOR LIBRARIES
The process of expressing opinions to the decision-makers and pushing in support.

of onR's opinions is called LOEVYING, and it's not a bad word, comingas it does from
the time-honored custom of talking v,,th legislators in the lobbies of city halls, state
houses.and Congress.

People who speak out With knowledge and experience, with enthusiasm and
commitment and with facts and figures ere equipped to lobby in the best meaning of the
word.

LOBBYING IS COMMUNICATION. It's assembling the facts and translating them
Into action. It's working out plans and prtsenting them as evidence of need for a law or
an apprOpriatIon. It's getting to know I gislators. and helping them to know about
libraries and What libraries do for constituents.

And lobbying is the fob of trustees - because they see the library from the user
viewpoint, because they have perspective on the full range of public services, because
they speak for the consumer, because they are volunteer participants in government
,and because they know that withouttheir involvement, a significant, service will not
have an 'advocate and a voice.
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nAhac,titgary,410td, theress,a;gentiral,flow path fOrideaS-Workinglheir way-into:law.
heidelkoah.OorMifrOM anywhere,'but let's say a local-library realizes it cannot meet

:standardS;'On:itstak,baSe and needs more state aid,Man? libraries will
,p,;9611ONsIOn,;at the senie time,. anciihey turd to other libratiet,:to the library

..AssOcia#00S,,ahtito,the:Slate Library; "HoW;"They say, "cah:live- Meet opt

'9010where,,a studyfia Mounted. Statiatics'flow. AlterfiatesatiaekOlbied: The:Ideas

,-,tealesde,,into,the draft of legislation. TheprOposal, stried Out on legislators. IS.ittoa
0,WilIA'Work?'Vvhat's the cerhpelitiOnl Are solutions sought atthelight

,Ahd4heArEift, wins -approval from some, questiOns frOmothekthakeS Of the.head'
t4roccothet0.:Optitigi heed is -great arid-the prOOPOrepretty,goOd.,-SciaipOnabris found

ostItiebilr,pntOrplhOlOg(t10i0n,Oatterh- th0,i6ennoyNanjo'loiolojto: ThoSevho
***Ithe,,behOvd tb- Work. hard AO'explain.and:prOni§tethe:billtb :airle§isiOits; This

!Means that' 'Pennsylvania-1.-.11*ri :A§SociatioiTiota**:*(10gOative
cottpittee on ,Mahriins proOding. facta and d6OurriehtS, 'preparing:AeStirnoihy;to

COtnnlittee, martheling visitors to,Harrisburg.and:hornebaSevi*And.44'llitheri the
bili,:doineS out of committee, check off ones*and begirt wprk on the, totaltWOhOuses,

,,ariaWeringObjections which may have come incOMmittee and helping-the sponsor

to) tie; u ri votes. r

The process is committee - one House - committee -thepther Rouse-the Governor.

if the bilf makes it all the way, aide's a law, or at least aversion ottheoriginal idea that

ihe-legistawre deems feasible. It may be a-hew,approach to funding ;;. but without an

,approprjationto carry it out. There is more wor'k needed to defend and extol' the need

for-funds.

And when libraries have what-they want, the library trustees shbuld remember that

legislators took a chance. The trustees should say "thank you,"continue contacts and

-report-back on the benefits in the home communities of legislators.

If trustees see lobbying as a continuous information -and education process, a

necessary ingredient in the information bank legislators assemble, and the right of

'every citizen to be heard and to express opinions - they will be comfortable with the

process and develop skills in lobbying that will benefitall libraries -

and the public they,serye.

The Pennsylvania Library Association has a professional lobbyist Who works with the PlAtegislative

Committee. That committee cooperates with the Washi,-.gton Office of the American Library Association

on federal legislation. Trustees can help by participating in the ILA legislative network. The Association

routinely relays legislation information to libraries with TWX equipment. The State Library issues a

legislative update Fridays to each district library center.

4
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ERE: Does THE MONEY COME FROM?

3'

.

,

.i.oeaVFLinds: A local library serving spar 'lc teriltrirleS:is:oligible to receive funds.
,

froml the unit of focal government which establishes or thairltairist. A county, city,
borough,, town, township- or -school, district may be the unitsipplyirig funds. This
rriPhetary support must -be sought by the library board in a budget presented for
funding. (See page 32).

-
State Funds: p.enngOvania has established a system of state ad to local libraries.

State money may come in these forms:

Per capita: state aid granted at a "per person" rate as provided in section
303(1), (3) and (4) of THE LIBRARY CODE. .1

. .

Percentagfate aid Oanted to a,county library as a percentage of the
county appropriation as provided in section 3032) of THE LIBRARY CODE.

Equalization Aid: aid paid on behalf of the municipality where.% mill x the
market value of real estate is less than $1.25 per capita.

Libraries must meet criteria to be eligible for money from the state. A local library
must have Made a financial effort for the most recent calendar or fiscal year equal to or
'exceeding $.00025 times market value, or $1.0,0 per capita, wh:Chever is lessxforall of the
municipalities on behalf of whic1 1 it applies for state aid. To remain eligible from year to
year, the fippcial effort of the library must increase, over a period of fiVe year s from the
first year ofRatticipation, to $.0005 times market value or $2.00 per capita, whichever is
less. The annual rate of increase must be at least 20% of the difference between the
.,1Ritial qualifying local financial effort and the lesser of the .0005 or $2.00 figures.

34
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P,

nty-iibrarlcis:are eligible ra0:010,01ke aid'onAper capita-'basis, in additien.tO

:.pareentagestate.ald, WherviheymeetAtielObal'effort'requireitiepts pertaining-Jo'. local

ilbrariee, 7- C©untylibraries are eligible.-fbr-'perCeritage-state-aid,Of-Up-tO:$6,000-eyear: .

tfig;:pOrdotlia00.1001quiated:on the,coUnt'y appropriation for.,thelibrarYa0eerding.to
eAotIow

.

.- -.
plaSS-,of County
gAialid 3 gq*-
4; , 26%N. ,,

5' - -33%

6 . 150%
1

7- .
104:

EY
i 25%2-

sc ---.

. , P:resently-State law- praVides-for not inore-thari-25cper dapikifo,011§iblie.lifro0,0
trtootino4tierninimuMrequirernerita for local effort tfibe,tibrarypiodallinancral effort

_ exCeeds The IninirtUrnpf $21ipr-capita-Ortfelp=iii0itriilltiti*it***10,4afro0-40tittOt
-Whiehever-.0.le$6,. it is eligible to receive,.up. -toian ailid4loriar 280, fOreacb,--d011ar.

. .,ekpended'ihotceSS of the $2 pet ea-pit:0er one4half ',Miltstandard; but not exceeding 25

'per :OapitOpi,eaCh:persOn !Wing, in the dire0t-SerViewarek

annual
ivalla from. the.etate- are:deteMilnedby the' legielaturkini its

ahnUal 'appropriation for-the y rpose of libt'ary*i0port.,
There_ are special provisions fer county libraries .Merged,cir conjoined with local

libraries- covered in Section 303(3) of THE LIBRARY tODE. .
.

