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APPOMATTOX REGIONAL LIBRARY SYSTEM
Board of Trustees
Agenda

July 17, 2018 1:00 p.m.

Call to Order
Approval of Agenda

Consent Agenda: All matters listed under Consent Agenda are considered routine by the Board and will
be approved or received by motion on the form listed. Items may be removed from the Consent Agenda
for discussion under the Regular Agenda at the request of any Board member.

Minutes — June 19, 2018 Regular Meeting
Statistical Report — dated July 17, 2018
Financial Report — dated July 17, 2018
Bills for Review

Communications:

Citizen Comments:

Report of Library Director:

R1 Staff Update

R2.  Hopewell Adult Area Project

R3.  Hopewell Adult Area Project

R4 End of Year Review — FY2018

RS.  Policy Revision Recommendation — lending of Best Sellers

R6.  Recommendation on scheduled locations for Board meetings in FY2019
Committee Reports:

New Business:

Unfinished Business
Adjournment




APPOMATTOX REGIONAL LIBRARY SYSTEM
Board of Trustees Meeting
June 19,2018

The library’s board of trustees convened at 4:01 p.m. in order to attend the library’s staff appreciation dinner following the
meeting.

The chair called the meeting to order with the following board members present: Libbie Dragoo — Chair, Hopewell, Martha
Sykes — Vice Chair, Dinwiddie County, Mary Benjamin — Treasurer, Dinwiddie County, Lillian Boyd — Prince George
County, William Thomas — Prince George County, and Ann Williams — Hopewell.

Board members absent: Fran Halupka — Hopewell, Carly Winfield — Secretary, Dinwiddie County

The Board deferred approval of the agenda in order to allow Mr. James Hartson of Mitchell, Wiggins & Company, LLP to
present the report on the library’s audit for fiscal year 2017. Due to delays in gathering information on reporting the library’s
potential liability for retirement, the report on the audit was delayed until this month.

Mr. Hartson reported the auditors issued an unqualified opinion letter on the library’s finances. The accepted accounting
rules related to the operations of the library demonstrated the operations were noneventful with no new ruling or
requirement changing past methods of evaluation. The rules did require a full evaluation of the library’s potential obligation
for retirement of employees. The report also listed the increase of equipment value over the fiscal year due to the purchases
made related to the new McKenney branch.

Following the report of Mr. Hartson, Ms. Boyd moved to approve the agenda for the meeting, Ms. Benjamin seconded, and
the board voted to approve the agenda unanimously.

Ms. Williams moved to approve the consent agenda and Ms. Sykes seconded the motion. Following discussion, the board
approved the consent agenda unanimously.

Ms. Boyd moved that the board go into executive closed session to discuss public business matters lawfully exempted from
open meeting requirements pursuant to the personnel exemption at Virginia code 2.2-3711(A)(1). Ms. Boyd called the roll
of each of the board members present with all members present voting to enter executive session at 4:25 p.m.

Ms. Boyd moved that the board end its closed session at 5:10 p.m. Ms. Dragoo asked the board if the only matters discussed
in the executive session public were business matters lawfully exempted from open meeting requirements identified in the
motion to convene into executive session. Ms. Boyd called the roll of each of the board members present. All board
members voted that only proper matters were discussed in the executive session.

Following the closed session, the board informed the director that the board recommended a 2% raise for the director above
the cost of living raise included in the FY2019 budget for all staff. Ms. Boyd made the motion to approve the raise, Ms.
Williams seconded and the motion passed unanimously.

The director discussed the library being fully staffed as of the June meeting, that the furniture order to refresh the Hopewell
Library had been placed with the same company who furnished the new McKenney Library, and that the update of public
computer equipment at the Prince George Library and the Carson Library was nearing completion.

The Nominating Committee, represented by Mrs. Dragoo, recommended the election of the following slate of officers as of
July 1,2018: Ms. Lillian Boyd would serve as board chair for the July 2018- June 2019 meetings and Mr. William Thomas

would serve as chair for the July 2019-June 2020 meetings. The committee recommended the following officers serve a two
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year term from July 2018-Fune 2020: Ms. Ann Williams as treasurer, Ms. Martha Sykes as vice-chair and Ms. Carly
Winfield as secretary. Since the recommendation was made from the Nominating Committee, no second was required. The
motion passed unanimously.

