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nd: kttLeid inthe, job of workmg toward more \nsabmty for their !lpranes
thelrcommunities. ) \ "j,\/ v

- ‘“harmony 1o provide, intormat:on 1ools, ideas and procedures usofut to sxpenenced and
ice ,,.,The pandbook was "ﬂeld-tested" through nterwews with trustees and

'h .hope of ﬁge com ”ittee that trustees will find the handbook a: ready sourcs of
and dsrectsms as the iabrary trustess of Pennsyivama take on the:r

2

,4__cmews.mesmmfs T

1
v ¢

. The Trustee Division of the Pennsylvania Library Assoc;gxtlon is gratefut to the
, Assocnatton and its pres:dent Donald, Potter, for support of this project; to State
. stranan Ernest E. Doerschuk Jr. and the State Libra of Peansylvania for active
partlcipation consuifant skills and financial support through LSCA Title i funds, and to
"“the states whnch supphed trustee manuals from wh;ch many ideas wera gteaned
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The Coinmittee: .

Ann Cestare, Chairperson Wynnewood _
‘Marjorie Connor, Co-Chairperson Wynnewood

> Lois Albrecht . State Library
Margaret Darkeri Boaisburg
Helen Metzdorf Camp Hill
Kathryn Stephanoff . ' Allentown \
Grace Wozniak : State Library
Barbara W. Steigerwalt Rosemont

— ex officio as Chairperson, =~ '

~~TFrustee Division . : -
Alice B. lhrig, Consultant Oak Lawn, illinois

rsﬁ dba '-was developed by a cgmmsttee of trustges and- hbranans workmg in .
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- ‘Objegtives of This'Handbool:. "
" 3 j ST . . ‘, '.o,'< L 4 | "1‘ ‘ . 'p~ . hd ."I . //‘/.,

o 10 .hjeéghien the awéréness' of Iiﬁrary trustéeg té the impartance of th:ef';,
.. library board in the success and services of the local library. o

t

v o, .4 . Aoe e ’ L a.-b. S
s, to encourage trustees to become more expert in their respanisibilities.

_.*'to suggest aseful practices and to share siccessful and desirable
" ymethods of representing the community through the library board.

¢ ‘toprovide an up-to-daté and réasonably comprehiensive source of legal, .
and general infgmation for/p{c:t‘cirig dhd potential trustees. - .

‘s to supply material as backg\rpuﬁ{d for discussion and decision-making

- . by local boards. : ' ‘
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”rtantko#e of a hbrary twstee |s to repmsentthecmnmmlty fmm wh:ch
© :the authorgty‘to govern and‘to lead. Thereleis ditficult beceu.,e communiues are

New [ orSle, new:deas w:dér pamcipataon
i the'commumty amd byﬁhecommunity in -

f .
S estabhsh advssory gfoups !oca! amsts

é\' boan:i

».'\

—';a;é bemg consnderad Such cormitteas ?ap the .
hink'ng eand c‘reatw:ty of the commumty, rﬂsultlrg in.
oreater K

L, Suct:essfui itbrary boards share their probiems with .
- Ahe commumty Wh‘en money is tight, the community

wwwww

BE A SUR\!E QR

\,.

|o ‘Ask yoiit friends what they think|
' ofthefiksary and; what *hoy wapt ,

insarvices N /

jith: h'avboard “antd: thcn

l 3

qllbrarys ’servlcaa ‘with vou and
distributethem:

0 Place suggestion boxes in publlc
piaoes for walters-ln-line to Use
" 1o “talk to the librafy "

sional poll-taker or questionnaire-
‘daviser who would voluntser to
desigjn»snrveys

1o Encourageorgamzatlonstomicﬁ )
you ralong 16 hold adiscussion ot}
usea. quesuonnaire a* a meeting :

Ask the edltqr(s) of thelocal prassf’
~ ybhc‘.rideasg through an ‘

omotion piece" about the ‘

s Be on the luokout for a profes-|:

<

better 'monetary base. When there is_ need for a
buﬂding. the. cammunity sits in’ on the- -planning.and ,
wzlt pitch in to secure financing. When new programs
are ‘heing. weighed, community groups will halp to
deiermme which ideas have the best chance to
succeed and will be'the farst to know and use the new
- gepvices. -

': i Pubhc participation i |s desargble at every turn so that
the hbrary board has access to-many opinions and the
best’ ideas available. The two-way flow of information
. makes the: Iibrary essential to the community because,
it offers what the community wants and neecjs.

d lncorporatlon ofthe library: U it was not estallithed by a municipality, the

: librasy..should ba, incorporaled as a nonprofit corporation to insure
continuity of the Istitutlon, to enable I* {o recaive tax exempl statusof the <
U,S. Internal Revenue Service, to encourage the donatiop of gifts, and to
Himit the lishiilty 6f individual board membets. Under Act 271 of Novamber
15, 1972, for a fee of $75.00, a charter of incorporation must be filed with
the Pennsylvania Daparlmant of State. Emnioyment of a lawyerto draw up
.1 and file the papers is ndvhl(ble

[} . , <

NEED TO KNOW
\YOUR COMRIUNITY?

Cohect

»'Census figures that iell you
economic levels, family size,

- athnic back‘g’rounds,' ages,
education, Gezcupations.

* Names of persons who work with

{teachers, clergy, p olmcian;f

. soclal service workers),

o Names of organlzatlons school,
community, business and others
giving service, watchdogging and
wanting to holp.

o ideas you heas expressed,

problems raised,

library. ’

the community in direct seivice] -

Issues
déveloping - for relay to the| -
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Manv peo&e are rnvolve? in creatmg maf:itaming and i rmprovmg iibrary service in
. Pennsylvania. . . A
sz The C-lenerai Assembly pro»ided the.legal framework and alters and amendsthe Iaws
88 needed It also appropriates thé funds for the operation of the State’ Library, state
o ot money;for distrrctiibrary centersand the regronai resourcecentersand state aid | money
: im ‘local librarids. ‘ 5
L The State Lrbrary, a part of the Department of Educatlon, has these purposes stated o
-3 m state reg‘uiations . . . . BN
To provrde mformatron and foster contmumg educatron by

oy

1)Amakmg~ava|labie ‘alt library materlaie of the. State Library fcr use by libraries,
s ageneies ofwtate and iocei goverriment and 1o the: ﬁ‘ubho. TR
, 92) coordinatmg a statewide systeh of Iocai irb%rjee

. 3) providing advice and counselto local iibrarles, drst:ict iibrary centers\and regionai
. rrespurce centers, munrcrpahtres and groups on the deveiopmeht arnid improvement of
) iibrary servrce, and *

4) mspectmg focal libraries, drstrrct library centers and remonai resource centers

Actua!ly, the State Library does much -more. tt provrdes a professronei staff for
consultant services; it holds workshbps'and other. meetmgs to assjst librarians and :
trustees; itmakes and ~omakes & state plan for the progress of libraries; it encourages - §
Ieadership and sérves as a resource for all tvpes of irbranes and the librarians, lay §
. persons and trustees worksng for good library services.. - - T o

The State Library haj three bureaus: the generai hbrary, the law library and library. '
development. it serves as one 0 the four regional resource centers; is a beehive for
mterlibrary loan actwity and has a number of iegat responsibri:tles to make rules and

standards. : . , .« .

i Mumcrpalrtves (county, borough city, town, fownsth.or school distrrct) establish .
and majntain libraries,.funding them from local money. Municipal officials may, fevya

* specialtax for libraries of three millsjon the dollar or make funds availabte from other-

. municipal revenue. They may also issue. bonds tor bullding, either by referendumoron
their own rmttatwe Mumcrpalitres appomt the trustees-of the iocai ibraries.

TRUSTEES then, have the prrme responorbricty for the guod heaith of their libraries, ;
making most of the policy decisions and representing the commumty v o

(4
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o __’SOTE 4Some hbranes establishegl priorto 1961 retain tha board strﬂcture: .
;- under ‘which they ‘were: orgam;ed Most are “association" libraries . .
ih“:lly created by groups of intorested omzens Municipaiitlesf

SR The presentprogram ofprowding pubhclibraryservnce in Pennsylvama had its origin-
G m a study directed by Lowell A. Martin in 958 Thatstudy, LIBRARY' SERVI’C.‘E iN:
) PENNSYLVANIA PRESENT AND PROPOS D; .commonly refén-ed to-as the: “Martin.
Plan " Tade a‘number of recommendations which became part of THE LSBRARY

CODE adopted in 1961 The Code provides 1{for thesa !evels oFﬁ}«blio iibrary serwce.
” y @

[ T e S e . e
4 . 2, e 3

4‘7 1. The Local L:brary ' : Al % /o /
The local community public library has the respan ihility for providing a baSIc
cd' ion of currently usefui educataonal inf c} ational® and. recreational

ials, including books, pamph!e’ts magazinss, newspapers, recordings,
p:ctures, films, microfilms, video forms, etc. Quantity and quamy of mater&a!s

* vary with the size of the community and the amount of money it investsin library
" service. The library also providées a variety of ‘services 10 the paople of the
community such as réference, children’s pro ns, programs for gider. Pennsyl-
vanians_and services to the unserved and tho‘ nderserved The focal library »

L provides the services most needed and requested by tiie members of the™

L0 = ', community. When other materials are needgd, the local library borrows them

S through the district library center. Whe sistance and adv]co are needed 1o

pien for and initiate senices, the local library may call upon the dlsﬁtrict l!brary

center. \ R . ) B

;‘ .

o
.

2, The District Library Center

wealth. The district center is first a local library sorving the people of its com-
munlty arid second a'source of assistance to the citizens and lpcal braries within

- . . ( [y
- . 3 , ': , // v . *
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Dlstrict library centers are located in the major marketmg areas ofthe Common- L

g




PRI ) ‘

itsrdistrict Resources of a. district hbrﬁ cen er go beyonddllpa co ered
basic-for every libfary. A-reserve of matetial including. a basis: collection.of
16 mnifilméis:always avai@éw.to theiocal patroﬁnbut G béumby patfonsof’e

, otmnlibranbs inthe distri D
- rﬁa“)’wisrt “the district'cent teta Kise materidls: there. T i
: Advusory assis*ance is prowdeﬁ‘ byvthe drstrlct@center to- tocal libranana,'

mumclpai oﬂrcials mteresteq crhzens and trustees within-the. distmt thrqugh-
. pehodic\\?is‘lts, district meetmgs ahd workshops. 1§ the district cemer colleetion
~—gif: materrals\s not sufficient 16 meet a specrahzed neéd; a request rsﬁm ohtéa .
. regronal resm}rce‘center or to other libraries, holdmg the. needed materia! :

o ~ - . : 5 -
. s .
o

Ao'm - . ?
L e e <
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.

.

~
__’-.‘._....._.__,.¢.

- 3. -The” Regronal Resource Crenter lerary

v« ~ Thereare four regtona! resource center hbrarres,m Pennsylvama The: Camegie: |

. Library of Piitsburgh, the Free Lib¥ary. offhiladelphra, the: hbrary of Pe

=vania Stite: University and the State Lit. -ary. aniudmg ihe Law | rbrary Bumu):
in Harrasburg compr;se avast research resource capabie of meetmg most j -
of: persons in Pénnsylvama Materialt dre sent o the drstﬂct centers via deimry*
. services or may be tised at the regronal Tesou e‘library :
The Bureau of Library Development of the State: Ltbrary provrdes backoup mwy .
services to the district centers by. aesrgmng a etaﬂ member toa specrfred group ot -
distrrct centers. . .
There -are aiso various consortla and cooperatwes provrd)bg an intermedrate leveb of

servrce (see page 41). ' AT ST . .
“ WHY LIBRARY TRUSTEES?.- .~ -

z.q" »~
In the.American tradluon of darect publrc partlcepation in government, the
- Commonwegith of Pennsylvania has provided iqr governing public libraries through
members of the community operating as a board of drrectors or trustees. e
. The word director is used’in the law, which gives “corgrol” bf the local library toa~ -
board of library directors. . The more popular use of the word trustee rmplre(a trust~-to
- Individuals to perform exemplary service, in the appointment process to bring
representatron to the pecple and to the board asa unitte carry/outﬁgal responsibilities
“corrgctly. ‘o
Library trustees are also advocates and exponents - Jeaders in deve!opmg the ability ,
,of\their hbrarleﬁo serve the publrc responsively, responsibly and creatively ‘
Libraries as public institutions need the pipeline to the public that"trustens provide. S
Trustees frorn the community safeguard and enhance the public’s interes. in having full f
vajue from the funds-supplied to the institution: -
Library trustees thus represent the pUb!it‘s interest in achrevmg a good servrce -

Te
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imgortant ro&e

Fal

compesed of

sions by:the:ljbrary board; -7
tigh:-dpen meetings, publicity on:decisions -and

tivitie s~;pe“rsona! appears\ces and. publrc\ reletions

i oard members and opportumties forpartrcrpatron

i
MR

ythe.public: .

an. the. art: tollection:and, events; busine"s
men to. evaluate and suggesf services for
ry:a and commerce teenage;sﬂvhen thexr needs
“b_?eing considered. Suth cop mittees; tap -the.
Iy .creatwrty of ttr omm mty, rgsultmg in
>thv%ledge {and use) of the: isbrary and’

fty”prrge m the library-as an asset.

