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Preface

The third edition of the Trustee Facts File is meant to provide a broad overview
of the duties, responsibilities, and tasks of the public library trustee.

The following resources will be of great help to the interested and educated
trustee:

� Illinois Library Laws and Regulations, published by the Illinois Library
Association

� annual calendar of actions to be taken at board meetings, including financial
calendar

� monthly report from your director
� monthly financial reports from your treasurer and director
� copy of your annual budget
� policy handbook, which should include your bylaws
� ILA Reporter, the bimonthly ILA newsletter free to all ILA members
� your system’s newsletter
� Insight, the Illinois Secretary of State and State Librarian newsletter

Additionally, the ILA, the state library, and regional library systems periodi-
cally offer workshops and seminars to library staff and trustees. These are
important sources of continuing education for trustees.

Being a trustee is an important role in providing an essential service to our
communities. Congratulations on accepting this job, and good luck in carrying
it out.



v

Acknowledgements

The authors of this publication wish to recognize the leadership and vision of
the director of Illinois State Library, Jean Wilkins, and Jesse White, Illinois
Secretary of State and State Librarian, who have long recognized the vital role
that library trustees play in the provision of quality library service.

This publication was developed with the assistance of the following individu-
als, who reviewed drafts and offered many helpful suggestions: Kathleen Balcom,
Peggy Hamil, John Keister, Mary Jane Kepner, Kip Kolkmeier, Kristy Mangel,
Richard C. McCarthy, Pat Norris, Beverly J. Obert, Chris Watkins, and Safaa
Zazour.

Trustee handbooks from many other states were consulted in the preparation
of this publication. In particular, we would like to give a special note of thanks
to the authors of the following publications:

Georgia Public Library Trustees Handbook, second ed. Atlanta, Ga.: Georgia
State Library, 1995.

Massachusetts Public Library Trustee Handbook: A Publication of the
Commonwealth of Massachusetts Board of Library Commissioners. Boston:
Massachusetts Board of Library Commissioners, 2000.

New Jersey Public Libraries: A Manual for Trustees, rev. ed. Trenton, N.J.: New
Jersey State Library, New Jersey Library Association, and New Jersey
Library Trustee Association, 2002.

Handbook for Library Trustees of New York State, millennium ed. Bellport,
N.Y.: Suffolk Cooperative Library System, 2000.

Trustee Tool Kit for Library Leadership. Sacramento, Calif.: California
Association of Library Trustees and Commissioners, 1998.

Michigan Public Library Trustee Manual. Lansing, Mich.: Library of Michigan,
1998.

Montana Public Library Trustee Handbook. Helena, Mont.: Montana State
Library, 2001.

A Handbook for Public Library Trustees, Fourth Edition. Harrisburg, Pa.:
Commonwealth Libraries, 1993.

Tennessee Public Library Trustee Manual. Nashville, Tenn.: Tennessee State
Library and Archives, 2002.

Public Library Trustee: Summary Manual. Olympia, Wash.: Washington State
Library, 2002.

Trustee Essentials: A Handbook for Wisconsin Public Library Trustees. Madison:
Wisconsin Department of Public Instruction, 2002.



The Big Picture
If legions of jobseekers were vying for trustee positions on library boards, a
want ad for the job might read as above.

Of course, service on a library board is pro bono public service, so you will not
have arrived here by dazzling a job interviewer. As a library user and supporter,
you may have campaigned for an elected trustee position, or perhaps you hesi-
tantly accepted appointment. Either way, you have a most important job to do.

A public library might be defined as a repository of information available to
all in the community. This public resource addresses and meets a wide variety of
needs. For some members of the community, the library is the chief or only
source for recreational reading. For others, it is a valuable professional resource.
Young children discover the wide world of ideas in the library. People of all ages
use computers and the Internet at libraries to prepare themselves to function in
the modern digital world. Disabled people find resources in public libraries that
may not be available elsewhere. You, as a trustee, represent all of these people.

A public library, even of relatively small size, is a complex operation that
requires informed and skillful administration and management. You, along with
the other trustees on the library board, oversee performance of these roles by
library staff.

The Board of Trustees 
Library trustees do their work collectively on the library board. Though the board
has broad powers—it is answerable only to the governing body that has oversight
over the library or, if elected, to the voters—those powers are exercised collectively.
No individual trustee can speak or act for the board, or for the library, unless
specifically empowered to do so by board action or adopted bylaws.

The board’s crucial partner in administering the library is the library director.
This professional has been hired by the board and serves at the board’s pleasure.
The board depends heavily on the professional judgment and experience of the
director. For example, the board of trustees can draft an annual budget for the
library, but specific input about what moneys are needed for which purposes
comes mainly from the director. As a trained professional, he or she is employed
to assess needs such as acquisitions, staff coverage, and public services.

The remainder of this chapter details duties of the board of trustees, both
those assisted and unassisted by the library director; responsibilities of individ-
ual trustees; and basic rules of ethics for trustees.

Chapter 1
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Duties 
Broadly speaking, the board of trustees establishes library
policies, and the library director implements those poli-
cies in the day-to-day operations of the library. However,
these roles are interdependent and require careful distinc-
tion of responsibility and authority.

The degree to which the board relies on the librarian’s
professional knowledge and experience will, of course,
vary with the situation. In every case, however, coopera-
tion is the key to a smoothly run, successful library. A
library in which all the players work cooperatively toward
the common goal will inevitably deliver greater benefits to
the community than one in which trustees and librarian
work competitively, at odds with each other. The follow-
ing lists detail duties carried out collectively by boards of
trustees in public libraries.

Duties of the Board Assisted by Input from the
Director… 

� Write and maintain an official mission statement for
the library.

� Develop long-range plans to address anticipated com-
munity needs.

� Establish and support library policies. Examples of
such policies include 
� levels of service (for example, open hours).
� registration and circulation policies and other rules

directly affecting patron use.
� types of service (in addition to circulation and

informational services, will the library provide spe-
cial programs for children? the disabled? the visually
impaired? or literacy training?).

� confidentiality and privacy policies.
� patron access to the Internet.
� collection development policy.

� Authorize salary and benefits plans for library staff.
� Assess maintenance of library grounds and buildings,

and authorize purchase of lands or construction of
new buildings when necessary and appropriate.

� Develop an annual budget.
� Review monthly financial reports to ensure accounta-

bility to budget goals.
� Provide financial information and an independent

audit as required by Illinois law.
� Advocate for funding necessary to meet community

library needs.
� Engage in other fundraising activities as necessary and

appropriate.
� Promote the library in the community.

Duties of the Board, Exclusively… 

� Hire a qualified library director.
� Evaluate director’s performance periodically, at least

annually.
� Establish policies for the functioning of the board.

Such policies include 
� by-laws governing meetings, quorums, selection of

officers and the length of their terms as officers; and
other matters relating to handling the business of
the board.

� finance policies (for example, how funds will be dis-
persed or invested, or who will be authorized to
write checks).

� trustee’s code of ethics.

For more information about division of duties
between the board of trustees and the library director, go
online to the Illinois State Library Administrative Ready
Reference Menu,
http://www.cyberdriveillinois.com/departments/library/
what_we_have/readyref/index.htm: select Policy Model;
select Division of Responsibility….

You, Personally 

For the library machine to hum smoothly, every partici-
pant—trustee and staff—must shoulder a fair and proper
load. To carry out the trustee duties which you have
accepted, you will need to make a substantial commit-
ment of time and effort.

Your Duties as a Trustee… 

� Attend board meetings.
� Preview agenda, minutes, and documents before each

board meeting.
� Participate in discussion and decision making at board

meetings.
� Stand by decisions made by the board.
� Serve on committees as assigned by chair.
� Commit time outside of board meetings for the work

of the board, as necessary and appropriate.
� Participate in activities sanctioned by the board, such

as fundraising or public relations in the community.
� Represent the library at community events—be visible

and accessible to those your represent.
� Become informed about library issues through partici-

pation in the regional library system, ILA, and ALA.
� Become informed about state laws that govern public

libraries in Illinois.

� Become an advocate for the library community.
As with any position of responsibility and accountability,
library trusteeship calls for adherence to high standards of
ethical behavior.
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Your Ethical Responsibilities… 

� If you have a conflict of interest in a matter taken up by
the board, you must remove yourself from considera-
tion and voting on that matter. For example, your finan-
cial stake in a firm with which the board does or intends
to do business would constitute a conflict of interest.
(For more information about conflicts of interest, see
Chapter 4, “Legal Responsibilities and Liability.”) 

� Respect the opinions and contributions of other
trustees; refrain from dogmatic or 
bullying behavior at board meetings. Work toward
acceptable compromise on contentious issues.

� Do not voice opposition to board decisions in public;
limit criticism to debates within board meetings.

� Respect confidential information: do not reveal content
of closed session board discussions.

� Refer patron/public requests for information to the
library director.

� Refer staff grievances or problems to the library director,
who has full responsibility for managing staff; refrain
from becoming involved in controversy or conflict
among staff.

� Refer complaints from the public to the library director.
� Do not initiate or participate in ad hoc board meetings

called without advance notice and knowledge of all par-
ticipants. Conform to the Open Meetings Act in posting
required meeting notices for the public and the press.

� Assume full responsibility as a board member. Attend
board meetings regularly and perform all assigned
committee work in a timely manner. If you are unable
to fulfill your duties, consider resigning so that some-
one else can better serve.

� Support open access to information and resist moves
toward censorship.
Finally, consider the benefits you will derive from serv-

ing as a library trustee. You will make new acquaintances
and friendships with people who are passionate about, and
dedicated to, values of public service. Some of these people
will become personal friends; others will remain good pro-
fessional associates. Whether you are a worker in a trade, a
professional, a homemaker, an independent businessper-
son, or are engaged in some other life activity, the people
network you establish during your tenure of trusteeship
will likely prove to be of great benefit to you.

Then, of course, there is the obvious: you will be making
an important contribution to the people in your community
and to your community’s future. A public library is one of the
most universal and accessible institutions in our society. Your
contribution as a public library trustee will help bring oppor-
tunity to all the people, irrespective of all the differences that
sometimes divide communities in other spheres. Don’t under-
rate the satisfaction you will derive from this endeavor.

Resources 
Duca, Diane J. Nonprofit Boards: Roles, Responsibilities,

and Performance. New York: Wiley, 1996.

Gale, Robert L. Board Source, Governance Series Booklets,
#9: Leadership Roles in Nonprofit Governance.
Washington, D.C.: Board Source, 2003.

Grace, Kay Sprinkel. Board Source, Governance Series
Booklets, #6: The Nonprofit Board’s Role in Setting
and Advancing the Mission. Washington, D.C.: Board

Source, 2003.

Ingram, Richard T. Board Source, Governance Series
Booklets, #1: Ten Basic Responsibilities of Nonprofit
Boards, revised ed. Washington, D.C.: Board Source,

2003.

O’Connell, Brian. The Board Member’s Book: Making a
Difference in Voluntary Organizations. New York:

Foundation Center, 2003.
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This chapter has two parts. The first part, which follows immediately, is for new
trustees. The second part, beginning on page 7, is for anyone responsible for new
member orientation, including mentoring library board member(s) and/or the
library director.

So, You Are a New Library Trustee 
In the following sections, you will read about types of administrative units in
Illinois public libraries. Then you will read a brief history of public libraries in
the United States. Your colleagues on the board or the library director will con-
duct your orientation to the library, its services, and resources, and will provide
you with various materials you need to begin your duties as a library trustee.

Illinois Public Libraries—Administrative Types 
Many public libraries in Illinois are legally established by cities, villages, and
townships, according to the Illinois Local Library Act, 75 ILCS 5. In these cases,
the library’s service boundaries are coterminous with that of the municipality or
township. District libraries, which are established within independently defined
boundaries, are the alternative to municipal libraries.

In towns, villages, and townships, citizens establish public libraries by refer-
endum. Most towns and villages elect their library trustees; in villages with the
commission form of government, the village council appoints library trustees.

