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Module 4 – Lecture Notes – Planning & Assessment, Community and Public Relations

Learning Objectives

Participants will be able to:

· Use planning and needs assessment to establish and reach library goals.

· State the ABCs of advocacy.

· Increase library involvement with the community.

· Implement public relations strategies on a regular basis.

Setting the Stage: A Visualization

Imagine: 

· Opening the door to your well-maintained library

· The mayor, returning a DVD, asks you what other suggestions you have for films to watch

· Local business owner is sitting at computer on lunch break checking stock database

· A group of teenagers browses through your young adult collection

· A full and enthusiastic storytime is just beginning in the children’s area

· Your once technophobic assistant smiles at you as he/she talks a patron through placing an online book request

Something like this is what we’re all working toward – Our library as a vibrant community institution. Today, we’re going to teach you some strategies for getting there.

Overview
· Brief overview of Planning & Assessment

· Community Relations

· Public Relations

The Library in Context

In order to lead your library effectively, you need to balance what happens inside your library with how your library functions in the community.
· Community and Public Relations – This involves the people living and working in the service area of the library: business owners, parents, elected officials—both library users and non-users. The challenge here is creating an environment in which the library plays an active and vital role within the community.
· Human Resources Management – This involves the people whom make the library function, primarily staff and Board of Trustees. The challenge is cultivating an environment in which your staff thrives. 
· Friends and Volunteers: These are people who interact with the library as both insiders and outsiders. Potential library gossips and/or ambassadors.

All exist in the larger context of national and international trends and tendencies.

· Teaching Aid Planning #1: Library Board & Public Relations and Advocacy

Planning and Assessment – How to get where you want to go

Let’s start by talking about planning because it gives us a framework in which to place our efforts.

From preparing for a storytime program to creating a five year plan for your library, the basic steps in planning are the same.
Basics of Planning
Purpose: Why are you doing this? Big picture. Your mission. The library’s mission.
Vision/Outcomes: What will be the results? How will you know when you’ve achieved success? Specific results or goals. (In strategic planning, it’s establishing a community vision.)
Assessing: What measurements and background information do you need to find out where you stand now in relation to your goal? (In strategic planning, you’re assessing community needs)
Brainstorming: How might you approach the goal? 
Organizing: Arrange your ideas in a logical sequence. (Establishing library objectives and plans of action)
Acting: What are the next actions you need to take to get and keep the project moving toward your goal? (In strategic planning, these are library activities)

Strategic Planning

Strategic planning is formal, targeted, big picture planning.

· Creates a road map for where you are going, including which services to offer and what staff skills to train for.

· Involves preparing Board & staff, forming a leadership committee, also known as a “steering committee” – usually composed of community members, library board members, and staff representatives.

· Identifies needs in your community, generates a timeline, writes a plan of action
· “For results” – Buzzword. Means you will be able to articulate the effects of your actions. (For example, “we provided ESL resources for 10 people who became U.S. citizens this year.”)

· Teaching Aid Planning #2: Basic Steps in Creating a Plan

· Teaching Aid Planning #3: Logic Model Template

A program evaluation tool developed by the W. K. Kellogg Foundation. For a free booklet explaining the Logic Model in full, see ordering information on pg.1 of Teaching Aid #3.

For more information, read Sandra Nelson’s The New Planning for Results: A Streamlined Approach.  Chicago: ALA, 2001.
What is Needs Assessment?