Per0Oritag0 of.AidjcaleUlated''
on :County 'Library- Appropriation

OTHER SOURCES OF REVENUE
When ,local support and state aid do not raise sufficient funds to. maintain good

library services, it is the job otthe trustees to work for a better base locally and at the

state; level.
A number of libraries have been creative in augmenting kinds. They have raised

money in .a variety of ways: gifts and memorials, endowments based on legaciee,

special projects like book sales, lecture series, art shows, etc.,, as well as foundation

Support for specific progranis.
.Pennsylvania has Foundation Centers in the Free Library of Phliadelphia and the

Hillrhan Library of the University of Pittsburgh. These centers will provide information

on foundations which may be sources f6r funding for a special project. Consultation is

by-appointment only.

IL:SqA s Thefed?ral Contribution
The Library Services and Construction Act began in 1956 as the Library Services Act

designed to demonstrate Public library services to rural areas lacking' them and to

improve the quality of services offered. In 1963 it was renamed and extended to include

urban areas. Funds Congress has allocated to this prOgram have been distributed to

the states for purposes deemed important in and by each state.

.0111MIMMI.

35.

30



/
....::

. .

. 1 t
R Ot 'riiiii -i-16kteridin- and Tinproving se.r.VIceab:It he ,percentage,,.'of,' ,tilEa-v,..p,

trikt-troi*iiii-446*14.0,tibIrdill#41Y,t0.400h04knctOtis6dlittp.84%'096%;but-1979-
otiiitiea *0.011 with!o4i.pervic, anc183 4oftheiiicip-iii:ititie),0stMxi,it.:judg,04-tt::

,,,1 --r,-. -.:,--- -tz-'7' i:
leC01Y10990#0PRIPAP-Ipervig II

_, 1

09140:14W40011091,tnCinPYItY09000n)n.gil)010 w.orIMI4PP,'§uPpOri_OPegt.4.1'
r.4.400.00,140O.1141d'OonsultentaerViOes-,;giv_brana twlibrgei0;:lpqr)-Iiim-Otthli$hi.,-

IiittiOlf5ate-,:in.'OtworkS and otter .eCtivities.,-eitned±al irriprrived4SerViceS. ,LilitIS; are
ifkatiklipl'cler priorities established by .16 thekkieratAdViiotyCOundliand the i f

k, : '
,

I
ji , ,

'`,''''' --''' / ,, _ e ' , '+' :,.,' '.',

I / :Z ..
0 erTitle W(constriktion),,rnOOPYWO0',M11010441140al YPqr,P1VP,Pu -75.$109 P- - - -

L410*:thse2huildihg,iit 1-;a47 hw-0411tliri, t. 00.00 that ,tirit*Ohcl'i,10 inAhe
ep-ttic)istO.hirp'.,r,rIcKialin-OfOonvliOlOh\0147.* atliot4:1,Thp',A00000.0

.

1450.,viA:.0,e,Association
-aid ;lblArY'4$904tiba cpMinMEt9:Work!prtyr799pfth;§,tit!e

-,

LStA filridihave also been used in Perinsyivanle for library servicesto the physically
t/A ,

4i/d)6400-061 (iti.rgi3:ptirlt,00010) OPPciolizod:otomboii.troihitiootoptsiorroozatid for
-'44.§-,,fac$0',---Oft,t,:aie-' st4ppoileOrisOlOtton0',,tuOi':#state)'';11001i01,0,: .c,-.Ort0Otjoh,0%ceriters
Arici:::realdential'ec,hOOls. The_diSadvantagetil*Le j3eheilipO;frorh: 4.0000,0 prOjpot§j
a§.-tia4e,t`ite aging and perOphs, with limited inSpeakOngliSh..'9eCently;;States-
'40$0eriuting SoMe- c their Tifiel funet§-1?-strehOtheri,:ttietrOp.Ottattiltiogie.

1100'0 (interlibrary cooperation) funds capperative.effcirteinvOlving pUblic,s0hool,
:ac4derniC,and specill-librAries: Network planning :ard growth, TWX;01tIother-teletype-
,!`:!' 'installations and delivery systems have been favorite uses for these fLynds.

Titieli (Older Reader Services) has never been funded. It was eria9,0d, to provide -
library. 4ervice for the elderly, including purcha§e of special materiel: payment of
salaries for the elderly who wish to work in libraries, providing in-home visits by library

,s

staff and furnishing transportation tothe library.,

The .Library Services and Construction Act Is up for extension in 1677. Congress has
shOwn considerable interest in its continuation A new emphasis on aid td large urban
llbr#riikS has been added. If extended and then funded by Congress, the states will be
able id continue to select services and projects needing the infusion and support of
federal funds.t .4

,:lInfp!rniation on how to apply for Pennsylvania's LSCA funds Isient out to all ,

10010 annually by the State Library. Additional Information is available from the
-0101r1Otlibrary centers.'

When funds are, scarce, many librarians.siMply vework the previous budget, adjust
, . .sorheltema and hang on! : ,t

The making of a budget can be more exciting, instructional and produCtive,than that,
. and trustees are the .ones who can make the budget process what it should be - a

realistic spending plan for a year of advancement toward the goals and objectives of the
library. . P

---S
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UDGET
5. .

form conies laSt, after- all the discussi dreaming, Wrangling and

.riediSierkqbalcing. The furm will not reveal the depth ofdeafet, the Weighing Ofpeibritiot.

,a.001;00:diffictitt-drOPPing of good ideas. The'boardVrecordsthoyld'shOW.sbinedf the

c'.0;01.esS-.ofteciticingPfanalo,figiires.,Here's suggested- procedure fOr developing the

'
.

ffr-

0120n 'well-in advance of deadlines'rejated tolOW-fiadai year

Evaluate the old 0.6dger. Did, it "bUy" _OW the,:publo,:beeded3:121d.it-

.SUpport the plans of the :board? HOW -much 'wasneeded' and -for.-.What

reasons?
PrOVide for the pUblic andthec-Staff10 helPIhe_boardWith',the040.1116,

. staff should beendOuraged by:the libtariap.andbOardiO,bring Oideasfo:
new,prograrns and services. The publiOltho)ditilie;aagOlo bOntribUtelts.

010510§.-
Spi up,several meptingsatwh(ohloloik
about thell',A'ary.!S,prbgres$ andtOw it is
related to the next;, budget;L:bok.at-rieW
programs; estimate 'boats and let them
compete with old6i. -services.
Talk about salaries- early in The process.

. -

HC WTQIPOIT
,Ask the'librarlan,to ,hold,A.,,staff
,Meeting board. sets'

out its ProcedUreand endou &dee'
"input:"-

Make the basic decisions so4you'ojell.L.* Look at the surrey you fisve

know. how much money is really
available.
Look at every item as though it were to b
purchased by a user. How essential is-
new water fountain compared to extra
copies of popular fiction? is a new
parking lotiesdential to.convenient use of
the library? Are non-readers we!) Served,.
'through programs and:events?
Earmark a small ,sum for -a small new
program some staffmember wants totry;

Compare your budget decisions to your library's plan and its goals an

objectives.
Project next year's problems'. If you must have more money; where is it to

come from?-Does the need for a new building become suddenly sharp? is

It going to he possible to increase gtaff? To be open, longer hours?

Review the completed document for its "selling" points. Be prepared to

explain it and to interpret it in terms ..of community needs and

expectatior)s.
Don't hide the budget. Tell the community what, the budget Will
accomplish and hoW difficult it was to arrive at a balanced budget when

there are so many activities and services the library 16 expected to clakti

wants to do.

taken,-and- analyze them for new
ideak and- priorities.
Cons4li and school
officials. Let the library's publicity

all °for public participation. Hold.
Ubliomeeting based on goals.
heck th'e annual repgrt and

th conclusiOnSwhiCh want into it.
**En ourage the staff to write out

ideas, estimate their cost and
present then to the board.