It was also reported that Ms. Bertha Judge has determined not to renew her service as a board member. The director will
begin searching for a new board member to represent Prince George County.

The board reviewed the proposed revisions to the library’s meeting room policy. After discussion and with instructions for
certain revisions, Ms. Benjamin moved that the board adopt the revised meeting room policy. Mr. Thomas seconded the
motion. The board approved adoption of the revised meeting room policy unanimously.

Due to the change of leadership, the board deferred setting the meeting locations for the coming fiscal year until the next
meeting. The board agreed to meet at the Prince George Library on July 17, 2018 at 1:00 p.m. The board will discuss future
meeting locations at the July meeting.

There being no further business or discussion Ms. Boyd moved that the meeting be adjourned at 5:25 p.m. Ms. Benjamin
seconded the motion. The motion passed unanimously.

The next meeting of the Appomattox Regional Library System’s Board of Trustees will be on J uly 17,2018 at 1:00 p.m. at
the Prince George Library.
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Eilter Criteria includes: Report order is by Check Number.

Appomattox Reg Library System
Check Register

For the Period From Jun 1, 2018 to Jun 30, 2018

Date Payee Check # Amount
6/8/18 Electronic Federal Tax Payment 200624 8,720.06
6/20/18 Electronic Federal Tax Payment 200625 73.07
6/20/18  Electronic Federal Tax Payment 200626 8,835.08
6/7/18 Treasurer of Virginia 2013-362 141.30
6/7/18 Treasurer of Virginia 2013-363 326.10
6/11/18  Treasurer of Virginia 2013-365 6,602.80
6/21/18  Treasurer of Virginia 2013-367 337.74
6/21/18 Treasurer of Virginia 2013-368 141.30
6/1/18 Baker & Taylor 40347 370.70
6/1/18 Gale/CENGAGE Learning 40348 256.39
6/1/18 Ingram Library Services 40349 1,122.87
6/1/18 Midwest Tape 40350 1,382.39
6/1/18 Active Screening 40351 209.00
6/1/18 AT&T 40352 66.05
6/1/18 Bamboolnk 40353 170.00
6/1/18 Buckley's Securitysmiths, Inc. 40354 160.00
6/1/18 Comcast Communications 40355 171.19
6/1/18 Dominion Energy Virginia 40356 140.40
6/1/18 Karen Wall 40357 26.56
6/1/18 Sherry Chappell 40358 218.81
6/1/18 Joseph O. Rickman Jr. 40359 38.38
6/1/18 Susan Eggleston 40360 32.32
6/1/18 Cheryl Sculthorpe-Moring 40361 23.84
6/1/18 Ginger Mauler 40362 74.64
6/1/18 Cassandra Bland 40363 14.34
6/1/18 E-N Computers, Inc. 40364 3,599.60
6/1/18 GreatAmerica Financial Svcs. 40365 2,855.48
6/1/18 Heaton's Lawn Maintenance, LL.C 40366 368.00
6/1/18 MALIA 40367 150.00
6/1/18 Office Team 40368 638.95
6/1/18 Petersburg Alarm Company, Inc. 40369 114.00
6/1/18 Pronunciator 40370 1,995.00
6/1/18 Reader Service 40371 53.90
6/1/18 Sam's Club Direct 40372 317.50
6/1/18 Scott Fields Design 40373 1,380.00
6/1/18 Securitas Security Services USA, Inc 40374 1,101.60
6/1/18 Shred-It USA LLC 40375 57.21
6/1/18 Smart Beginnings 40376 2,340.00
6/1/18 Staples Credit Plan 40377 966.66
6/5/18 ARLS-Payroll 40378 32,344.19
6/15/18  Baker & Taylor 40379 1,306.48
6/15/18 Gale/CENGAGE Learning 40380 74.22
6/15/18  Ingram Library Services 40381 2,579.86
6/15/18 Midwest Tape 40382 1,450.51
6/15/18 AT & T Mobility 40383 196.96
6/15/18 Bamboolnk 40384 1,575.00
6/15/18 Cincinnati Insurance Co. 40385 12,647.00
6/15/18 Coast to Coast 40386 774.00
6/15/18 Comcast Communications 40387 1,730.21
6/15/18  Connect IT 40388 72.50
6/15/18 County of Dinwiddie 40389 900.00
6/15/18  County of Prince George 40390 1,650.00
6/15/18  CS8 Diamond Enterprises, Inc. 40391 4,740.00
6/15/18 Diamond Springs 40392 44.94
7/10/2018 at 3:24 PM
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Appomattox Reg Library System