"mtjmtys When money istight; the commumty
“Gan:helpitordecide how to.use it and how to' work fora

ﬁ better monetary ‘base. When “there is need for a.
‘ 'wburldmg, thé -community sits in ori the ryanning and |
5 ilttp tohfm to-securs financing. When-new programs
re<being weighed, community -gFoups. will help to -
‘détérmine ‘Which ideas _bavé the best chance to,
" succeed and will be the frrst to know and use the new
S v .sRrvices.

e Hepamcnpaﬂon is desirable at every turnso that
, th ‘ !rbi’a oard has accéss to many opinions and the

;’f bestzidegs avaiiable. The two-way flow of information

Lo

it offers whatfthe community wants and needs.

h 'f lnoorpom{ien of the library: If it was not establishad by mmunimltw. the

1 librsey- shoutd . ba. incorporated. as. & nonprofit corparation t6 Insure
.mmlnultyof the jnstitution, to enableitto recelvd tax exempt siatus of the ,
‘US  interid! Révenlie Service, to encaurage the donatlon of'glits, £ndto
fimit the Habmty of individual board membars. Undur Act 271 of November
* | 181572, 1or a fod of $75.00, 5 charter of incorparation must be filed with
¥ the Pennsylvanla Department of State. Employment of alawyartodraw up
and file the papors is advisable. - i P
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THE LIBRARY

&

4\5;

) oia!ibrarytrusteeis torepresentﬂ\ecommhn:ty'fmm whtcrr :

3% theauthority to govern and to lead; Therole s difficult because communities are

varied. intetests .and congcems, groups and- mgenizatmqs _ndeds.and
thegroate:

' bogr' snicedta. be vcslt)te in the cgmmumty-t :

i ‘/‘,

"s.és‘tab!ish\advrsoqrgroups Jocal /amstsﬁ,

attittides ' Siccesstully eprosentrr?gthetota!commumtyi ._ ta cnl‘evementtot ;
‘"’;%n ,g:c!;oardrcan aspire. iy 5 s
Hreae ’pe&rts with the openness of the»." GE' A;SURVEYGR
W people, Aew ideas, wider partmipahon. i Myour friends: what they think|
the commumty‘and bmthe community lna 45 ?f the iibrary and whst they want ‘
nmim o )

'|o. Entolirage; o‘rganizaﬁonstouhich :
.you belong tohold adiscussron or|*
usa:a: questionnaire ata meetlng ‘

* Askiha; edltor(s)’fof the toca!press :

to meet.with the:boartl - ané the:?
: ~lto, séficit’ puﬁ]lcddeas through'a

il

libran's. services. with you and

‘_i‘jfgts'tribi)te themi " ~

places for- waiters-lr-line fo-use
o ‘talk tosthe,jibrsryr‘" N

s!onal poll-taker orquestionnaire-

g Carry promotlon pieees about the :
1o-Plagesiiggestion” bo-(es; 'tr“rp‘uﬁlié )

* Baon ‘tha fogkout ‘for a profes-|

deviser"who would - volunteer to

-

design surveys

NEED TG KNOW
IYOUR COMMUN!TY?
Collect- -

il

sthnic backgrounds, ages,
: education occuﬁaﬂons

° Names ofgpersons who vork with:
~the community In-direct service

social service workers)

° Names of orgahizations - school,
community,.business-and. others1
__ glving sérvice, watchdogging and

~vwanting 1o help.

* |deas you hear expressed,

.problems raised, issues
developing - for relay to the)

library.

=

o Gensuw figures ‘that tell you|
economic levels, family size, .

(teachers, clergy, politicians,) .

&

o
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* WHO'S! RESPONSIBLE FOR PUBLIC
‘ Lreegiﬁelesm PENNSYLVANIA? -

“l

1Y

) . N . i
Many peopte are mvolved in creatmg, mamtaimng and improvmg‘hbrary service in
Penns;tvahte < e Lot s 7
__—TFhe General Assembly provtded the tegal framework and aiters and amends the latus
as needed it-also-apptopriates the.funds for the operation of the State: tibrary; state
money for. dnstr%t library centers and the régional, résource centers and'state aid money

'

o
-
? -

" fordocalifibraries.. .+, . S ok
The.State Lrbrary, a part of the Department of Educatron, has these purposes stated %

RN |} state regulations: . . e , . BN K
o N . - . N *

. \To prov:de mformat:on and foster contrrrumg educetion by: A ‘ r,,
o 1). maklng avautable ey hbrary matertals g.the State -Library for use by libraries, '
i ageﬁ’gres of state and lacal government and to: the publig o
s 2) coordinatihg a statewide: system of [oeat hbrartes '

3);provrd|no advice'and counsel to Iocal libraries, d"§tnct library céntersand. regiona!
. . resource centers, municrpahtres and groups onthe development and improvement of
hbrary serv:c and NE N
o 4} rnspectrng Iocat trbrarles,rd‘istrict lrbrary centers and regronal resouroe centerss

Y, L] . * 5
. PR L. s I
T I P T

Actually, the ‘State Lrbrary does much more it provrdes a professlonal staff ‘or
. consultant services; .it holds workshops and other msetinge to asgist librarians. and
S trustees, it makes.and remakes -a state plan for the progress of libraries; it encourages;
- Ie,adegsh:p and serves as a resource for all types of librdries and the librarians, ‘Iey
AR persons and trustees workmg for good hbrary! servrces. : , ' :

.. " Th . State Lrbrary has three buresus the ge erat !tbrary, the !aw Iibrary and ltbrary

' evetopment “ It serves as one of the four regional resource centers; is a beehive for
Qgterllbrary loan activity and has a number of legat responsibihttes to make rules and y
andards. - PR ! . . )

-

Muniébalitres (county, barough, city, town “townshnp or sohool district) establish

. and marntein iibrarigs, funding them from Iocal money. Municipal officials may levy a

. gpecial tax for libraries of three mills on tfie dollar or,make funds available from other
. mupicipal revenue, They, may also issue bonds for building, gither by referendum-oron- ﬁ -

' their own inttrative Mumcrpatities appoint the trustees of the locali hbranes
L

TRUSTEES then, have the prime reSponsrbllzty for the goad health of “eir hbranas

akings‘most of the pohey decrsrons and ‘Pepresentmg the communtty O :

3
/
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kept lnfory;ed about th’a llbrarys progress prograrns a prob!ems,lerary
- ‘frusfeeswill figd-that reguia. contatt with the'elacted cffictals taps tnto the”
experience, knowlsd,ue andcomm;mlty refaﬂcnshtps that e!erted cfﬂcts!s 5USg
to make thelr, declsions. Officlals whorare supportive of tﬁe library's sawices S
( cah translate that lnto eitranppcrtumties forthe llbrary to Qrow inits ablmyto
sefve- . . - .
\ K st o, _
NOTE Some hﬁranes esfabhshed pnorto 1961 retain. the board stmcture
under whreh they were. organized Most are “associaﬂcn" |ibrarjes:
onginauy creatad by groups of rntereste¢ Sitizens.. ,Mun@paht’ S

Al
R ....f s
1] £

‘ &\ eppropnating funds for these. l:branss name. some members of the board o
: (THE LIBRARY CODE: Sgc, 411). Otherwise, ‘the. boards heve vanous
G ; methods of. nammg trustees.” . .- . o Q0 _
(3 . > v ‘; e’ B : ;’ ) ';t

VELS C)F ‘PUBLIC L!BRARY SERVIC

/J]v
. R AN TN . '\f
¢ . . :'V L

IP!an " made « nurnber of recommendatcons which became part of THE LIBRARY

CODE adopted in 1961 The que provfdes for these levels of pubhc library servic’:e' '

L4

v .
- -
.

- 1The Local Library T ,

The logal community public library has the responsibn'ity tor provtding & basic
collection of -currently useful educational, informational and recreahonal
materials, incliding books, pamphlets, magazines, newspapers, recdrdlngs,
pictures, films, Ricrofilms, video farms, efc. Quantity and quahty of materials
vary with the size of the community and the amount of money itinvestsinlibrary

service. The library alco prcw’des a variety of services to the people of the .

community such as reference, c'tildrensprograrﬁs programsforolaerPennsyt—
vanians and sevvices to the, unsewed and the underserved, The foéal iibrary
provrdes the ,services most needs d and req ested by the members of the
" -community. When_other fateriais are nseded, the logal library- borrowsihem

through'the district tibrary center. When assistance and advice are needed to

' plan forand initiate services, the local library may cal} upon *he district library
e - center. .. “ : R
2, The Dfstnct Library Center o .. |

District libfary ¢anters are located in the ma]or marketing areas of the Common-
wealth. The d/ istrict genter Is first a'local library Serving the people of its com-
munity andseconda source of assistance tothe citizens and local tibrarles within

o

N The present prcgram of provrdmg public library servicein Pennsylvsnia had its orlgln
~ in:a‘ghidy directed by lowell A. Martin jn 1958, That study, LIBRARY SERV!CE 1N,
S "PENNSYLVANIA PRESENT AND PROF OSED, commonly referrdd to as the “Martin

,>
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its-district, Hésqurces of a district library center go beygnd those considered
basic. for every library. A.resgrve of materials incloding a basic collection of

‘18 mmfilms is aiways available to.the locat patron, but may be used bw natrorieof

other libraries in the.district. Materials are sent to the local library, or the patron
may Visit the district center and use materials there. ' .o
. Adyisory é§sistgnge”is provided by the district center to logal librarians,
riunicipal.officials, interested citizens and trustees within the district through
periodic visits, district meetings and workshaps. If the district center collection

] ,

of materhals is not sufficient to meeta specialized need, a requestissentontoa

3 e -

regior.al /s‘esource cener or to other libraries holding the needed material.

~ .
-~

3. The. Regional Resource Genter Library” 7. o
There are four regional resource center librariés in Pennsylvania. The Carnegia
Library of Pittsburgh, the Free t ibrary of Philadelphia, the library of Pennsyl-
vania State University and the State Library (incl§dling 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 delivery -
© services or may be-used at the regionai resource library. o
The:Bureau of Library'g-Development of the State Library provides %ack—up advisory
, seryiceé to the district centers by assigning a staﬁ‘ member to a :ﬁpecified agroup of
. district centers. . : o '
There are also various consortia and cooperatives providing an intermediate level of
., service (see page 41). , ' '

.
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WHY LIBRARY TRUSTEES?,

X

‘ - 13

iIn the American tradition of direct public participation in government, the
Commonwsalth of. Pennsylvania has provided fer 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 “cortrol” ot the jocal library to a
boargd 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 {0 the people and to the board as a unit to carry out legal responsibilities
_ correctly, . '

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

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

Libraries as 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

valug from the funds supplied to the institution.

Librar{} trustees thus represent the public’s interest in achieving a good service.

<




g}bgd pubhc library is an easily useable and readily accessible collsction of
- mateﬁafs and services, organized and administered by persons competem to bring the
‘comr‘wmty and thess resources together in a producttve and satasfy'ng manner.

The goo{ pubhc hbrary is adéquatel v supported by the
¢ommunity So that the library can, in turn, meet the needs and [~ Does your "g,,an,
“interésts:of the entire public with information, recreation and | pave goals and
enrichment To do this, thé gogd library uses its own resources objectiveslikethese?

~t6'the: 1imit, cooperates to share resources with other ilbrarxes -
nand ‘Ségks ways to give the best possible servace s /

- (34

o The good pubhc tibrary encourages the’ broadest

"use:of its fesdurses by the community, institutions, 0 GOOD GOOD?#
: <mdivzduats a d/;roups and constantly evaluates its G Q"’

"fcontnbu ? to the quahty of life in its community.

Ves, we'veussd good many nmes ni
this- section, The repa;itlon%em-‘

phasnzes thatt the goal of every
The good -public hbrary is aware that good library | rustes is to participate in bringing

© servicefinds its best measure in the syes end minds of | the fibrary 1o -a standard of .excel-
‘the }fsers To accomplish both planmng and | lence that causes the community to L
¢valuation, the good library makes use of various | say, “We have a good library.” <
techmques 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, strwes to exceed the st’and,ards to provide the best
posssble program. ,

STATE STANDARDS: Minimum ievels of achie\;ement
or performance set as. criteria for approval of local | -
library plans for receuvmg state funds (See Page 36) /

- i ~-

&

WHO SHOULD BE A'LIBRARY TRUSTEE?

YOU if you can meet certain requirements, come to, the position wi. “han openmind,
iearn on the job and give adequate time. Trusteeship is not only an honorary position, it
isa workmg relationship with the community, the library staff and. fellow trustees.

}he basic characteristics to be sought in a person consndered for appomtmeru asa
library' board member are simple:

&

Commitment to the importance of library services ] :
Willingnaess to devote the time and effort required - :
b . A ;

H
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' The person asked to be a-candidate for a trustes position sheuld be given a written

statement of the duties and responsibilities of the offica. Aninterested potential‘t‘rust‘ea
. wili;not-aceept if lack of time or other commitmenits-prevent full participation.

The.board as'a whole should represent a Broad -
gpectrum of community interésts, occupations and
drsas..Over the years this representation should rotate "
to include as many segments of the population as BASIC READ‘NG, ) [
possible. To ‘gain this diversity, relatively- untried| THE LIBRARY TRUSTEE,
canditiates must be considered. A weil-balanced | edited by Virginia %ung and

board can bring In less-experienced members who will published by R. R. Bowker.’
provide new viewpoints and {earn while serving., = z .
- Compstencies needed to fulfill board furictions d N

ought to be prasent in the total board muke-up. . K .

THE TOTAL BOARD QOLLECT.NELY has:.

e skills in board management and cooperative functioning e g A

.o senss of fiscal responsibility and an understanding of funding .

"“a rglationships with the funding agency oy dgencies e - -
e rapport with the entire community ‘ : ‘
e political awareness, agumen and infiuence N

- o ability to reiate to the public and to make public appearances

« availability for relevant mestings inside and outside the cormmunity

- o knowledgs of librariez’and of the library profession T
¢ knowledge of the legal powers and responsibilities of the board >

Expert knowledge in a prcfessional or technicl discipline may bs usetul for specific
undertakings. Some boards rely almost entirely cn their members for advice in the
ields of construction, finance and law. Others make extensive use of consuitants,
advisory committees or voluntéers. Hoiding saats on ths board for certain occupations
is to be avolded, and the board should be awars of its obligation to avoid anyappearance

‘of -conilict of interest. . .-

"“The less tangible individual quaiifications needed tc 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
_ selacilon process will achieve the balance needsd on a board. '

To Insure that a qualified person will havethe cruciall TALENT SCOUTING
.quallty, a desire to join the board, the library board ~
should function so efficiently and professionally that ?)db?ingtior? ?oaprrggucfeeaesi.npglg'
to be a member ia known o be asatisfying experience. of gotentia! trustees - by
A board that functions wall, enjoys its work and identifying talent and using it
produces excellent library services performs a subtle in “‘,‘e Friends, on special
recruitment job in the ongoing identification of good projects and e\;ents and on‘

trustées. ’ committees.

15.
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~ LEARNING THE JOB
THE @RlENTAT%DN

e

£

@F THUSTEE

eir posltlons, thsy need the
id provide for this procedure,

i new trustees are to be effectivs and comfortab!
ssnd-off of aplannad orlentation session. The board sho

- ;probably through 8 committes working with the ilbrarlan and the board's president.