· In order to serve the needs of the community, we first have to determine what they are. Needs assessment involves collecting and analyzing information which facilitated the alignment of  library priorities with community priorities

· Often involves gathering demographic data (ages, educational levels), economic information (major employers, income levels), current community services available (through governmental agencies, non-profits, religious groups)

· Examining current use of your library (circulation & programming statistics)

· Surveying your community (asking people about their library use and information needs)

· Teaching Aid – Planning and Assessment #5: Tips for Effective Needs Assessment Surveys

Why planning and assessment are worth the time and trouble

Allows you to respond instead of react.
· Survival Mode Example: You have a book group each month. You know your attendees like to read fiction only. It meets tonight. At 4 p.m., you extricate yourself from a pile of e-mail about the upcoming Town Parade, pointedly do not look at the pile of unread book reviews on your desk, and go out to look at the new fiction. On your way past the desk, your assistant beckons you over and asks in a hushed voice if he was right in telling the reporter who just called that the library wasn’t open later at night because the budget was too tight and the librarians were afraid to walk home after dark. When you finally arrive at the new book shelves, you discover that the book you had been thinking about proposing for next month has been checked out.

· In survival mode you can only react. It leaves you tired, overwhelmed, and stressed out. Not the place to be when the Board asks you what goals you have for the upcoming year.
Assessment moves you past assumptions.
· Often we think we know what materials, programs, and services are best for our patrons. Our assumptions are often inaccurate.

· Example: We may not purchase DVDs for the collection because the few we have (donated) never circulate.  What are the assumptions here? What are some other possible explanations?

· We don’t know unless we do some research – and this requires planning and assessment.
Allows you to reach more members of your community.
· Often, we cater to the perceived needs of our library patrons. At the same time, we feel constant pressure for more people at programs, higher circulation, more borrowers registered. Seeking information about people who don’t use the library can give us accurate information which can lay the groundwork for wider library use and support.
Make informed choices: Gives you permission to say “no.”
· A clear purpose and defined outcomes make it easier to tell if the new idea someone has introduced to you will move you closer to your goal or not. 
You know when you have succeeded.
· When you have clear goals and expected results, it’s much easier to tell when you’ve done what you set out to do.
An ounce of prevention is worth a pound of cure.
· Having a clear idea of what you want and the steps needed to get there may save you time in the end because you won’t be derailed by tangents. 

· Teaching Aid – Exercising Community Relations

Ask participants to stretch in their places. 

Then to think about what is important to them and their library.  Complete the list on the handout, stopping at “Needs Assessment.”  Take five minutes to brainstorm individually.


Which issues are the most important to you and your library? (Check your mission statement.)

What challenges do you face? Which services/ collections would you like to offer? Which people in your community would you like to serve more fully?

What outcomes might you like to see from addressing these issues? What are your goals? 

Now, look over your list. Which item is most on your mind, most important? Your priority of the moment.

Ask for volunteers to share

We’re going to work with this goal for a while and figure out how you can begin addressing it right now.

Aligning Community and Library Priorities

When you can articulate how library goals support the goals of the Town Council, the State representatives, or local business owners, you have a better chance of funding and other support to meet those community priorities.

Knowing the lay of the land (i.e., assessing community needs) is a way to work toward this.

Needs Assessment for major projects

· 5 Year Strategic Goals of library and possibly renovations

· Survey of community

· Bibliostat Connect: http://www.nysl.nysed.gov/libdev/libs    Provides access to several years of New York Public Library data, as well as national statistics.

· Data from Annual Reports – from circulation to expenditures to service area.

Example of General Public Library Survey: 

Assessment of general use of the library: http://www.lrs.org/documents/cor/cttgillQ.pdf
The Library Research Service is a unit of the Colorado State Library and the Colorado Department of Education that is operated in partnership with the Library and Information Science (LIS) Program, College of Education, University of Denver.

Director Keith Curry Lance has led a ground-breaking study on the influence of school libraries on student achievement, among other research.

This sample is from the Counting on Results Survey.

Libraries may use the surveys for their own assessments.

Teaching Aid – Planning and Assessment #5 has the URL and a sample of a survey on use of the business and career collections.

Needs assessment for smaller projects

· Youth programs

· Reading preferences

· Mini survey of usage of new media (DVD, MP3)

Planning Needs Assessment Surveys
· Teaching Aid – Exercising Community Relations

Ask participants to review their goal.  Complete the next section of the handout, to the bottom of page 1.