. 3 7
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. ,...--,
.

, . -Preparer for next year 1:)., you needan earlier start?.Are-,there lietter wa
,.

. to cOnSi41t, staff and ,public? ShoUld'projeCiS-be,-StUdied throughout the
-4, , ' 'yearr-Sp'they can bepApgged in as funds are available?

--,_'Consider the extra time well Spent, for trustees now have .a better
,understanding of money matters, staff is happy to have been involved ahrt ....4

:.'"*;;:.: ;--",,-,_ -'- thepleturii'll serviceSIS.-Cleater. . .,

s .1

4 , : ,

'-:±4 .i:Oilowing 04410;i'9i1p,01**(iied for planning prpqpes.,:riti .fOrcrila) based

.:, -,
,,,...,..,

O'nil,t.,.o., f ih n,

'Vols
.;

required ttr .!t Library
a nt 1

the
acp)urt, nuobert.iere,00tfm.

.L
7l1titylvhi,iuhioi OiyrA d%Osr g

,, 10043fl otvathilarrisOur! 1975. :

,,,

,i

',.4

., BUDGET FORM

-"'

"5

imi0000PsOndituret:
Salaries and wages

4O01) 3;SalarieS and wages, libiary person;e1

40t (2)::Sacaries and wages: maintenance personnel
.,

410 -(3) Unemployment taxes

411'C/0-Employer's share of social security taxes

415 (5) Employe benefits,.pension

416 (6) Employe benefits, insurance

(7) Total salaries' and wages

B. Library materials

420 (1) Books

421 (2y Periodicals 4

02 (3) Audiovisual .materials

423 (4) MibrolirTh

424 (5) Binding, rebinding, mending

425 i6) Other library supplies and materials

.(7) Total Library materials

C. Other operating expenses

444 (1) Furniture and equipmentreplacdmeht

448 (2) Insurance

,450 (3) Interest on loans and mortgages

454 (4) Maintenance, buildineand grounds

456 (5). Maintenance, equipment

38.
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OpfficktUptiliek
2 i(7)5:-PciOtage--,tind freight

tgi(oittoiephprak
7419):Tray-el,,Conferences

t

4

11 I

47p_.(1b):mtiiiiie's
.

Iiii.othpieXpertises
_ N

;-.(12).total other operating exPerises 28.

,:,:p. Totar,operating expenditures A(7), BM and C(:12)' 29.

.,CaPital:expenditUres:

180:(1), Land . ,.

., 16112X-Bultdings: new construction' ''-' N ,..

-major alteration

. addition

(31 Library furnityrd and equipment.

153 (4) Automotive equipment

154 (5) Bookmobile

16) Total capital expenditures

F. Total operating and capital expenditures

G. 4835 Prindipal paid on long-term*borroWing

H. Transfers- out of the general Federal State Local
money money. money Total

operating fund

490 (1) To other funds yy

492 (2) To other, libraries

(3) Total transfers out

J. Total of all expenditures (F, C and H(3.1
income: Operating -

A. Source and amount of municipal appropriations
. Name of,county,.school district anchor municipality

39
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304-(7) Total - municipal appropriations 19.

B. inOine7fro itt other local sources

330: {1) `Dividend income

:3212):Interest Income .
,p,5:013):FInes

". --136'1,14):NOh-iesident fees

:7352-(5) Lost book cParge$

f6,Prcifit frohl merchandise sold (e.g.,
:books, paStcards, etc.)

-464 (7) poi& chqrge.iand rentals

(6) Gifts 'arid fund drives

370,(9): Miscellaneous income

CIPTrot'al income from other sources

C. Income from state aid

ti

Di income from federal sources

30014) Total income-from federal sources

B. Total income A(4), B(6), C(7) and D(40).

F. Proceeds of long-term borrowing: Money
borrowed during the year and not repaid.

250 (1) Notes payable

260 (2) Mortgage payable.,
T6tal proceeds of long-term borrowing

Amount

22:

G. Transfers into the Federal .State Local
mgeneral operating fubds. money money money Total

390 (1) From other .funds

392 (2) From other libraries

. (3) Total transfers in

H. Grand total income for operating expenditures
(total of E) F-3, and G-3.)

40
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antiailvanla standards are minimum levels of achievement or performance which

s:04st Meet in order to qualify for state aid money. They were designed to

base from Which Cbraries could grow.
,

.
. .

Oneylvarila LIBRARY CODE charges the State Library and the State Librarian

is 0.,o4nael;local.librarlea on-minimum standards for number and quality of library
',stafk:Te$19urc4s .of beoks and other materials, location of new libraries, hours and '

yalcaljaellities." THE CODE charges the Governor's Advisory-Council "to prank,
ate-,NleSand-regulations for the approval of plans for

Use,OState funds." ',
The Governor's AdvisOry

Irlaccordance with the CODE, minimum standards
,been established local libraries,. district

:centers. -and ilbrdry systems. The law, gives libraries
11***, from the date of first participation in state
.aidAO'rneet standards. The penalty is withholding- of

The standards relate to library governance,
Materials, expenditures, staff, service, facilities and
'tparticipation in the Pennsylvania library plan. The
standards are minimal, andlibrariat are encouraged to exceed them at the lodal leve

and to provide a level of se'rvice adequate to meet the needs Of .the particular
community: Overall, the standards establish ?a floor for library service and achievable
goals. In attaching eligibility for state aid to the achievement of standards, the intent is

to guarnatee a miimal local support and service to be supplemented by state

assistance. State aid is not Intended, nor can It be used, to replace local support.

Council
'ire` Advisory Council on Library
Development has 12 mernberS ap-
pointed by the Governor. Three
members Must be trustees of local

.three professional li

;brariens and Six-laypersons. The
Secretary of EduCetipti.;;.erld the
State ,Librarian serve ex officio.
Members seiveifeur-year terms and
meet Council at least four times
a year.

PENNSYLVANIA STATE STANDARDS
Local Libraries: In approving or disapproving plans for the use of state funds by local

libraries, the d len of the State Librarian is determined by these criteria:

1. System Participation. The plan must include*articipation in a cooperative system
of existing and 'new libraries,' organized around a
district library center, and the library Must 'meet System participation in this context

minimum standards of system partiCipation. means that the local library
participates in its district center

2. Achievement of standards of,services. The plan' program.
must lead toward reaching these standards:

a. Structure and government. The library must have a clear legal basis for
establishment, organization and financial support.

b. Board members must be appointed by the municipal officers of the
governmental unit or units from which the library receives its public funds.

I
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s 000h.oaf''ftt; D,Shallb-theerrtini urri:eerved`by.a pubfic,libraty,,
,ex ept that libraries with 4001_oorttinA,,opood4utea, of115,00o, or

orea cOntideredlwneettbiS:Standard., ;.
e tary:fpust be an *Oral, part- otiOdelgove_rnment,

. . _ .
reCempS,State funda,thernUplcipat:offkciaiSibuSt-designete-

it*Iit ieg ey isi-the--a:genCy Oft
_

n UenCipa lityler raryserviee and the
igtytaatclaallPaSs-ireadjutionvaedepting,lh&dotIgnatien.

thallsrepOrt a rctafly to the. municipality:
The library,board*lall-COrnrnif theJibrary,_by-resOlUtibh,tOPettieipation-

tlittrict:lil?rary-center cooperative program
'h. The fundtion of the -library beards and-the 'librarian and shall, be-

Clearly differentiated in k Written -statement. - '

Library service-shall bie as follows:

-a. The library shall maintain well - planked' -hours -ofiterVibe.
b. The library shall establish a regular schedule of hOurs which permits all

citizens of the community easy access to the-materials and services of the
library.

c. The library shall be open for service weekly in accord with the following
minimums:

Population Hours Per Week
10,000 - 24,909. 35
25,000-49,999 50
50,000 and more 65
d. The library shall complete and submit within the prescribed time limit the

annual report form and other forms required by the Bureau of Library
Development of the State Library.