Anorientation should be just that~-ncta bralnwashing ner & “here's the way we've
atways done it" session. Orientation means getting the hang of things by experiencing

*_ some.of the functions the trustes will perform.

Try a two-part orientation: a parsonal expsriencs whlch incine?yﬁQsion of the
board and an introduction to the library by ths iibrarian and staff, anda presentat!on to

‘the new frustee of a kit or notebook of useful materials

ITHE CONTENTS OF AN ORIENTATION NOTEBOOK

e a copy of this handbook :

L namss, addresses I“/and telephone numbers of members of the board and staff
ssaff list, includinig titles.and responsibilities :

® bylaws of the Hbrary _ - .

» written statement of dutiss and responsibilities of the board and librarian

¢ policies of the board, such as personnel selection of books and materials and

library use

e history of the ilbrary and its current goals and objectives .

o the library's plan (sse page 22)

. © the library's latest annual report (and prior years) .

e the current budget (and prior years for compariscn)

e minutes of the last several board meetings; copies of other current documents’
such as written reports by the librarian or tommittees

e THE LIBRARY CODE of Pennsylvania and accompanying regulations as
published by the Commonwealth and avaiiable fronf the district library center
or the Bureau of Library Development, State le rary of Pennsyivania, Box
1601, harrisburg, PA 17325

. A SAMPLE time to note If the agands is adequate and

the background material compiete).
o Adjourn - but carry, cn.with a_personal

ORIENTATION

*- o Assemble a kit of materials and presant it

to the new trustee, psrhaps In scvance of
the first mesting or orientation.

" e Discuss the library’s general cbjectives

and directions. .

® Tour the library (a good time to ask if
slgna are adequate) and mest tha staff in

" natural habiiat. (Name tags arc greati)

® Hold ths regular board mesting, at a
slower pace than usual so the newcomers
can agk questions or just absorb. (A good

origntation from the board's vantags
polnt. Touch a few b»anch marks, air a few
issues and honestly ask for the. new

trustee’s opinion. ;

e Have someo refreehlnents Besociable and
make that first maatlng relaxing.
s Offer the new 2§ustee(s) further help
requested, llka & chance to Tavisit the
children’s departmant or go back over the
agenda for better undarstanding or time
to discues contants of the kit.




}z'}ERENG THE JOE OF TRUSTEE

After the amenities of a,.warm welcome and a “short Gourse” in what goes on, new .
.»,.‘vtrus?ees :will. want to move rapidly to full competence. That means access to reading
. Amatenal -4 special shelf or fn!e for trustees to consult on the techniques of trusteeship.

1
i
L}

‘:Suggested References for

-~ Truistees: - - : , , ‘
e THE LlBRAF{Y TRUSTEE: APRAC- - . .
RICAL GUIDEBOOK. Virginia - CONTINUING
' Young, editor. R. R. Bowker Com- OR';ENTATiON
pany, New York, 1968 = - i 1
th -
"s PLA BULLETIN of the Pennsylvania wotunon o the fob, put these
. L!brary Assoclation ' items on the next:few agendas N
. AMERICAN LIBRARIES, official * o Whit is policy?
pubhcatlon of the Amer'can Labrary ) : whit iz F::;%ie of the li-
Association | : ’ brarian?
o PUBLIC LIBRARY TRUSTEE’ offi- e How we get and usemoney
cial gublication of the American ; :gﬁ:",;’;{"’zponsibmﬂes
L:brar§‘ Trustee Association . e Our trustess in their roles
° PENNSYLVANIA PUBLIC LIBRARY as conduits to the pubiic
D!RECTORY ) . o ¥ -7 '
° PENNSYLVANIA 'PUBLIC L!BRARY - “
STAT!STiCS . : - ’ “
e “Minimum - Standards for Lo :
Public Libraries” | ( ' DI
e “Minimum Standards for Pennsyl- '
vania District Library Centers” PAYING THE BILL
¢ “Minimur Standards for Pennsyi- ' Most fibraries want to pay for the
vania Public 'Library Systems” continuing education of their
e Articles that librarians and trustees trustees. It is legal’ and & wise

find interésting and want to share investment to budgst for:

° The library’s public, reiataons scrap- expenses of district regional .
book . i meetings ;

'
a

L4

s expenses of state conferences :
° :ngca::ni é;;::qe ¢ hgggﬂf%:is e expenses of reading-materials ’ ;
' 2 memberships in: :
WILSON LIBRARY BULLETIN and’ e ALA ands\LTA %\ '
~ CURRENT AWARENESS LIBRARY e Pennsylvania Library Associa-
LITERATURE tion and the Trustee Division -
" The listed publications, or ) y gnrfglzegélraargg Reglonal L )
information about them, may e short courses on trustee topics

be ohtained from your district ) .
library center. : !




) mg 0N across |

. finclude tsme totaik about evolvmg edeas an;; what‘ ?

L CE gt;dtstr:ct hbrary meetmgs, regronal workshops, state- onferences and
er mee atings of the: Pénnsylvania- Library Assocratupn provndeg edLy access to

on: of mu{ual probtems and directions for hbrar)//r,service Trusj:ees

/A‘
Msuon, and inithe. Amerlcan/ 7
ation:(ALTA) of theeAmericag i ‘
ALA) help: support services a i
;wnth trdstees ini mmd ‘ : ‘/;‘ "
, 7 // " i '
S B0East Huron Street Chicago iLeosit /-, 7 .
\ -« 812:044-6780° . ! gL .
B Pnnnsylvamai.brary Assoc:atron o ‘.
\ 100 Woodland Road ...+ . - | g " S
,.\ Pittsburgh, PA 15232 % - S ) /-
412-362-6400 - ° . '

- -The Board Educates Eise!f

A good board 'provides a process for Iearmng. an on-gomg program of trustee
.:education, with these elements. )
e Timeon the board’ S agendafor the review of programs and services offered by
the library so that'each board member is aware of what is geing on.
o Time on the agenda for bramstormmg and for explormg the. backgrounds and
talents of the board members (and the staff) to identify strengths that can be
drawn on in making decisions. - *

» Access to and disgussion of current state and national professionai literature

oo * the State Library. ’ P

® Visits to other libraries in and out of the state and attendance at board
meetings of other libraries. Visits and reverse-visits are especia!ly helpful

when-evaluating potentnal new sérvices and in planning.

e Attendancest district, stateand nat:ona!workshops dseminarsdesagnedfor
trustees as weil as other professional meetings. At the least, these provide
opportunitles to talk to other trustees, to keep up with library directions in
Pennsylvania and to look at mutual and developing problems. (And if the
subject matter isn't right or useful, trustees should plan their own workshopst)

- 13 .
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. Nothmg is
uthan knowmg the: lingo, borrowmg good i eas from !;é:rarnes which
th them, and having the confiden~e of backdrg \ljnd briefings. Local board

, .
‘.:{& '

as well as mformation and reports provided by the district library center and _

oL NG

v

|
Feom )

)
P




- v -

-

.
I « e

PENNSYLVANIA LIBRARY ASSOCIATION AND THE '

. ,: . ThePerinsylvania Library Association was organized'in 1901 out of a coricern for the
P v;:ngge;,gsij,\t”hgciibrari’es iri the Commonwealth. it now hag nine chapters organized along ‘
. ;,sir'eggdna!-ﬂiﬁ;es and is-an active chapter of the American Library-Association:

R s,El.%.“Atfis’.s_g%ove‘r_ned by a 'board af directors, the majority of :whqm:aref;e,!e‘cted~by the
..". membership,and an executive committee composed of the offi¢ers and three members

elected:fro

d-from the board, PLA publishes a BULLETIN and holds 'érg:'annﬂ’é,l:t:@hferéht;g
featuring oustanding speakers, more than 100 exhibits. and relevant programs, A
~-leadership workshop is held annually to assist new board membersin expandingtheir
leadérship abilities and to bridge.the transition.béetween old and-néw-officers.

- Thé objectives of the Trustee Division of PLA are to work for»gqo&!ibfaméiervﬁ;e for+
il in:Pennsylvania; to provide an avenue for communication and coopérétion among
. librarians, trustees and other lay persons interested in the\.d;ojvqldp'mégt‘v:of:fgib'rary
%, ..services; to promote effective and far-sighted trusteeship and;boards-of:public and . -8
- - -other librarigs; to.foster awareness of trustee obligation to infarm others of library i
-devilopment needs, legislation and probléms in order to develop a common stand o ;
-~ library issues. . . S - ' ! :

£
Y

VOLUNTEERS IN LIBRARIES « o

./’3 . L . ) . c‘<‘~ . ’ .o .

The temptatioﬁto lean on voltintears is almost overwhe!ming for the small library just

a few steps from its voiunteer beginnings, and for the larger library seeking ways to cut
costs. -1+ / o . co v e

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

a basic library prograni; . - ‘ -
. o the use of volunteers should"be considered temporary pending ability to
. employ staff : o oo S L
, * e volunteers should not supplant or replace established staff positions "’
- Volunteers can be extraordinarily useful in libraries: shelving returned materials,
. asslisting with circulation service, working with outreach programs, presenting film
. programs, story telling, teaching literacy classes, collecting historical material,
planning and creating exhibits, delivering materials to the homebound, preparing
picture files, writing press releases, .u;%ﬁating the verticdl clippirdg file, planning the oral
history project, taking pictures, taki g surveys, acting as hosfs and hostesses at
_programs, working with senior citizen groups, taking books to convalescent homes
* .and hospitals... " : N v ) v .
Successful volunteer programs are: P
s planned and approved by the staff and board .
e run under best employment practices: training, evaluation and development

are important to volunteers ‘
. ./s “

19
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¢ clear about the work gdescriptions, the stat,us of the volunteers and the ,
.Aexpeota‘ions, including regular hours and consistent service and supervisrqn o
° glear about technicalities, such &s insurance, use .of l:brary vehrcles pard :
excensee for library-related activities )
‘0 mindful of the nead for recognition and appreciation of volunteer work .
o raalistic in expectations of hours donated, types of work to be done and
traaning required ‘ g
8. Opsi. to the community, but on the basis of specific job oescriptions and .
‘ ﬂapacities of volunteers to fill the jobs . -

FRI ENDS OF THE LIBRARY

“Fnends" are cwrc-mlnded men and womef who know thata good library is central
10 a good community Friends. organize into a group, either formally or informally, -
'Whlch exists to assist the library to promote, improve and expand service. f

A Frlends of the Library group shouid orgamze .apdrt from the library and have its
own bylaws, officers and organization. Friends groups work with the trustees and the ‘
fibrarian in planning activities, but are not lnvolved except as interested crtrzens, inthe g

‘,.,..mm‘,
LN R

T Sl T T 28 e
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. I

. governing. of the library. B 37 ,
V. ‘A trustee may serve as liasion to the.group but not usually as an officer ’.52 .
P Activities of the Friends may include these: - e e '
Lo e Creating public support for exparding the library's program including
: " support for funds T s S
. e Encouraging gifts, endowments and memorrals Raising’ funds for specrfrc
‘. i “'purposes

¢ Providing assistance in purchaéing special ifems for the library, such as a
. special collection of books or photographs or local art

e Working for library legislation and appropriations ' - - .
-+ Informing the community of library programs and needs
e Campaigning for new facilities -
® Sponsormg spacral programs
® Aidlng the library’s public relations program
e Volunteering to work in the library in specific tasks desngned by the librarlan <

& e
. 3w -

and board ’
) ) Packages of material on organizing
Friends groups are avsilable on o
::P?FF(‘)gh(zE%ON ‘1 interlibrary loan from the State
Library or the American Library | .
_1--Assaciation. ) J

Naturally, a good Friends group serves as a training ground for. future trustees
Frlends can provide the wide community base whrch 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. °

¢ -
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E RESPONSIBILITIES OF TRUSTEES '
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. %Résgcﬁsﬂibilitigé of trustees usually divide intothres qat@ories:‘légal,‘po!icy-making

i ,Y,.u:-;ajnd:f-.,;,yaluat;idn. Using thé powekrs,grante'd under the law, trustee boards make
. .operating..and administrative umbrella policies, one of which.is to select a head

-~ .- ‘fibrarian:and. give that pérson charge of the day-to-gay functioning of the library.
- - . -Having:-decided HOW the library i3 1o be run and for what persons and purposes,
. o trustees.must then evaluate results so that they can change policies and move the
...t library~ni:-desired directipnsy . -~

. . Buteach category sxplades. into interesting specifics. .

- .- .. LEGAL obligations cover the raising and hanalir.g of money and the preparation of
budgets as we!{as the ob/!igation to serve as representatives of the best interests.of the

S people, . - , - |
SR LS " ; ] .
_POLICY-MAKING /demands knowledge of “planning, personnel, cemmunity
e iztenj’egs,.progia_ms 9f the library, beg‘t practices if thefiéld, even such nitty gritty as
S / vhen.to-build and ?ow to time growth.. - " : -

«
* -

EVALUATION cannot be codged, for review and response _arecentral‘ to decisibn;

-

= making. It's tricky tg.ask “How are we doing?” but it must be done constantly if ibrariés
» .. are to be current, challenging and competent. - oo | X

_ These are total board responsibilities, but trustees have individuval r='es aswell -in

public relations beyond the base provided by the likrary, in legistation advocacy, in °
R - association participation that keeps trustee_ideas. in the mix which the library '
g . profession;wili ultimately support, in political activity which makes libraries part ofthe
public service spectrum and in leadership speaking for the néeds of libraries. ’

o
.

| LEGAL RESPONSIBILITIESOF . -

|- PENNSYLVANIA LIBRARY TRUSTEES,

. =« , Pennsylvaniatrustees have legal rights and responsibilities under the provisions uf
g -/ THE LIBRARY CODE. o S e

- ./ The. major responsibility is to maintain a free, public, nonsectarian library which
5 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

3

free lending and reference services) to an organized and currently usefui collection of
printed items and other materials and to the services of a staff trained to recognizeand
provide for those needs. (THE LIBRARY EODE: Article I, Section 102). :

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

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

1:‘/~

library financially. . . :
21
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- ”o to)e)ierclse eminent“domain on behalf cf the lbrary
..o to purchase or lease*iands or. buiidmgs ear tibrampurpcses

'Y f

A The Iibrary Board'is- required by law: " v C b Al
A 1) to e]gct at ieast a president secretary and treasurer from amon&, %Joard ;;j
"“9"1 | ‘ ’q

nf‘?

