
Library Policies
Small and Medium Libraries

Presenter
Presentation Notes
This is an introduction for small and medium sized libraries on assessing the needs of a policy, drafting, reviewing and revising. It is important that policies conform to current law and are reasonable. Library policies are informed by the library profession’s ethics and confidentiality practices. Library board, director and staff need to be attentive to the library policies that support the library and the staff and are fair to everyone. And it is the library board’s job to set policy. 



Policy Often About Relationships

Presenter
Presentation Notes
Policies are often about relationships and the one that comes to mind in the policy is a code of conduct or a directive or expectation. This sets the expectation for behavior in the library for patrons. Policies are typically described as a principle or rule to guide decisions and achieve rational outcomes.



Policy:  Written policies ensure effective and 
efficient running of  library

• Supports the library & staff

• Guiding principle for decisions and actions 

• Prevents confusion

• Promotes consistency

Presenter
Presentation Notes
Informed by long range plan, mission statement and supports the library’s plans, goals and objectives;
Ensures that staff  have the information to do their jobs; 
Guides and determines present and future decisions; 
Assures the public of what they can expect from the library and that they are treated equitably;
Provides a basis for consistent resource allocation;
Provides direction and consistency in day-to-day service to the community;
Provides support to the staff and Board in the event of complaints or legal action; 
Prepares the library director and staff to respond in emergencies.



Policies

• Operational
• Deals with functions that support 

library service objectives

• Collection Development

• Public Relations

• Deal with interactions with the public

• Guide patrons and staff

• Managerial
• Deal with functions related to 

planning, organizing, staffing, 
directing and controlling

Presenter
Presentation Notes
During the course of this presentation I give policy samples or examples. The examples illustrate how policy provides solution to these needs. I talk mostly about operational, the ones that deal with patron and staff.



Need

• Recurring problem(s)

• New service(s)

• Inconsistency in how things happen in practice

Presenter
Presentation Notes
So how do you know if you need a policy?
To summarize a need becomes apparent under these circumstances: recurring problem, new service required, and inconsistent with what happens in practice.



How to tell if  you need a policy

• Different staffers and/or volunteers are enforcing standards differently.
• EXAMPLE: One staffer is very strict about noise in the library, and will 

expel teens who get rowdy.  Another is lenient and enjoys kidding with the 
teens.

• EXAMPLE: Some staffers aren’t offering services that the library can make 
available.

• A policy would provide standards for staff  and library user behavior and for 
consequences of  not meeting those standards.

Presenter
Presentation Notes
Maybe you have one staff member who is strict about noise in the library, and expels teens who get rowdy. Another staff member may be lenient.

Or perhaps the library does not own a book that user requests. Some staff offer to borrow through ILL and others do not readily offer the ILL service. Policy would require a particular response to the situation.



Creating Policy

Background and Issues

Presenter
Presentation Notes
Current policy has not been reviewed in a while and does not reflect current practice.
The library isn’t following through on its strategic goals. Concrete plans to implement goals are needed (example, professional development)
Can use model policies but they require editing; one size does not fit every library.




Process

1. Research

2. Writing

3. Revision

4. Library Approval

5. Board Approval

6. Distribution

Presenter
Presentation Notes
So the process is to research policies and find those closest to your needs that you may modify. See what others are doing, but mindful of the libraries unique needs. Then it is written and revised with staff input too. The board approves, but you also need to have the library attorney to review policy regarding its legality and fairness to all. Then the policy can be distributed.



Writing

• Understandable to a wide range of  readers

• Text clear, brief, free of  jargon

Presenter
Presentation Notes
The writing process is rigorous, There may be several drafts before you have one ready for review. Don’t be vague. For example, a dress policy for staff needs to be detailed about what is not acceptable. For example, dress codes: “appropriate shirts” versus “no tank tops”



Valid and Legally Enforceable

• Conforms to current law

• Reasonable

• Nondiscriminatory

• Measurability
• For example, dress codes: “appropriate shirts” versus “no tank tops”

• Not open for interpretation

Presenter
Presentation Notes
Library board with attorney feedback gages the policy for validity and legality.
This is why it needs to be read by the library attorney for compliance with the law and not being discriminatory.



Policy Statement

Brief  statement that describes why the library does something.

Example:

“To ensure that all patrons and visitors are able to use the Library’s resources 
and services effectively, the Indiana State Library requires all visitors to 
comply with all applicable federal, state, and local laws as well as the 
following rules and regulations.”

http://www.in.gov/library/2435.htm

Presenter
Presentation Notes
The policy is prefaced with a policy statement, statement in brief the aim of the policy. Here is an example from Indiana State Library. And you can find further rules on behavior expectations following the link on the slide. And the next slide gives the criteria for a policy statement.

http://www.in.gov/library/2435.htm


Criteria for a Policy Statement

A policy statement 

• is brief.

• describes what is to be accomplished and why.

• is written from the customer's point of  view.

• has been developed and approved by the library's 
governing authority.

Presenter
Presentation Notes
The library board approves the policy and is involved as the policy statement develops.