Check Register
For the Period From Jun 1, 2018 to Jun 30, 2018
Eilter Criteria includes: Report order is by Check Number

Date Payee Check # Amount
6/15/18 EBSCO Information Services 40393 8,195.22
6/15/18  Elizabeth Trop 40394 35.45
6/15/18 Sherry Chappell 40395 360.43
6/15/18  Karen Wall 40396 55.91
6/15/18  Catherine Field 40397 32.99
6/15/18  Hopewell City Treasurer 40398 3,750.00
6/15/18  JanWay Company USA, Inc. 40399 208.33
6/15/18  Midwest Tape 40400 1,347.30
6/15/18 Swank Movie Licensing USA 40401 368.00
6/15/18 Office Team 40402 499.45
6/15/18  OCLC, Inc. 40403 178.63
6/15/18  Party Magic 40404 650.00
6/15/18  Reader Service 40405 78.44
6/15/18  Terri Spicer 40406 485.00
6/15/18  Securitas Security Services USA, Inc 40407 918.00
6/15/18 SunTrust Bank 40408 3,917.77
6/15/18  The Library Corporation 40409 15,823.00
6/15/18 Treasurer of Virginia 40410 50.00
6/15/18  Unique Management Services 40411 349.05
6/15/18  Verizon 40412 143.03
6/15/18 Virginia Department of the Treasury 40413 469.00
6/15/18 Womack Publishing Company, Inc. 40414 48.00
6/18/18  ARLS-Payroll 40415 33,083.89
6/19/18  Voided Check 40416
6/29/18  Baker & Taylor 40417 118.37
6/29/18 Gale/CENGAGE Learning 40418 459.57
6/29/18 Ingram Library Services 40419 1,049.50
6/29/18  Midwest Tape 40420 369.33
6/29/18 Bright Star Children's Theatre, LLC 40421 695.00
6/29/18 Canon Financial Services, Inc. 40422 208.81
6/29/18  Comcast Communications 40423 305.00
6/29/18  CS Diamond Enterprises, Inc. 40424 2,500.00
6/29/18  EBSCO Information Services 40425 2,971.00
6/29/18 Sarah Finch 40426 85.69
6/29/18  Nicole Coleman 40427 60.10
6/29/18 GreatAmerica Financial Svcs. 40428 2,855.48
6/29/18  Hopewell City Treasurer 40429 309.61
6/29/18  Robert Jospe 40430 1,400.00
6/29/18 JMJ Workplace Interiors 40431 50,000.00
6/29/18  Petersburg Alarm Company, Inc. 40432 158.50
6/29/18  Reader Service 40433 53.90
6/29/18 Rainbow Productions, Inc. 40434 800.00
6/29/18  Demitria Myrick 40435 13.95
6/29/18 Tamka Mountjoy 40436 33.98
6/29/18  Rollins Painting 40437 165.00
6/29/18 Securitas Security Services USA, Inc 40438 1,101.60
6/29/18 Sprint 40439 604.79
6/29/18 Staples Credit Plan 40440 1,298.64
6/29/18 ULINE 40441 462.81
6/29/18 Webster Integrated Technologies 40442 173.00
Total 246,979.62

7/10/2018 at 3:24 PM
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Smart Beginnings Report

Date Trans Description Debit Amt  Credit Amt Balance
7/1/17 Beginning Balance 24,221.47
7/14/17 Payment from SB 24.221.47