What do you need to know about your community before you can address this goal?
How might you find this information?


Census Records (Community Demographics)


BiblioConnect (Comparison with other libraries in NYS)


Survey of Target Audience


Survey of Service Area
    

Reviewing the Needs Assessment Survey
Analysis of survey results helps provide a foundation for effective goal setting.

For example, in the DVD scenario, you’ve done a mini-survey and discovered that 80% of your patrons have DVD players. You’ve checked the Video Rental Store in town and they are in the process of converting to DVDs only. 

How might you use these results to form your DVD/Video collection development goals?

In goal setting, articulate library priorities by relating them to expressed community needs. (Offering job placement resources addresses “increasing economic opportunities” because it assists community members in landing jobs.)

Community Relations

· Community relations consist of the ways your library as an institution interacts with the people and organizations in your service area. Outreach plays a large roll.

· Proactive and evolving process. 

· What is your library’s role in your community? (Popular reading center, preschool literacy provider, cultural memory holder, first stop for job seekers)

· Your community is made of “stakeholders” – people who have some investment in the library and other individuals who may not know what they can gain at the library.

· And “everybody likes the library.”  It’s a popular concept, even among non-users.  The more visible and involved you and your library are with the community, the more everybody wins.

Reality Check – Teaching Aid– Exercising Community Relations: Outreach - Stakeholders
· Ask participants to list community leaders and stakeholders. 

· Which are particularly important in reaching their goal?

· How have they related to these people in the past? (challenges, successes)

Best Practices for Community Relations
· Teaching Aid Community Relations #2: Best Practices for Community Relations

Visibility in the community
Getting your name (director and library name) out there is a good first step. 

· Introduce yourself to local officials, business owners, organization leaders, school administrators, etc.

· Library presence at community events. Example: Make a library table at local fairs and history days.

· Make sure the library building is visible.  When driving or walking, is it obviously a library?  Sign with name easily read from street.  Hours and contact information posted.  Special programs and services advertised. 

Involvement with community organizations

Keep the vision of community broad. Library benefits everyone, not only families with young children and “underserved.”

· Businesses – online financial resources, small business reference material

· Real Estate Agencies – Good libraries, like good schools, increase land values. Do they know how your services might attract new families?

· Clubs, Committees, etc. – public meeting space

Seek ways to complement each other’s services. Maximizing connections to community organizations will keep duplication of services to a minimum.  Everyone will know more about what’s going on related to the services they offer.
Consult Chamber of Commerce contacts when planning for a business resource center.
One library collaborated with Local VA Hospital. Library collected canned food in place of fine money and donated it to the VA Homeless Shelter & donated quality books left after book sale to its library. In return, the VA worked with the library to send out press releases about how great the library was, as well as providing a home for books which otherwise would have gone to waste (or been stored…again). [from Mary Wilkins Jordan, “Surviving Your First Year as Library Director.” Public Libraries, July/Aug. 2003, p. 216]

Community presence at library. Example – East Providence Public Library holds a “Community Resources for Children Day” each year; child serving agencies set up an exhibit hall for invited homeschoolers, day cares, etc.  An adaptation of this idea for small library spaces is to create a notebook of these organizations that parents and caregivers can take home or use in library.

Scenario: Summer Reading
As school ends, the newspaper (or bookstore) announces its “Summer Reading Program!” Now, you are in competition with an organization with media marketing power…

Brainstorm ways to address or preempt this:

· Honor each other’s reading records now and team up next year.

· Honor their reading records in your program.

· Use their reading program as an extension of yours (for the children who finish early)

· Co-sponsor – mutually beneficial: cuts expenses of duplication; “for profit” company can write off expenses

Exercise: Outreach
Teaching Aid– Exercising Community Relations: Outreach – Community Involvement

Review your key stakeholder(s). 

· Have you met them? Are they associated with a community organization?

· Is there a community organization that is currently working on addressing your goal? (If you don’t know of one, what type of organization would be likely to have an interest?)