4. Library materials. Library materials shall be governed by the following:

a. The library shall have a written statement of policy L.oirering the selection
and maintenance of its coileCtion of- library materials.

b. The library shall provide a well minimum collection of 11/2
currently useful book titles per capita.

c. The library shall receive a balanced collection of currently useful
periodicals in accordance with the following minimums:

Population Minimum Titles
10,000-24,999 50
25,000-49,999 75
50,000 and more 125
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-3---itiertonhel-. The retaining of library personnel-shall be in conformance with the

a. The library shall have a written personnel 'policy.

b. The library shall bp adminiStered by a head librarian certified as follows,

except that no library shall' be deprived of state aid because of having a

noncertifled head librarian appointed prior to Janury15, 1970:
Required -Certification

Population- of Headlibrarlan

0-9,999 . Library Assistant

10,000-19,999 Provicional Librarian

20,000 and more Professional Librarian

c. The library shall have a paid qualified' staff member (full-time or
equivalent) for each 3,500 persons in the service area.

Minimum standards for Pennsylvania library systems and th.ose for district library centers have

been developed and given preliminary approval by the Governor's Advisory Council. Definition of a

structural system is being worked on.

HUMAN ELATIONSANO AFFIRMATIVF
ACTION

Libraries need to abide by federal and state laws that prohibit discrimination in

relation, to hiring, promotion, salaries and-wages and all other working conditions of

employinent. It is illegal to discriminate on the basis of sex, race, creed, color, religion,

age, country of national origin, individual life style 'and physical handicap. The laws

apply to all positions in the library. Stated policies and practices of the library should

demonstrate that the library board and staff make every effort not to discriminate.

Further, library boards have responsibility for determining deficiencies in their policies

and adopting and implementing a plan to make corrections. The Pennsylvania law

governing this is Human Relations Act, 1955, October 27, P.L. 744, as amended 1961,

February 28, P.L. 47; (43 P.S. 956 et seq.). Also applicable are regulations of Title 16,

Chapter 49 of the PENNSYLVANIA CODE, and Title VI of the Civil Rights Act of 1964

(RL....77-352), as amended et seq.
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ET THAT _p I-Fip

ri=tiMk4krty- every 116r ry becomes a little crampe ,notipeably tririaller then.what
ould b ;p it into it Then bards arelaced yith a dee. ion: i6 build a new building, add

improve t e :present building; hu for existing SO cethat can 40
'440): e firidi;.krnagio,i hdehorn.

it44,10 WOOis' serious oe, of coy se, fOr theittructiO takes months
afros finer ^i Igand-is a comply undertaking-for thew ole community.

TO VILE)
e6 libra thotild _pand Until it hat explored. alternatives, .esttniated costs and

40114,44*naeci:-F?ci,iminary discustions can-,be,heici ithefioar4andttaff;,and
tr OntarOrM are. often 0300,by lay persotis,ebUte'rr*r'.bliiiditig,projedt,

et*10060iy Orboes. of *of-04h .planning: I

`'any-rlibrariee turn to a building consultant, who ii:generaily a librarian who has
:experience in building projects. Names, persons regarded'as qualified consultants
:iiiit'avallable through the district:library center.

1

if-a-building consultant is/contemplated;the board should, negotiate on the duties
and functions of the consultant and the fee. The usual services ofa building consultant
are:

* a study, of the present library and its space rieeds and service
requirements

6 an analysis of the study with recommendations for the size of a new
library -

e recommendations on the allocation of space. iFor example, the
consultant will suggest how much space is needed to meet standards for
number of books, periodicals, etc.)
discussion with board' and staff on service expansions and
recommendations on how to accommodate these in,a new buildirig
estimates of square foot costs of the new space. (If additions, .

conversions, etc. are involved, a QonsUltant will evaluate these solutions
as well)
studips of access to the library, including location and parking

***consultation with the board available options to gain space

FROM DECISION TO DEDICATION
In Pennsylvania, the law provides that the question of raising bond money to build a

library must be submitted to referendum upon the petition of 5% of the registered voters
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Atte4n0hieiPalityVrestirited to the municipal officials. Whose officials tho-001i00.110'

referendum for the regUlar eleetiOji.-MuniCipaloffidiais can , alao aUthoriZe

,de kor,,l'ibrampurpoSes referendt (urilest :)ndebtedne7.,:seXdikedS:20/0

eSSW.dtiiaitiatiori),
-ot.,-§totirco,-50f"ft.)ndo shoUld be explored, including direct appropriation by the

use of excess- funds anct,gifts: SOrpe libraries raise funds by

-_cpntrOutigns,fOr,Special-purpOSee,and May, toe,prOfeeSional;foo -raisera.,NaineS Of.

4,000:0400.firrna are,aVailable thro4gh the;dittriCt ijbrary'delifer:.

if kreferenduni is needed, a citizen group (perhaps, the Friends

neediO.carryAhe ball. Stith a grouR.shoUldiPlan earriPaign,:roi0f004 Pearry,ittitit"
g,f14.proVide VOlunteers to carry the message, to individuals grOuPsthrOlighOUt the

:area:: This, iS,a specialized phase of the total bOilding'prOgra4,-EXcellent advide and

.-.-8114eiymaterial on theie elections can be obtained On-interlibrary loan or froni the

diStlialibrapt center. 1.7Et. ADVICE Asti. the
diStrict,iibrary,centor

()PPE, the source of fun& is detennined, the board can proceed ivithlirm:planning.

The Usual StePs toward a building are:
O the preparation of a statement of what thebuilding will do: This be

based on the material developed by the biijiding consultant, Or on a self

study involving staff and board. ,

the translation of the building statemsat into. an architectural plan by arr

architect hired for the job. This involves,a number of Meetings With Oak]

and staff until consensus is developed.' Remember the iinvOlveinent of the

municipality!
®. the drawing of firm plans and specifications for the, building.,:

® putting the plans out for bid, folloWing legal requirements.
accepting bids, signing contracts and authorizing the start of the
construction.

® following progress of construction under thesupervision of the architect

and such other personnel as needed. Building officials are useful here!

0 planning for the organization of the interior, the decoration and the
landscaping, and letting' bids as needed.

® scheduling final inspections, moving day and the coming together of all

.. equipment, furniture and services.
planning, dedication ceremonies.

paying final bills, and auditing records.