3 {0 submit an annual reporf to the funding agency Ths. report must itemize .
) ' receipts and expendituies; show the condition of. the' !:brary, giva nu bers of ",
e volumas; maps, étc. held, lost or withdrawi, and: added; the nu \ber of
registered borrowers and readars anc astaiement of the circulation ofi aterial
and such other information and syggesﬂons as:'seem deslrabie. ;
.o, e (THE LIBRARY CODE: 3, $ec 414)
"o to submit a copy of the annuamgport to the. State Library / .
¢ to make the acccunts of the treasurer avaﬂable for audat e
e to piovide for bonding of the treagurer ~
¢ to follow the prowsions of the Sanshine Law (See page 44) P

Sy 'y
. 5\ Nl ' . €

e

PRSIy QU -

i

ENZARS

v
Q&

WU |
A By law, Ifﬁ?ary tfustees receive no salary, se-ve three—yoax terms and ay receive
R reimbursémenrfor necessary expenses. , , /“ 7 ;
The municipality must: ’ s - E
7« submit to referendum the question af issuing bonds for purcnasing grounds
) aed/cr erecting a building when 5% of the registered voters eo peatition
, !n practice, 'library boards have many "!ega!" responslbiiitles T»he rules and
1 regulaticns thiey make may carry the force of law. They may ertter intc insurance
i arrangemen“ts, lnciuding policies for their own protection in’ !iabilitypases. They must
. . alsobe alert to conflicts of interest. In personnel matters, they m/ay act aa the final

.-, appeal-irom-a.decision of the librarian. - :

Rules and reg‘hlations of the State Library require certain levels of ﬂnancta! effcrt in

JordeMo -qualify for state aid. (See pagé 29). v
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. OFPENNSYLVANIALIBRARY TRUSTEES |

.

ctF - MINIMUM STANDARDS FOR LOCAL LIBRARIES in Pennsylvania are cutlined in
Title 22 6f the PENNSYLVANIA CQDE. Section 141.21 requires that the function of the
LT library board arid that of the librarian and staff be clearly differentiated in a written
; statement. Copies should be in the files of the lotal library and the district center and-.
Stete-Library. Boards should review this document from time to time. C )

. *Boards should not attempt tg run their lfbraries; they should'see that the libraries are

THE POLICY-MAKING RESPONSIBILITIES

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

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

degreed persons wg;king under policies adopted by the board to insure gqo‘d“

vt administration. . 5

. Thefollowing chart is useful in showing'the roles of.boar‘d (in the left hand column)

4

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

columns).
o 1)

| THEBOARD

1 . ‘—:;";‘*‘"1 .
P T
Determine the goals and objectives of
Sy the library and methods of evaluating
4 = progresstoward meeting them. Review

8 ovaluate progress.
- N
Retate the library and its programs to
.the community and its needs,
B: . ... discovered through systematic study
& of sthe _community and analysis of

Eak

library service.

X - . goals and objectives* annually and

’
-
Ed

“THE HEAD LIBRARIAN

3'-' JE  .Governance and Policy Making |

Provide assistance and direction to the

. . bodrd in setting goals and objectives

and determining meéethods of
evaluation. '

Assist the boérd to know the needs of

. the community and how to fespond to

these needs throtigh the library.

. Participate fully in the community

analysis-process and inthe continuing

library ‘survey.

—

{.. "

&3
o,

<
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’;“THE BOARD L

Deffermine and adopt written’ policies
to govem the operatnon use. and
. progeam-ofithe library. Adopt bylaws
fcnboa?d procedures -

.
A

o .

Se'ek a cooperative basis with orfficnals
~of the mumcnpahty or other govermng ]
unit, keepmg in mind the spe )al legal

responsibilities of a hbrary bqard

e e

e e i o et

Attend all board meetings and

committee meetings to which

assigned. Carry out all special
" assignments promptly. -

‘THE HEAD LIBRARIAN

. . Know local, state and national’ Iaws whlch affect libraries 3 and play an active
"role in mntnatmg and supporting benef:clal library legislation.

Participate fuliy in the Pennsylvama isbrary system and make use of the
con,spltants of the district library ceriter and the State Library. J

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

.
v
i} £ 4
.
N v Y
iy
[y
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Prepare regular reports on current
progress and fgfure nebds.

Recnmmend needed policies to ’he
board and supply examples and
.sources of mform“atiom Carry oit the
polic:es as ~adopted by the board

*interpret pohcies to staff a‘ﬁd pub!ic

Provide the board with recommenda-
tlons and materials for study. - *

—Admm[ster -the Hbrary within the
framework of the library’s goals and
objectives, policies and-budget.

1
»

¢ -

~

.
lahid &

@

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

) B

Attend all board and. committee
meetings except those meetings of
parts of meetings in which the
librarlan’s * salary and tenure are
discussed. , SRS




'/ THEBOARD . . THE HEAD LIBRARIAN -~
£ ’ ) .. \ .’/ »,;2 .-

Sy .. Finance . - - / r ,33 .
Keep abreast of the financial status of Supply facts and frgures totheboardto .
the Iibrarya?\dsecureadequatetu aid in ;rnterprettng the Iibrarys g
J . frnanciaf status ar}d need. ; ‘;// i
Work +ith-"the librarian to formulate ) - b
e ."and adopt a budget to carry out the- |- 'Prepare an. 'mual budgét/m
R nbrary‘s gualsand objectives, within consultation wrtﬁ staff a d”board ’
any limitations of the local, state and* H/”I vt
fede,a| laivs. " Keep within theb dget. " Tt
\ / ‘;'
Present the budget to public offrqtals . . with the board In interpreting ‘
and the general’ publrc. explam and / get and financial needs of the
deand it e ’ 1" ibrary to public _officlals and the
: . _ publtc
lnvesttgate means of cooperatron with other tibrartes to %ake effective use of
funds and develop services. 2 ! “1 ‘.
Keep complete ar d accurate records concerning frnances..personnel, T
property mventory and annual reports on file at the hbrary > 2 , .
'.- . » . ~ ) 4
- Persennel RIS
{ ' : P
] Develop pohctes to quide staff o Hire and direct subordinate staff
. .selectron ' " members in line with library petsonnel
o ~ | policies. T .
Employ a competent and ‘qualified * . 3
librarian and pay an adequate salary. Utilize skﬂls and inftratfve of staff
> members to their own andthetrbrarys '

_ Provide adequafe compensation and advantage R .
.reasonable- fringe- benefits- for all ) v
employes. Provide agreeaple working Work fof needed’ tmprovemegts,,m ROR
', conditions and_ opportumttes for | working coqditions,_ sa!ary scale and  ~+
professional growth:  * - fringe benefits, . A —

Observe all local, state and federal Iaws that relate to current employmem 4
practicés. ' , .

Provide in-service training forthe profeseronat development of staff members
and effective implementation of Iibrary policies. P.rovfde opportunftles for
additfonat education and advancement. - v, RPN

This spmt of cooparatron will help the library to orgamze effrcrehtl/ and wdl
reflect in-its-service to the public. . e . oL .

- - -
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" wargttén -“pé«ﬁjép\nﬁe‘l‘ policy ‘becomes n”eceséaiy when the: first. library employe . N
“beginstowork, The procass of putting policies in-writinghelps to clarify the library’s "

“objectives, defiries. the feles of the board, .adminiktration and: staff and: develops

2 “‘;’f?gé;thf@ijg?éff dealing with future-problems, AxWritten\statéﬁs,enba!,swgrh;_:ﬁﬂesiytu{a .
% higing, gives'continuity-and provides some méasuremént of performance. S,
.7 . Apersoringl policy should vary from libraryto library, but at the ledst sheuild contain ;
% statenienis onthe rights, privileges and obligations of employes. Rights are granted by - ,
¢ lawiprivileges by the board and obligations assumed by joint agreement at the time.of .. .~
S cemploymenty L | R E v L T
- Apreliminary statement of employment may be enough iriitially, butsoon the board, 3

7 “librarian:and-staft. should devalop a complete staff manual and kespyit up-todate. - -
G DU AN, ' L s TR 2 DE S A -

P i I T - P . q,‘, . ‘e - . . e ;( 2
- g‘i_mport,airjst elements-of a-personnel policy include, but ate not limited to: - Lo
- ®astatementof the libiary'sobjectives < T ISR I
 “a.definition. of the role-of the board and of the administratign B P

- "® a job-Hescription for the administrative. head, and for étﬁe’r positions as ,’\ ,L;
o=+ -developed - e R
tT o staff appointment " procedure: standards or requirements, promotions, . .

. .dismissal, grievance procedufe - o ‘ N o

,\'&

o benefits: retirément, medical, ipsyrance, education, vacation, sick leaveand™ -
o o Oher T 0 A R
0 "+ o gbligations of the staff: régulations pertaining to staff and any service policies :
e staff members are expected to observe ‘ ‘ e
e privileges: “extras” granted by the board ‘ :

. " w staff develdpment policy: provision or
PRGN time, library-contributed tuition, etc.- - | 4
L " "® work schedule: hours of work, hol’dayg"leave with or without pay

workshops, credit courses, released

j s background materlal for staff: explanation of financial support and budget,
. - "« map, of the library service area, library history -
» staff association provisions, it any . . } _
The personn{elfpdj icy is a guide for board and administfation and asource ofsecurity .
to employes. New employes should have access to a copy and shouid be givdn time
© " toreaditand ask questions. Staff should alsc review other policy statements, like the
. . . board's plan and its policies on the use of thelibrary by groups, acceptance of gifts, etc.
- ‘ SAMPLE POLICIES .
: . Sample policy manuals on persopnel and other subjects are available from the..
X ' district library center. . )
3 4 )
‘ . : K ¢ >
‘ 1. % 2 E




" PLANNING
- \Whatis Planning? - ;
# Alllibrary boards PLAN as they make decisions on money, building, allocations for
- dprogramsandthe development of staff. The challenge is to make these decisionsonthe
_basis ‘of @ guide, a wyitten PLAN which sets forth the library’s role, aspirations,
judgment and future. _ ‘ .
The.purpose of planning is to anticipate botivopportunities and problems. APLANis

v. - gtool.onwhich to base decisions. A written plari is a iemporary document, one step in

the continuing process of evaluation, addition and subtraction.

. “The.basis of planning is the adoption of goals and objectives 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 to make suggestions and
discuss ideas before the goals are adopted by the board.
Boards 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 bettér
use of the library, understanding of. its directions and preblems and support for its
" goals and financial needs. ' :
Positive forward movement, in services, materials, programs and resources, is
essential if a librarys to justify and enhance its foleas a tax-supported institution with
an obligation to perforny’effectively. . -

. Y. 4
- What's. in a Plan?
Since planning is.a continuous process based on evaluation and reassessments, a

— plan is a flexible document. It should be specific to the local library and need notcover
' every possible point. However, most formal plans will hgye: &

* o g statement of the library’s goals with the ‘intevmediate objectives which
convert to action

e a time table for achieving goals, botn short and long range
‘e details of the services, programs and developments desired

e data supporting the needs included in the plan: surveys, census data and
»  studies . ,

e a plan-within-a-plan for-implementation:

e general assignments for the sections of the plan (Examgple: the plan .

N " suggests closer liaison to community groups. The assignmentwould be
to the board and the staff to develop ways to do this).

o examination of the budget for ways to begin ‘mplementation (Example:
consider shifting eome 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
. e development of a public relations and publicity plan o accompany
‘changes as they are made
e provision for evaluation and change at regu!hr intervals

o reasonable priorities which recognize the capacity of the library
and the community

22 A7




aé’ census f:gures, commun-ty makeup, results of surveys or studies. made
. by he hbrary and/or other community. agenqies and’ mststunons

@ lists ~ of library -activities -ahd sérvices in-gther communmns and areas fo
e nclude {in‘the: opaning br‘a:nstormmg sessjons
:_pie community leaders, personne! from the di stncthnrary centerandthe
Stafe lerary

‘&

‘ 'imiversmes w&th information to share .
CJ commumty cooparanon -in pubhv mestings to lalk l:brar:es and conmbute to
pianmng, in- presente;ﬁon sessions with- orgamzed gmups, through exh:bats
'andadxsp!ays in.dnd; ‘out: of the: !1brary

K _‘staff me»etmgQ -tofind out what goes onand should go on m lhe hbrary, 10 feed
back what patrons say . -
@ Professxonal consultants (especially if movmg ioward a buldang orogram) -to

give the security of professional methods-and-the benef’ ts of expérience

¢ media - press, radic and TV willing to help you spread the word and find
exciting ways to convey information. .

s ot\her libraries - neighbors proving out programs; acadsmic, school and
special libraries filling out the_total_service pattem otner Pennsylvama
{ib¥aries to visit and consult .

e library literature - froin AMERICAN L!BRAREES through the professuonal
-journals-to artlcles speeches and bulletins )

e the State Library and district library center wsth prmted resources anu people
consultants

¢ workshops and conferences - addressi~3 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 ;ob

~

- J NOTE:

ln most planning documents, GOALS are the gengral statements,
OBJECTIVES the spacific and detailed, thus goals are rarely reached
because succeesful fulfilling of objectives moves goals onto higher plaries.

Trustees are urged to avoid worrymg about terminology if it intesferes with the
flow of ideas. -

iy .

28
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;§,n\mdiwduahzed approach to the local Ilbrary, however plannmg also '
sure to riew ‘ideas alook at what is going on in other libraries and an

’ e groupo - the municipality, schools, reg:ona! cooperatsves, co!leges and .

> .
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WHAT TQ DO WETH A @LAN

Once ‘your library has a plan, ‘

: SHGW IT-OFF!

" 4 -With' publlcity
sara spec;al public meeting
LE in axhibits and displays

) . at mee‘tmgs of organizations
L elha special presentation to efected officials
FOLLOW IT!

» start to-“work” the plan according to its timetable

e make policy decisions only after consulting the plan,

s produce a budget that Implements the plan

EVALUATE Im ‘ °
© e check and change the plan as information and nesds change )
° improve it by reviewing progress and adopting the nsw and necessary :
.AUGMEN‘T T .

» gather matenals for the next review; discuss their implications and possnbilitnes

. REDO IT!