Ethics and Confidentiality/Privacy

• Code of  Professional Ethics for Librarians
• It is the librarian’s responsibility to make the resources and services of  the library 

known to its potential users. Impartial service should be rendered to all who are entitled 
to use the library.

• It is the librarian’s obligation to treat as confidential any private information obtained 
through contact with library patrons.

• Purge personally identifiable information regularly

Presenter
Presentation Notes
Besides the legality of the policy, it is also informed by professional ethics of the library profession. So equal access to all and providing confidentiality and privacy to library users.

http://www.ala.org/Template.cfm?Section=coehistory&Template=/ContentManagement/ContentDisplay.cfm&ContentID=8875


Board Deliberation

• Really necessary?

• Consistent with our mission 
statement?

• Within the scope of  our authority 
as a board?

• Consistent with our other policies?

• Compatible with our other policies?

• Practical?

• Broad enough to cover the subject 
completely?

• Enforceable?

• Affordable?

Presenter
Presentation Notes
So once it is written, there is deliberation.Taking everything into consideration during the writing/revision process, the library and staff deliberates on the issues as detailed on the slide. All these are considered. I think where we see issues with a particular policy at Indiana State Library is it practical, enforceable particularly in the area of patron behavior and the suspension of library privileges.



Board Approval

• Simple majority approval

• Sign and date the policy

• Maintained in a Policy Manual

Presenter
Presentation Notes
Once the deliberation is complete it is time to vote.



Types of  Policies

General
• Staff  Conduct

• Patron Conduct

• Access

• Reference

• Use of  Resources

• Collection Development

Specific
• Computer Use Policy

• Internet Use Policy

• Meeting Rooms

• Displays

• Filtering Software

• Service Animals

Presenter
Presentation Notes
This is a short list of policies and not all encompassing. You do not have to file the policies with Indiana State Library except for Internet Use Policy.



Access Policy

• Principles of  Access
• Access will not be denied or abridged because of  religious, racial, social, 

economic, or political status; or because of  mental, emotional, or physical 
condition; age; or sexual orientation. The Library abides by the Americans 
with Disabilities Act and will endeavor to make reasonable accommodation 
to provide access to library materials for people with impairments.

• Rights of  Library Users
• Responsibilities – circulation rules

Presenter
Presentation Notes
Every library should have an access policy. This provides equal access to all. There are caveats regarding user responsibilities and what they can expect from the library.



Collection Development Policy

• American Library Association
• Library Bill of  Rights

• Freedom to Read

• Broad-based on providing materials for recreation, education and 
information
• All ages and all viewpoints



Procedure for Complaints or Challenges

• Challenged Materials Forms
• Bibliographic Information

• Page number or scene of  objectionable material

• Reason for objection

• The Librarian shall read the book or view the material, noting the objections. The Library Board 
shall also review the material and consider the objection.

• Personal bias or prejudice is not a valid reason for objection.
• The decision to remove the material from the collection will be based on the same considerations 

used when selecting new material.
• The complainant will be notified of  the decision of  the Librarian and the Library Board.

Presenter
Presentation Notes
There will be challenges and you have to have a policy/procedure to handle challenges. And if a user complains about title in the collection, there needs to be a procedure for the complain or challenge.



Internet Use Policy

• IC 36-12-1-12
(c) The board of  a public library shall adopt a policy concerning the 
appropriate use of  the Internet or other computer network by library patrons 
in all areas of  the library.
(d) The board shall make the policy adopted under subsection (c) readily 
available to all library patrons.
(e) The board of  a public library shall annually review the policy adopted under 
subsection (c).

Presenter
Presentation Notes
Here is a Policy Statement: The library provides access to computer hardware and software and to the Internet for the patrons’ use. All users of the library’s computer resources are expected to use these resources correctly and only for legal purposes. 
Internet Access 
The Internet and its available resources contain a wide variety of material and opinions from varied points of view. Library staff cannot control websites which often change rapidly and unpredictably. Users and caregivers are hereby notified that they are responsible for the websites they reach. Parents of minor children must assume responsibility for their children’s use of the Internet through the library’s connection. 
The Library has implemented filtering software on its computers to protect against visual depictions of obscenity, child pornography, and materials harmful to minors. While the library attempts through this filtering software to prevent direct access to materials that would not be generally acceptable in a public library, it is technically impossible to prevent access to all objectionable material. 



Hearing for Internet Use Policy

• 47 CFR 54.520

Public Notice and Meeting or Hearing: Libraries must provide reasonable 
public notice and hold at least one public meeting or hearing to address the 
proposed filter and the Internet safety policy. Additional meetings are not 
necessary – even if  the policy is amended – unless required by local or state 
rules or the policy itself.

Presenter
Presentation Notes
The annual reviews don’t have to be hearings. The board can just review the policy annually at an open meeting the same as they would review any other policy. The Code of Federal Regulations also has a requirement if you receive federal funds i.e. eRate, LSTA,, that you have a hearing for the Internet Use Policy.
 




Policy Review

• Periodic

• Weed out old and obsolete policies

Presenter
Presentation Notes
All library policies need to reviewed at regular intervals to make sure they still apply, and that they are not dated or no longer relevant.