Important personnel involved are the library board and staff, the municipal officials

(who may take over many details), the architect, a lawyer to draft contracts and handle

details to protect the board and assure completion; an insurer to protect thp
community's investment and contractors for services other than construction,

Building a building is complex and places a responsibility on the municipality and

library board. Howbver, the process is exciting to the community, insures interesting

-public relations and results in the space needed to fulfill the library's service obligation

to the community.
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ootion:OitoOg librarians is not a new idea,; but it-IS one, whiClii§Much-disbUssed'
here are reasons: =heed for -improved' service;, tight budgets1 in

40404:,fOrinfOrinOtiOnt increasing, coSta Of, materialS'and.,-Per§ohnel,,,and lack .6f,
6:0000,brOWth-are,evident. The lact thatthere are don§trairitsffiat:limitmhat,canlie

00,4iOne'in4y-perStiade to OnterintocOOperative:prOrarn*cogOeration.is
yot A.;*411."*04tie riiooey in-thgseriAe that the library can:OryiVe *.budgOt:ct.o; but it

:1101p1O:_rnilkpbetter,00:of.tht§ increaSed;,d0liara-'lieeded:,

'OnhayiVehia public libraries, are invciVed, -fOrrnaily,OrlOPrni4IIYOri pore,than
h 'cOoperative, organizations in. state, in addition rto Tho g7, dist-0401:0y opoto

YO60it*,: n ete include statewide program§SuCh,a§lheinterlibrapt geliVery,ServiCe
1,;'.nti*M0:-4Stern 'Regional Medical Library -Se.tViCe; fegional -prOgrains.Such as
:,f4,NP7 (Penrisylvania Area Library Network) arid' tifw..PittOurgh Regional- Library

,CrOtor, tind programs 'organized on a local or two- county baSis,-Information on all of
kil*rh is Contained in the state Library's 1976 INVENTORY OF' PENNSYLVANIA
LIBRARY COOPERATIVE ORGANIZATIONS (copies have been diStributed to each
ptiblic library in Pennsylvania.) Typically, these organizations-and others like them help
the `member library to increase the scope and extent of services it can offer to its
clientele. Interlibrary loan arrangements permit one library to borrow froth greater or
-More specialized collections to meet specific patron requests. The statewide delivery
service can be used to send materials in interlibrary loan. Many libraries make informa-
tion about, their -holdings known (and at the same time are able to find out which
libraries own works they do not have) trough listings in union catalogs, at the county,
district or multi-district level. Uniof may list books, periodicals currently
received or held, and films.

Some cooperative groups have arrangements under which a person registered as a
borroWer in one library may 'freely use another. Some of the cooperative groups share
human resources: staff assists, members in activities related to the organication
program, personnel employed at one library may act as consultants to others or
direct workshops and in-service training programs.

What does this have to do with library trustees? Trustees are responsible for policy
and setting, long-range goals for the library. They need to be fully informed about the
needs of their constituency and of ways to meet those needs. They should know about
the cooperative groups active in their area and the potential for increasing service
through cooperation. The district library center's consultant librarian can tell them
about such programs and give guidance as they consider what is best for their libraries.
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TUAL 'FREEDOM! AND
TRUSTEES

,,.._ )
many,tootfotoo freedom is the. phrase used to express the concept of access to many

:kind :of ideas and'ibformaion.
,

.

,

Libraries are: the' custddianS of the history and-intellectuatexpreasions Of
-men and: ,women, both popular and unpopular. TO safeguard .access to triti Widetf
,posSible variety of fesources, libraries usually adopt as policy fhaie two documents:

3t it gi of Alights

The Council of the American Library Association reaffirms its belief in the
following,basic policies, which should goverO the sex-vices of all libraries.

1. As a responsibility of library service, bocilcS aid Other,library mate-
rials selected should be chosen for values of interest, information and en-
lightenment of all the people of the community. In no case should library
materials be excluded because of the race or nationality or the social, yoliti-
cal, or religious views of the authors.

2. Libraries should provide books and other ,materials presenting all
points of view concerning the problems and issues of our times; no library
materials should be proscribed'or removed from libraries because of partisan

or doctrinal disapproval.
3. Censorship shciuld be challenged by libraries in the maintenance of

their responsibility to provide public information and enlightenment.

4. Libraries should cooperate with all persons and groups concerned
with resisting abridgment of free expression and free access to ideas.

- 5. The rights of an individual to the use of a library should not be denied
or abridged because of his age, race, religion, national origins or social or

political views.

6. As an institution of education for democratic living, the library
should welcome the use of its meeting rooms for socially useful and cultural
activities and discussion of current public questions. Such meeting places
should be available on equal terms to all groups in the community regardless
of the beliefs and affiliations of their members, prnvided that the meetings
be open to the public.

...---.

Adopted June 18, 1948.
Amended February 2, 1961. and June 27, 1967, by the ALA Council.
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THE FREEDOM TO 14EAD.

A RAM Statement by the American Library Association.and the
Association of American Publishers originally issued in May of
1953.

(The complete text Ls available from ALA, 50 E. Huron St., ChIcagwor the Association of American
Iltiblishers, Inc., 1 Park Ave., New York, N.Y. 10Sk6).

1: It le:in the public interest for publishers and librarians to make available the widest
diversity of views and expressions, including those which are unorthodox or

.'Unpopular With lhelnajority.
'Publiehera, librarians and book sellers do not rieed . to endorse every idea or
Ipresentation contained in the books they make available:It would conflict with the
,NbliCifiterest'for them to establish their Own political, moral or aesthetic views as a
standard for determining what books should bkPublisped `or dirculated.-

3.1t i contrary to the public interest for publishers or librarians to determine the
acceptability of a book on the basis of the person.. I history qr political affiliations of
theauthor.

4. Thorp is no place in our society foi efforts to Coerce the taste of others, to confine
adults to the reading matter deempd suitable for adolescwits or to inhibit the efforts
of.writers to achieve artistic expression:'

5. It is not in the public interest to force a reader to accept with any book the
prejudgment of a label characterizing the book or author as subversive or
dangerous.

6. It I'S the responsibility of publishers and librarians, as guardiahs of the people's
freedom to read, to contest encroachments upon that freedom by individuals or
groups seeking to impose their own standards or tastes upon the community at
large.

7. It is the responsibility of publishers and librarians to give full meaninglto the freedom
to read by providing .books that enrich the quality and diversity of thought and
expression. By the exercise of this affirmative responsibility, bookmen can
demonstrate that the answer to a bad book is a good one, the answer to a bad idea is
a good one.

NOTE: "Books" s in this statement include all kinds of materials acquired for
library use.
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THE BOARD'S BUSINESS
inyennsylvania, a library board has an important first Step: to develop a writtenstatement

diffeientiating the fun6tion of the library board and that of the librarian/staff. (See Page 18).

Theclarity of this statement (which is a polity of the board) helps board and librarianlo,

move meetings by arranging agendas to carry, out'the board's functions.

The business of the board at its regular meetings should be:

* to discuss and decide policy, iSsues

. to carry out legal responsibilities
to hear and ask questions about what the library is accomplishing in its day-to-

day functions
to assist the libiarian in .solving problems,,especially those which relate to

community needs and opinions
e to review financial progress and the implementation of the budget

* to work toward excellent library services

THE ROTATING. TRUSTEE - is not a whirlwind, but a provision many libraries

make to bring new blood to the board. Many local bylaws provide that trustees

serve a limited number of terms, returning, perhaps, after an interval.

Special Meetings:
Special meetings of the board may be called as determined in the bylaws or by setting them

at a regular meeting.

The Sunshine Law: ----- --

The Pennsylvania law on open meetings (the so-called "Sunshine Law"), Act 175, has been

'nterpreted by the Legal Division of the Department of Education to require that when public

libraries have been designated by municipalities as their agencies the Leardslof directors

must make _their meetings 'open to the public. Meeting notices must be advertised in the

newspaper at least three days prior to the meeting and also be posted at the principal office

of the agency or wherever the meeting will take place.