‘s set a regular review schedule, perhaps section by section, and enjoy the process of seeing how right
(and even wrong) the choices were
e add new ideas and drop some oider convictions

EVALUATION AS A TRUSTEE
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. Evaluationi takes place as decisions are made choo;ulg between new
programs, assigning budget amounts grantmg salary increases and discussing
successes and failures.

The most difficult evaluation, and one only the board cando, isthe ratmg ofthehead
librarian as to job performance. Major criteria are how well that fibrarian has dealt with
the staff and the pubiic, how well administrative matters are handled, how well records
are kept, how weil the hbrary budget has been adhered’ to and how the taients of the
fibrarian are demonstrated in the library’s service.

Boards should decide en a personnel policy for the head librarian and includeatime
schedule foi an annual review of job performance and, ideally, an annual pian which
the librarian and board develop agamst which to measute progress made.

There is a need to evaluate constantly, catchmg problems before they grow into big
issues. There is a need to agree on standards for judging and the setting in which the
board wili work to arrive at decisions affecting perscnnel. A good device ﬁ\for aboard

to ask the districtlibsary center to suggest a volunteer consuttant tositinwiththe 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 joglto insure competence and
_effectiveness in their libraries.

24 &




= 1o furn the- topic into “relating to the public.” This means retmnmng the typical

T «dédication'to getting inches in the press and minutes on TV and radié. The tepicshould . -

,_even the inanimate library, PR can be seen as a handy title for a large job.

‘ put fibraties ifito the lives of the people the library serves.

é_.:aNG TO THE PUBL!C .
, if yeu prefer) -

Pubhc retataons i8s0 much more than flash, pszzazz and hoopla that it seems sensibte

2 tpubhc first, relationships second and techniques last.” ,
Wj\en relatmg {o the public is seen as an important function for trustees staff and

Whatever :t is called, the job is more than information. It's a person-to-person try to

Trustees have an individual and group role in the job - |

AS tNDtViDUALS trustees rapresent the hbrary -nthen'eubltc contac’s Weanngthe
. Hitfs of drustee confers thie obligation to: . i}
T e know what is going or:-at the hbrafy and spread the word ;

= o hsten to the community and ask questions about what people know of the

library

® appear before orgamzatlons of the commumty to talk about the !!brary

¢ convey the progress and plans of the library to individuals and groups
normally a part of the irustee’s life . ,

© ask the opinion-makers the trustee knows to be !sbrary supporters ’

¢ spot gaps in the hbrarv s mformatton program and suggest ways to fill them

e work closely with mun:cipal and Bther officials to put libraries in the public
service circle

e let people know that there are library trustees who they are, when they meet,
how they can be reached - -

e learn about other libraries and other services

be vocal-and visible library exponents

L

As a GROUP, library trustees serving as a board have responsibility to:
e plan a positive public relations program for the library, including PR as a
continuous function of the library
e plan for trustee participation in the library's public relations plan
¢ ask the librarian to involve the entire staff in the PR program
e gvaluate, with the staf?, the effectweness of the program and how it can be
improved o

t

-~
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& look at the library tself as a public relations function: How are people treated
L ,.fin:t,heﬁlibrjary? Is the library a welcoming place, a service operation, a place
where users matter and are helped? ” A

» '

-0 find funds or other support for the public relations astivities

» aliocate funds for staff or find volunteers to help with graphic designs, .

™ advertising, posters and promotional ideas .
s- gxpand the board’s thinking about public relations énd thus identify thegroups
and individuals who should be reached, the many overlooked opportunitiesto

reach'people, the knowledge of public needs.

-

@

i A PLANNED PUBLIC RELATIONS PROGRAM -
£ .+ What Does One Look Like? .

Puzzled about pianning for PR? Here's 2 simple sample of a one-year plan. . 5

4

. Thg GOALS of this librdry’s public relations plans' this year are:
e to expand our ways of informing the public about jibrary services
® to reach more members of the community :
e to prepare the staff and the trustees to.serve &s public reiations representatives

¥ «
* TO MOVE TOWARD THESE GOALS, this year we will: ~ ;
e allocate additional money in the budget for the costs of productidn, mailing, etc. of
information: . - .
o locate volunteers to heip with designs, slogans, writing and-reaching people
e hold a special meeting of board and stafftotalk about howto have beiter relations with
the public
e set up a speakers’ bureau and teli the community it exists ) .
o assign trustees to make certain public contacts especially with municipal officials and
media - ' .. . .
e plan several “social” events at the library for our elected representatives, appointed -
officials and media persons to see what we are doing

e plan and issue an exciting annual report

NOTE that thic 1s a one-year plgn which can be achieved, not a complete pian to develop PR activities
oyer the years. ’ )

TRUSTEES AND THE L'EGGS‘LM’WE"
PROCESS I

Trustees of library boards should remember that in a sense they are legislators, for
they make decisions and pass o@ nolicies 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.




‘thre do trustees encounter the quitical process, once that process hag grven them
ts X:3 boé ‘rd?tn Pennsyivania, they willfinid ‘layers of control with which the board
ist Wor ,umcrpal and county.and: other ofﬂciais who have certain powers in- the

‘ ‘effrank and-open. rélationships.with these efﬂcials, working with them to
the: _est“pessibte ‘climate: for Iibraﬂes

N

}é’grslafu“ where laws on: libranes areg made and where: state support is determined

of-an: effecttvettrustee -

! . - ~
! . .

i«

eugh which- libraries gain support especiatty ﬁnancial Trugtees need

Mast. trustees wilt think ot the tegisiattve process as. beginning with: the. state- i

ing; to kngw how that political process works s fascinat.ng and absoiutelya

‘deetstops aré made that affect the states andlocalitiés.
ngrass: is: ‘basically friendly-to.libraries. and-has

v

ppo’rted them through the. Library Services and‘ . for:use:In-cértain: |ibrary programs

Ser A e, S

leonstruc tion Act. But'members of Congress neadio | See Page 30.

.........

1 thie homefolk about how fundgare uséd and L

| Lsca: Ltbrary Semces anagf
-Construction' "Act;, A fedaralf
prograin: providlng fund~-16- states,’ :

A This COMMUN!CATION iswherethetrusteeshines ST . :
" for tibraries. At every level, the trustee can lobby for . .
irbraries . ‘ 3

»
-

" 'SPEAKING OUT FOR LIBRARIES

The process of expressing opinions to the decision-makers and pushing in support
of one's opinions is called LOBBYING, and it's not a bad word, coming.as it does from
the time -honored custom of talking v».ch legislaters in the lobbles of city halls, state
‘houses.and Congress. ’

) Peopte who speak out Wwith knowtedge and experrence, with enthusiasm and
, ‘commitment and with facts and fig_uresare equipped to lobby in the best meamng of the
word. ‘
LOBBYlNG IS COMVIUN!CATION lts ass embling the facts end translatmg them
into action. It's working out plans and presenting them as evidence of need for alaw or

an appropnatlon It's getting to know legislators. and heipmg them to know about
hbrarres and what libraties do for constrtuents .~

An
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And lobbying is the ;ob of trustees - because they see the library from the user
viewpaint, because they have perspective on the full range of public services, because
. they speak for the consumer, because they are volunteer participants in governiment
.and because they know that without their involvement, a srgnlficant service will not
have an advocate and a voice. - )

.. 32 - ‘
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-+ inthedibrary-field, there's & general flow path for ideds working.their way-into law.
The:idea-can.come:from anywhere, butlet’s say a local library réalizes it cannot meet
‘standards:on itstaxbase and needs more $tate aid. Many libtaries will' be teaching the

5‘§"gtﬁé'{g{)‘{i¢}ijsion‘«‘at: the-same time, and they turn to other libraries, to ‘the library .

Té_S_%@Q}éﬁQﬂSﬁ&ﬁdtO the:State Library; “How," they say; “can we mest-our need?”
g T ’ el ® . T W e . .
.. -Somewbere:a study is mounted. Statistics flow. Alterriates are eXplored. Thezidgas

- «coalesce:into-the-draft of legislation. The proposal i$ tried out on:legislators. Isittoo -
~-goon? Will-it work? What's the competition? Are solutions:being sought.-at theright
‘Hevel'of:government? o . - T T
i -And:the-draft wins approval from some, questions fromothers, shakes of the head’
.' {.« «,@ftbmi_qthegr:é:.:sutth,ej heed is great and the prpgnogié“p‘r”'étty;gpbc_j;ﬁs“d'a‘épqnsgrjs found
§°< . and-the:bill .enters the-legislation- pattern of the‘Pennsylvania fegislature: Those who

| <+ - . ‘wanpthe:bill'have to-work hard to-expiain-and promote the'bill-to ali1egistators; This
‘means working -with-the P@hhsylvania<eLi5faW Association: lobbyist and’ legislative
.committee .on planning, providing facts arid: dotuments, ‘preparing testimony-to:&
committee, marshaling visitors to Harrisburg.andhome base visits:and calls;Whsn the:
bill.comes out of committee, check off onestep and beginwork onthe totaltwo houses, .
- .-answering.objections which may have comé up in committeé and helping the sponsor
.. tolinée-up votes. o o
g The process is committee - one House - committee - the gther House-the Governor.
Fv. - lfthe bitf makes it all the way, thefe's a law, or at least a version of the original idea that
ihe-legislature deems feasible. It may be a-hew-approagch to funding - but without an
“appropriation to carry it out. There is more work needed to defend and extoll the need

~ “for funds. _ . .
And when libraries have what-they want, the fibrary trustees should 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.

E]

If trustees see lobbying.as a continupus informatior -and education process, a
necessary ingredient in the information bank legislators assemble, and the right of
_-gvery citizen to be heard and to express opinions - they will be comfortable with the )
political-legislativ: nrocess and develop skills in lobbying that will benefit all libraries - o

- _and the public they serve.

N

The Pennsylvania Library Association has a professionai lobbyist who works with the PLA'Legislative
Commiitee. That committee cooperates withthe washw:gton Office of the American Library Association
on federal legislation. Trustees can help by participating inthe PLA legislative network. The Association :
- routinely relays legislation information to libraries with TWX equipment. The State Library Issues & -
» legislative update Fridays to each district library center. : T
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1_.:WHERE DeEs THE MONEY cems Fnew .-

Locail'Funds: A local library serving sper ‘ic territorlef is-eligible to recelve funds,
_ from the unit of local. govemment which establishes or maxq,tams it A county,*caty,
L 'borough town, township or- schooi district may be the unit- supplying funds. This
‘monetary support must be sought by the hbrary board in a budget presented for

o €funding (See page 32).

N - . . &
; State Funds: Pennsylvama has established a system of state aid te local libraries.
~ State money may come in these forms. : ’

o ) Per caplta. state aid granted at a “per person” gate as provided in sectnon L.
S 303(1), (3) and (4) of THE LIBRARY CODE _ -

Percentag\"s(éte aid granted toa county library as a percentage of the
county appropriation as provided in settion 303(2) of THE LIBRARY CODE.

v Equaliiatiori Aid: aid paid on hehalf of the‘municipality whare % mill x the
: market vaiue of real estate is Iess ‘than $1.25 per capita.

-

Lo leranes must meet criterja to be eligible for money from the state. A !ocal library
must have made a financial effort for the most recent ca}endar or fiscal year equalto or
'exceedmg $.00025 times market value, or $1.00 pér capita, wh' chevensless forallofthe
municipalities on.behalf of whica it applies for state aid. Toremain ehgiblefrom year to
year, the financial effort of the library mustincrease, overa peried of five yeais from the
first year of gamcnpation to $.0005 times market vatue or $2.00 per capnta whichever is
less: The annual rate of increase must be at least 20% of the difference between the
injtial: quaﬁfymg tocal fmancial effort and the lesser of the 0005 or $2.00 f*gures

B
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-G3unty-tibraries are eligibls to receive:state ald on.a per capita:basis; In additionto
-percentage state.aid, when théy meet the local effort requiremionts pertainingtolocal
" libraries, County libraries are eligible for-percentage stateaidof upto $8.000 ayear. . '
he,percentags is-calculated.on the.county appropriation forthe library, dccordingto B

lowing: " - ' ~ e aiitae
LR : ‘Perceritage of Ald Calculated” : .. .-
.. ‘Glass.of County _ onCounty Library Appropriation "™
Y S e . 2% . - :
‘ o . A .- 3% - T
: T ‘ Lo % e
L - | . o 128% e e g
L TRfQSQNtfy,,»Stafe law- provides-for not morethan25¢pai’ capita&toéligibleIjbra;ies

megting the minimum requirements for local effort: Ifihe library's local financial effort .

~

@~ O O
-~

¢

{xceeds the minimurh of $2 per capita or one-half mill timeS mdrket valud of real estate,
.whichever I§ less, it is -eligible to-raceive: up-to-an additional 25¢ for-each doliar

expenaed inexcess of the $2 per capita orone-hailf mill staridard, but rotexceeding25¢ - *

" - _ ‘pércapita for-each person living in the direct sefvicerarea;

. . ' The-exact.amounts availa from thé state are detérmined by the tegisiaturg:jnits = -}
-~ - annual appropriation for the gyrpose of library-support. . v
.. -, There are.special provisions for county libraries merged-or conjoined with local
.- librafies-covered in Section 303(3) of THE LIBRARY CODE. - S

!

.- OTHER SOURCES OF REVENUE - . MR
~ ‘When local support ard state aid do not raise sufficient funds to maintain good B
5 library services, it is the job of.the trustees to work for a better base locally and at the
“ - state:level. . - ‘ T~
A number of libraries have been creative in augmenting funds. They haveé faised
money in a2 variety of ways: gifts and memorials, endowments based on legacies,
special projects like book sales, lecture series, art shows, etc., as well as foundation
support for specific programs. :
Pennsylvania has Foundation Centers in the Frez Library of Philagelphia and the
Hillmz: Library of the University of Pittsburgh. These centers will provide informatioi
on foundations which may be sources fér funding for a special project. Consultation is
N b' by-appointment only. ‘en B

' LSCA - The Federal Contribution - -
The Libfary Services and Construction Actbegan in 1956 asthe Library Services Act
.~ designed to demonstrate public library services to rural areas jacking 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. ’
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r :'(extending and impreving services), ihe percentage of A2 USr ' ,;f
populetrenwithaccesstopubirclibraryservicehas increesedfrom&%io%% but10% . .
o ’S‘ couinties’s are stilt withoul service and 83% of the population served ‘sjudged lo

eée ving a"'equaie service: :

0 ¢

o Pennss'}lvania has usédTitlel ﬁoney todo planning old workshops, suppert specrel

, ~profecis, provide field consultant services, giva‘grants to’ libraries. loan-film; publish;> |
artici éﬁpate in neiworks and offier activities-aimed” at improved services. P‘unds are.  r%
allocated’ under prlorities established b) w18 the Fedefal Adweory Councri and the State .