In cities, the city government establishes a public library, and the mayor
appoints trustees. Illinois law allows mayors to appoint one city council member
to the library board, among a total of nine library trustees.

District libraries are public libraries established under the Illinois Public
Library District Act, 75 ILCS 16. A district may include area from more than one
local governmental unit and outlying unincorporated areas. District libraries
have independent corporate authority and taxing power for support of public
library services. Like other library administrative units, district libraries are run
by a board of trustees.

The following table gives more detailed information about boards of library
trustees among the various types of local libraries.

Chapter 2
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A Brief History of Public Libraries 
In early colonial America, academic pursuits were largely
allied with the education of clergy. The first significant
library in the colonies was Harvard College Library,
founded in 1636 with a gift of about 300 mostly theologi-
cal books.

An important expansion of the concept and role of a
civic library occurred in 1731 when Benjamin Franklin
and other Philadelphians established a subscription
library in Pennsylvania’s chief city. In a subscription
library, patrons pay a subscription, or fee, to use the
pooled reading material of all the subscribers. Further
distinguishing the “Library Company of Philadelphia” was
the collection’s emphasis on travel, philosophy, and biog-
raphy, rather than religious topics.

Truly public libraries—open to all free of charge—
were the creation of the United States in the new demo-
cratic age of the nineteenth century. Inspired by the
founding of the new nation, the adoption of First
Amendment free speech principles in the Bill of Rights,
and extension of democratic expression and personal
freedoms in the early years of the republic, the movement
for universal public education gained momentum by the
mid-1800’s, creating demand for free public libraries as
well. In 1854, Boston opened the first big-city public
library funded by local taxes. In 1872, the Illinois General
Assembly passed legislation authorizing tax-supported
public libraries. Soon thereafter, public libraries were
organized in the Illinois municipalities of Chicago, East
St. Louis, Elgin, Moline, Oregon, Rockford, Rock Island,
and Warsaw.

In step with these developments, librarian Melvil
Dewey in 1876 helped establish the American Library
Association (ALA), helped found the Library Journal, and
published the Dewey Decimal classification system. In
1887, Dewey established the nation’s first library school at
New York’s Columbia University. In 1896, the Illinois
Library Association (ILA) was established.

As the twentieth century dawned, public libraries in
the United States began to benefit handsomely from the
philanthropy of steel tycoon Andrew Carnegie, whose

charitable foundations eventually built about 1,700
libraries. Carnegie libraries were built in communities
that agreed to provide land for building a library and to
contribute some funding on an ongoing basis. By the
1920s, public libraries were widespread throughout the
United States, with publicly funded institutions in most
towns of any size.

An important trend beginning in the mid-twentieth
century has been involvement by the federal government
in public libraries. Since the 1950s, Congress has allocated
funding for rural library extensions, library construction,
expansion of school libraries, provision of services for
people with disabilities, and Internet connectivity, among
other services.

In the last half-century, technology-driven develop-
ments have transformed public libraries in many ways.
The new technologies have led to nearly universal com-
puterization of card catalogs. Electronic and digital mate-
rials such as DVDs have enhanced library collections. In
all but the smallest library branches, Internet access for
patrons has become standard.

New services have posed new challenges. Internet con-
nectivity offers potential access by minors to Web sites
with inappropriate content, for example. Congress has
responded by tying libraries’ eligibility for certain federal
funds to installation of filtering software. (See Chapter 6,
“Intellectual Freedom,” for more information on
Congressional mandates codified in the Children’s
Internet Protection Act, or CIPA.) 

Today, some 9,000 administrative units in the United
States offer public library services in over 16,000 libraries,
including branches. Our state of Illinois has 637 public
libraries—796 if you count total branches and buildings.
These public libraries endeavor to serve their changing
communities in a variety of ways as they strive to main-
tain free and open access to information.

Congratulations.

You have completed your first step of orientation as a
library trustee. The remainder of this chapter is primarily
for your board member colleagues or the library director
who are responsible for further orientation activities.
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Trustee Service by Type of Administrative Unit

Type Trustees Appointed/Elected Term of Service 

City 9, appointed by mayor 3 years 

Village/town/township 7, elected 4 or 6 years 

Village with commission government 6, appointed by village council 6 years 

District 7, elected 4 or 6 years



Planning Orientation 
for a New Trustee 
The preceding part of this chapter provides background
material that will help new library trustees put into context
the duties they are about to assume. Have inductees read
the material as part of their overall orientation activities.

Your library board should have a well-defined, written
orientation plan in place. If it does not, suggest that the
board establish a committee to draw up such a plan.

The following sections provide guidelines for orienta-
tion of new library trustees. The first section outlines ori-
entation activities. The second lists materials that the
board or library director should provide to new trustees.

Orientation Activities 
The board president, or her/his designate from the board,
will make the initial contact with the new trustee to
schedule orientation sessions. First and foremost should
be a get-acquainted tour of the library with library staff.
The library director or a management level staff person
should conduct the tour, providing a “big-picture”
overview of collections, services, and general policies. The
director should introduce available staff members,
explaining their duties.

The board president or her/his designate will then
schedule an appointment with the inductee for an intro-
duction to the business of the board, including bylaws;
ethics; meeting times and formats; recent decisions and
accomplishments; future plans and goals; and budgets.

Orientation for the incoming trustee might well extend
into the next scheduled board meeting. For example, the
board president might conduct business at a slower pace,
encourage experienced board members to describe
accomplishments of the past year, and allow time in the
meeting for the new member to ask questions (no meet-
ings after adjournment, even if informal, if a quorum is
present).

Orientation Activities Summarized… 

� Activities conducted by the board president:
� initial contact with inductee to schedule orientation 
� introduction of the bylaws and other business of

the board 
� review of duties of the board and of the director 
� presentation of budget and other financial 

information 
� planning the agenda of the next scheduled board

meeting so as to accommodate the information needs
of the new member (if feasible and appropriate) 

� Activities conducted by the director:
� tour of library facilities 
� introduction of library staff members

Orientation Materials 
Eventually, new trustees will need to master the wide
range of information relevant to governing the public
library. Because the volume of such information is neces-
sarily large, it is useful to focus on a smaller subset of
such materials during the initial orientation. Following is
a suggested list of materials for new trustees. High-focus
items for orientation appear in bold type.

Orientation Materials List… 

� Library mission statement
� List of board members and the director, including

address, telephone number, and 
e-mail addresses 
� Indicate terms of office and identify officers.

� Calendar of board meetings and library 
holidays 

� Organization chart of library staff
� Illinois Library Association Trustee Facts File (the 

publication you are reading) 
� Have inductee read Chapter 1 and the first part of

Chapter 2 (this chapter) initially.
� Draw attention to subsequent sections of the

Trustee Facts File, as appropriate.
� Board of Trustees bylaws (reference the Trustee Facts

File, Chapter 3) 
� Library policy manual (reference the Trustee Facts File,

Chapter 5) 
� Budget for current and previous year (reference the

Trustee Facts File, Chapter 10) 
� Annual report, most recent available 
� Monthly reports, most recent available 
� financial report: dispersal of monies 
� statistical report: volume of circulation, etc.

� Minutes from recent board meetings (reference the
Trustee Facts File, Chapter 3) 

� Illinois Library Laws & Regulations (copyright 2004) 
� Serving Our Public: Standards for Illinois Public

Libraries, Revised Edition (copyright 1997 and 2001) 
(Go online to the Illinois State Library Administrative
Ready Reference Menu
http://www.cyberdriveillinois.com/departments/library
/what_we_have/readyref/index.htm: select Serving
Our Public.) 

� The latest edition of the ILA Reporter, which can be
obtained online from www.ila.org/pub/reporter.htm 

� Information about the Illinois State Library, regional
library systems, and their relationships to local
libraries 

� Contact information, including Web site addresses, for
the American Library Association (ALA), Illinois
Library Association (ILA), and Illinois State Library
(See Appendix G, “Selected Resources.”) 
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� Local library history, if available
� Append to the general history of U.S. public

libraries in the first part of this chapter.
� Promotional materials—for example, the latest issue of

the library newsletter or newspaper articles about the
library and its services (reference the Trustee Facts File,
Chapter 13)

Resources
Hughes, Sandra R., Berit M. Lakey, and Marla J.

Bobowick. The Board Building Cycle: Nine Steps to
Finding, Recruiting, and Engaging Nonprofit Board
Members. Washington, D.C.: Board Source, 2000.

Kurtz, Daniel L. Board Liability: Guide for Nonprofit
Directors. Mt. Kisco, N.Y.: Moyer Bell Limited, 1988.

Short, Jack. Library Trustee Guidelines. Avon, Conn.:
Consultant Publications, 1994.

Sturgis, Alice. The Standard Code of Parliamentary
Procedure, fourth ed. New York: McGraw-Hill, 2001.

Wright, George B. Beyond Nominating: A Guide to
Gaining and Sustaining Successful Not-For-Profit
Boards. Portland, Ore.: C3 Publications, 1996.

Young, Virginia. The Library Trustee: A Practical
Guidebook, fifth edition. New York: Bowker, 1995.
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In Chapter 1, you became acquainted with duties of library boards collectively as
well as duties of individual trustees. This chapter focuses on the board’s collective
responsibilities and the organizational means available to execute those responsi-
bilities. Before proceeding further, you might want to review in Chapter 1 the
section entitled “The Board of Trustees.”

Library Board Bylaws 
Every library board should establish bylaws, a set of rules that define the struc-
ture and function of the board and its operational procedures. The bylaws
should be recorded in clear, unambiguous language. Board trustees should
review bylaws annually and amend them as necessary. The bylaws of a public
library board in Illinois must not conflict with federal or state laws.

The following list summarizes topics that the bylaws should address.

Contents of Bylaws… 

� The name of the board 
� The constituency served by the library and its board 
� The composition of the board 
� Procedure for election or appointment of board trustees 
� Terms of board trustees 
� Procedure for filling an unexpired trustee term 
� The schedule (frequency) of board meetings 
� Procedure for calling special meetings of the board 
� Specification of a quorum 

A quorum is the minimum number of people who must be present in order for
a deliberative body to transact business. There is no set quorum for library
boards; each board establishes its own definition of a quorum in its bylaws. For
example, a 7-member board may specify 4 as its quorum; so the trustees may
transact business at a board meeting if 4 or more members are present.

� Summary of duties and powers of board officers 
� Identification and description of standing committees 
� Procedure for setting up special (ad hoc) committees 
� Order of business for board meetings 
� Rules of conduct for board meetings, such as Robert’s Rules of Order
� Procedure for amending the bylaws

To view a sample set of library board bylaws, go online to the Illinois State
Library Administrative Ready Reference Menu,
http://www.cyberdriveillinois.com/departments/library/what_we_have/readyref/
index.htm: select Policy Model; select Bylaws of the XYZ Public Library.

Chapter 3 

BOARD ORGANIZATION 



Board Meetings and the 
Open Meetings Act 
The Illinois Open Meetings Act (5 ILCS 120) specifies that
public bodies in the state of Illinois exist “to aid in the
conduct of the people’s business and that the people have
a right to be informed as to the conduct of their busi-
ness.” The law mandates that deliberations and actions of
public bodies be conducted in public, and that citizens be
given advance notice of and the right to attend such
meetings. The law defines a “meeting” as “any gathering of
a majority of a quorum of the members of a public body
held for the purpose of discussing public business.”

Under state statutes, a library board is a “public body.”
Therefore, board meetings and board committee meetings
must be open to the public and conducted on days con-
venient to the public. It would not be proper, for example,
to schedule a board meeting on a federal holiday.

To conform to the requirements of the Open Meetings
Act, library boards should publicize the schedule and
location of regular meetings at the beginning of each cal-
endar or fiscal year. The media may request a schedule as
well. Boards should post the agenda for each meeting in a
public area of the library 48 hours in advance of the
meeting time.

When conducting an open meeting, make sure that
library doors are unlocked. Let members of the public in!

Closed (“Executive”) Sessions 
A library board in the state of Illinois may meet in a
closed, or executive, session if such a meeting is approved
by “a majority vote of a quorum present” during a meet-
ing that is open to the public. The closed session should
be listed on the meeting’s agenda.