POTENTIAL TRUSTEES -; should have access to this handbook and the library's

collection of paling for trusteeship. A member of the community interested in

being on the board can read about the real job of serving as trustee, and potential

appointees can explore and prepare for the job. '
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*Sample Agenda for `the Meeting of a Local Library Board
It,

Board functions translate neatly it o this sample agenda for a board meeting. (The board's
agenda is developed by the boar president and the librarian and arises from custom,
suOgestions from board and staff and routine. Thq agenda is prepared in advance and mailed
or distributed with written reports /id& to the meetings)..

(NOTE: Many boards include a special enda item for any cod?ment from the audience.
Others allow the- public to participate as it ms are c sidered).

ORDE OF .BUSINESS

1. Call o order and recording of attend-
ance. Determination that a quorum
exists

2. Minutes of the previous meeting.
Call for any corrections or additions.
Motion to accept.

3. REPORT OF THE LISRARINNL
a. Library activities and general

progress)
b. Problems to pare with the botIrd
c. FeNback from the community

4. REPORT OF THE TREASURER

5. REPORT OF THE PRESIDENT AND
TRUSTEES

COMMENTS

l'f\ there is an audience, it is a courtesy to
call the roll or to have name. plates.

Copies should have mailed with the.
agenda. It is not necessary to read the
minutes aloud, Corrections should' be
carefully recorded and read. Remember
that actions cannot be changed r any
subsequent happenings added.

\ -

a. This "reporting" should be early on the
agenda because it is basic to dis-
cussion.

b. Problems requiring baNc.ound in-
formation, such as repair,e 'mates or
budget shifts or staff requirements'
si-?ould be explained ap part of the
Mailed agenda.

The board should receive standardize()
financial reports. regularly- with the

g en da so that questions can be spotted.

Trustees khould report on.their activities,
including meetings attended and
community contacts made.

OM,
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PI Q131;Egat, Operating
ms 101iJitSy. -require- Wised

lictiOttk tii410:0011q10, new pOlidieS

elf yiintefPfeItition.,

.

reports of committees:
EittrOpie*A.he bOard.wsrts tO'cOnsid-

140kettoili7,Service in the rtoxt
fidget. itaft/pOmmunity/trimiefs

9beitietittOzWishesio-:enake
feasibility

.041JBOSINE$p:
(Example:.lirtebolled has deferred ,an

-'001.0skian Ofthe:PUblic-lectUre series
it-sitiffeeport can be made)

A

1;:i0t BUSINESS; .

Mr. North suggests we de-
letenine how -many trustees will Rs-at-.

:tending_ TUesdaY's ,workshop. The
'phjotot Polk* Witt be with us to-dis-
'.0,0 the laws o theft of library
-itetterial).

BUSINESS F013 THE NEXT
AGENDA

ANNOUNCEMENTS

12. ADJOURNMENT
to a date, time and place

Libriitians and: -trustees, Should,-1#3:
en0OVettged4OL evOluSta,exiSting:POirdieS,
and to ,recommend:/`changes : and -Op-

datet.. r

I.

Future corideenS.Idetitifled pait-Of thp.
ptsnettngptOceSsshOutd beworked On-by'

cottehltteeS.orihe:boSedss, a:whole:0nd:
=brought: to meetings as the 'sitrOi:k

Progiestet..

Usually category =far finis:bin§ - :Off, .an'

oe-cOMpleting:SctiOn..EitohJtenrOt
pld-buSineSt ShoUld litte.d by "titre
and status.

Courteous trustees wilNell e president
"what item of business is to e raised.'

This agenda listing can be used to
suggest new topics or ask for answers to
questions requiring some research.

Th meeting should be adjourned to a'
ce ain time. If the regular meeting is
ru ning long, it an be adjourned to a
ti e earlief than the next regular
meting, at which time the agenda would

be completed.
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onitilittees. of the ,Board:
1Mpst *Ards will at some time wish to have some detail work done'fily a committee to save

-the'tlene of the'full bdard. Meetings of board committees may come under the.Suhshine Law;
,sdit:Wbest toy follow legal. requirements for calling and posting such meetings.

Cerrirtiittees- need. to remember that they do not make decisions for the board, but rather
WOKOLitreefemniendations to give to the board for its decision.

'Written reports are best and should, whenever possible, be distributed in advance of the
board:dieeting.

THE ROLE OF THE BOARD'S OFFICERS:
-Each member of a library board is co-equal with the other members. Officers are named for the purpose

of "expi'lltitig the board's work,'but even the officers cannot speak for the board without permission. The
tiylaWs-Should specify the general duties of officers, probably along the following lines:

Piresi.cChairperson): The president shall preside_at_the meetings of the board and
"shallt'with the librarian,-prepare an agenda, and mail it to members of the board in advance of
the -meeting. The president shall serve as discussion Wider during the board meeting and
Shell encourage all members to participate. The president shall sign official documents
requiring signature and may represent the bor.Fd in public and official capitcities as
instructed by the board. The president has one vote as a member of the board.
Vice-President cr Vice Chair erson The vice-president shall preside in the absence of the
pres ant and shall pe orm such other duties as are assigned by the board. (This position is
hot required by law).
Secretary: The secretary of the board shall take the record of the meetings of the board and
see that the minutes are prepared and mailed with the next agenda. After minutes are
approved, the secretary shall see that a permanent and correct copy is made available for the
a chives of the library. The be d shall determine, in a policy stateme how minutes are to
b distributed to other than board -Members. Minutes shall be made avai le for public
14 spectiria as soon as they are given to the board. The secretary shall sign,suc documents as
require the signature of that position and perform such other duties as are ssigned by the
board.

(NOTE: SomeSome b_o_rids name the librarian or a staff member toserve as secretary. In that case,
the board merliber secretary should keep check-notes. The board should ask if it wants its
librarian to be burdened with this job unless a tape recording is made and minutes taken from
it. VERBATIM minutes are used only in rare circumstances. Minutes should represent a
simple record of the meeting with clear identification of the actions taken).

Treasurer: The treasurer's role varies with the size of the library. In small libraries, thee-
'ger may keep the books, deposit funds, prepare reports and even write checks or

vouchers. in larger libraries, the treasurer is a legal officer named to assure that financial
operations are being properly handled. By laws should outline the specific job, and the law
requires appropriate bonding.

All trustees should feel treb to bring up for discussion any items of interest or questions. Trustees who
have investigated the position before accepting appointment and who have had an orientation need not
feel "New" norreficent.
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nook and Materials Selection: ,
r

Pennsylvania law leaves bock and materials selection tope local library. For example, the

law prohibits the State Library, from making any rule which would "prohibit the inclusion of a

particular book, periodical Or material, the works of a particular authOr or the expression of a -

particular point of view."
Libraries should have a policy statement determining the authority of the librarian to

acquire,materials and the basic principles upon which selection is to be made in the local

library.
Libraries also need a simple method of dealing with any

challenges to the materials selected. Ordinarily, the
library sets up a procedure by which a patron may make a
complaint in writing, discuss it with the librarian and then
with the board if necessary. Assistance in handling any censorship attempts can be obtained

from the district littrary center, the Pennsylvania Library Association Intellectual Freedom

Committee Chairperson or the Intellectual Freedom Office at the American Library

Assqciation.