<
.

2 . ‘F
e \,»’ “ ,/

e _‘«Under Title'ii (censtruction) money was avallable in. flscal years 1965-197‘5 Siales
AL pened ‘the.buiiding:of 1,347 néw buildings during that tinig: and. beiped In:the

e exnarf/ion/remodeirng/conversmn of 573 ethegs. ZI’he American Librar:y Assnciaiion

N 'ard th UPennsyivama Librery Assecrat:on contm/ue 40" wom for: fundmg oi this tltle

SCA iunds have also been used in Pennsyluaqla for. lrbrary services to the physically ‘
J and}capped (lai’ge print. books, specraiized equr pment trairlng of ‘personnel).and for
residents of State-supported: institutions: such- - state: hospitals, corrections centers :
and res:dentlal $chools. The. drsadvantaged hay{e benel ited, from a nurnber of. nrc’)jecteJ e
ave: li% aglng and’ persons with: limited ability - to peak English Recently, states.
have been~esing some cf their Title | funds: l/ strengtljen metropo\gian llnraries

o e e eyt i

Title Hi (mterlibrary cooperatron) funds coeperatrve efforts. lnvolving eublrc school, ‘
.. ac&demic and specral libraries. Network plennrng and growlh TWX:oF other teletype -
o instal!ations and delivery systems have been favonte uses for these ft.nds. :

AR SN

S Title (Older Reader Services) has never been fuhded. It was enaeted to provrde
¥ library service for the eldérly, including purchase of special materiai, payment of

Salaries for tneelderly who wish to work il libraries, provrding in-homevrsrts byhbrary »
- staffand furnishing transportation to the lrbrary - . o

.\

The lerary Services and Construction Actis up for extension in 1977, Congress has
shown considerable interest in its continuation A new emphessrc on aid to large urban
T libraries has been added. If extended and then funded by Congress, lhe states will be
**  abileto continue to selact services and projects needing the mfuquon and support of ,
federal iunds ‘ ; _ A LT

lniermaiion on how to apply for Pennsylvania s LSCA iunds iz.gent out to all
llbraries annually by the State Library Addihonel informallon is avallable from the
dislrict Ilbrary centers.’ , ’ LT .
L. I . ! * #73
‘ When ‘funds are, scarce, many lrbrarrans sirhply 'ework the previous budget adjust
¥, 'some:items and hang on! .
" The maklng ofa budget can be more exciting, mstructional and productm than that,
and trustées 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 abjectives of the
library . F

e D e e = Y g L e

e.\ . ’ : 36 : < . . -




- Jprocess: of reducmg plans to f;gures
bUdget N I * (

»

reasons?

i .

. staff should be: encouraged byt theiibraria

o Cthinking. L

Usmg 1he form cofmes last, aﬂer all the discussi
decsston«making The farm will not reveal the depth ofd
. -:andhe:difficult dropping of good tdeas The board's records sh
Here S asuggested proeedure for developing the:

w @ Provndefor the public and thestaff. to helpt

new- programs and servnces The publzc shao

o Sgt up.- several mestings at. whtch to taik

I, dreaming, wrangling and
epate, the waighing of pflo
ould show:some. Gtthe

; 't

- 0. B¢ gin well in advance of deadlines related to youf ﬂscal year

s Evaluate the old budget. Did it “buy” what the: public- ‘needed? Did: it
support the plans of the board? How much ‘Was:, needed and “for: What

- >

nttes

he. board with' the budget The
ind board to bring upideasfor
14 be asﬁed 0 cohtribute its:

" N
‘. ‘ /f\' , v.

- related to the next.budget. ‘Look: abnew
programs, -estimate “¢osts and let: them
compete with older services.

. e Talk about salaries early in the process.

‘ - Make the basic decisions 50 "you'will{

) know. how much money  is reaiiy
available. =

e ook at every item as though it were to baf

purchased by a user. How essential is &

new water fountain compared to extra

copies of popular fiction? Is a new

the library? Are non- -readers well served,]
through programs and*events?

about the:lilyrary’s progress andthowitis|

parking lotessential to convenient use of|

s Earmark a small sum for a smali ngw

HO%W T@ DO IT

¢ Agk fhe librarian to Hold:a: Staff |
—.méeting at-which the: board:sets |
outits ps'ocedu re-and encou rages”; :

(l|nput ”®

o Look at the surveys you have:_
takeri;and-analyze them for new.

ideas and priorities, _ '~

. Consplt municipal . ‘and schodl
officials. Let the Ilbrary s publicity

ublic meeting based on goals.

¢ Rbcheck the annual report and |

th conclusmnswhlchwentInto!t
o "Entourage the staff to write out

ideas, estimate their cost and |

present theri to the board.

all-for pubtic partlclpation Hold- |..

*objectives.

- expectations. -

, . wantstodo. o

¢

e Don't hide the budget. Tell the communi
accomplish and how difficult it was to arrive a
there are so many actfvntles ‘and services the library iS expected to dé\

program some staff member wantstodry; .
® Compare your budget dec:szons to your hbrary ] plan and its goa!s and\

“& 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 bé possible to increase gtafi? To be open longer hours?
e Review the completed document for its “selling” points. Be prepared t0

explain it and to mterpret it'in terms .0

f community needs and

ity what.the budget will
ta baianced budget when




. Pre;’aare for nextyear. Do you nged an earher start?Are. there better ways
. to consutt staff and public? Should’ projects be studied througbout %" ;

o year so they can’ be ‘plugged in-as funds are: available? . . . .
" - e Consider thé extra time. well spent, for trustees now ‘have a better o
. understanding of money matters, staff is happy to have been involved and’ :
-7 the :picture’cf services:is: clearer, . ) 7.

The iollowlng budget form can be used for planning purposes.. Thls form"‘ls pased “
onithe. ﬂnanglai scctionof the annus). report reguired by the State Library and the h¢
aocount numbers were: determlned by Pennsylvanla Fublic: Library Accountlng -
Manual by Laventhal and Horwath, Harﬂsburg,fw?s

. BUDGETFORM ' . .

. . N a . - \ . o 7'-;\@
* .

~a u,«,

Operating Expendlmres' ' '~ “ _ o o e _’1_-5:
vA ‘Salaries and wages . ) \ N “ RS
S ) 400 (1) Sa!anes and wages, inb;ary personnei g/\ _ :
S . 401 (2). Sataries and wages, mamfenance pergcg)ﬁ?t‘e“i‘ o
410 (3) Unemployment taxes ‘ ‘
411 (4)~Employer’s share of social security taxes
w 415 {5) Employe benefits, pens:on ) . L :
- ' 416 (6) Employe benefits, insurance . :
o \“(Z) Total salaries and wages - o 26.
=" B. Library materials - - . :
. ' 420 (1) Books . ° ‘ L : L
.. 421 (2)Periodicals ~ . - ; ' '
_ 422 (3) Audiovisual materials '
f. . 423 (3) Microfiim» , : / ’
| 424 (5) Binding, rebinding, mending : - ©
- 425 {6) Other library supplies and materials '
' {7) Total Library materials ' 27.
;‘4 R the? operating expenses
- 444 (1) Furniture and equipmént replacémeht :
- 448 (2) Insurance ' :
a + 450 (3) Interest on loans and mortgages - : k
_ 454 (4) Mamtenance buuldmg "and grounds /
5\, " 456 (5). Maintenance, equipment ]

O

o
e
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s 460 (e) Ofﬂce ;supplieg - S
4b2 (I) Postage and frelght .-

472‘3(8) Telephone . .- . -

4?# (9): Travel, coiiferences . B ]

476 (10) Utihttes T ‘ o *
-y Other exXpepses _ - s

(12) Tota! other operatmg expenses a o 28,

E.yCapita! expendltures ‘ .
150 {1) Land .

(""”“"‘"161‘(2);‘8[1“6’:195. new construction™ oo R
E -major alteratior

L]
» N

addition,. 7. .o : _
152 (3) Library Turmtgre and equspmenf .
153 (4) Automotive equipment
154 (5) qukmobsle ' )
(6) Totat capita! expenditures : .
F. Total operating and capital eXpendttures Lo
G. 485 Principal pald on long-term bo'rowmg S
" H. Transfers out of the general Federal State  Local ‘
‘operafing fund money . money mop.ey ‘ ‘If,gtal » |
450 (1) To other funds L . '
—‘49?: (2) To other libraries ‘ : ‘_ ' .
(3) Total transfers out O ' _
J. Total of all expenditures (F, G and H(3; . ]

Income: Operatlng : ‘ - . ' _ .
A. Source and amount of municcpal appnopnattons

PR
PRI

T Name of county, school district and/or municipality : S
(1) —
2 — » o ‘\)

(3 TN
’ /o . -
(4) : \ -\
(5),
(6) — = i -
v . . |
35 -
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304 (7) Total mumcipa! appropriatlons

: B anomé from other local sources
P 330- (1) ‘Dividend income

~ Amount

332 ‘(2) Interest income

350 3) Fines
35‘! (4) Noh-resident fees

; - ‘T352 -(5) Lost baock charges
. . .383:(6):Profit from merchandise sold (e.g.,

- - .books, postcards, etc.)
_-354 (7) Other chgrges-and rentals

360 (8) Glfts anid fund drives

- 3_26» (9)”Mis¢e!laneous income

"~ C. incoms from stateaid . NG

(10) ‘Total income from other sources 22;

D. Income from federal sources

"+ 30044) Total income-from federal sources
" E. Total income A4), B(6), G(7} and D(10).

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

250 (1) Notes payable

.:60 (2) Mortgagje payablé )

(3) Total proceeds ot long-term borrowing

G. Transfersintothe '~ Federal State  Local
general operating fu‘nds. money mongy money

. - 330 (1) From other funds “

Total

. 392 (2) From otber libraries

(3) Total transfers in
H. Grand total income for operating expendiiures

(total of E;_ F-3, and G-3.)
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m P | nsy!vania stanﬂards are mimmum !eve!s of achnevament or parformance whuch
tsmust meet in order to quahfy for state aid monay. They were desagned to’
ggestia _se~fmm which {ibraries could grow.

. ‘i‘i'he Panﬁéy!vania LIBRARY CODE charges the State Library and the State Lubranan
o ‘counse! local tibraries on-minimum stahdards for number and quality of library
- ostafts resources of books and other materials, Iccation of new libraries, hours and ’
- physmakfac;htses." THE CODE charges the Governor's Advssory Council “to promu!-

. .gate ;‘ ( ’_!es and re ulations forthea rovatof lans forr
g Councni

iﬂ accordance with the CODE mlmmum standards THS Advisory ‘Council on Library
-‘have: : been established for local libraries,. district| Development has 12 members ap-
.. .genters and librdry systems The law gives libraries pointed by the Governor. Three
“five yeais. from the date of first partlcapatlon in state ?&23:;3 "t‘t‘:?;ba ;‘;‘g‘;‘;ﬁogfa:"cﬁl
ggt;oartzeet standards. The penalty as w:thhoidmg of brarians and six laypersons. The.
)  |'secretaty of :ducatxom and . the:
, . h - State Librarian serve ex officio.
. The otandards relate to. library governance,|Members seive four-year terms and
- materials, expend:tures staff, service, facilities and|meetasa Council atleast four times
sparticipation in the Pennsylvania library plan. The a year. o mes
standards are minimal, and librarie$ are encouraged to excsed them at the jocal level
and to provide a level of service adequate to mest the needs of-the patticular
_ community. Overall, the standards establish.a fioor for library service and achievable
goals. In attaching eligibility for state aid to the achievement of standards, the intent is
to guarnatee a m]ﬁxma! local support and service o be supplementad by state

ass;stance State ald is not Intended, nor can it be uded, to replace local support.

W

EN

PENNSYLVAN?A STATE STANDARD%

Local Libraries: In approving or dssapprovmg p!ans for the use of state funds by local
l'BrWns;en of the State Librarian is defermined by these criteria:

1. System Participation. The p!an must !nclude@amcxpatlon in a cooperative system
of existing and new libraries, organized around a
. district library center, and the iibrary must meet|System participation in this context

minimum standards of system participation. means that the local fibrary
’ participates In its district center

2. Achievement of standards of services. The plan’| program. o
must iead toward reaching these standards:
a. Structure and qovernment The library must have a clear legal basis for
establishment, organization and financial support.
b. Board members must be appointed by the mumc;pai ofm.ers of the
governmental unitor umts from which the library receives its public funds.

41




‘A ;)opu!atlon of 1 G,QGO shal! bathe. mimmum served by a pubfic library,

wr L0

ore hall beconsidered tO\meet tha_ tandard.