The board may schedule a closed session, for example,
to consider any of the following matters: (1) negotiation
for the acquisition of real estate, (2) the possible hiring of
an individual, or (3) salaries of classes of employees. See
the text of the law—5 ILCS 120/2 (c)—for more exceptions
to open meetings. Information discussed in a closed session
is to remain confidential until/unless the matter is revealed
or acted upon in open session by the board.

A codicil to the Open Meetings Act that came into
legal force on Jan. 1, 2004, requires library boards to make
an audio or video recording of any closed meeting and to
archive that recording appropriately.

Officers of the Board 
As stated previously, bylaws should clearly identify officer
positions of the board and define the duties of each office.
Most library boards require four officer positions, those
of president (chairperson), vice-president, secretary,
and treasurer.

President (Chairperson) 

The president, working closely with the library director,
prepares agendas for board meetings for distribution to
participants in advance of each meeting. The president
presides at board meetings, serving as discussion leader,
and appoints committee members. He or she signs official
documents and may under instruction from the board
represent the library at public meetings and gatherings.
When the board president speaks on behalf of the library,
he or she must reflect the adopted positions of the board,
not personal views. As a single member of the board, he
or she has one vote.

Vice-President (Vice-Chairperson) 

The vice-president presides at board meetings in the
absence of the president and performs such other duties
as are assigned.

Secretary 

The secretary records the proceedings of meetings, then
prepares written minutes and issues them to trustees in
advance of the next meeting. After the minutes of a past
meeting are approved, the secretary prepares a permanent
and correct copy for the archives of the library. The
preparation of the minutes may be assigned to staff, but if
delegated, the process is completed with the oversight of
the board secretary. The Illinois Open Meetings Act man-
dates that minutes of all board meetings—including
closed (or executive) sessions—must be prepared and
archived. The minutes of open sessions should be kept in
a secure but accessible location in the library and made
available to the public upon request. Twice a year boards
must consider whether to open minutes of individual
closed sessions or keep them closed.

Treasurer 

The treasurer’s role typically depends on the size of the
library. In smaller communities, the treasurer may handle
funds, keep books, and prepare reports on the general
finances of the library. In larger libraries, the treasurer is a
legal officer named to assure that the financial operations
of the library are handled properly, including oversight of
annual audits. The board treasurer should prepare or
assist in the preparation of annual budgets and chair the
finance committee. By law the treasurer is bonded in an
amount not less than 50 percent of the total funds
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To ensure the legality of all board meetings,
discussions, and communications, trustees should
become familiar with the requirements of the Open
Meetings Act.



received by the library in the last fiscal year for all
libraries except those municipalities over 500,000 in pop-
ulation (75 ILCS 5/4-9 and 75 ILCS 16/30-35e).

Committees 
Most library boards delegate detail work to committees

to save the time of the full board. Such committees pre-
pare recommendations for the board’s decision, but do
not make those decisions on their own. If lengthy or com-
plex, committee reports should be submitted in writing in
advance of a board meeting.

Standing committees generally deal with ongoing and
long-range concerns of the board, such as facility mainte-
nance, finance, personnel, public relations, and fund rais-
ing. Special or ad hoc committees are created to deal with
short-term or one-time tasks.

Committees are subject to the Illinois Open Meetings
Act; therefore, their meetings should be conducted in
public with appropriate advance public notice, and min-
utes of meetings must be recorded and archived.

Agendas 
When not well planned, meetings tend to digress and

waste participants’ time. The board president should
develop a meeting agenda and distribute it in a timely
fashion before each board meeting. The following is a
sample agenda.

A Sample Agenda… 

� Call to order; recording of attendance; determination
of quorum 

� Review of minutes from previous meeting; call for cor-
rections or additions; motion to accept minutes 

� Treasurer’s report/authorization for the payment of
invoices 

� Library Director’s report 
� Board President’s report 
� Committee reports 
� Unfinished business 
� New business 
� Closed Session (best to keep on the agenda perma-

nently so the session is always in order if needed) 
� Items for the next agenda 
� Announcements 
� Adjournment, with announcement of date, time, and

place of next meeting

Resources 
Chait, Richard P. Board Source, Governance Series

Booklets, #8: How to Help Your Board Govern More
and Manage Less, revised edition. Washington, D.C.:
Board Source, 2003.

Chait, Richard, Thomas P. Holland, and Barbara E.
Taylor. Improving the Performance of Governing
Boards. Phoenix, Ariz.: Oryx Press, 1996.

Dambach, Charles F. Board Source, Governance Series
Booklets, #3: Structures and Practices of Nonprofit
Boards. Washington, D.C.: Board Source, 2003.

Flynn, Outi. Meet Smarter: A Guide to Better Nonprofit
Board Meetings. Washington, D.C.: Board Source,
2003.

Tesdahl, D. Benson. The Nonprofit Board’s Guide to
Bylaws: Creating a Framework for Effective
Governance. Washington, D.C.: Board Source, 2003.
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Legal status of library trustees 
As a library trustee, you have become a member of a public body—the board of
trustees of a public library. In Illinois law, a public body is defined as a legisla-
tive, executive, administrative, or advisory body that expends tax revenue (5
ILCS 120).

As a public servant, you enact the role of a fiduciary—that is, a person who
holds something in trust for others. A public library is a community asset that
you and the other board members, in your fiduciary role, hold in trust for the
public. Violations of that trust could result in legal consequences for you and
other trustees. Such violations might include active errors, as for example,
exceeding legal authority; or passive errors, as in failing to meet responsibilities
to provide a safe, accessible library environment.

Illinois law endows library trustees with specific powers and duties. The
Illinois Local Library Act (75 ILCS 5/4) and the Public Library District Act of
1991 (75 ILCS 16/30) summarize powers of library boards of trustees.

At minimum, a library board of trustees holds the following legal obligations:

A Library Board’s Basic Legal Obligations… 

� To organize the board with written bylaws and elected officers 
� To meet regularly in conformance with the Illinois Open Meetings Law (See

Chapter 3, “Board Organization.”) 
� To provide written minutes of every meeting of the board and its committees

and to archive the minutes after approval by the board 
� To prepare and maintain audio or video recordings of closed (executive) ses-

sions of the board 
� To provide bonding of the treasurer or other person designated by the board

to receive and disperse funds 
� To submit an annual report to the host municipality, i.e., village, township, or

city (for local libraries only; does not apply to district libraries) 
� To submit an online annual report in compliance with the requirements of

the Illinois State Library 
� To conduct all library business in accordance with federal, state, and local

laws

Chapter 4
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Trustees should become familiar with the following
laws and be certain to meet their requirements:
� Americans with Disabilities Act (ADA) 
� Fair Labor Standards Act (FLSA) 
� Minumum wage 
� Prevailing wage 
� Family Medical Leave Act (FMLA) 
� Health Insurance Portability and Accountability Act of

1996 (HIPPA) 
� Drug-free workplace

Trustees and the library director should work with their
regional library system, the Illinois State Library, and ILA
to monitor new laws or revisions to existing acts.

Risks of Liability for Library Trustees 
A library board of trustees has legal status similar to that
of a corporation: it can enter into contracts and take title
to property under a specific legal name, such as “The
Board of Library Trustees of (name of governmental
unit).” Like other corporations, the library board can
sue—and it can be sued.

So long as a trustee is operating within the lawful
authority of his/her position, a trustee will not be held
personally liable for his/her actions. However, there is no
way to prevent someone from individually initiating a suit
against a trustee. For that reason, library boards typically
purchase insurance against liabilities related to the public
library, and Illinois law specifically authorizes library
boards to purchase such insurance. Insurance companies
offer policies specifically tailored to protecting public offi-
cials. Such policies may be called “directors and officers
liability” insurance or “errors and omissions” insurance.

For a sample policy to insure library trustees and staff
against liability, go online to the Illinois State Library
Administrative Ready Reference Menu, http://www.
cyberdriveillinois.com/departments/library/what_we_
have/readyref/index.htm: select Policy Model; select
Financial Policies; select Indemnification & Insurance.

Liability may result from injury or harm that a person
receives while on library property. If a library patron falls
on a slippery floor and breaks an arm, for example, that
person might have legal ground to sue the library board
for damages. Liability may also result from malfeasance
committed by one or more library trustees, in gross viola-
tion of trustee fiduciary responsibility. The section of this
chapter entitled “Ways to Minimize Risks of Liability” will
help you understand how to carry out your board respon-
sibilities properly so as to minimize legal risks.

Trustees may be held liable for actions committed by
staff employees. For example, if a staff member destroys
library records in violation of Illinois statutes mandating
retention of such records, the board could be held legally

liable. The same might be true if a staff member commits a
discriminatory act against a patron. For these reasons, a
library board should carefully and in good faith exercise its
responsibility in hiring a library director who understands
the legal implications of library administration.

Conflict of Interest: An
Invitation to Liability 
A situation known as conflict of interest arises if any
library trustee or trustee relative or associate receives any
gain, tangible or intangible, in the course of the trustee’s
service on the library board. Conflict of interest is one of
the most serious forms of public malfeasance, and it may
be prosecuted criminally. Liability may well extend to
board members other than the perpetrator, if there is any
appearance of collusion or even passive tolerance.

The following are examples of situations in which
there is a conflict of interest.

EXAMPLE: The library board enters into a contract with a
company that will provide a service to the library; a trustee
on the board is a relative of the company president.

EXAMPLE: A library trustee accepts a gift from a person
or entity that could have an interest in the conduct of
library board business.

EXAMPLE: The board hires one of its trustee members,
an attorney, to provide legal counsel.

EXAMPLE: The board purchases a lot for library con-
struction from a real estate company with which a trustee
is associated.

Ways To Minimize Risks 
of Liability 
Collectively, the board of trustees can conduct its business
in such a way as to minimize risks of liability. The follow-
ing lists summarize steps trustees can take to minimize
risks of liability as a board and as individuals.

How The Board Can Minimize Risks of
Liability… 

� Comply with all provisions of the Illinois Open
Meetings Law (5 ILCS 120) to ensure that all meetings,
records, and communications meet statutory require-
ments.

� Comply with the state Officials and Employee Ethics
Act (Public acts 93-615 and 93-617), which requires
the adoption of an ordinance or resolution regulating
political activities and solicitation and acceptance of
gifts by library officers and employees.

� Rigorously avoid any conflict of interest, even the
appearance of such.
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� Ensure that the library is operated in a safe manner.
Maintain physical facilities properly. (See Chapter 9,
“Facilities.”) 

� Hire a qualified library director and perform annual
evaluations that include a review of staff management.

� Carefully follow any procedures established by the
board for the avoidance of personal conflicts and the
reporting of ethical violations.

� If aware of a legal or ethical violation, contact the
appropriate executive or law enforcement agency.

� If unsure of any legal obligation, seek the advice of an
attorney, and when appropriate, consider seeking an
advisory opinion from the Illinois Attorney General’s
office.

� Establish legally defensible library policies. The follow-
ing are examples of policies that could be construed as
indefensible:
� The library imposes extreme penalties; for example,

a patron has library privileges revoked for a minor
infraction, such as bringing food or drink into a
posted off-limits area.

� The library engages in a practice that might be
viewed as discriminatory, such as enforcing policies
differently for identifiable groups (homeless visi-
tors, minority groups, etc.) 

� Post library rules and regulations openly.
� Review financial records regularly. Submit financial

records to annual audit, as provided for by law.
Libraries having annual revenues of less than $850,000
are not required by law to conduct audits. (See 50 ILCS
310.) However, providing for regular audits is highly
recommended.

� Conduct regular audits of meeting minutes. Such
audits ensure that these important records are com-
plete, accurate, and approved by appropriate signa-
ture(s). An audit of the secretary’s minutes is a
requirement of the district library’s annual report sent
to the state library.

� File all mandatory reports promptly.
� Ensure that all library policies and regulations con-

form to federal, state, and local laws.
� Retain services of an attorney to advise the board from

time to time on legal aspects of board business and
decisions.