· How might you collaborate or co-sponsor with them, learn from their experience, tap into their audience and resources?

Connecting with Non-Users

Who do you see around town that you don’t see in the library?

Teens, business leaders, people with disabilities (Is your building accessible to persons with disabilities?), seniors. (“X never come here anyway…”)
Many non-users say that they don’t use the library because
· They don’t have enough time – reflects on hours open. Can be addressed by alerting them to remote access to databases from home, requests and catalog searches, etc.

· They have no need – may not know how the library’s services make their lives easier or richer. Can be addressed by increasing awareness of services.
Everything to all people? You’ll go crazy, feel overwhelmed, and become paralyzed if you try to increase service to everyone all the time.

· For example, if you want to serve a Spanish-speaking migrant farm worker population, you might create a collection of Spanish fiction only to discover that they are seeking Spanish picture books to read to their preschoolers.

Exercise: Reaching Out to Neglected Groups

· Teaching Aid: Reaching Out to Neglected Groups
Take a few minutes to list groups of people you’re aware of who don’t use the library. 

· How might your goal address one or more of these groups? (Brainstorm)

· Write one thing you can do to initiate contact with this group. (Action Step)

· Teaching Aid – Exercising Community Relations: Outreach – Reaching Out (p. 2)
Summing it up

Share ideas generated from Teaching Aid – Exercising Community Relations.

Reiterate Visibility, Involvement, and Connecting with non-users.

· Exercise: Networking Bingo 
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Public Relations
Public relations is the art of communicating what you do at your library to the community at large.

It is everything from press releases to the message you left at the 
preschool inviting them to storyhours.

Here are some tips and tricks to help you motivate and keep you moving—even shy people can do it well!

[Poster text reads “Jane Doe, Librarian, at your library’s name.”]
Public Relations Overview

· Advocacy

· Marketing Strategies

· Tips for Public Speaking

PR and Advocacy

Everything you do in connection with your library has an element of advocacy, especially public relations.

· It’s on-going, keeps the library visible and in the community’s mind all the time.

· When are legislators and voters most likely to hear about libraries? Budget time.

· By keeping the public in the loop about the importance of your library and its offerings throughout the year, you’ll have more support and investment when the budget comes up.

ABCs of Advocacy (from PLA’s Advocacy Institute, 2005)

Three basic rules of thumb will guide you through most advocacy situations.
· Anticipate questions – from the public, press, and legislators
· Build your team – Trustees, Friends, and other supporters
· Communicate - your message in short and easy ways.

· Teaching Aid – Community Relations #1: ABCs of Advocacy

A – Anticipate Questions

What questions have you been asked repeatedly, especially by community leaders?

What statements do you most often hear about libraries?

· “Why do we need the library when we have the Internet?” - Easy to ask, tough to answer.
· “We would love to fund you, but public safety is our #1 priority.”
“Anyway you look at it”
“Anyway you look at it, the more we expand libraries, the less we’ll expand prisons. Thanks to mom and the Chicago Public Library, I’m a writer now.”

-Sandra Cisneros, Denver Post, April 8, 2005. 

[“Thus Said,” American Libraries, June/July 2005]

Tying into their issues

· Do your homework. Know the hot issues of the times. 

· Think about how your mission and goals tie in with them. Be able to back up what you say.

· For example, public safety concerns tie in because the library is a port of public safety:

· Early literacy (a cost-effective predictor of school success, making it less likely that the children will commit crimes as adults), 

· After school meeting place (providing a place for kids to come instead of hanging out on the street), 

· Job resources (stay employed, stay off the street)

· ALA’s “Quotable Facts About Libraries:” URL under “Quotes” on Community and Public Relations Resource List #8

· Develop a Fact Sheet about your library with important figures, etc. you may need to know. For example, San Jose Public Library Fact Sheet: http://www.sjlibrary.org/about/sjpl/factsheet.htm
· verso of Training Aid – Community Relations #1: ABCs of Advocacy, “Library Fact Sheet”

Strategies for Answering
· Bridging: When asked an off-target question, affirm what they’ve said and bring it back to your message.