7/31/17 July Salary & Benefits 7,985.85

8/29/17 Payment from SB 7,985.85

8/31/17 August Salary & Benefits 11,667.44

9/25/17 Payment from SB 11,667.44

9/30/17 September Salary & Benefits §,104.52

10/23/17  Payment from SB 8,104.52

10/31/17  October Salary & Benefits 8,132.71

11/17/17  Payment from SB 8,132.71

11/30/17  November Salary & Benefits 8,132.71

12/18/17  Payment from SB 8,132.71

12/31/17  December Salary & Benefits 8,178.68

1/11/18 Payment from SB 8,178.68

1/31/18 January Salary & Benefits 7,656.27

2/27/18 Payment from SB 7,656.27

2/28/18 February Salary & Benefits 8,133.03

3/27/18 Payment from SB §,133.03

3/30/18 March Salary & Benefits 11,667.76

4/20/18 Payment from SB 11,667.77

4/30/18 April Salary & Benefits 8,133.03

5/22/18 Payment from SB 8,133.02

5/31/18 May Salary & Benefits 8,133.03

6/18/18 Payment from SB 8,133.03

6/29/18 June Salary & Benefits 8,065.03

6/30/18 Ending Balance 8,065.03




Appomattox Reg Library System

Suntrust Credit Card

For the Period From Apr 25, 2018 to May 25, 2018
Filter Criteria includes: Report order is by Date. Report is printe

Date Check # AccountID  Line Description Debit Amount  Credit Amount
4/26/18 Amazon 4/26/18 80102-100 Adult Non-Fiction 53.07

4/26/18 Amazon 4/26/18 80101-100 Adult Fiction 27.10

4/26/18 Amazon 4/26/18  20200-400 Amazon.com 80.17
4/26/18 Displays 7530 81100-200 3 Aluminum Stands 381.30

4/26/18  Displays 7530 20200-400 Displays2GO 381.30
4/26/18  Luca 7528 82505-100 Pizza for Poetry, Prose 66.00

4/26/18 Luca 7528 20200-400 Luca's Italian Restaurant 66.00
4/30/18 Google4/30/18 82309-200 Google E-Mail 270.83

4/30/18 Google4/30/18 20200-400 Google 270.83
4/30/18 Spot 4/30/18 82301-130 Software Licenses 9.99

4/30/18 Spot 4/30/18 20200-400 Spotify 9.99

Wipes, Scissors, Markers,

5/2/18 Amazon 7537 84012-100 Eyes 121.86

5/2/18 Amazon 7537 20200-400 Amazon.com 121.86
5/2/18 Carol 84045-100 Staff Paid Purchase 8.98

5/2/18 Carol 20200-400 Amazon.com 8.98
5/3/18 Amazon 5/3/18  80104-100 Juvenile Fiction 8.76

5/3/18 Amazon 5/3/18  20200-400 Amazon.com 8.76
5/3/18 Amazon 5/3/18-2 80104-100 Juvenile Fiction 8.88

5/3/18 Amazon 5/3/18-2 20200-400 Amazon.com 8.88
5/3/18 Amazon 5/3/18-3 80104-100 Juvenile Fiction 10.29

5/3/18 Amazon 5/3/18-3 20200-400 Amazon.com 10.29
5/3/18 Amazon 5/3/18-4 80000-100 Y/S Non Fiction 35.85

5/3/18 Amazon 5/3/18-4 80100-100 Young Adult-Fiction 15.92

5/3/18 Amazon 5/3/18-4 80104-100 Juvenile Fiction 5.18

5/3/18 Amazon 5/3/18-4 80103-100 Juvenile Easys 44.85

5/3/18 Amazon 5/3/18-4 20200-400 Amazon.com 101.80
5/3/18 Amazon 5/3/18-5 80104-100 Juvenile Fiction 8.97

5/3/18 Amazon 5/3/18-5 20200-400 Amazon.com 8.97
5/5/18 Amazon 5/5/18  80100-100 Young Adult-Fiction 20.98

5/5/18 Amazon 5/5/18  20200-400 Amazon.com 20.98
5/5/18 Amazon5/5/18 80101-100 Adult Fiction 17.98