� In board proceedings, follow standard rules, such as
Roberts Rules of Order.

� Establish library policies and practices to ensure that
public queries or complaints will be addressed
promptly.
� For example, if an individual or group within the

community protests availability of a particular mate-
rial, alleging that the material is offensive in some
way (for example, obscene), the board’s designated

representative will respond to the specific complaint.
The person so designated—the library director, for
example—should be able to mount an effective
response based upon codified library policies, law,
and public libraries’ commitment to freedom of
information.

� Review liability insurance coverage annually to deter-
mine whether it is adequate.

How You Can Minimize Your Risks of Liability… 

� Carefully avoid all possibilities of conflict of interest.
� If you suspect conflict of interest on the board, make a

written record of protest, such as a letter to the board
president. Committing your protest to writing may
protect you from liability.

� If an issue comes before the board for a vote and you
do not yet have the information you need to make a
decision, request a tabling of the issue or abstain from
voting.

� Review minutes to affirm that they accurately repre-
sent your statements and votes. It is especially impor-
tant that an accurate record of member voting be kept.

� Perform your trustee duties to the best of your ability
and in good faith.

� Actively seek information about new or changing laws
that will apply to the library.

� If unsure about legal issues, consult an attorney for
professional advice.

� Remember that the board operates as a team and not
as individuals. As individuals, board members have no
authority, except for that specifically delegated by the
board.

Resources 
Hopkins, Bruce R. Board Source, Governance Series

Booklets. #5: Legal Responsibilities of Nonprofit
Boards. Washington, D.C.: Board Source, 2003.

Illinois Library Laws and Regulations in Effect January
2004. Chicago: Illinois Library Association, 2004.

Minow, Mary and Thomas A. Lipinski. The Library’s
Legal Answer Book. Chicago: American Library
Association, 2003.

Rubin, Renee. Avoiding Liability Risk: An Attorney’s
Advice to Library Trustees and Others. Chicago:
American Library Trustee Association, 1994.

Torrans, Lee Ann. Law and Libraries: The Public
Library. Westport, Conn.: Libraries Unlimited, 2004.
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Like other public institutions, a library must endeavor to meet public expecta-
tions in a consistent, efficient way. A library with haphazard hours, a disorgan-
ized collection, and a confused staff would be of little use to the community.
The most important tools with which library trustees and staff provide effective
service to the community are written, codified policies. Because the public col-
lectively owns its public library, the library’s written collection of policies is
made available to all.

More specifically, a comprehensive set of well-defined, well-written policies is
important to a public library because it 
� guides trustees and library staff in carrying out their duties.
� helps ensure high-quality service to meet community needs.
� communicates privileges and duties regarding library use to the public.
� helps ensure fair treatment of all patrons and staff.
� helps ensure conformity to local, state, and federal laws.

An excellent source for policy models is available on the Illinois State Library Web
site: go online to the Illinois State Library Administrative Ready Reference Menu,
http://www.cyberdriveillinois.com/departments/library/what_we_have/readyref/
index.htm: select Policy Model.

Policies Versus Procedures 
A policy, as defined above, is a written principle for guiding trustees and staff in
providing the full range of library service to the community. A procedure is a
specification of the steps needed to carry out a specific task. The library board of
trustees develops, approves, and codifies all policies, based on input from the
library director or other staff. In most cases, effective boards delegate procedural
work to the library director and staff. Policies tend to be broad statements of
intent, while procedures deal with specifics—the “nuts and bolts.” The following
graphic summarizes the differences between policies and procedures.

Chapter 5 
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Summarizing Differences Between
Policy and Procedure

How the Board Makes and
Codifies Policies 
The crafting of a specific policy is usually prompted by a
specific problem or need. Often, the issue is brought to
the board’s attention by the library director or other staff
member—the people “on the front lines” of library
administration. The board discusses an appropriate policy
response, writes a policy draft, and revises the draft after
further discussion. The board or its appropriate commit-
tee also codifies new polices; that is, dates, numbers, and
files them appropriately. The following flowchart summa-
rizes the policymaking process.

Standards for Policies 
Policies can be crafted—and written—well or poorly.
Well-designed, well-written policies should 
� be stated unambiguously.
� be capable of being applied consistently and fairly.
� be reasonable and capable of being implemented.
� comply with local, state, and federal laws.
� reflect the library’s goals and objectives (its mission

statement).
The table on page 19 provides examples of “good” and

“bad” policies.

Codifying Policies 
Because policies should be easily identifiable, each policy
should acquire a unique identifier (number) upon board
approval. Another important piece of information is the
date of approval; identifier and date might be combined
in a single code. Most likely the board will assign to a
committee the task of managing policy codification.

All relevant policies should be collected in an easy-to-
update manual such as a ring binder. The policy manual
should have a table of contents and an index. Both of
these features will need to be updated regularly.

Every trustee and every library staff member should
receive a copy of the policy manual. In addition, the man-
ual must be made available to the public.

Illinois law requires that important public records be
retained by the library for a designated number of years.
Policy manuals are included in this category. Contact the
Illinois Local Records Commission for more information
and assistance. (Illinois State Archives Building,
Springfield, IL 62756; phone: (217) 782-7075)

Changing Policies 
It is not at all unusual for libraries to revise policies peri-
odically or even to discard them after a time. Types and
level of service change frequently, due to such factors as
rising or falling funding levels or changing community
needs.

Some changes in library service are driven by cultural or
technological developments. Consider how cultural atti-
tudes to gender and ethnicity have changed since the civil
rights movements of the 1950s, 1960s, and later. Recall the
changes technology has wrought in your lifetime.

For these reasons, it is vitally important that the library
board review policies on a regular basis. One policy your
library board will surely want to document is a statement
of how frequently it will review policy. Serving Our Public:
Standards for Illinois Public Libraries, Core Standard 6,
recommends reviewing policies at least every three years.
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Policy

Definition: Written statement to guide trustees and
staff in providing library service to the public

Example:The library’s Green Room shall be made
available for public use in one-hour blocks (renew-
able) on weekends.

Author: Board of Trustees

Procedure

Definition: Specification of the steps needed to
carry out a particular task 

Example:The library staff maintains a sign-in
book for weekend use of the Green Room and
tracks the usage.

Author: library director or other staff (typically)
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Loan period for books,
audiotapes

Patrons may borrow
books and audiotapes for
a period of three weeks or
two weeks.

Stated ambiguously. Patrons may borrow
books for three weeks.
Patrons may borrow
audiotapes for two weeks.

Loaned materials lost by
patrons

Patrons who lose loaned
materials may be asked to
pay for them.

Leaves room for inconsis-
tent application and
unequal treatment.

Patrons who lose loaned
materials will be charged
the cost of the materials.

Posting notices on a pub-
lic bulletin board

The board of trustees will
give or deny permission
for all postings on the
public bulletin board.

Implementation of the
policy is too specific for
the board’s involvement;
board properly establishes
the bulletin-board policy
but does not implement it.

The library will provide a
self-posting public bulletin
board; library staff will
regularly review postings
to remove obsolete items
or items that do not con-
form to board policies.

Responding to patron
challenges to particular
materials

Someone from the library
should respond promptly
to a patron challenge to
particular materials.

Not specific enough. In the case of a patron
challenge to particular
materials, the board will
designate a staff member
to contact the patron
within 24 hours to explain
the library’s policy and
procedures regarding
challenged materials.

Overdue fines The overdue fine for a
book is 5¢ per day; the
daily fine doubles every
seven days and continues
accruing.

Open to various interpre-
tations; no fine maximum
specified; policy may be
unfair and counterpro-
ductive to the return of
materials.

The overdue fine for a
book is 5¢ per day; the
fine continues accruing
until such time as it
exceeds the replacement
cost of the book. Patrons
will not be charged a fine
greater than replacement
cost.

Subject of Policy “Bad” Example Critique “Good” Example

“Good” and “Bad’ Library Policies



Areas Addressed by Specific
Policies 
The library board, in its policymaking role, must address
a wide range of issues. The following list highlights gen-
eral areas addressed by policies. The list is not intended to
be exhaustive; policies not mentioned here may be
addressed in the Administrative Ready Reference Web
page, cited in the opening section of this chapter.

Policy Areas… 
� A mission statement 
� Hours/days of library operation 
� Lending rules, including registration for borrowing

privileges 
� Development and management of the collection 
� Collection development policy establishes guide-

lines for collection of new materials with recogni-
tion of different formats, age levels, multiple copies,
and other factors. Guidelines must be issued for
how to “weed out” damaged or obsolete materials
from the collection. By law, the library board must
review the policy for selection of library materials at
least every two years (75 ILCS 5/4-7.2; 75 ILCS
16/30-60).

� Level of cooperation or interaction with other libraries
or systems 
� Public libraries participate in interlibrary loan and

reciprocal borrowing.
� Provision of specialized services 
� For example, libraries provide braille materials and

books on tape for visually impaired persons; they
may provide special ESL (English as a second lan-
guage) services for patrons not proficient in
English; or they may serve congregate living sites.
Each type of service may require policies to guide
operations.

� Provision of child-oriented services 
� Libraries may offer storytelling and other special

activities for young children that require special
policy considerations.

� Policies defining acceptable/unacceptable patron
behavior 
� Such policies should be reviewed by legal counsel

and include instructions for dealing with problem
behaviors.

� Purchasing and disposing of library materials and
other assets 

� Use of computers and the Internet 
� Public use of meeting rooms and display spaces 
� Acceptance and use of gifts and memorials 
� See Chapter 11, “Fundraising.”

� Public relations, including interaction with local media 
� See Chapter 12, “Advocacy,” and Chapter 13,

“Public Relations.”
� Human resources (personnel) 
� See Chapter 8, “Human Resources.”

� Continuing education for trustees and staff
� See Chapter 14, “Trustee Continuing Education.”

� Mechanism for responding to patron complaints 
� See Chapter 6, “Intellectual Freedom,” Chapter 12,

“Advocacy,” and Chapter 13, “Public Relations.”
� Whether/how to use volunteer services 
� Periodic review of all library policies 
� Solicitation by outside groups or individuals (such as

Girl Scouts selling cookies or petition gatherers) 
� Posting of non-library fliers and announcements

Resources
Baughman, James C. Policy Making for Public Library

Trustees. Englewood, Colo.: Libraries Unlimited,
Inc., 1993.

Illinois Library Association. Serving Our Public:
Standards for Illinois Public Libraries, revised ed.
Chicago: Illinois Library Association, 1997.

Nelson, Sandra and June Garcia. Creating Policies for
Results: From Chaos to Clarity. Chicago: American
Library Association, 2003.
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So proclaims the First Amendment to the United States Constitution, part of the
Bill of Rights—the group of ten amendments protecting personal liberties—
ratified in 1791 in the infancy of the United States of America. Since that time,
federal and state courts have invoked the First Amendment countless times in a
wide variety of situations and have extended freedom of speech and of the press
to a broader concept of freedom of information, the right of every citizen to
have unrestrained access to all kinds of information. This basic right is also
known as intellectual freedom. (A brief glossary of terms relevant to intellectual
freedom is appended at the end of this chapter.) At odds with these concepts of
freedom of speech, the press, and access to information is the concept that one
person or a group of persons may, under certain conditions, deprive access of
others to various information. This idea is known as censorship.

Library Trusteeship and Censorship 
Public libraries fulfill a unique role in the preservation of our constitutionally
grounded democracy. They provide an environment in which all people can
explore ideas and pursue knowledge without any government-imposed restric-
tions or restraints. The existence of such a resource attests to our collective belief
that ordinary citizens, relying on their own critical judgment, can and should
make their own choices and value judgments.

As a library trustee, you are committed to freedom of information by the
oath of office that you took. Steadfastly upholding this freedom is sometimes
challenging. You must freely tolerate ideas that may offend your sensibilities or
contradict your personal beliefs. You may even be called upon to defend public
access to such information. The willingness to do so is the ultimate test of your
commitment as a library trustee.