· Verbal Flag: “The most important thing you need to remember is…”

· Interviewing Hook: Say that there are two important aspects to understand. Give one immediately. This buys you time to talk about other issues. They’ll let you finish because you haven’t delivered number 2 yet.

Exercise: “I love the library, but…”
“We live in a very mobile society and while small branch libraries were very important in years past, they are no longer as vital. Automobiles and the internet have changed all of our lives dramatically. They have also changed the geographic necessity of libraries.”

 -An editorial, “Libraries Rarely Arouse Much Excitement in the General Public,” supporting a proposal to save the Washington Parish Library System in Louisiana by eliminating village branches, Bogalusa Daily News Online, August 8, 2005.  [“Thus Said,” American Libraries, Oct. 2005, p.36]

In groups of 3 or 4, strategize responses to this statement: (or choose another one)

Example answer using bridging:

· Increasingly mobile society means that if your mobility is limited, so are you. Branch libraries allow access to job, health, stock, and other resources not otherwise available to geographically isolated people, such as children and teens, those without cars or drivers’ licenses.  Not to mention those without easy access to the Internet at home or work.

(Another option) “I love the libraries and I know the valuable work those librarians do, but schools are a labor-intensive business. You can’t cut costs without cutting people.”

-Newton, MA School Superintendent Jeffrey Young on a proposal to cut library staff in the city’s 16 elementary schools. Boston Globe, March 9, 2005. [“Thus Said,” AL, May 2005, p.24]

B – Build Your Team
· Teaching Aid – Community Relations #2: Best Practices for Community Relations 

Who are the people in the library and community with an articulate passion for and commitment to the library?

Review information on Exercising Community Relations: Outreach – Community Involvement

Develop strategies to stay in touch

In targeted public relations campaigns, create a small coordinating committee

· Move your efforts into outcomes

· Keep the project on track

· Delegate tasks and set deadlines

C – Communicate Your Message

· When crafting your message, always answer the question, “Why does this matter?” - especially when addressing people who don’t use your library.

· Paint a picture of what the community would look like without the library or with specific new library services, hours, etc.  It affects people even if they don’t use the library because it’s part of the image of the community.  For example, teens hanging out on the corner instead of at the library computers.

· “Connections, not collections” emphasize trained staff with books and other resources rather than illustrating the library as a storehouse of books.

Get the message out 24/7/365

Don’t let it slip until budget time.

· ALA months and weeks provide lots of ideas, graphics, press releases to help. Tying in with a national campaign increases your media power.

Teen Read Week http://www.ala.org/ala/yalsa/teenreading/teenreading.htm
Library Card Month http://www.ala.org/Template.cfm?Section=promotions&template=/ContentManagement/ContentDisplay.cfm&ContentID=10524
@ Your Library Campaign http://www.ala.org/ala/pio/campaign/campaignamericas.htm
Promotion vs. Publicity

· Publicity is material you create advertising your programs, services, etc.

· Promotion is what you do to connect that material to people so that they are aware of and engaged in your library’s offerings.

Scenario: Dropping Summer Reading fliers off at the elementary school office. Based on the definitions, is this publicity or promotion? (Show of hands for publicity; then promotion.) 

It’s publicity. How might you transform it into promotion?

· Speak to classes at the library and school media center

· Meet with principal and staff to talk about your program

· Collaborate with school to create program

Marketing Buzzwords
“Merchandising” is basically another way to say displaying your materials with pizzazz.

 “Branding” is a way of identifying a product with a specific company. Think Nike (swoosh), Disney (mouse ears), and Coca Cola (red and white).

Librarians can do this by packaging their publicity with a recognizable logo, symbol, or catch phrase. This will build your name recognition and let people know instantly that what they can find @ your library.
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Marketing with no budget or time

Businesses set aside part of there budget for marketing, have dedicated public relations people. Most libraries don’t. 