Policy tells what

Procedure tells how

Presenter
Presentation Notes
There is a relationship between policy and procedures though they achieve different ends. Using the general guidelines of board policies, the director and staff will write rules and
regulations for operation of the library. For example, your library board may develop a policy
that says the library will have a video collection for public lending.

The director and staff will then write guidelines for purchasing materials for the collection,
lending rules for the collection and various other regulations necessary to maintain and
manage the collection.



Summary

• Operational Policies and Managerial Policies

• Govern relationships between library staff  and the public

• Need for Policy

• Written by library board with input from director and staff

• Gather in a Manual

• Weed and Update Annually

Presenter
Presentation Notes
To let me tell you what I told you and I welcome any questions. The focus of the presentation was operational policies for small and medium sized libraries. This included policy statement and writing and revising policy. Policies often govern people relationships. Day to day operations of the library are governed by policies that prevent confusion, and directs decisions and actions so there is consistency in treatment of library users. When a policy is needed the staff and library board both have input, though the library board is responsible for approving policy. Be sure to keep the policies up to date and gathered in one place such as a notebook with regular review.



Resources: Books, Webpage, Slideshow

• IN Public Trust Chapter 3 “The Board Develops Policy,” 
http://www.in.gov/library/files/In_the_Public_Trust_20141001_Chap_03.pdf

• Larson, Jeanette C. and Herman L. Totten. The Public Library Policy Writer: a 
guidebook with model policies on CD Rom. NY: Neal-Schuman Publishers, Inc. 
c2008. 279 pp.

• Library Trustees Association of  New York State. ITA Policy Database; search 
hundreds of  library policies. Available: http://www.librarytrustees.org/policies.php

Presenter
Presentation Notes
I want to point out of some of the resources that you can consults. I’ve broke them down into material type. First is IN Public Trust chapter 3. This is followed by a book with cd rom of model policies. And the the online resource from New York State trustees where you can search for policy examples.

http://www.in.gov/library/files/In_the_Public_Trust_20141001_Chap_03.pdf
http://www.librarytrustees.org/policies.php


Resources: Books, Webpage, Slideshow

• Sauers, Michael, “Library policies: the good, the bad, and the ugly,” 
Slideshow found on www.slideshare.net on August 24, 2017. Published April 
23, 2015, presented for the Education Institute on April 23, 2015.

http://www.slideshare.net/


Resources: Recordings

• Giacomantonio, John. “Social media, library meeting rooms, and the First 
Amendment.” Webinar at Indiana State Library on June 26, 2013. Available: 
http://www.in.gov/library/law.htm. 60 minutes.

• Moore, Angela. “Library Behavior Policies,” webinar at Indiana State Library 
on July 17, 2013. Available: http://www.in.gov/librry/law.htm. 60 minutes.

Presenter
Presentation Notes
There are resources online in the Law Resources that audio recordings of PowerPoint presentations.

http://www.in.gov/library/law.htm
http://www.in.gov/librry/law.htm


Websites

• American Library Association. Available: http://www.ala.org
resource for 
• ALA Library Bill of  Rights. 

http://www.ala.org/advocacy/sites/ala.org.advocacy/files/content/intfr
eedom/librarybill/lbor.pdf

• Freedom to Read Statement 
http://www.ala.org/aboutala/sites/ala.org.aboutala/files/content/LBO
R%20%26%20FTR%20Statement.pdf

Presenter
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And these are the American Library Association links to ALA Bill of Rights and the Freedom to Read Statement.

http://www.ala.org/
http://www.ala.org/advocacy/sites/ala.org.advocacy/files/content/intfreedom/librarybill/lbor.pdf
http://www.ala.org/aboutala/sites/ala.org.aboutala/files/content/LBOR%20&%20FTR%20Statement.pdf


Websites

• Association of  Specialized and Cooperative Library Agencies. American 
Library Association. “Accessibility for patrons with service or support 
animals: what you need to know.” Library Accessibility Tip Sheet 8. 
Available: http://www.ala.org/ascla/resources/tipsheets/service-animals.  

• Indiana State Library. “Legal Memo: ADA & Service Animals.” May 20, 
2016. Available: http://www.in.gov/library/law.htm. 

Presenter
Presentation Notes
These are websites to specific policies regarding service animals.

http://www.ala.org/ascla/resources/tipsheets/service-animals
http://www.in.gov/library/law.htm

	Library Policies
	Policy Often About Relationships
	Policy:  Written policies ensure effective and efficient running of library
	Policies
	Need
	How to tell if you need a policy
	Creating Policy�
	Process
	Writing
	Valid and Legally Enforceable
	Policy Statement
	Criteria for a Policy Statement�
	Ethics and Confidentiality/Privacy
	Board Deliberation
	Board Approval
	Types of Policies
	Access Policy
	Collection Development Policy
	Procedure for Complaints or Challenges
	Internet Use Policy
	Hearing for Internet Use Policy
	Policy Review
	Policy tells what��Procedure tells how
	Summary
	Resources: Books, Webpage, Slideshow
	Resources: Books, Webpage, Slideshow
	Resources: Recordings
	Websites
	Websites