The Selection Policy 
Commitment to the principle of unfettered access to information imposes on
library trustees and staff the responsibility of choosing materials in as open and
unbiased manner as possible. The board of trustees is responsible for shaping a
materials selection policy. This policy should include, at minimum, a clear state-
ment of intellectual freedom and delegation of actual selection tasks to the
library director or other staff.

Chapter 6
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In preparing a library materials selection policy, trustees
might refer to the following American Library Association
(ALA) statements on intellectual freedom (copies of these
documents will be found in the Appendices section of the
document you are now reading):
� ALA Library Bill of Rights
� ALA Freedom to Read
� Freedom to View Statement 

Having a clear written statement of selection principles
is a well-grounded first step in dealing with challenges to
library materials.

Why Challenges Occur 
Public libraries are repositories of our culture—the good
and the bad. In our free society, forces contend and contro-
versies arise. It is not surprising that the public library some-
times becomes a focus for a clash of philosophies and
ideologies. People’s motivations for opposing censorship
may be well intentioned, but the fact remains that censors
try to limit the freedom of others to choose what they read,
see, or hear. Most censors’ objections concern sex, profanity,
and racism, and most involve concerns about children’s
exposure to material in these categories. While the intent to
protect children is commendable, censorship itself contains
hazards far greater that the “evil” against which the protec-
tion is leveled. U.S. Supreme Court Justice William Brennan,
in Texas v. Johnson, said, “If there is a bedrock principle
underlying the First Amendment, it is the Government may
not prohibit the expression of an idea simply because society
finds the idea itself offensive or disagreeable.” Individuals
may restrict what they themselves or their children read, but
they must not call on governmental or public agencies to
prevent others from reading or seeing that material.

A Policy to Handle Challenges 
It is critically important for library administration to have
on hand a written policy for responding to challenges. That
policy should document a two-phase response to challenges:
the first, by staff, most likely the library director; and the
second, an appeal (if desired) to the board of trustees.

Adhering to such a policy ensures that the complaint
will be heard, understood, and registered properly; that
library representatives will have a satisfactory forum for
responding to the challenge; and that complainants will
emerge from the challenge process convinced that they
have been taken seriously—even if the final decision goes
against them.

A sample policy for responding to materials challenges
is outlined here. Trustees and staff should receive training
in the policy to ensure that all are prepared to handle a
challenge if one should come.

Policy for Responding to a Challenge…

Phase 1: Library director or other staff responds 

� When an individual complains verbally about a mate-
rial to a staff member, the staff member directs the
complainant to a senior staff member who has been
trained to respond to a “Request for Reconsideration”
of specific material in the library’s collection. The
patron should be invited to discuss his/her concerns in
a nonpublic area and be thanked for taking time and
effort to share them with library staff. At the end of the
meeting, the staff member should request that the
complainant submit his/her concerns in writing and
explain why it is important for library personnel to
have a written record of them. Copies of the chal-
lenged material remain available to the public during
the review process.

� The library director or other designated staff member
responds to the complaint within the specified span of
time and communicates a decision on the challenged
material. Though the response may be either verbal or
written, as appropriate, the staff member should make
a written record of the response to file permanently
with the submitted written complaint.

Phase 2: Appeal to the board of trustees 

� Members of the public must have recourse to a hearing
before the board of trustees if they are not satisfied
with the decision rendered by the library director or
other staff member. The board or its designated com-
mittee should invite the complainant to appear at an
open meeting to express his or her concern.

� Within a specified time period after the hearing in an
open meeting, the board renders its decision, in writ-
ing, to the complainant. The board’s decision is final.

Most critically, all library representatives—staff or
trustees—must treat the complainant with utmost respect and
politeness. The interaction should be regarded as an occasion
for exchange of ideas and an educational opportunity.

Access to the Internet 
The medium of the Internet is truly a “brave new world”
of mass media. Anyone who doubts its power as a com-
munications medium should consider that many of the
biggest news stories in our time filter through the Internet
before they hit many of the more traditional media.

As powerful a presence as it is, the Internet has often
been characterized as an electronic “Wild West.” Any indi-
vidual or entity may freely post a Web site to broadcast
any conceivable message, verbal or visual.
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For public libraries, the Internet poses a special chal-
lenge. Unlike books and audio and video recordings,
which are professionally published and reviewed, the
Internet bypasses all professional principles of selection.
The medium places the burden—or opportunity—of
selection entirely on users.

Many parents and other child advocates have expressed
concerns that the Internet affords access to material
deemed unsuitable or harmful for children. They cite Web
sites that are pornographic in nature or sites that promote
hatred and violence. Some of these concerned individuals
and associations advocate imposing varying degrees of
censorship on Internet use by minors in public libraries.

The ALA, while fully sharing concerns for the welfare
of children, opposes any such moves toward Internet cen-
sorship. The ALA’s position is clearly expressed in the
publication, Libraries and the Internet Toolkit. To obtain
an electronic copy of this publication, go online to the
ALA Office for Intellectual Freedom,
http://www.ala.org/alaorg/oif, and select Intellectual
Freedom Toolkits. The publication also contains useful
guidelines for Internet use addressed to parents, children,
and other public library users.

The Illinois Library Association (ILA) asserts that
Internet policy is appropriately developed at the level of
the local library rather than at the state or federal level.
The ILA’s position is clearly expressed in the publication,
The Internet & Our Children: A Community Partnership.
To obtain an electronic copy of this publication, go online
to the ILA Web site, http://ww.ila.org/advocacy/
internet.htm.

Filtering Software 
As Internet use has mushroomed and the World Wide
Web has expanded exponentially, the amount of informa-
tion instantly available to users has exploded. The
Internet is an electronic network that provides a world-
wide “information highway.” The World Wide Web, also
called “the Web,” is an Internet-based software structure
for hosting Web sites, the “containers” that present infor-
mation to Web users.

Users find Web sites corresponding to their needs or
interests by using software programs called search
engines. Without the services provided by search engines,
users would be overwhelmed by an avalanche of unsorted
information.

Meanwhile, some telecommunications companies and
software manufacturers, responding to a perceived need
in the marketplace, have developed filtering software pro-
grams. While search engines separate the relevant from
the irrelevant, filtering software programs block Web sites
considered “objectionable” according to the manufac-
turer’s own, often undisclosed, criteria.

Companies use filtering software to control what their
employees access on the Internet. Parents often use filter-
ing software to limit what their children can access at
home.

Filtering software has limitations, however. The soft-
ware programs are not intelligent enough to evaluate
every context in which information is embedded. For
example, a filtering program may block the source Web
sites for these titles, based on identification of the letter
clusters s-e-x and n-u-d-i:

Congress Subpoenas Ex-Secretary 
Photos of Nudibranch Specimens, Also Known

as Sea Slugs 

On the other hand, purveyors of pornography or other
objectionable material on the Web quickly adapt and
defend against filtering techniques—such that even with
filtering software, some of the objectionable material gets
through. Filtering software may over time become more
discriminating and effective, but it is unlikely ever to be
foolproof.

Children’s Internet Protection Act
(CIPA)
The debate about children’s access to the Internet entered
the political arena by the late 1990s. In 2000, Congress
passed, and President Bill Clinton signed, the Children’s
Internet Protection Act (CIPA).

CIPA ties public libraries’ federal grants for telecom-
munications and Internet funding to implementation of
filtering software on all their Internet-enabled computers,
with the intent of protecting minors from objectionable
Internet-based material. The so-called e-rate program,
funded by a federal tax on phone companies (which is
passed on to customers of those companies), provides
substantial grants to public libraries to enable them to
provide Internet service and other technology-based serv-
ices to patrons. Many public libraries, especially those in
rural or disadvantaged areas, depend primarily on this e-
rate funding to provide such services.

A lawsuit contested CIPA’s constitutionality in the fed-
eral courts, and the U.S. Supreme Court ultimately took
up the issue. The high court ruled in June 2003 that CIPA
is constitutional, but only if adult patrons in public
libraries can have filtering software disabled promptly
upon their making such a request. This narrow ruling left
open the door for further challenges to CIPA.

What Does It All Mean for Us? 
As of the publication date of this document in 2004, CIPA
is the law of the land. To ensure eligibility for e-rate fund-
ing, public libraries must therefore implement filtering
software on their Internet-enabled computers. Some
library boards have determined that the amount of e-rate
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money for which they qualify is not sufficient to warrant
filtered access to the Internet on all library work stations.

In general, the law requires that the public library craft
and write a general policy on use of the Internet. A model
of such a policy is available at the State Library’s
Administrative Ready Reference Menu. Go online to
http://www.cyberdriveillinois.com/departments/library/w
hat_we_have/readyref/index.htm: select Policy Model.
Then select Patron Service Models; select Public Access
to Electronic Information Networks.

Patrons’ Right to Privacy 
Along with intellectual freedom, states and localities have
long upheld library patrons’ right to privacy. Specifically,
individuals who access information in public libraries are
held to have the right to keep private all records concerning
such access.

Law enforcement officials may legally gain access to
library records in either of two ways: by executing a court-
issued subpoena, or by obtaining a search warrant from a
judge. With implementation of the USA Patriot Act, passed
by Congress in the wake of the September 11, 2001, terror-
ist attacks on the United States, the likelihood of library
staff being presented with a search warrant has increased.
Provisions of the act lower the threshold of probable cause
in the issuance of a search warrant in cases where national
security may be involved. Hypothetically, law enforcement
officials might wish to access library records of an individ-
ual believed to have sought information about making
explosives, for example.

Presentation of a search warrant to library staff
demands a prompt, orderly response. Legally, authorities
have the right to execute a search warrant without delay.
However, library and legal experts advise library staff to
request a brief delay and immediately seek legal counsel
from the library’s attorney. At the very least, the attorney
should be able to validate the warrant’s legality—that it is
properly filled out and signed by a judge or magistrate. If
the warrant is not properly prepared and signed, it may
well not have legal force.

Ideally, the library administration (trustees and library
director) will have the opportunity to develop a policy for
responding to requests for information from law enforce-
ment authorities before such time as a search warrant
may be presented. ALA and other library advocates
strongly advise public library administrators to develop
such policies and train staff to implement them. An
example of such a policy is available online through
LLRX.com, a free Web journal that provides information
for administrative professionals including library profes-
sionals. To access this useful resource, go online to
http://www.llrx.com/features/draftsearch.htm.

Resources 
The American Library Association maintains a broad pro-
gram for the promotion and defense of intellectual free-
dom. The ALA Intellectual Freedom Committee
recommends policy to the ALA Council and sponsors
educational programs.

The ALA Office for Intellectual Freedom (OIF) imple-
ments policy concerning the concept of intellectual free-
dom as embodied in the Library Bill of Rights. The OIF
provides advice and consultation to individuals and
libraries in the throes of potential or actual censorship
controversies. The office provides reviews and informa-
tion about the author of the challenged materials, applica-
ble ALA policies, advice about the implementation of
reconsideration policies, and other counsel specific to the
situation at hand.

If needed, the OIF will provide a written position
statement defending the principles of intellectual freedom
in materials selection. As requested, the OIF provides the
names of persons available to offer testimony or support
before library boards. The options chosen are always the
prerogative of the individual requesting assistance. The
office maintains an active Web site (www.ala.org/oif) with
many practical materials and suggestions to help cope
with challenges.

The Freedom to Read Foundation (www.ftrf.org/) was
incorporated as a separate organization in 1969 by ALA to
act as its legal defense arm for intellectual freedom in
libraries. The foundation’s work has been divided into
two primary activities: 1) the allocation and disbursement
of grants to individuals and groups primarily for the pur-
pose of aiding them in litigation; and 2) direct participa-
tion in litigation dealing with freedom of speech and of
the press.

The Illinois Library Association has an Intellectual
Freedom Committee, which also provides support to
those facing potential or actual censorship controversies.
The committee is also charged with working with other
organizations to build a state coalition in defense of intel-
lectual and academic freedom. The current chair and
committee members are listed on the ILA Web site
(www.ila.org).

Specific Titles 
� Doyle, Robert P. Banned Books. Chicago: American

Library Association, 2004.
� ________. The Internet and Our Children: A

Community Partnership. Chicago: Illinois Library
Association, 2000. (Published in the ILA Reporter and
available at http://www.ila.org/advocacy/internet.htm.) 