Show of hands for extroverted vs. introverted.  Most likely, many will be introverted.

These are two challenges we face as a profession.

Even so, you can still get the word out successfully. Keys are:

· Choosing the right medium for your message and your strengths.

· Strong customer service.

· ABCs of advocacy – being prepared.

· Doing it throughout the year, making it part of your monthly routine so it doesn’t snowball into a huge mess.

· Practice, practice, practice!

Exercise – Brainstorming Free Marketing Ideas

What marketing ideas can you think of off the top of your heads that don’t cost a lot of time, money, and graphic design know-how?

· PSAs (perhaps before the movie at the local theater)

· Public Access Cable Channels

· Capitalize on ready-made materials (ALA)

· Network with local news organizations

· Word of Mouth

Choosing the right medium for your message
Think about your audience and what do they see.

· Parents: PTA or school newsletter, pediatrician’s office, parent’s monthly magazine.

· Businessperson: financial page of newspaper, local business association newsletter

Print is great for detail and information to be used for later reference.

Broadcasts are good for messages of wide interest, demonstrations, visually appealing, or entertaining.

Marketing Venues:

· In-house – what you do in the library: general appearance, displays, newsletters. In-house advertising works to communicate with current patrons.

· Community venues – what you do outside the library: newspapers, radio, other organizations. Community venues draw new faces in.

· Word of mouth – talking it up in and out of the library. Can be very effective and starts with customer service.

First impressions of the library

· What do people first see when they enter your library? 

· First impressions set the stage.

· A smiling person at the circulation desk? A selection of new books?

· Does it draw you in? Is it inviting?

· Is the staff dressed casually, professionally? Are they clearly identifiable as library employees?

Word of Mouth – “They are so friendly!”

· Customer service is the first stop on the word of mouth tour of information.

· People are much more likely to tell about unpleasant experiences than they are good experiences. 

· Maintaining high standards for customer service is a cost effective way to keep patrons happy and encourage new people to return, build loyalty.
Basics of Customer Service

· Teaching Aid – Community Relations #3: Customer Service on the Floor

First step is to smile in greeting patrons, even if they look irritated.

· It gives them the benefit of the doubt.  You’ve no idea what happened to them right before they came into the library. We don’t know what’s going on in other people’s lives.

· When you make a point to smile at everyone, it will become automatic. It sets a tone of receptivity and let’s people know you’re glad to see them in the library – even if they are really upset. 

· Opens space for communication.

Make interactions with the public a priority. 

· This doesn’t mean the behind the scenes work isn’t important. It’s essential. When you are in view of the public, though, you are on duty, even if you are also weeding.

· Be – and look – available to assist patrons.

· Tell people about your programs and services at every opportunity, in and out of the library. Remind them about programs that may interest them, give agencies a heads up about new services that may be of interest to their clients.

Have a plan for helping patrons when there is a line at the circulation desk.

The Bookstore Model Marketing and your library

The bookstore model of library service is a focus on the “customer.” Bookstores have found that they best way to increase sales is to provide an environment – from signs to customer service—that is welcoming, enticing, and easy to browse.

Picture your library. How it is evident that you have anticipated patron interests? How have you arranged the space to invite browsing, reading, and meeting? Watch the traffic patterns – where do people move quickly, stop to browse?  Note blind-spots that never see patrons.

Bookstores have a lot of experience putting books in people’s hands.  Much of what they do is applicable in the library.
Exercise: Bookstores

In groups of 3-4, list ways bookstores you love arrange their space, shelve books, place check outs, place signs, etc.
· Teaching Aid – Community Relations #4: Bookstore Marketing Basics

The advantages of a little library

Your budgets are tiny, your space feels cramped, but you have it over the big institutions in that you are more apt to know your patrons and their interests and know your collection (because you order, process, shelve, read, etc.).