€ locel: govemrﬁent :
: f “3 tibrary recewgs stata funds, the munic;pa officials must designate.
‘ 1h§ library-as:the- -agency of the: mun.ccpailtv for:iibrary service and the
" lib

. _,Try*board shall pass-a rese!uﬁon acceptmg the dessgnatzon.
£ The:public:library shall report annuany to:the mitnicipality.

g, The library-board shall commit the. llbrary, By reso!ut:on, to pamc:patnon
' , i the district: lzbrary center: coopsrative program. )
h. The func:tton of the’ hbrary board-and the !xbranan and staff shall. be
clearzy difiérentiated in a'written statement. -0

P

-

-3

~~~~~~

\
‘;
|

a. The library shaii maintain weﬁ~p¢amed’ hours 6f‘$ér‘§née.

. b. The library shall establish a regular schiedule of hours which permits all
citizens of the commumty easy access to thematerials and services ofthe

library.
¢. The library shal! be open for service ‘weekly in accerd with the fol!owmg
minimums: :
Population . Hours Per Week
10,000—24,959 . 35
25,000—49,699 — - - 80
§0,000 and more 65

d. Thehbrary shali complete and subm:twathmtheprescnbed imelimitthe
annual report form and other forms required by the Bureau of Library
Development of the State Library. ‘

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

a. Thelibrary shall have a written statement of policy covering the selectaon
o and maintenance of its collection of library materials.
b. The library shall provide a weli-balanced minimum collecticn of 1%
currently useful book titles per capita. '
c. The library shall receive a balanced collection of currently useful
periodicals in accordance with the foliowing minimums:

- Popuiation Minimum Titles
; 10,000—24,999 ‘ 50

© -25,000—49,889 P - 75
: 50,000 and more P 125
' 42
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5: séé:fgonnglz The retaining of flibrary personnel shall be in conformance with the

< " a The fibrary shall have a written perspnhéi policy.
b. The library shali be administered by a head librarian certified as follows,
.- except that no fibrary shall be.deprived of state aid because of having a

" noncertified head librarian appointed prior to January 15, 1870: ]
: : ' Required.Certification -
Population- - - . of-Head:Librarian -
0—8,988 . Library Assistant
10,0600—19,999 : Provicional Librarian
20,060 and more. Professional Librarian

c. The library shaill have a paid quaiified’ staff membef (full-time or
equiyalent) for each 2,500 persons in the service area. .

Mi;ﬁmum stanfigrds for Pennsylvania library sxsiems and thoee for district library centers have
- -— ‘been daveloped and given preliminary appreval by the Governor's Advisory Council. Definitionofa
structural system is bsing wotked on. .

HUMAN EJELATEQNSANE AFFIRMATIVE
ACTION ' | | »~

Libraries need to abide by federal and state taws that prohibit discrimination in
relation to hiring, promotion, salaries and-wages and all other workitig conditions, of
. employfment. itis illegal to discriminate on the basis of sex, race, creed, color, religion,
age, country of national origin, individual life styie 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 mak@ every effort not to discriminate.
Further, library boards have responsibility for determiniing 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 ot Title 16,
Chanter 49 of the PENNSYLVANIA CODE, and Title V1 of the Civil Rights Act of ‘1964r

(P.L. 77-352), as amended et seq. ' e
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) GET THATEDIFJG;E

(’

. !

ViR |
!

I

_)lOi’l 0 bu;ldanew hu;lding,add
! s.isa improve t e presem busiamg, hupt for exustmg space that can be
11\ 'erted:,o, imd a magic shoghorn. :

Thi decisze.n 10 buiid'is ‘a serious one, of coyrse, for construct:o takes months of

”"féﬁniﬁg requlres finar-i igandisa comple> undertaking- for tne whole community.

'BEC?BENG TO | UiLD , S
’?fg{g '!ibrary shoukﬁ tpand unti! it has explored altematwes, esttmated costs. and
S i he: need Preliminary discussions can- be-held by the; board and: staff and
....-modest e')fargeme its are.often’ piap/sgd by lay persons but a majér bu:idmg pro;ectf
5 engthy process of thoréugh planning. -~ !
Many libranee turn to a bu;lq:ng consultant, who is: generally a llbranan who has.
expevzence in bﬁ;!dmg pro;ects Mames of persons regarded as quahf:ed consu!tants
sre available through the d!strsc:z hbrary center. ;
if-& building consuitant i is contemplated the board should. negottate on the duties
.. andfunctions of the consu!tant and the fee. The usual servicesofa bu:!dmg consuitant
joo | arer

£, o i
R st

o
1y e san

e g study of the present library and its space r‘eeds and serwce
requirements ,
¢ an analysis of the study wuth recommendations for the size of a new
library Lo i
e rgcommendations or: the allocation of space. (For example, the
: consultant will suggest how much space is needed to meet standards for
i number of books, periodicais, etc.) ' 1 . R
'} : o discussion with board and staff on semce expansions and P
recommendations on how to accommodate these i m anew busidmg
s estimates of square foot costs of the new space (if additions, .
. conversions, etc. are involved, a gonsiiitant will evaluate these solutions
L as well) ’ .
e studigs of access o the library, mciudmg location and parking .
® consu!tat:on with the boara on avaiiable options to gain space g )

' FROM DECISION TO DEDICATION o |

in Pennsyivaniag, 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

-~

¢ o,
<o ¢ g A g dad




Qféithg%mﬂﬂiéziba‘iWSIilfe,Sénted to the municipal pfficials. Those officials then schedule-
thexreferendum for the next regular election. Municipal-officials canalso authorize

s+for-Jibrary;purposes without,referendum; (uniess:indebtedness exceeds 250%
$sedivaluatian). . o S e T
-/ 1Otherssources:of funds should be explored, including: direct-appropriation by the: - ‘
Jes municipal-officials, -use" of excess funds and gifts. Some librarles raise funds by
sgi?é!i;bvusigngifcnSpesiéll."gum@‘.s»efxéndim@y.u‘s,;ei.;nr‘@f;éﬁéignajﬁfuhdr‘réise’rSi-f‘Nﬂ‘méS of

. -tespectable firms aré-available through the;district library center,

_~.iMfsa:referendum is.needed,-a citizen group (perhaps the "F.[iéfr'!'déﬁQf't‘hefliiﬁ'ré‘ry);Wi!@i,

needito-carry-the ball. Suich a group:should plaiva campaign, rdise funds to carry itout

.. ;and:provide voluntaers to carry the message to individuals.and groups throughout the.

- -atga; This is-a specialized phase of the tpta!fb;i,ikjihgfpféQ?é@iJEX@@Hf;ﬁt’ advice and

. .zi@;igggt;;:materlal;on these elections can be ;opt;a'iné‘dQh}ﬁt_éi;!ib‘fé’ity loan or from the

dis’ifiCl:llbra;y C?nter. GET. ADV'CE FlR'ST‘t' Ask the )
e T . |district-library-cénter ‘

Once the sgurce of funds is determined, the board can progeed With firm planring. -

The usual steps toward a building aré: o o T
s the préparation of a statement.of what the.building will do. This can'be”

based on the material developed by the bujlding consulisnt, oron aself-

study involving staff and board. ‘ =

o the translation of the building statemsat into.ah architectural plan by-an | + ]

- architect hired for.the job. This involves a number of meetings with board !
_and staff until consensus is developed. Remember the involvement of the /
municipality! o : -
o. the drawing of firm plans and specifications for the building=
e putting the plans out for bid, followirig legal requirements.
s accepting bids, signing. contracts and authorizing the start of the
_..."  construction. ‘ . ' .
e following progress of construction under the supervision of the architect
) and such other personnel as needed. Building officials are useful herel
e planning for the organization of the interior, the decoration and’ the
v landscaping, and letting bids as needed. t
¢ scheduling final inspections, moving day and the coming together of ali
. equipment, furniture and services.
e planning dedication ceremonies. .
e paying final bilis and auditing records. ;o
Important parsonnel involved are the library board and staff, the municipal officials -
{who may take over many details), the architect, a lawyer to draft contracts and handie
details to protect the board and assure completion; an insurer to protect the :
community’s investment and contractors for services other than construction,
+ Building a building is complex and places a resporsibility on the municipality and
library board. Howdver, the process is exciting to the community, insures interesting
-public relations and results in the space neaded to fulfill the library’s service obligation
to the community. ,

45




. B N v -
B , . 3 0

[ - "
.o o T x 4 [

Pl Lot : 5
N i Kre W PN
vt i et o e e T LSBT N

~,
N

:' '
TIPS

RV

e

) j‘nere are reasons. need for rmproved serwces tight bmdgets, mcreasmg .
demands, for mformation increasmg costs of materials and personnel and lack of

: lorie may persuade hbra ies to enter into cooperatrve programs Cooperatlon |s
f : y‘to save mopnéy inthe sense that the hbrary can:-survive a; budget cut;-but:it: \
houldihelp to make better use: of the mcreased dollars needed p C g

1) cooperatlve organrzatlons in the state m additlon to the 27 dlstrrct lrbrary center
grams. These include statawide programs such asthe; Interllbraw Dehvery Service .
and: 'thg: Mrd Eastern Regional Medical Library Servrce fegional programs. such as
PALiNET (Pennsylvama Area Library Network) and: the: Prttsburgh Hegional lerary
Center and programs: organized on a iocal or two-county. basis. Information on all of -
_ihem iis contained in the State Library’s 1976 INVENTORY OF PENNSYLVANIA
LlBRARY COOPERATIVE ORGANIZATIONS (copies have been distributed to each
publrc library in Pennsylyania.) Typically, these organizations-and otbers like them help
the ‘member library to increase the scope and extent of services it can offer to its
chentele Interlibrary loan arrangements permit one libraiy to borrow from greater or
‘more specialized collections to meet specific patron requests. The statewide deliverv
‘'service can be used to send materials in interlibrary loan. Many librarjes make informa-
tion gbout their 'holdings known (and at the same time are able to find out which
", libraries own works they do not have) through listings in union catalogs, at the county,
district or muiti-district level. Uni catalogs may list books, perlodicals currently

, recerved 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
P Human resources: staff assnsts members in activities related to the organ:zation
program, o 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 cooperatlve 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 cons:der what is best for their libraries.
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“LIBRARY TRUSTEES . -~ -

Intellectual freedom is the phrase used to express the concept of access to many
‘kinds of: thoughts; ideas and informagion, ' * : ,

Libraries are the traditional custodians of the history énd'intelglectu"ai'expreSgions‘df

- h

‘ -meni -and. women, both popular and unpopular, To safeguard access to the widest

N N - ’

. Bossible vériety of resources, libraries usually adopt as policy thése two documents: *

v
= 3 1

-
.

~iﬁﬂ1rétrg Bill o Rights - -

'
\

\
o~
[y
-

. The Council of the American Library Association reaffirms its belief in the -
- following.basic policies which should govern the services of all libraries.

1, As a responsibility of library service, bodks and other. library mate-
rials selected should he chosen for valizes 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 natidnality or the social, politi-
cal, or religious views of the authors. : . )

2. Libraries should provide books and other materials preseuting all
, . points of view concefning the problems and issues of our times; no library
materials should be proscribed or removed from libraries because of pariisan
or doctrinal disapproval.

. 3. Censorship should be challenged by libraries in the maintenance o
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, provided 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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. THEFREEDOMTOREAD '

¥ 7/

. " Aljoint Statement by the Ambrican Library Association.and the
. Association of American Publishers originally issued in May of’
1953. .

_ (Thecomplete te;ct isavailable from ALA, 50 E. Huron §t.,, Chicago;crthe Association of American ¥
.Publishers, Inc., 1 Park Ave., New York, N.Y. 10848). - .

' ) / ) < -4 - N ' ,;

1. Itis’in the public interest for publishers and librariar.s to make available the widest, -0

~ -diversity of views and expressions, including those which are unorthodox or X
*. ‘uipopular with the:majority. o o N T

2. ‘Publishers, librarians and book sellers do not need. to endorse every idea or o
\preséitation-contained in the books they make avaitable. It would conflict with the E
-publiciniterest for them to establish their own political, mioraj or aestheticviews asa o
standard for determining what books should'.be‘:,publi?shed or-circulated.- ¢

3. It is contrary to the pullic interest for publisShers or jibrarians to determine the
acceptability of a book on the basis of the person. | history qr political affiliations of

. theauthor. ' Lo £ o ' )

4. Therg is no place in our scciety foi eiforts to coerce the taste of others, to confine
adults to the reading matter deemed suitable for adolescunts or to inhibit the efforts
of writers to achieve artistic expression’ . .

* 8. 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 Is 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
farge. . f

7. ltis the responsibility of publishers and librarians to give full meaningjto the freedom

" 1o 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 {0 a bad book is a good one, the answer to a bad idea is
a good ope. / _ ‘

-

NOTE: “Books” a;\@g;! in this statement include all kinds of materials acquired for \
library use. '
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“{HE BOARD'S BUSINESS '

lr\Pennsylvania, a library board has an important first Step: to develop a written statement
+ diffe entiating the function of the library board and that of the librarian/staff. (See Page 18).
’ The clarity of this statement (which is a policy of the board) helps board and librarian1o,
move meetings by arranging agendas to carry out'the board’s functions.
" The business of the board at its regular meetings should be:
s_ to discuss and decide policy, issues .
.® to carry out legal responsibilities :
e to hear and ask questions about what the library is accomplishiﬁg in its day-to-
day functions . . . '
e to assist the librarian in.solving problems, especiaily thos}a which relate to
community needs and opinions o
e to review financial progress and the implementation of the budget
o to work toward excellent library services ~

THE ROTATING TRUSTEE - is not a whirlwind, but a prqviéi‘on many libraries| .
make to bring new blocd 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 calied as determined inthe 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
-interpreted by the Legal Division of the Department of Education to require that; when public
libraries have been designated by municipalities as their agencies the Loards\of 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 whgrever the meeting will take place.

-

3 <
17
L~

POTENTIAL TRUSTEES - should have access to this haridbook and the library’s
collection of reading 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
* lappointees can explore and-prepare for the job.

’
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Board functions translate neatly into this sample agenda for a board meeting. ( The board'’s

aganda is developed by the boar

’_Sam;ile Agenda for the Meeting of é.Local Library Board

president and the librarian and arises from custom,

suggestions from board and staff and routine. Theagendais prepared in advance and r_naile'd

o o

or distributed with written reports prior

to the tnsetings).

<t —(NO“TE:: Many boards include a special agenda item for any conﬁment from the audience.

Others allow the’ public to participate as itams are ¢ sidersd).

OF BUSINESS

1. CallCo order and recording of attend-
ance. Determination that a quorum

exists _—

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

- J

3. REPORT QF THE LISRARIAN.
a. Library activities and general
" progress.) '
b. Problems to ¢ hare with the bozrd
C. Fegdwack from the communuy

4. REPORT OF THE TREASURER

5. REPORT OF THE PRESIDENT AND
TRUSTEES : '

]\ X ,
' }(there is an audience, it is a courtesy to
call the roll or to have name piates.

\
}

COMMENTS

o .

Copies should have ¥ 1 mailed with the.

" agenda. it is not necessary to read the -
minutes aloud, Corrections shoéulds be:
carefully recorded and read. Remember
that actions cannot be changed qr any
subsequent happenings added. ﬁ

N\

a. This “reporting” should be early on the
agenda because it is basic 0 dis- .
cussion. . -

b. Problems requiring bab@g,rround in-
fermation, such as repair estimates or
budget shifts or staff requirements”
should be explained as part of the
mailec agenda. :

The board should receive stéhdardizeq