SAMPLE SELECTION POLI-
CIES are available through he7.1

district library centers and i e
state library. .

kGovernor's Conference
on Libraries and

Information Services
/AI

In the fall of 1977 over 400 citizens from throughout the Commonwealth will answer

the call of the Governor to focus their collective attention on library and information

services in the state and nation. Specific recommendations geared to changes on lOcal,

state and federal levels will be acted upon by the delegates, who will then be charged

with carrying the sense of the conference back to their communities. In addition to this,

delegates will be elected to carry Pennsylvania's recommendations to the White House

Conference, to be held in 1979.
Both Conferences afford all those interested in moving library services into the 21st

century intact, an opportunity to reflect on what changes are most needed, recruit new'

talent and energy to the drive for quality service, and to forge new alliances in every

town, county and state. .

Trustees certainly form the nucleus of this emerging citizen force and it is hoped that

they wilt exert.,se careful and dynamic leadership throughout this organizing process.

The outcome will depend to a large degree on the dimension of everyone's

commitment to change, willingness to change, and ability to share one Of our greatest

natural resources knowledge. ,
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ANDING THE LANGUAGE OF
N§

Ihel:Vofession of librarianship has a language all its own. Understanding these
:comtnoh tetras will help trustee and librarian to Communicate!

,

Access = ittilailOblay of the library and its services to residents of an area served. In a
fatter se*, ,the auany to read) sources Of information through a library and its
Cob- native lirt!;...s to other sources. .

*Credited:Library School - d college or university offering a library education program
meeting-dtanclards of tie American Library AssOciation and officially accredited by a
committee of ALA. Called "appro-ved graduate library schoOl" in the.Pennsylyania law.

f3$561( and Material Selection the procqs of deciding what to buy for. the library.
SefectiOb is usually based on a pd icy adopted by the library board, the goals and
objectives of the library, use of *lection guides such avfhoie prepared by the
American Library Association, funds available and the skill of the library staff in
Meeting local needs.

Call Numbers - the catalog numbers of _In, item of library material, used to mark the
item, shelve it properly, list it in the card catalog or computer and find it for a patron.

Cataloging - the process of assigning identification to, for example, a book so that it
can be listed in a catalog and loCated on a shelf for use by patrons. The Dewey Decimal
and the Library of Congresa'are two systems for identifying materials.

Certification - issued by the State Librarian to qualified persons meeting requirements
set down in the PENNSYLVANIA CODE. (Title 22; Chapter 133). Persons may be
Certified as professional librarian, provisional librarian or library assistant.

Circulation - statistics showing use of the library by a count of materials checked out.
Also departmenj or area of the library which receives returned material and checks out
materials to the user.

Collection - a one-word ten for the library's total holdings, the books, films, tapes,
pictures, etc. which make up the materials the library has on hand for its users. A
special collection refers to an area of specialization: for example,, rare books, or local
history or regional authors.

Deposit Station - a public library service point in a community location such as a
school, factory or store where a small collection of materialb is established and rotated.

Dewey DeCi'mal System - a method of classifying library materials based on the use of
eraiiiiiiiiiTaTiefoped by Melvil Dewey.

Interlibrary Loan - originally, one library borrowing from a,.other in order to serve the
user. Now; a system of interlibrary cooperation which allows libraries to put their users
in touch. with material they needko matter where it is in the many kind:. of libraries in a
state or nation. .
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Libranssof_Congress - the libraly in Washington, D.C. which serves the U.S. Congress,

aW7cgrier Wincreasing forms ofservice. LC does` cataloging whilebooks are in

the. publication process so that catalog cards can be availabitsas soon as the book is

tasurchaseditry libraries. Many libraries are using the LC catalog system in place of the

cWOTIDOirnal.

the-Master of Library Science degree,.taken as a fifth year of study beyond the.

;bachelor- level. Usually regarded as a minimum requirement fora professional librarian.

:(Pennsylvania issues certificates of professional librarian under several criteria. See

PENNVANIA CODE, Title 22:133.4).

Media in the library world, books and non-books. Often used to describe a library,

such as a school media center.

OCLC - the Ohio College Library Center. The computer neawork Pennsylvania libraries

have joined -for such services as cataloging, interlibrary loan and bibliographic

reference.

,PHEAA - Pennsylvania Higher Educational Assistance Agency. A state-grant prograin

paying 80% of the cost of summer workers in non-profit aoencies.

Processing - catoti-all term for preparing books and other materials to be made

available to the library's users. Somematerials are ordered pre-processed or ready for

the shelf. Processing may include cataloging, preparation of cards, putting in book

pockets.and making protective covers.

Resource Center - in Pennsylvania, one of four libraries designated as a regional

library resource center. These libraries share their resources with other libraries in the

state and generally hold large quantities and many kinds of material. Each resource

center orders.and maintains collections in depth in certain specified subject areas.

Rules and regs - shorthand terminology for roles and regulations issued for the
approval of plans for the use by librariesof state funds in Pennsylvania. These'rules are

develOped by the Governor's Advisory Council.

Serials - publications t that are issued regularly in sequence, such as magazines,

journals and newsletters. So-called because these publications carry serial numbers

indicating volume and issue.

Shelf List - a kind of catalog or inventory of items as acquired by the library. This list

may include the "holdings" of a branch library.

Shelf Reading - literally the listing or items on the shelves in order.

Union catalog - a listings of items, usual& periodicals, but often films and books, of a

number,of libraries which combine theis lists ire order to locate materials quickly.

Veritcal ftile- literally the upright officefiles used to hold pamphlets, broch&es,articfes,

pictures and other items most easily organized by filing.

Weeding throwing out, or otherwise disposing of books and other library mai,arials no-

longer up-to-date or useful to the patrons of the library. Weeding keeps a collection

current, makes way for new material and provides ongoing evaluation of the library's

material and its use.
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ANDING THE LANGUAGE OF

prof scion of librarianship has a language all its c:),n. Understanding these
4n.4eritis will help trustee and librarian to communicate'

fiVairability of the library and its services to residents of an area served. In a
*or**, thkabiiity to reach sources of information through a library and its

OdOrativo- links fb othersources.

ACer-Oited. Library Schotil = -college or university offering a library education program
,rneetringatarimericari Library Association and officially acaredited,byA
6:Ornitrittee of ALA. Called "approved graduate library school" in the Pennsylvania law.

artci Material Selection - are process of deciding what to buy for the library.
Se-100On is usually based on a policy adopted by the library board, the goals and
-obje:ctives of the library, use of selection guides such as those prepared by the
Anierican Library Association, funds available and the skill of the library staff in
Meeting local needs.

Call Numbers - the catalog numbers of an jtem of library material, used to mark the
item, shelve it, properly, list it in the card catalog or computer and find it for a patron.

Cataloging - the process of assighing identification to, for example, a book so that it
can be listed In a catalcig and located oh a shelf for use by patrons. The Dewey Decimal
and the Library of Congress are two systems for identifying materials.

Certification issued by the State Librarian to qualified persons meeting requirements
set down in the PENNSYLVANIA CODE. (Title 22: Chapter 133). Persons may be
Certified as professional librarian, provisional librarian or library assistant.

Circulation - statistics showing use of the library by a count of materials checked out.
Also department or area of the library which receives returned material and checks out
materials to the user.

Collection - a one-word term for the library's total holdings, the books, films, tapes,
pictures, etc. which make up the materials the library has on hand for its users. A
special collection refers to an area of specialization. for example, rare books, or local
history or regional authors.