Creative Displays for Small Spaces

There’s always a place for display. Your goal is saving the time of the patron by anticipating their needs and to showcase materials that they might not otherwise be aware of. Anticipate need by watching traffic patterns; looking over most requested and circulated books; survey of interests; upcoming events, seasons, and holidays.

· Print out the week’s Bestsellers and display it at the circulation desk or online catalog.

· Highlight new and popular materials.

· Mini-Display at circulation desk or computer area.

· Place program publicity in locations that will catch the eye of patrons who are likely to have an active interest. For example, a flier about the upcoming parenting program in the parenting section.

See Teaching Aid – Community Relations #4: Bookstore Model Basics: “Tips for Displays in Small Spaces”

· Teaching Aid #4 -  Bookstore Model Basics:

“Tips for Fliers,” “Tips for Newsletters”

Point out best practices in handouts and cover the material as much as interest and time allows.
· Teaching Aid – Community Relations #5: Photo Release Forms

Where do I market in the community?

Ask participants to list.

· Newspapers & Pennysavers 

· Radio (commercial, college, public stations). Ask about their PSA (public service announcement) policies and procedures.

· TV (local cable access channels, networks)

· Schools, Nonprofits, Businesses

Choose the avenue that will get your message to the right audience.

Scenario: If you’ve got a new storytime, you might be targeting young families and caregivers.  Where would you market this program?

(pediatricians, daycare center, the United Way, the Parent/Family sections and events listings in the paper, etc.)
Strategies for getting your story into the media

Cultivate friendly relationships with media editors and reporters. Keep yourself on their radar.
Follow press release guidelines.
· Teaching Aid – Community Relations #6: How Do I Get the Media to Publish My Story?

Review Teaching Aid #1: ABCs of Advocacy: “Library Fact Sheet”

The wonders of the Annual Report

At last, a use for all that #$*&^$# hard work! Your NYS Annual Report is a great source of information for publicity.

· Highlight the positive. 

· Give stories to the numbers.

· Tie the year’s accomplishments in with community priorities.

· Create a brochure to share with community leaders, patrons, and elected representatives.
Publish your brochure in print and online:

David A. Howe Public Library, Wellsville, NY

http://www.davidahowelibrary.org/annual_report03.htm
Features: 

· Program highlights: Book Cart Drill Team (focus on Staff), Fantasy of Lights, Summer Reading

· Building and Grounds

· Youth

· Circulation

· Collections

· Technology, including Computer Classes

· Meeting Room Use

· Personnel – Staff Development

· Volunteers

· Public Relations (how many radio spots, tours, etc.)

General Tips for Public Speaking

· Teaching Aid – Community Relations #7: Tips for Public Speaking

Practice, practice, practice!
· Practice saying the speech at home in front of a mirror. It seems silly, but it will tell you a lot about places where you need to become clearer on what you want to say and it will let you know how much time it takes to deliver your talk.

· Practice giving your talk to a pet or trusted friend.  The more you do it, the easier it will get.

· It can be humbling the first few times through, but getting through it in privacy is better than doing it in front of a crowd.
Preparing Back-Up Presentation Materials

· What if the electricity goes out during your talk? What if your computer doesn’t work with the media projector at the Rotary luncheon? What if 400 people are there instead of the 10 you expected, or vice versa?

· A presenter who calmly adapts to the unexpected is very impressive.
Audience Awareness: 

While speaking to a room of people, you are also engaged in non-verbal dialog with them.

· Smile. It will relax you and your audience. It’s weird, but it’s true. 

· Observe the audience. Are they moving around a lot, nodding, laughing with you?  If people seem bored or restless, try speeding up or ask a question. If people seem confused, ask if the group understands you. This provides an opportunity to get back on track.

Summing it up

The most important things to remember about public and community relations are:

· Get your name and your self out into the community.

· The ABCs: anticipate questions; build your team; communicate your message clearly and easily.

· Strong customer service

· Choose the most efficient and effective medium for your message.

· Practice, practice, practice!