finaricial reports. regularly- with the
sgenda so that questions can be spotted.

Trustees should report on their activities,
including meetings attend®d and
community contacts made.

™ .
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6.:POLICY PROBLEMS: operating
fobgems-which.may require-board
action;a:shift inpolicies, new policies
oF policy:interpretation..-

< AR 1,\ v ¥ ‘

v A

s
<
-

7. PLANNING: reports of commitigses:
- i{Example:the board wants toconsid- -
\.eF hookmoBite. service in the roxt
-ibudget. 'A: -staff/community/trustes
. -committeéwishes to:make a prelim: -
.- . jinary:report “its feasibility study...)~——
S a W . .

~ o

u“ -

L o - L3 -

8.-OLD BUSINESS: ,

-, {Example:the board has deterred.an
£ -@vaiuation ofthe.publiclecture series
. intil & staff-feport can be made) .

Kl “‘ . 2
3

& 9. NEW BUSINESS: |

§ 5 . (Exagnple: Mr. North suggests we de-
B . . dermine howmany trustges will beat--
> fending Tuesday's workshop. The
_ Chiefof Polica will be with us to dis-
. ..wcuss the -laws om—theft of library
=material).

¢ 40. BUSINESS FOR THE NEXT ,
- AGENDA :

? .
1 rd . A

7’

IE R

" f1. ANNOUNCEMENTS

|- \j2. ADJOURNMENT .
i~ \ 'to ddate; time and place

(9

.-

Libratians and trustess. should—be
encouraged-o evaluate existing:policies

and to recommendchanges. and up-

dates.: N
2 . . A} R ? N
- - Pl . % -
\ T

thure»Quﬁcei'nsgidélﬁtjﬂad;a's‘paft@fatn}‘a
planhing process should beworked onby:
committees orthe:-board:as-awholeand:
brought to mestings as the work:
progresses. - -
"

Usually' & category for finishing-off an' -~
itom, oF completinig action. Edch'item:of.
old business should ‘be listed by “title”
and status. o,

1 ¢ .
Courteous trustees wiiﬁe}; @ president S
“what item of business is to \e raiséd.

. } [

This agenda listing can bg used to
_ suggest new topics or ask foranswers to
questions requiring some research.

The meeting should be adjourned to a
cemtain time. If the regular mssting Is
rufining long, i 2an be adjourned to a
time ‘earlier than the next reguler
msgating, at which time the agenda would
be completed.

[
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Mcemmlﬁees of the Board: v

.. Nt

- Mostboards will at some tims wish to have some detail work done by a committee to save
. thetie of the full board. Mestings of board committees may come under theSunshine Law;
«... ‘soritis:best to-follow légal requirements for calling and posting such rusetings.

> " Comrilttess need to remember that they do not make decisions for the board, but rather
.. -WorK out:recommendations to give to the board for its decision. |

"~ “Written reports are best and should, whenaver possible, be distributed in advance of the

bbaid.>fﬁesting. '

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 purposs

“ o

-0f expe™ting the board's work, but even tha officers cannot speak for the board without permission. The

- b_‘ytéWsshbulq specify the genera! duties of officers, probably aleng the following iinss:

;- ‘President (or Chairperson): The president shall preside.at.the meetings of the board and
- shall,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 leader during the board meeting and
shiall encourage ail members to participate. The president shall sign official documents
requiring signature ard may represent the boeid in public and official capﬁcities as
instructed by the boeard. The president has one vote as a member of the board.

Vice-President (cr Vice Chairperson): The vice-president shall presida in the absence of the
president and shail parform such other duties as are assigned by the board. (This position is
not required by law). . - . '
Secretary: The secretary of the board shall take the record of the mestings of the board and
see that the minutes are.prépared and mailed with the next agenda. After minutes are
. approved, the secretary sha!l see that a permanent and correct copy is made available for the
a}chives of the library. The bc-d shail determiné, in a policy statement_how minutes are to

* b distributed to other than board members. Minutes shali be made avaiable for public
inspection as soon asthey are given to the board. The secretary shall sign such/documents as
require the signature of that position and perform such other duties as are ssigned by the
board. & : -

(NOTE: Some bogrds name the librarian or a staff member to serve as secretary. In that case,
the board member secretary should kéep check-notes. The board should ask if it wants its
librarian to be burdenad 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 may keep the books, deposit funds, prepare reports and even write checks or
voucners, In larger libraries, the treasurer is a legal officer named to assure that financial
operations are buing properly handled. Bylaws should outiine the specific job, and the law
requires appropriate vonding.

All trustees should feel fres to bring up for discussion any items of interest or questions. Trusteas who
have investigated the position before accepting appointment and who have had an onentation need r.ot
fesi “New” norreticent. o

92
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Treagirer. The treasurer’s role varies with the size of the library. in small fibraries, the™ ~
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Book and Materials Selection: ot
Pennsylvania law leaves D0Gk and mateérials selection ‘o the local library. For example, the
law prohibits the State Library from making any rule which would “prohibit the inclusionofa -
particular book, periodical or material, the works of a particular author or the expression ofa
particular point of view.” a
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. . N : ;
Libraries also need a simple method of dealing with any g’?&fg‘i a%;l{i?gltggu gPhOl}F“:

challenges to the materials selected. Ordinarily, the | . cirint 13

library sets up a procedure by which a patron may makea g:::gtﬂbll}:rary ceqters and the
complaint in writing, discuss it with the librarian and then ‘*— Y-
with the board if necessary. Assistance in handling any censorship attémpts can be obtained
from the district ibrary center, the Pennsylvania Library Association Intellectual Freedom
Committee Chairperson or the Intellectual Freedom Office at the American Library
Assogciation. .

N |
Governor’'s Conference

on Libraries and
Information Services

.

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 communjties. In addition to this, -
delegates will be elected to carry Pennsylvania's recommendationsto the White House
Conference, to be hald 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 itis hoped that
they will exerc.se careful and dynamic leadgrship 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. .

. 53
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_ "LIBRARIANS :

- larger

‘ Accrédited Library Schooi - 4 college or university offering a library education program

" fneeting local needs. . _ ' N

. ’
St * s

- UNDERSTANDING THE LANGUAGE OF

The profession of librarianship has a language all its own. Understanding these

o ‘common terms will-help trustee and librarian to communicate!

- Agccess =ﬁ‘ai?é‘ilgbii€§y of thé library and its services to residents of an area served. In a
.sense; the «omty to reach sources of information through a library and its
‘ pop?é,gatiye links to other sources. .- e e . )

e
P

a

1)

mesting Mandards of the American Library Asscciation and officially accredited by a

. commitieg of ALA. Called “approved graduate library school” in the.Pennsylyania law.

- ‘Book and Material Selection - the process of deciding what to buy- for. the library.
- Selection is usually based on a pgcy adopted by the library board, the goals and
" objectives of the library, use of

] lection guides such as-those prepared by the
American Library Association, funids available and the skill of the library staff in

Call Numbers - the catalog numpers of 1n item of !ibfary material, used to mark the

. .item, shelve it properly, list it irf the card catalog or computer and find it for & patron.

('}ataﬂcging~~ the precess of assigning identification to, for example, a book so that it
can be listed in a catalog and located on ashelf foruse 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 materiais checked out.
Also departmenf or area of the library which receives returned material and checks out
materials to the user. :

Collection - a one-word tefih for the library's total holdings, the books, filrs, tapes,
pictures, etc. which rnake 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 regiona! authors. ’ ‘ -

beposit Station - a public library service paint in a community location such as a
School, factory or store where a small collection of materiais is established and rotated.

Dewey Decimal System - 2 method of classifying library materials based on the use of
decimals and developed by Melvil Dewey. . v

-

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 need Qo matter where it is in the many kinc: of libranesina
state or nati_on. :

- 94 ’
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. l{ll Cnaterial and its use.

~PENNVANIA CODE, Title 22:133.4).

t

.~ - - Kibrary-of:Congress - the librafy in Washington, D.C. which serves the U.S. Congress,
. -« @nd.otheriibrariesinincreasing forms of service. LC doss cataloging while booksarein
.. ihe:publication process so that catalog cards can be available:as soon as thé book is
- purchased:by libraries. Many libraries are using the LC catalog system in place of the
77 Deiwgy Decimal. - '

MLS - the-Master of Library Science degree, taken as a fifth year of study beyond the.
- ‘bachelorlevel. Usually regarded as a minimum requirement for a professional librarian.

R

(Pennsylvania issues certificates of professional librarian under several criteria. See

-

Media - in the library world, books and non-Books. Often used to describe a librdry,
such as a school media center. .

OCLG - the Ohio College Library Center. The computer ne“work Pennsylvania libraries
have joined for such services as cataleging, interlibrary loan and bibliographic

__reference.

~

PHEAA - Pennsylvania Higher Educational Assistance Agency. A state-grant prograri’

paying 80% of the cost of summer workers in non-profit agencies.

Processing - caioh-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 sheif. Processing may include cataloging, preparation of cards, putting in bonk
pockets-and making protective covers. -

Resource Center - in Pennsyivania, one of four libraries designated as a regional
library resource center. These libraries share their resources with other librariesinthe
state and generally hold large quantities and many kinds of material. Each resource
cesnter orders and maintains collections in depth in certain specified subject areas.

Rules and regs - shorthand terminoiogy for rules and regulations issued for the
approvai of plans for the use by libraries of state funds in Pennsylvania. Thesg'rulesare
developed by the Governor's Advisory Ceuncil. )

Serials - publications that are issued regularly in sequence, such as magazines,
journals and newsletters. So-called because these publications carry serial numbers

indicating volume and issue.

Sheilf List - a kind of catalog or inventory of items as acquired by the iibrary. This list
may include thg “holdings” of a branch library.

Shelf Reading - literally the listing ot items on the shelves in order.

Union catslog - a listings of items, usuatfy periodicals, but often films and books, of &

number of libraries which combine theirt lists ir order to locate materiais quickly.

Veritcal file - iterally the upright office files used to hold pamphists, brochites, articles,
pictures and other items most easily -organized by filing. ;

Weeading - throwing out, or otherwise disposing of books and other library matgrials no
jonger up-to-date or useful to the patrons of the library. Weeding keeps & collection
current, makas way tor new material and provides ongoing evaluation of the library’s
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ERSTANDING THE LANGUAGE OF

e

RARIANS

4

m}ﬁﬁhﬁéﬁfxé will help trustee and librarian to communicatei
Access ﬂé‘gé}igajbi‘!ity of the iibrary and its services to residents of an area served. In a
arger Sense, the, ability to reach sources of information through a library and its

Y

‘cooperative links t& other'sources. - '

 Aucreditéd Library School - acollege or university offering a library education program
. -meeting'standhrds of the American Library Association and officially accredited by a

~  'BooK and Material Selection - the process of deciding what to buy for the library.
7 Selection is usually based on a policy adopted by the library board, the goals and
-~~~ ‘objegtives of the library, use of selection guides such as those prepared by the
: American Library Association, funds available and the skill of the library staif in
nesting local needs. ‘ - ;

Call Nuimbers - the catalog nurnbers of an jtem of fibrary materia‘t, used tc mark the
item, shelve it properly, list it in the card catalog or computer and find it for a patron.

Cataloging - the process of assig'nin’g.identifigation "r-o, for exal_npie, 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 Congress are two systems for identifying materials.

Certification - issued by the State Librarian to qualified perscns mieeting requirements
set down in the PENNSYLVANIA CODE. (Title 22: Chapter 133). Persons may be

certified as professional librarian, provisional iibrariar: or \ibrary assistant.

Circulatitn - 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 hofdings, the books, films, tapés,
. Ppictures, etc. which make up the materials the library has on hand for its users. A

history or regional authors.

“Deposit Station - a pubiiel?ibrary service puint in & community®iocation such as a
school, factory or store where a small coliection of materia!s is established and rotated.

Dewey Decimal System - a method of classifying l_ibraq3 materials based on the use of
decimals and developed by Melvil Dewey.

interlibrary Loan - originally, one library borrowiné from ancther in order to serve the
user. Now, a system of interlibrary cooperation which aliows 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. .
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Theprcfess:on of !ibrér'ianship has a languége all its cwn. Understanding these '

commiittée of ALA. Called “approved graduate library school” in the Perinsyivania law.

special coliection refers to an area of specialization. for example, rare books, or local




<

‘Library-of Congress - the library in Washington, D.C. which serves the U.S. Congress,
. gpd:qtpgrfiibxa‘rias Inincreasing forms ef service. LC does cataloging while booksarein
he:publicit.on process so that catalog cards can be available-as soon as the'book'is
- ~spurchased:by libraries. Many libraries are using the .C catalog system i piace of the -
< Dawey Decimal. . - - A,

Ea - - — e

. NS +the Master of Library Science degree, taken as a fifth year of study beyond ihie
- bacheioriavel. Usually regarded as aminimum requirement for a professional librarian: -
. . {Pennsylvania issues certificates of professional librariafi under severl criteria, Seel,
o \:.PEI}INVANIPA\CODE, Title 22:133.4). . : . o
Media - in the library world, books.and non-books. Often used to describe a library, 7
- - suchasa school media center. . : , ~ '

OGLG - the Ohio College Library Center. The computer network Pennsylvania libraries
‘have joined for such services as cataloging, interlibrary Joan and bibliographic
referepce. . : ' - :

PHEAA - Pennsylvania Higher Educational Assistance Agency. A state grant program - -
paying 80% of the cost of summer workers in non-profit agencies. ‘

Processing - cateh-all term for préparing books and other materials to be made
available to the library’s users. Some materials are nrdered pre-pracessed or ready for
the shelf. Processing may include cataloging, preparation of cards, putting in book
pockets and making protective covers. .

Resourc Center - in Pennsylvania, one of four libfaries designated as a regional
library resource center. These libraries share their resources with other librariesin 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 régs - 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 the Governor's Advisory Council. :

Serigls - publications that are issued regularly in sequence, such as magazines,
Journals and hewsletters. 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 of itefs on the shelves in order.

Union catalggi a listings of items, ﬁsualfy’ periodicals, but often films and books, o6f a
number of libraries which combine their lists in order to locate materials quickly.

Veritcal file - literally the upright office files used tohold pamphlets, brochures, articles,
pictures and other items most easily organized by filing.

Weeding - throwing out, or otherwise disposing df books and other library materials no ’
fonger-up-to-date or useful to the patruns 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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