Deposit Station - a public., library service point in a community*location such as a
school factory or store where a small collection of materials is established and rotated.

Dewey Decimal System a method of classifying library materials based on the use of
Talmais and developed by Melvil Dewey.

Interlibrary Loan originally, one libiary borrowing from another in order to serve the
D17EWm, a system of interlibrary cooperation which allows libraries to put their users
in touch with material they need no matter where it is in the many kinds of libraries in a
state or nation.



lelbilityofOongress ttie library in Washington, D.C. which serves the U.S. Congress,

4I.1!* es n increasing forms of service. LC does cataloging While books are in

'itt*OpOli*on proceps so that catalog cards can be available as soon as the-,beok'is

purchased by libraries. Many libraries are using, the LC catalog systern in place of the

:barley P01-010;

3M Lib -th0 Master of Library Science degree, taken as a fifth year of study beyond the

lsaehelorilevel. Usually regarded as a minimum requirement for a professional librarian:

l'Regreylvania issues certificates of professional librariati under several criteria, Seer

-PENNVANIA CODE, Title 22:133.4).f
Media -, in the library world, books and non-books. Often used to describe a library,

seith,as a school media center. k

OCLC - the Ohio College Library Center. The computer network Pennsylvania libraries

have Joined for such services as cataloging, interlibrary loan and bibliographic'

reference. a

PHEAA Pennsylvania Higher Educational Assistance Agency. A state grant prooraM

paying 80% of the cost of summer workers in non-prOfit agencies.

Processing - Satoh -all term for preparing books and other materials to be made

available to the library's users. Some materials are ordered pre-processed or ready for

the pelf. Processing may include cataloging, preparation of cards, putting in book

pockets and making protective covers.

Resourc Center - in Pennsylvania, one of four libtaries designated as a regional

library resource center. These libraries share their resources with other libraries in the

state and generally hold large quantities and many kinds of Material. Each resource

center orders and maintains collections in dopth In certain specified subject areas.

Rules and rags - shorthand terminology for rules and regulations issued for the

approval of plans for the use by libraries of state funds in Pennsylvania. These rules are

developed by jhe Governor's Advisory Council.

Seridls - publications that are issued regularly in sequence, such as magazines,

journals and newsletters. So-called because these publications carry serial numliers

indicating volume and issue.

Shelf List - a kind of catalog or inventory of items as acquired by the library. This list

may include the "holdings" of a branch library.

Shelf Reading - literally the listing of items on the shelves in order.

Union catalog - a listings of items, usually periodicals, but often films and books, of a

number of libraries which combine theirs lists in order to locate materials quickly.

Veritcal file - literally the uprightoffice files used to hold pamphlets, brochures, articles,

pictures and other items most easily organized by filing.

- throwing out, or otherwise disposing off books and other library materials no

longer up-to-date or useful to the patrons of the library. Weeding keeps a collection

current, makes way for new material and provides ongoing evaluation of the library's

material and its use.
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'Rif-Meetings, samples 45, 46

.AMERICAN LIBRAR't ASSOCIATIONI3
1§CiARD

. =business meetings 44

community representation 5

education of 13

Officers, role of 47

policy making 18, 19

structure . 7, 47

BOOK SELECTION 48, 49

BUDGET

developing 32

form 33, 34, 35

BUILDING
architectural plan 40

building bond 39

referendum 0

board responsibility
legal responsibility 40

new building. 39

preparation of plan 40

study of \needs 39

building consultant 39

60

6, 8 COMMUNITY
38 local; need to know 5

..coNsy(TANtosERvIc;pa 6, 23, 39

CONTINUING\ DUCAT/ON 13

COOPERATIVE PROGRAMS. 41

COUNTY LIBRARIES
State aid

51

30

CRITERIA FOR FUNDING . 2, 30
DISTRICT LIBRARY CENTER

defined in Code
map

. standards

DISCRIMINATION

EDUCATION, CONTINUING
EQUALIZATION AID
EVALUATION

trustee responsibility 24

Federal Advisory Council (FAC)
FOUNDATION CENTERS 30

Free Littrary of Philadelphiar 30

Hillman Library - University of
Pittsburgh 30

FREEDOM TO READ STATEMENT 43
FRIENDS OF THE LIBRARY 15

FUNDING

building bond-referendum . 40

7, d

55

38

38

13
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'Criteria
equalization aid

rld at o h Centers

,LSC,4ederal contribution
lodal funds

...Per capita

percentage

state funds

standards

taxes

Title I (extending and improving
services)

Title.11 (construction)
Title III (interlibrary cooperation)

GOVERNOR'S ADVISORY
COUNCIL (GAC)

GOVERNOR'S CONFERENCE 48

GOVERNANCE AND POLICY
MAKING

HEAD LIBRARIAN
duties 18,19

HUMAN RELATIONS AND
AFFIRMATIVE ACTION

relevant laws 38

i191:1EX

32

29

29

30

30

29

29

29

36

6

31

31

31

36

4.

18, 19

INCORPORATION OF THE LIBRARY 5

INTELLECTUAL FREEDOM 42

tNTERLIBRARY LOANS

State Library
LAWS

how ideas become laws
LEGAL; RESPONSIBILITIES OF

TRUSTEES

defined
LEGISLATIVE PROCESS

county 'level -

municipal 'level
ttr-

national lever

16,17
26
27
27

27

Library. Services and Corstruction
Act 27, 30

27

28

42

6-

lobbyitig jrgormation
laws, how ideas become laws

LIBRARY BILL OF RIGHTS

LIBRARY. DEVELOPMENT
LIBRARY SERVICES AND

CONSTRUCTION APT

LOBBYING
how Ideas become laws
Pennsylvania Library Association

lobbying
LOCAL LIBRARY
MARTIN PLAN
MATERIALS SELECTION

MUNICIPALITIES
OFFICERS OF THE BOARD

role

27, 30, 31
4

27

28
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RIENTATION, 11

ONO'. 41

PENNSYLVANIA LIBRARY
.ASSOCIATION

"trustee division (PLATD) 14

`00119APITA STATE AID 29

PERSONNEL
boatd and head librarian 20

policy 21

PLANNING
budget form 33

building 39

defined 22

fools 23

use of 24

POLICY MAKING RESPONSIBILITY
defined 18

PA LC 41.

'PUBLIC LIBRARIES IN'
PENNSYLVANIA ' 6

PUBLIC RELATIONtS

one year plan 26

relating to public 25

speakers bureau 26

REFERENCE MATERIAL FOI1
TRUSTEES 9, 12

REGIONAL RESOURCE CENTER
LIBRARY- 8

SPEAKERS BUREAU . '26
STANDARDS . 36, 37

Human Pelations and Affirmative
Action 38

Governor's Advisory Council 36

Pennsylvania Library Code 36

Pennsylvania State Standards 36, 37

Minimum standards
systems participation
State Aid

STATE LIBRARY

SUNSHINE LAW

SURVEYS

need for
SYSTEMS

,WISS

36, 37, 38

36, 37.

29

5, 6

44

5

minimum' standards 38

. TRUSTEES

evaluation 16, 24

group, role in public relations 25

individual role in public relations 25
legal responsibilities 16

legislative process 26

officers of the board 47

policy making , 16, 18, 19

reason for 8

responsibility of 16

requirements 9, 10

VOLUNTEERS 14, 15
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