5/5/18 Amazon5/5/18 20200-400 Amazon.com 17.98
5/7/18 Amazon7542 84010-100 iPad Cover 9.99

5/7/18 Amazon7542 20200-400 Amazon.com 9.99
5/11/18 Casa 7579 84060-100 Lunch - Meeting 13.00

5/11/18  Casa 7579 20200-400 Casa Italiana 13.00
5/15/18 Amazon 7544 84012-100 Supplies - Youth Services 57.24

5/15/18 Amazon 7544 20200-400 Amazon.com 57.24
5/15/18  Amazon 7546 81400-450 Printer - PG 491.15

5/15/18 Amazon 7546 20200-400 Amazon.com 491.15
5/15/18 Panera 7551 84045-100 Lunch for May Board Meeting 182.06

5/15/18 Panera 7551 20200-400 Panera Bread 182.06
5/16/18 Reading 7549 82503-100 SRP - Book Prizes 700.00

5/16/18  Reading 7549 20200-400 The Reading Warchouse 700.00
5/17/18 Ancestry 7578 82301-130 Software Licenses 228.95

5/17/18 Ancestry 7578 20200-400 Ancestry.com 228.95
5/18/18 Amazon 7557 84014-100 Knitting Needles 29.25

5/18/18 Amazon 7557 20200-400 Amazon.com 29.25
5/22/18  Baudville 7559  84045-100 Pins for Staff Anniversary 266.97

5/22/18 Baudville 7559  20200-400 Baudville 266.97
7/10/2018 at 3:24 PM Page: 15




Appomattox Reg Library System
Suntrust Credit Card

For the Period From Apr 25, 2018 to May 25, 2018
Filter Criteria includes: Report order is by Date. Report is printe

Date Check # Account ID  Line Description Debit Amount  Credit Amount
5/23/18  Amazon 7543 84012-100 Supplies - Youth Services 303.80
5/23/18  Amazon 7543 20200-400 Amazon.com 303.80
5/23/18  Amazon 7562 82503-100 SRP Prizes 371.76
5/23/18 Amazon 7562 20200-400 Amazon.com 371.76
5/23/18  Amazon 7563 84012-100 Supplies - Youth Services 67.70
5/23/18 Amazon 7563 20200-400 Amazon.com 67.70
5/23/18  Online 7561 84012-100 Energy Ball 4435
5/23/18 Online 7561 20200-400 onlinescience.mail 44.35
5/23/18  Positive 7566 84045-100 Gifts for Staff Appreciation 52591
5/23/18 Positive 7566 20200-400 Positive Promotions 525.91
5/25/18  Amazon 7568 81400-450 Printer - PG 518.29
5/25/18 Amazon 7568 20200-400 Amazon.com 518.29
Total 4,927.21 4,927.21
CK #40408
*$1009.44 was paid from Carson acct for printers for PG*
7/10/2018 at 3:24 PM Page: 16




Appomattox Reg Library System

Sam's and Staples

For the Period From April to May
Filter Criteria includes: Report order is by Date. Report is printe