� ________. Privacy & Confidentiality in Libraries.
Chicago: Illinois Library Association and the American
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Library Association, 2002. (Published in the ILA
Reporter and available at http://www.ila.org/ 
advocacy/privacy.htm.) 

� Office for Intellectual Freedom. Intellectual Freedom
Manual, sixth ed. Chicago: American Library
Association, 2002.

� Peck, Robert S. Libraries, the First Amendment, and
Cyberspace: What You Need to Know. Chicago:
American Library Association, 1999.

Intellectual Freedom Terms 
Intellectual freedom is the right of every individual to
both seek and receive information from all points of view
without restriction. It provides for free access to all
expressions of ideas through which any and all sides of a
question, cause, or movement may be explored.
Intellectual freedom encompasses the freedom to hold,
receive, and disseminate ideas

At the 1986 American Library Association (ALA)
Annual Conference, the ALA Intellectual Freedom
Committee adopted the following operative definitions of
some terms frequently used to describe the various levels
of incidents that may or may not lead to censorship.
Censorship: A change in the access status of material,

made by a governing authority or its representatives.
Such changes include: exclusion, restriction, removal,
or age/grade level changes.

Expression of Concern: An inquiry that has judgmental
overtones.

Oral Complaint: An oral challenge to the presence and/or
appropriateness of the material in question.

Public Attack: A publicly disseminated statement chal-
lenging the value of the material, presented to the
media and/or others outside the institutional organiza-
tion in order to gain public support for further action.

Written Complaint: A formal, written complaint filed with
the institution (library, school, etc.) challenging the
presence and/or appropriateness of specific material.

The following definitions are from: Peck, Robert S.
Libraries, the First Amendment, and Cyberspace: What You
Need to Know. Chicago: American Library Association,
1999.
Child Pornography: Special category of sexual material

that the U.S. Supreme Court has said can be prohibited
in the interest of preventing commerce in the abusive
use of children as subjects of pornography.

Fighting Words: Those words “which by their very utter-
ance inflict injury or tend to incite an immediate
breach of the peace.” Such words must be uttered as a
direct personal insult in a face-to-face confrontation
and are calculated or highly likely to result in an
immediate violent physical reaction.

Hate Speech: This category of “speech” receives consider-
able constitutional protection because the government
cannot prescribe which thoughts we can think or
which political philosophies we can advocate. The U.S.
Supreme Court has said that the “fighting words doc-
trine” is not a tool to cleanse public debate or regulate
words that give offense.

Libel: A written libel or an oral slander defames an indi-
vidual and has the effect of ruining that person’s repu-
tation, standing in the community, or ability to
associate with others. Because of the adverse economic
consequences that false accusations can have, the
courts can award damages to compensate an individual
injured by those false accusations. By contrast, truthful
yet harmful accusations incur no similar damage and
are not actionable.

Nudity: Obscenity and nudity are not synonymous.
Although obscene materials, which is a very narrow
category of hardcore sexual acts that have a tendency
to excite lustful thoughts, can be illegal, a law that pro-
hibited the circulation or exposure of materials that
contained nudity would not be constitutional. In fact,
in 1975, the U.S. Supreme Court struck down a law
that banned nudity in movies shown in drive-in the-
aters when the screen was visible from the street.

Obscenity: To be obscene, a court or jury must determine
that 1) the average person, applying contemporary
community standards, would find that the work, taken
as a whole, appeals to the prurient interest; 2) the work
depicts or describes, in a patently offensive way, sexual
conduct specifically defined by the applicable law;
3) the work, taken as a whole, lacks serious literary,
artistic, political, or scientific value.

Pornography: In legal terms, obscenity and pornography
are not synonyms. Pornography is a form of protected
speech. The U.S. Supreme Court has recognized that
erotic messages are within the First Amendment’s pro-
tections. The court’s obscenity decisions comprehend
that sex is a subject in well-regarded literature and art
and a mysterious force that commands great human
attention. It therefore decided that society’s concerns
about obscenity should not be a vehicle to interfere
with serious artistic or scientific endeavors.
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Planning is part of most our daily activities. We make a list before visiting the
grocery store. We cluster errands together on days off to dispatch them as effi-
ciently and quickly as possible. We consult the calendar to plan a social event.

Collaborative activities require greater planning efforts. As a new member of
a library board, you probably are already aware of some of the planning involved
in library trusteeship. At the very least, someone must schedule meetings and
notify participants in a timely fashion.

All of these scenarios describe day-to-day or week-to-week planning. We
might call this kind of planning “subsistence” planning. It is the planning that
must be done just to get by.

There is another kind of planning. It involves looking well ahead into the
future. It often requires thinking in “broad brush-strokes.” This kind of planning
we can call “strategic” planning.

This chapter is about strategic, or long-term, planning.

If you need to be convinced of the value and importance strategic planning in
your role as a library trustee, consider:
� In the modern era, societal roles are constantly changing. We continually

adapt to new expectations and opportunities. Attitudes to gender, race, dis-
ability, and other human attributes need frequent updating. In the public
arena, you and your fellow trustees can’t afford to fall out of step.

� We are living in the midst of a technology revolution. Whatever is “latest and
greatest” today is tomorrow’s has-been. In terms of technology, you and your
fellow trustees simply can’t afford to sit still or stand pat.

� Governments from top to bottom operate under chronic money pressures. As
recipients of public appropriations, public libraries are constantly challenged
to justify funding requests. If you and your fellow trustees have a clear strate-
gic vision for the future and a well-written plan to back up that vision, you
will be in a good position to advocate funding for your library.

Of course, there are many other good reasons to embrace strategic planning and
do it well:
� Assures that services and activities continue to reflect the library’s mission
� Provides a context for setting priorities.
� Identifies achievements for the period and provides a “yard stick” to measure

progress.
� Provides a strong foundation for decision-making if library funding or the

community environment alters quickly.

Chapter 7

PLANNING



The Planning Process
To do effective planning, you will need to proceed according
to a rational process. The following sections summarize
planning process. For more detail about planning process,
consult the resources listed at the end of the chapter.

Setting the Planning Horizon
What timetable will your plan follow? What horizon will
you set as the date by which stated goals will be accom-
plished?

A three-to-five year horizon is probably standard
among most libraries. With the acceleration of technolog-
ical change in our time, some library boards are opting
for relatively short planning horizons. However, bear in
mind the practical realities. A plan that has no hope of
being achieved is sure to frustrate and disappoint. Think
through this step in the planning process carefully, with
ample board discussion and in full consultation with the
library director.

Assessing Where We Are Now
“Know thyself,” admonished the inscription at the
Delphic Oracle in ancient Greece. It is still good advice.

Any serious attempt at strategic planning must start
with a clear understanding of the current state of things.
For you as a trustee, that probably means getting to know
the library as thoroughly as you can. For the board as a
whole, it may mean maintaining an up-to-date profile of
library holdings, services, and programs.

An effective board should have a finger on the “pulse”
of the library. Measuring that pulse will entail making at
least the following evaluations, in consultation with the
library director:
� List of services currently offered
� Circulation and other usage statistics, including any

trends that emerge over time
� Composition and age of the collection, broken down

by media type and, perhaps, genre
� Patron service areas (for example, reference or juvenile

sections)
� Staff working areas
� Technology-based offerings

And since library services are highly dependent upon
available facilities, a good profile should include a physical
evaluation. Input from the library director and other staff
members will be critical in making such an evaluation:
� Shelving capacity
� Accessibility of all public areas to disabled persons
� Ability to meet all government codes
� Quality of lighting
� Energy efficiency
� Adequate and appropriate signage
� Security
� Parking
� Convenience of location to the community at large

Assessing Needs
A public library is, above all, answerable to the commu-
nity it serves. Priority number one for library administra-
tion—the library director and the board of trustees—is to
anticipate community needs and act decisively to meet
them. This is a challenging, but not impossible, task.

The key is maintaining relationships and open com-
munication with community members. The library
administration should keep lines of communication
active and open with “stakeholders”—some or all of the
following people or groups:
� Library staff
� Current library users
� Non-user members of the community
� Business organizations, such as the chamber of com-

merce
� Literacy advocacy groups
� Representatives of schools and other educational 

institutions
� Governmental agencies
� Community planning committee
� Ethnic community organizations, especially those rep-

resenting significant minorities within the community
� Family service organizations, such as a county depart-

ment of social services
� Financial institutions, such as banks and credit unions
� Public health officials and representatives of hospitals

and clinics
� Representatives of neighboring or regional libraries
� Representatives from media in the community
� Advocacy organizations for the disabled
� Religious groups
� Senior centers, senior service organizations, and senior

housing sites
� Youth service organizations such as Boy Scouts and

Girl Scouts
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The planning process can be reduced to five basic
questions.
1. What timetable will we set for ourselves?
2. Where are we now?
3. Where do we need to go, based on community

needs?
4. How do we get there?
5. How will we measure our progress?



Obtaining Information

In addition to communicating with stakeholders, your
library board will probably need to access statistical data.
For example, U.S. census data provides valuable informa-
tion about the makeup of communities on the basis of
age, race, gender, economic status, and other measures.
Another good source is the Illinois Public Library Annual
Statistics by the Library Resource Center,
http://lrc.lis.uiuc.edu/IPLAR/

Consider carefully what other types of information is
necessary to make planning decisions. You may need to
conduct interviews or conduct a formal survey to elicit
information more specific to your community and
library. Seek only the information you need and will use,
as surveys can be costly and time-consuming. Professional
help is valuable, perhaps necessary.

Obtaining meaningful information in a survey can be
tricky. For data to be representative of public opinion, the
sample group surveyed must be randomly selected and
contain enough responses. Questions must be crafted
carefully to elicit useful information. The obvious ques-
tion may not be the best way to encourage meaningful
responses. The following is a simple example.

When all the data have been collected, the board will need
to conduct a formal needs assessment.

A Plan That Will Get Us
There
The very first part of a strategic plan is a mission state-
ment. Your library probably already has one. Creating or
reviewing the mission statement should be the starting
point for planning.

A mission statement is a crystal-clear, jargon-free, concise
statement of an organization’s purpose, function, and values.
Guidelines for writing a mission statement are widely avail-
able. You can get help from the following sources:

� Planning for Results: A Public Library Transformation
Process by Ethel Himmel and William James Wilson
� Source: The American Library Association, 1998

� http://www.tgci.com/
� Source: The Grantsmanship Center, a company that

trains people in writing grant proposals
� http://www.nonprofits.org/
� Source: The Internet Nonprofit Center, sponsored

by The Evergreen State Society, a civic organization
based in Seattle, Washington

The library mission statement should be disseminated to
everyone—trustees, staff, and community. It should be
revisited and revised periodically, perhaps every three years.

Goals, Objectives, and Activities
Out of the needs assessment conducted by the board flow
goals, objectives, and activities. These components form
the core of a meaningful strategic plan.

Data amassed is of little practical value unless and
until it can be turned into useful tools for action. A well-
done needs assessment should prepare planners to turn
the focus to the business of defining goals, objectives, and
activities, which will in turn, enable planners to identify
and embrace an appropriate action plan.
� A goal is a general outcome that a target population

(or the entire population served) will receive through
library programs and services.

� An objective is the way in which the library will meas-
ure progress toward a specified goal. An objective con-
sists of a measure, a standard for comparing the
measure, and a timeframe.

� Activities are groups of related actions that the library
will carry out in order to achieve goals and objectives.

The following table provides an example to illustrate
goal/objective/activity relationships.

29PLANNING

How To Phrase Survey Questions
Wrong way What changes would you like to

see in your public library?

Responses Participants are likely to answer
based on their own preconcep-
tions about the library.

Right way What do you do (occupation)?
What do you enjoy doing? What
are your goals for the next year?

Responses Participants are likely to yield 
useful information about their 
own needs.

Goal Computer-challenged adults in the
community will have access to pro-
grams to help them gain a measure of
computer literacy.

