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Planning, Personnel, and Community Relations


Teaching Aid – Human Resources #2

Library Board & Library Policies

Policymaking is perhaps the most difficult part of a trustee's job, requiring an open mind, a thoughtful study of the issues involved, and a deep understanding of the library's mission and of the community it serves.

Policies are the rules and the principles that guide the operation and the use of the library. They are required by Commissioner's Regulation 90.2 as part of the public library minimum standards. The library board is responsible for creating such policies, reviewing and revising them, and ultimately enforcing them with the assistance of the library staff. Policies must be clearly written and understandable.

All policies should include a process by which the board can respond to public comments or complaints. Policies are, in effect, the rules of the library and should not be confused with procedures, which are an administrative function and describe how things are done.

Typically, library boards have written policy statements in the following areas, as well as a policy for periodic review of policies:

· Hours and days of operation; 

· Lending rules and procedures; 

· Confidentiality of library records; 

· Collection development and weeding; 

· Acceptable patron behavior; 

· Unattended children policy and procedures; 

· Acceptable use of the Internet and electronic resources; 

· Use of meeting rooms, exhibits, and display space; 

· Emergency procedures (i.e.: building evacuation, flood control, etc.); 

· Patron complaints; 

· Procedure for challenges to library materials; 

· Censorship; 

· Non-resident use; 

· Personnel policies, including detailed job descriptions, terms and conditions of employment, hours of work, employee benefits, evaluation procedures, working conditions, grievance procedures, etc. 

· Board conflict of interest and ethics; 

· Nepotism 

· Investment of public funds; 

· Continuing education of staff and trustees; 

· Volunteers; 

· Gifts, memorials and their disposition. 

All policies should be able to stand alone and be dated for the original adoption and the last review and/or revision. They should be recorded, compiled, and organized for ready access in a policy manual. Every trustee should have a copy of the policy manual and must be familiar with its contents. A thorough understanding of the library's policies is the foundation from which to adopt new policies, revise old ones, and interpret or defend the library's rules.

Personnel policies are critical to any successful operation and must be consistent and in conformance with applicable state and federal law. Each library staff member should receive a copy of the personnel policies at the time of employment. A written acknowledgement of receipt is important.

Policy Development

Policy development and policy revision often involve major decisions and considerable philosophical reflection. Boards must allow adequate time to discuss and assess policy options and ramifications. While trustees alone have the legal authority to make policy, the process works best when the library director and other key staff are closely involved. The staff has an important role in researching options, drafting recommendations, and presenting them to the board for discussion and approval.
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