ABLE Module #4

Planning, Personnel, and Community Relations


Module 4 – Teaching Aids – Table of Contents

(Listed in the order in which they appear in the lecture notes.  An asterisk [*] indicates a teaching aid that would be used with an exercise.)
Planning and Assessment

1. Library Board & Public Relations and Advocacy
2. Basic Steps in Creating a Plan
3. Logic Model Template
4. *Exercising Community Relations: Setting Goals, Needs Assessment, Outreach Stakeholders, Community Involvement, Reaching Out
5. Tips for Effective Needs Assessment Surveys

Community and Public Relations

1. ABCs of Advocacy

2. Best Practices for Community Relations

3. Customer Service on the Floor

4. Bookstore Marketing Basics

5. Photo Release Forms for Minors and Adults
6. How Do I Get the Media to Publish My Story?
7. Tips for Public Speaking

8. Community and Public Relations: Planning and Assessment

Human Resources

1. Library Trustees & Personnel

2. Library Board & Library Policies

3. Checklist of Personnel Policies

4. Questions to Answer When Planning for Compensation

5. Factors to consider when developing job descriptions / Sample Job Descriptions

6. Hiring and the ADA

7. Sample interview questions / Conducting the interview (p.2)
8. Offers of Employment / Orientation for New Hires

9. Active Listening Techniques / Effective Feedback (p.2)
10. How do I run a meeting?

11. Strategies for Annual Evaluation

12. Performance Evaluation Samples/Checklist for a Productive Workplace
13. Addressing Performance Issues

14. Legal Aspects of Termination / Terminating an Employee

15. Legal Aspects of Employment

16. Planning and Personnel Resources
17. Human Resources Webliography
Friends Groups

1. Library Boards and Friends Groups

2. Essential References (Friends Groups)

3. FOLUSA listserv (L.Wemett)

4. FOLUSA Fact Sheet #19 Teen Friends (off FOLUSA web site)

Exercises with Teaching Aids

*Exercises: Planning ~ including:

Exercising Community Relations: Setting Goals

Exercising Community Relations: Needs Assessment

Exercising Community Relations: Outreach – Stakeholders

Exercising Community Relations: Outreach – Community Involvement

Exercising Community Relations: Outreach – Reaching Out

Exercise: Networking Bingo
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