Objective During fiscal year _____, as many as
100 adults will receive basic hands-on
computer training.

Activity A two-session computer literacy class
will be offered one weeknight and one
Saturday in each of four “semesters.”



The goals-and-objectives paradigm is common to
many types of planning. The interpretation presented
here is inspired by the Public Library Association’s The
New Planning for Results, by Sandra Nelson. See the
Resources section at the end of this chapter for biblio-
graphical information about this work.

Specialized Planning
Some library activities require special planning efforts,

perhaps assignment to a committee of the board. Two
areas of library activity that might be candidates for spe-
cial attention are technology planning and disaster plan-
ning. Both of these special plans have been required by
the Illinois State Library.

Components of Technology Planning…

� Telephone service/voice mail/faxes/e-mail
� Internet connection service and email
� Equipment: photocopiers, fax machines, microfilm

readers, printers
� Computers for staff use
� Computers for patron use
� Local area network to link computers within the

library
� Circulation control software; online catalogs; auto-

mated acquisitions and cataloging
� Participation in regional computer networks and data-

bases, if applicable
� System administrator to keep all computer systems

going
� Library Web site
� TTY service for the hearing impaired

Components for Disaster Planning…

� Staff knowledge about how properly to handle medical
emergencies

� Strategies in case of fire, tornado, or terrorism emer-
gencies

� Strategy for salvaging library resources in an emer-
gency in which the facilities are under threat

� Resource lists of services and products to aid in recov-
ery from emergencies

� Communication plans:
� for staff instructions
� for informing the community

Resources
The following resource may help you and your board
understand and refine strategic planning.
� Planning for Results: A Public Library Transformation

Process
Available from the Public Library Association (PLA), a
division of the American Library Association: go to this
Web site: http://www.pla.org/ala/pla/pla.htm: Click on
Publications & Reports.

Specific Titles
Andringa, Robert C. and Ted W. Engstrom. Nonprofit

Board Answer Book: Practical Guide for Board
Members and Chief Executives. Washington, D.C.:
Board Source, 2001.

Brawner, Lee B., and Donald K. Beck, Jr. Determining
Your Public Library’s Future Size: A Needs Assessment
& Planning Mode. Chicago: American Library
Association, 1996.

Buschman, John E. Dismantling the Public Sphere:
Situating and Sustaining Librarianship in the Age of
the New Public Philosophy. Westport, Conn.:
Libraries Unlimited, 2003.

Greiner, Joy M. Exemplary Public Libraries: Lessons in
Leadership, Management, and Service. Westport,
Conn.: Libraries Unlimited, 2004.

Halstead, Deborah, Richard Jasper, and Felicia Little.
Disaster Planning: A How-to-Do-It Manual for
Librarians. New York: Neal-Schuman Publishers,
2004.

Illinois Library Association. Serving Our Public:
Standards for Illinois Public Libraries. Chicago:
Illinois Library Association, 1997.

Matthews, Joseph R. Measuring for Results: The
Dimensions of Public Library Effectiveness. Westport,
Conn.: Libraries Unlimited, 2003.

_______. Preparing a Technology Plan. Westport,
Conn.: Libraries Unlimited, 2004.

Nelson, Sandra. The New Planning for Results: A
Streamlined Approach. Chicago: American Library
Association, 2001.

Yankey, John A. and Amy McClellan. Board Source,
Governance Series Booklets. #7: The Nonprofit
Board’s Role in Planning and Evaluation.
Washington, D.C.: Board Source, 2003.
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On par with a library’s holdings are its human resources. Without appropriately
trained staff, library resources would be inaccessible and useless to the commu-
nity. Trustees on the library board hire and evaluate the library director, who has
the major responsibility for library operations and oversight of library staff. The
trustees, in turn, set policies to govern human resources issues affecting all staff.

The single most important decision a library board makes is to hire a library
director. The success of the library’s mission—its programs and services—
depends upon the competence and commitment of that one professional more
than any other factor.

Obtaining—and keeping—a successful library director must be a top priority
for the library board. Along the same lines, the board must ensure that salary
and benefits remain competitive, within the library’s means. The familiar adage,
“you get what you pay for,” is as applicable to library management as to any
other field requiring advanced education and high professional standards.

The issue of benefits looms especially large these days. With the health insur-
ance industry in a state of high fluidity and under intense cost pressures, provid-
ing solid, satisfactory health coverage poses a major challenge to all employers.
Moreover, Illinois requires that a retirement plan be provided for full-time
municipal employees. Some plans may include some part-time staff as well. In
addition, many employees wish to participate in tax deferred compensation pro-
grams that can be authorized by the library board as an attractive, virtually no-
cost benefit. Library boards must take all these expectations into account when
designing benefit plans.

Maintaining open, positive relations with staff also must be a high priority
for library boards. Regular performance reviews for the library director, main-
taining proper relations with subordinate staff, and handling grievances all fall
under this broad umbrella.

Chapter 8

HUMAN RESOURCES

Note: The Illinois Open Meetings Law, 5 ILCS 120, mandates that meet-
ings of library boards be open to the public. However, the law does allow
for closed meetings for discussion of sensitive topics such as interviewing
of candidates, performance evaluations, hearing of grievances, and union
negotiations. See the section, “Board Meetings and the Open Meetings
Act,” in Chapter 3 for the circumstances under which a closed meeting
may be called.



Hiring a Library Director 
Before any recruiting begins, the library board must draft
a comprehensive and accurate job description.

Job Description 
The table on page 33 summarizes the type of information
that a job description for library director should contain.
The job description must be kept current, as it is the basis
not only for hiring but also for performance evaluations.

Prioritizing Goals 
Before recruiting begins, the board should revisit the long-
range, strategic plan for the library. (See Chapter 7,
“Planning.”) What are the main goals in the plan? What
activities do they emphasize? Perhaps a goal calls for
expanding inadequate facilities. Or perhaps the library
board has embraced a long-term objective of reaching out
to a growing and underserved minority in the community.

Make a one-page bullet list to emphasize the major
goals that the board has endorsed for future direction.
This information will be useful in the recruiting process
and in interviews.

Recruiting 
For larger libraries, one of the most effective ways to
advertise availability of a library director position is to
place ads in professional journals such as the Library
Journal and American Libraries. Joblines—online 
job-search resources—are also available and can be used
effectively by libraries of all sizes. Both the ALA and the
ILA Web sites have joblines. Regional library systems also
post position vacancies on their Web sites, which draw a
great number of local inquiries. In addition, the regional
library system has experienced staff who can assist the
library board in planning for recruitment.

A job ad should include statistics indicating the scope
of the job and salary information. A salary figure may be
“ballparked” if the board wishes to leave room for negoti-
ation. The ad might also highlight one or two major goals
in the board’s strategic plan for the library. The following
is a sample job ad.

Legal Requirements 
Library trustees, like other employers, must comply with
state and federal laws that prohibit discrimination in hir-
ing. It is illegal to discriminate on the basis of sex, race,
creed, color, religion, age, country of national origin, indi-
vidual lifestyle, or physical disability. If possible, have a
legal advisor preview questions for and written communi-
cations to candidates.

For more information about conformance with the
Americans with Disabilities Act (ADA) and other federal
and state antidiscrimination laws, go to the ALA Web site,
http://www.ala.org/: select Professional Tools; select
Human Resources; select Library Employment Resources.

Interviewing candidates 
Interviewing is an art, as many people intuitively realize.
There are library consulting firms that specialize in
recruiting and advising institutions on effective and rec-
ommended recruitment practices. The process generally
follows the steps below.

A library board should delegate interviewing tasks to a
committee of the board. The same individuals should
participate in all the interviews. Before any interview is
conducted, the committee should draft a list of questions
that will be asked of each interviewee. Some of the ques-
tions should pertain to the long-range goals that the
board has previously identified.

The committee should provide time after each inter-
view for interviewers to make written notes of their
impressions.

The committee submits its recommendation to the
whole board. Final candidates should meet with the full
board, and if possible, with key staff members. When the
board has reached consensus on a candidate, references
should be checked. The job offer should specify salary and
benefits along with the preferred starting date. There may
be some flexibility involved, but a deadline should be clear.
The other candidates should be notified of the selection
only after the chosen candidate has accepted.

Joblines

Online Job-Search Resources
ALA Go to http://www.ala.org/

select Professional Tools;
select Human Resources;
select Guide to Employment Resources 

ILA Go to http://www.ila.org/
Select Jobline
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Job Title: Library Director

I. Job Responsibilities 
Note: Depending on the size of the library, some of the duties may be delegated to the
staff, but the responsibility for the successful completion of the work remains with the
library director

• Administrative role Hire and supervise library staff; implement policies as 
established by the board; receive and expend funds according to budget;
oversee services.

• General advisory role Advise the board on issues from policymaking to budget 
preparation; inform the board about developments in the library field.

• Financial role Prepare draft budget for consideration by the board; participate 
in presentation of the annual budget to municipal officials; prepare grant 
applications.

• Reportorial role Prepare periodic budget reports and reports on circulation 
statistics or other relevant data; prepare annual report for ultimate submission 
to state library.

• Collection management role Oversee selection of all materials; catalogue and
process materials according to accepted standards; weed materials in accordance
with policies established by the library board; advise the board on collection 
development issues.

• Facilities management role Oversee maintenance of grounds and buildings; over-
see custodial staff; oversee safety programs and state and federal regulations.

• Public relations role Interface with community members and groups to develop 
support for the library; prepare publicity plans and handle media relations.

II. Qualities the Board is Seeking 
• Excellent interpersonal skills, with the ability to facilitate discussion and build 

consensus.
• Excellent communications skills, including public speaking ability 
• Administrative skill, especially the ability to supervise staff and delegate responsi-

bility, fairly and in accordance with board policies and state and federal laws.
• Ability to work well within lines of authority and to accept decisions made by the

board.
• Excellent analytical skills. Ability to work with and manipulate statistical data.
• Ability to work with electronic media, including computers and the Internet.
• Ability to handle complaints and controversy with objectivity.
• Ability to plan and handle multiple, competing priorities, and accommodate deadlines.

III. Education and Experience 
• Bachelor’s degree; Master of Library Science degree preferred.



Performance Evaluations 
Evaluation of the library director is an ongoing process, as
is evaluation of the library’s total offering of programs
and services. The board should conduct such evaluations
on at least an annual basis. The first such evaluation for a
new director might occur at the end of a probationary
period of several months.

The evaluation can be guided by a standard checklist
of performance criteria. At least a couple of the perform-
ance criteria should be tied to goals in the library’s long-
range plan. The board and the library director should
review the performance criteria at the beginning of the
year so the basis of the future review is clear to all parties.

Setting Goals 
No performance evaluation is complete without an eye to
the future. The trustees and director should identify sev-
eral objectives, based on goals in the long-range plan, for
the director to work on in the coming months. These
objectives then become inputs for future performance
reviews.

Evaluation of the library director’s performance should
be based broadly on the following three factors.

Written Components
For reasons of consistency and legal viability, a formal
performance evaluation should generate written records.
These records should consist of
� a formal written evaluation by the board, signed by a

representative of the board.
� a signed self-assessment submitted by the library 

director.

The written records are legal protection for both par-
ties in the event that a disagreement involving the direc-
tor’s performance of duties should arise. They also
provide a baseline for future performance evaluations.

Records Confidentiality 
Human resources records require sensitive handling.
Personal details of an employee’s record are private and

confidential in nature. Medical information is especially
sensitive and should be kept separately from general per-
sonnel records. Management and use of human resources
records are governed by the Personnel Record Review Act:
820 ILCS 40. For a sample personnel records request
form, go to the Illinois State Library Administrative Ready
Reference Menu, http://www.cyberdriveillinois.com/
departments/library/what_we_have/readyref/index.htm:
select Policy Model. Then select Personnel Policies; select
Personnel Records.

Terminating Employment 
For any number of reasons, the board and/or the director
may decide that it is time for the director to go. Though
the director may have been hired under contract, that
contract may not be legally enforceable. If the director
wants to go, it is probably best for the board to accept that
decision, even if there was a written or oral agreement
about a longer period of employment.

