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What are the risks associated  

with NOT having policies in place?  



 
  A major area of board responsibility 

 

  Many standards have policy implications 
 

  Legal & ethical issues 
 

  Demonstrates credible business practice 
 

  Opportunity for public education  
 



     A Connection To Standards 



 

        My Favorite Iowa Standard 
 

 

 

#8 [Tier 1]  

All members 

of the library board of 

trustees participate 

in continuing education 

each year 

Changed Tier Level 



The 4 Parts To A Policy 

(1) Philosophy 

(2) Regulations 

(3) Procedures 

 (4) Guidelines  



First Part: Philosophy Statement 
 

 

 Answers the “why” behind a program or 
service 
 

 Written from the customers’ point of view 
 

 Must be approved by the library board 



Interlibrary Loan 
Philosophy 

  

 

 Philosophy 
answers the 

“why” behind a 
program or 

service. 
   

 

   The High Anxiety Public 
Library values full access to 
information.   Therefore, our 
library provides interlibrary 
loan service for all residents 
of our funding jurisdiction.    

So Then… 
Why does your library 
offer interlibrary loan 
service? 
 



Second Part: Regulations 
 

 

 Answers “what: “what do patrons need to know in 
order to use library services and/or take part in 
library programming 

    

 Specific, written “rules of the road” keeping logic 
and customer service front-and-center 

 
 Must be approved by the library board 



ILL Regulations 

  High Anxiety Public Library values full access to 
information. Therefore, our library provides interlibrary loan 
services for all residents of our funding jurisdiction.   

 

 Pursuant to SCLS Wis Terms of Agreement, 
patrons will be charged $3.00 for each ILL 
request 

Patrons may have up to 5 items on request 
through ILL at any one time 

Patrons will be charged for loss or damage to 
ILL materials  



Third Part: Procedures 

 

 Also answers “what:” but what does the staff need 
to know and do in order to provide services and 
programming     
 

 Written,  step-by-step instructions detailing the 
tasks the staff should perform to support the 
service 

 

 Written by management & staff 
 

 Procedures should not be reviewed or approved 
 by the board 



ILL Procedures… 

Search Strategy 1: Search LINKCat for the 
item; if found, if found, process request using 
LINKCat approved procedures  

Search Strategy 2: If not found on LINKCat,  
search Worldcat and email citation to SCLS  
Office   

Use SCLS Delivery Service for borrowing / 
lending items around the region  



Fourth Part: Guidelines 

 

 Speaks to “best practice” 
 

 Leads the staff in finding the most efficient and 
effective ways to implement the policy in all its parts 
 

 Keeps customer service front-and-center 
 

 Guidelines can be shared with the board, but do not 
need to be approved by the board  



ILL Guidelines… 

Patrons of all ages are eligible to use ILL service 

All staff will be trained in ILL procedures and 
able to provide the service during all library hours  

Staff will continually develop and encourage new 
approaches to providing the service, using new 
technologies 



 

•  Philosophy 

•  Regulations  

•  Procedures  

•  Guidelines  

 

Reinforcing 
4 Parts  

of a Policy 
 
 



Racine (WI) Public Library 

Philosophy == Safe Child 

http://www.racinelibrary.info/policies-a-z/  
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Mediapolis (IA) Public Library   
Philosophy == Collections  

 

  

 Mediapolis Public Library strives to provide books and other 
materials of value and interest, for information and enlightenment, for 
all people in the community. The library attempts to maintain a 
collection of carefully selected representative book and non-book 
materials.   
  

 It is the responsibility of the library to give full meaning to the 
freedom to read, and will attempt to do so by providing books that 
enrich the quality of thought and expression.  
 

 Library materials will never be excluded because of the race or 
nationality, or the social, political, or religious view of the authors. The 
library will try to provide materials representing all points of view 
concerning current issues at the local and national level… 

 

 



Spirit Lake (IA) Public Library 
Regulations == Test Proctoring 

  



Procedures == Internet Policy 
 

 
 

Staff will record daily Internet uses, then dispose of the 
daily sign-in sheets at the end of every business day 

 

Staff will announce library closing hours 15 minutes prior 
to closing to ensure that Internet users finish their 
session in a timely manner 

 

Staff will maintain current fact sheets, guides, and 
promos in the display holders next to all public computers 

 

 

 



Atlantic PL 
Guidelines == Circulation Policy 

 

 
 

RENEWING ITEMS: Staff can change the due date 
for the following reasons: 

 Patrons will not be able to make it in due to weather or illness 
 Patrons have been sick or in the hospital, and unable to make   

contact with the library 
 Patron has lost the item but would like a little extra time to 

look for it 
 Patron has an item checked out, but it has a missing piece  
 

 In these instances, library staff can change the due date 
to add an additional two weeks. 
 

 Items renewed more than once at the staff’s discretion 
cannot be renewed a third or fourth time 



  

 

Does city government 

have a role in 

determining policies 

for the city library ?? 
 



Does City Government Have a Role? 

We Think Yes 

  

City Employees  … 

   HR, Salary Scales,      

 Benefits, etc. 

 

Expense Reimbursement 

 

Holiday Closings 

 

Inclement Weather 

Closings 

 



Board’s Role 

  

 Understands the 
broader implications 
 

 Ensures legal 
compliance 
 

 Ensures ethical 
compliance 
 

 Approves policy 
philosophy and 
regulations 
 
 
 
 

 
 

 

 

Director’s Role 

 Brings policy review to 

the board’s attention 
 

 Drafts new policies for 

new issues  
 

 Acts as technical 

advisor to the board  

 

 Shares policies with the 

staff and ensures that 

policies are upheld  

 

Policy Involvement 



 
The Staff’s Role 

  

 

  Understand the 
policy development 
process 
 

  Make suggestions 
for improvements, 
changes, ask  
questions  
 

  Explain and 
implement the 
policies 
 

 

 

 

 

 



? Has Your Board Addressed ? 

 

• HR (evals, expenses, etc) 
 

• Theft 
 

• Reference Service 
 

• Inclement Weather 
 

• Holiday Closings 
 

• Public Safety including 
safe child  

 

 
• Social Networking 
 

• Programming  
 

• New Collection Formats 
 like eBooks, Zinio  

 

• Wireless Internet 
 

• Amenities—coffee, for 
instance  

 



Ames Public Library 
www.amespubliclibrary.org  

http://www.amespubliclibrary.org/


Racine (WI) Public Library 

Philosophy == Programming 

http://www.racinelibrary.info/policies-a-z/  
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https://www.mykpl.info/social-media-policy  
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https://www.riponlibrary.org/services/wireless  
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http://lansing.mykansaslibrary.org/about-us/library-staff  
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http://www.waukesha.lib.wi.us/about/faqs.shtml  
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Defining Patrons, Defining Service 
 



Find Sample Policies   
 

 

  South Central Library System 
http://www.scls.info/  
 
  Wisconsin Dept of Public Instruction 
https://dpi.wi.gov/pld/boards-directors/policy-resources 
 
  Wisconsin Library Association 
 http://wla.wisconsinlibraries.org/wisl/wisl-resources/sample-policies  
 
  WebJunction  
www.webjunction.org  
 

  American Library Association 
www.ala.org  
 

  Public Library Association 
www.pla.org  
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Reactions? 
 

 

What do you 
think of 

Policies For 
Results? 

 

 
 



Policies For Results 
 

 

 

That’s Our Time 

Thanks For Attending! 
 

Bonnie McKewon, State Library of Iowa 

 