If the situation is otherwise—the board has concluded
that the director must go, though the director wants to
stay—then the board faces the delicate task of terminating
the director’s employment. It is highly advisable for the
board to consult a legal advisor before firing a director.
Illinois is an “at will employment” state, and most direc-
tors serve at the pleasure of the board. To avoid the possi-
bility of litigation, a legal advisor will advise the board
whether to document cause for termination of an
employee or terminate the director “at will.”

Whatever the cause of the parting, the board should
conduct an exit interview with the director. A frank and
open discussion of differences can identify problem areas
that the board may want to remedy in future director
relationships, or at the least, pitfalls to avoid in the next
round of hiring.

Trustee Relationships with 
Subordinate Staff
The library board works directly with the library director
in the administration of the library, and the director is
directly answerable to the board. However, the situation
with subordinate staff is quite different. These staff mem-
bers will have been hired by the library director (past or
present) and report directly to her or him. Therefore it is
important that trustees avoid interference in the lines of
authority between director and subordinate staff.

Occasionally, an aggrieved employee may approach a
trustee with a complaint. The proper response on the
trustee’s part is to direct the employee to take up the
problem with the library director.

34 TRUSTEE FACTS FILE

Factors for Performance Evaluation

Job Description: Performance of the director as 
evaluated according to the written job description

Objectives: The director’s progress carrying out 
previously identified objectives, in conjunction with
specific long-range goals

Leadership: The success of the library in carrying
out service programs, under the leadership of the
director



The board should have a clearcut, written policy for han-
dling staff grievances. If the problem cannot be solved at the
director’s level, then it may have to come before the board—
but only according to an established, written policy.

For a sample grievance policy, go to the Illinois State
Library Administrative Ready Reference Menu: select
Policy Model. Then select Personnel Policies; select
Grievance Procedure Policy.

Salary and Benefits 
Determining appropriate salary levels involves two hard
realities of economics: available resources and supply-
and-demand competition among the available pool of
personnel. To attract good people, the board of trustees
should offer a competitive salary for the range of duties
each position entails. The board sets the compensation
structures and the level of each job with a minimum and
maximum salary for the position; the director administers
the salary and benefit program for the other employees,
according to the board’s policies. The board confirms new
hires and salaries.

The Illinois Library Association advocates fair com-
pensation for library employees within these guidelines:
� A qualified, entry-level librarian should be compen-

sated at no less than the same rate as an entry-level
public school teacher with a master’s degree, with
adjustment to reflect a librarian’s 12-month (rather
than teacher’s 10-month) work year.

� All other library staff should be compensated at levels
that are competitive with salaries paid for equivalent
positions in other public agencies within the same or
approximately the same service area.

For additional help in setting appropriate salary for
staff positions:
� confer with other comparable libraries in your library

system or region and other local governmental agencies.
� consult the ALA Survey of Librarian Salaries, which is

published annually and summarized in American
Libraries. If there is a local survey available, consult it.

� seek input from other libraries of similar size, from
school districts, or from the municipality.

Benefits are becoming an ever bigger part of the total
rewards package. The cost of health insurance continues
to rise at rates far ahead of annual inflation. If possible,
the board should consult with a benefits specialist to find
the best, most cost-effective combination of benefits.
Some certified public accountants (CPA’s) now offer ben-
efits consulting as part of their services. Also seek options
to join cooperatives to get good benefits at a more com-
petitive price.

Human Resources Policy
Manual 
A necessary tool for employer and employees alike is a
human resources policy manual. Such a manual might be
prepared and maintained by a board committee in close
consultation with the library director.

Document salary grades, benefits, paid holidays, vaca-
tion, and any other information relevant to staff in the
manual. Distribute the manual to all staff members and
have them sign a statement indicating that they received a
copy. The manual is a guide to the policies of the library.
Do not consider it or imply that it is a contract.

Union Negotiations 
Public employees in Illinois have the right to join unions
to bargain collectively for salary, benefits, and working
conditions. In libraries in which staff members are union-
ized, it is the board’s responsibility to negotiate terms of
employment with union representatives. The library
director should, of course, have input to these negotia-
tions. In the final event, however, it is the board that will
have to reach agreement in collective bargaining.

It is critically important that trustees adhere to state
and federal laws governing labor relations when negotiat-
ing with union representatives. It is equally important
that the board observe legally proper conduct during
union organization and election activities.

It is highly recommended that the board may consult
with an attorney with expertise in labor relations. The fol-
lowing resources may also be useful.
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National Labor Relations Board:
http://www.nlrb.gov/

American Arbitration Association:
http://www.adr.org/



Resources
Baldwin, David A. The Library Compensation

Handbook: A Guide for Administrators, Librarians
and Staff. Westport, Conn.: Libraries Unlimited,
2003.

Cole, Jack and Suzanne Mahmoodi. Selecting a Library
Director: A Workbook for Members of a Selection
Committee, revised 1998. St. Paul, Minn.: Friends of
the Library Development and Services, the
Minnesota State Library Agency, a unit of the
Minnesota Department of Education, 1998.

Cravey, Pamela. Protecting Library Staff, Users,
Collections and Facilities: A How-to-Do-It Manual.
New York: Neal-Schuman Publishers, 2001.

Evans, G. Edward. Performance Management and
Appraisal: A How-To-Do-it Manual for Trustees and
Librarians. New York: Neal-Schuman Publishers,
2004.

Manley, Will. For Library Trustees Only: Living with
Your Director. Jefferson, N.C.: McFarland, 1993.

Saulmon, Sharon A. Sample Evaluations of Public
Library Directors. Chicago: American Library
Trustee Association, 1997.

Swan, James. Working Together: A How-To-Do-it
Manual for Trustees and Librarians. New York: Neal-
Schuman Publishers, 1992.

Wade, Gordon. Working with Library Boards: A How-
To-Do-It Manual for Librarians. New York: Neal-
Schuman Publishers, 1991.

Williams, Lorraine. The Library Trustee and the Public
Librarian: Partners in Service. Metuchen, N.J.:
Scarecrow Press, 1993.
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� Security 
The library should have adequate protection during off-
hours, such as an appropriately alarmed and monitored
security system. Security staff may also be needed to
assure a safe, positive environment for patrons and staff
when the library is open. The library might choose to
hire an on-site security guard during certain hours, par-
ticularly in busy periods and closing hours.
� For more information, access the online document,

“Library Security Guidelines”: go to the ALA Web
site, http://www.ala.org/: select Professional Tools;
select Admin. & Management; select Buildings;
select LAMA Publications.

� Protection against fire 
Most municipalities have fire codes. Library trustees
should verify that library facilities meet all such codes.
In particular, care should be taken with flammable
materials, and fire extinguishers and alarms should be
installed according to code. Emergency exits should be
well-marked and lit. Staff should have an evacuation
plan and a storm “take-over” plan and practice it from
time to time.

� Location in community 
Towns, cities, and communities change. Is the library
still in a central, reasonably accessible location for the
whole community? If not, should branch outlets or
mobile service be considered?

� Parking 
Fifty years ago, far fewer people drove cars in their daily
activities than today. Patrons expect to be able to drive to
the library and park; otherwise, many will opt for some
other activity. Verify that parking is adequate for the
library hours of greatest use. Verify that disabled parking
spaces are provided, in accordance with ADA regula-
tions. There may be local guidelines or zoning codes
regarding the number of parking spaces needed.

What Next? 
A thorough, annual facilities evaluation might lead the
trustees to any of several conclusions. For example, find-
ing facilities to be adequate might lead them to identify a
few minor improvements to be made. On the other hand,
the trustees might identify major shortcomings in the
facilities that can be remedied only by a building pro-
gram. That program might take the shape of an expan-
sion of existing facilities or the construction of an entirely
new library.

Deciding To Build 
A building program is a long, complex process. The
potential payoff for the library’s mission and future is
huge, but the potential pitfalls are numerous.

A Building Committee 
When trustees have concluded that fulfilling the library’s
mission in the community calls for new facilities, the
board should form a building committee. This committee
should embrace at least some of the trustees, members of
the community, and the library director.

In the early stages, this committee might be called a
Building Study Committee to reflect its pre-commitment
function. Once an architect has been hired, plans have
been approved, and a contractor has been hired, the com-
mittee might evolve into a Construction Committee.

Library Building Program Statement 
A building committee’s first major task is to draft a build-
ing program statement. This is a carefully written docu-
ment that describes the general building requirements
necessary to satisfy the library’s functional needs (which,
of course, should be based on community service needs
identified in the library’s strategic plan). Library building
consultants can be very helpful with this process and may
be required for library construction grants.

The building program statement will answer four
questions, elaborating in considerable detail:

The building committee will use the building program
statement as a checklist for evaluating plans submitted by
an architect later in the life of the project. A well-written
building program statement will help ensure that the
architect “gets it right” and should minimize or avoid dis-
putes and confusion among the committee members
about “what we decided on.”
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• What are the library’s overall space needs? 

• How should the space be broken down into
departments or service areas? 

• How should these areas relate to one another? 

• What furniture and equipment will be needed in
each area to function efficiently and respond to
user needs?



Hiring an Architect 
Once the trustees have made a clear commitment to
building and have prepared a building program state-
ment, the board’s next step will be to engage the services
of an architect. A good way to approach this critically
important task is to visit libraries that have recently com-
pleted building programs. Also see the “Resources” section
at the end of this chapter.

The board should solicit presentations by several architects.
Each candidate should be interviewed and examples of his or
her work on similar projects should be reviewed. Establishing
a harmonious working relationship between architect and
building committee members is critically important.

When the board has made its selection, the architect
and board will work out a formal written contract. The
board will want to make provisions for attorney review of
the contract.

Additionally, the board may need to include a contin-
gency provision in the contract to allow for the outcome
of a public referendum, if such is required. If the referen-
dum fails, how will the architect be compensated? How
can the board limit its financial outlay to accommodate
this unwished-for outcome? 

Funding a Building Program
Library funding comes from several sources. The follow-
ing sections detail funding sources that may be available
for a building program.

Levies 
The Illinois Local Library Act establishes that governmen-
tal units such as cities, towns, and villages that maintain
public libraries may decide, by referendum, to levy 0.02
percent of property taxes for construction projects in
addition to taxes allocated for support of libraries. (See 75
ILCS 5/3.) 

Likewise, library districts may levy 0.02 percent of
property taxes for construction projects. The additional
levy requires a referendum if the requisite percentage of
voters in the district petition for one. (See 75 ILCS 16/35.) 

Bond Issues 
Municipalities or library districts may issue bonds to fund
construction programs. A bond issue requires voter
approval in a referendum.
� For information about bond issues for libraries in

municipalities, see 75 ILCS 5/5; 75 ILCS 35.
� For information about bond issues in library districts,

see 75 ILCS 16/40-15.
There are financial consultants available to help estimate
costs and plan for a referendum. Information about consult-
ants may be obtained through the regional library system.

Grants 
State construction grants may be available through the
Illinois State Library. For information on such grants, go
online to the Illinois State Library Administrative Ready
Reference Menu (previously cited): select Planning for
Grants.

Additionally, there are many opportunities available
through national and local governmental agencies, not-
for-profit organizations, foundations, and professional
associations. Consult your regional library system for
information and assistance.

Resources 
Cravey, Pamela. Protecting Library Staff, Users,

Collections and Facilities: A How-to-Do-It Manual.
New York: Neal-Schuman Publishers, 2001.

The Library Journal, published by Reed Business
Information, features special coverage of library
building projects in its annual December issue. The
article “Library Buildings 2003: These Joints Are
Jumpin’” in the December 2003 issue features 195
public library building projects.

McCabe, Gerard B., and James R. Kennedy, eds.
Planning the Modern Public Library Building.
Westport, Conn.: Greenwood, 2003.

Sannwald, William W. Checklist of Library Building
Design Considerations, fourth ed. Chicago:
American Library Association, 2001.

Woodward, Jeannette. Countdown to a New Library:
Managing the Building Project. Chicago: American
Library Association, 2000.
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