Date Check # Account ID Line Description Debit Amount Credit Amount

4/19/18 Sams 7519-2 84010-450  Supplies - Prince George 9.88

4/19/18 Sams 7519-2 20200-200  Sam's Club Direct 9.88

4/28/18 Sams 7533  84045-100  Cake - Jan's Retirement 36.98

4/28/18 Sams 7533 20200-200  Sam's Club Direct 36.98

4/29/18 Sams 7532 84045-100  Food For Branch Meeting 15.94

4/29/18 Sams 7532 20200-200  Sam's Club Direct 15.94

5/16/18 Sams 7547  84010-300 Soap, Towels, Wipes, TP 177.56

5/16/18 Sams 7547  84010-100  Mouse Pads, Tylenol, Sugar 77.14

5/16/18 Sams 7547  20200-200 Sam's Club Direct 254.70
Total 317.50 317.50

Ck #40372

Date Check # Account ID Line Description Debit Amount Credit Amount

5/17/18 Staples 7556 84010-300  Jumbo Roll Toilet Tissue 53.67

5/17/18 Staples 7556 84010-100  Pens, Markers, Paper, Binders 309.10

5/17/18 Staples 7556 20200-300  Staples, Inc. 362.77

5/29/18 Staples 7570 81100-200  Printer 129.99

5/29/18 Staples 7570 84010-100  Paper, Ink Cartridges 279.43

5/29/18 Staples 7570 20200-300  Staples, Inc. 409.42

6/6/18 Staples 7577 84010-100  Staplers, Glade Plug In 26.46

6/6/18 Staples 7577 81100-200  Printer for TS 499.99

6/6/18 Staples 7577 20200-300  Staples, Inc. 526.45
Total 1,298.64 1,298.64

Ck #40440

Date Check # Account ID Line Description Debit Amount Credit Amount

4/12/18 Staples 7510 84010-100  Paper, Tape, Pens, Folders 347.83

4/12/18  Staples 7510 20200-300  Staples, Inc. 347.83

4/17/18 Staples 7520 84010-450  Office Supplies - PG 304.81

4/17/18 Staples 7520 84010-410  Light Changing Bulb Kit 28.99

4/17/18 Staples 7520 20200-300  Staples, Inc. 333.80

5/3/18 Staples 7541 84010-100  Paper, Tape, Binder, Mat 285.03

5/3/18 Staples 7541 20200-300  Staples, Inc. 285.03
Total 966.66 966.66

7/10/2018 at 3:24 PM

CK #40377
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5 club of Prince Geg)

:@ﬂ“ “q,% The Woman'’s Club of Prince George County
ﬁ % P.O.Box 21

O
Prince George, Virginia 23875

July 11, 2018

Appomattox Regional Library
Attn: Board of Trustees

209 E. Cawson Street
Hopewell, Virginia 23860

Dear Trustees:

The Woman’s Club of Prince George County is writing to request the Board of Trustees
continue to grant us the privilege of using the Prince George Library Community Room for our
monthly business meetings.

Our meetings are held on the third Monday between September and May during the
hours of 7 and 8:30 p.m. We have been granted the privilege of using the meeting room during
these hours since its opening in 2011. It was never noted to us this was an exception to policy.
The Club was extended this privilege in acknowledgement of the many dedicated hours
members invested in the library project (beginning in 1972) from its conception, approval and
funding through the Board of Supervisors, to its opening in July 2011. Club members continued
their generosity providing funding for major areas such as books for the Children’s Collection,
children’s computers, Summer Reading Programs, circulation desk, and fiction section
sponsorship. In a bequest made from the estate of a former member, the technology in both
the Prince George and Carson libraries is currently being upgraded to the benefit of the entire
Prince George community. The Woman'’s Club donates funding annually as part its
commitment to continue support for the library once built. Our funding has supported all four
county library locations since the inception of the Appomattox Regional Library System.

In a meeting with Mr. Manning on July 10, we were made aware the library will begin
enforcing the stated policies which include no use of library facilities after hours. Mr. Manning
shared with us that current ARLS policy leaves his hands tied to approve use of the library after
hours when no library personnel are working. He also shared a concern about fire and safety
when no library personnel are present in the event a safety issue arises and to set the alarm at
the conclusion of the meeting.

We ask the Board of Trustees to give consideration to two possible solutions:

1. Change the hours of operation on Mondays to Noon to 9 p.m. or extend the existing
closing time two additional hours to 9 p.m. This option provides patrons access to the library
for a few additional hours at the end of a week day for those who have busy schedules, who
need additional broadband WIFI access for school work, and would otherwise have to wait to a

A 501(c)3 Non-Profit Volunteer Organization




Saturday to visit. This option also makes the community meeting rooms available to more clubs
and organizations one night a week when there is a need for meeting space at later hours.

2. Adopt a change in policy that would allow the Woman’s Club to meet after hours and
issue us a security code so we can secure the building at the conclusion of our meeting. The
Club has been meeting after hours without library personnel present since 2011 and have never
been made aware of any issue, problem, or emergency that required outside assistance. We
feel the close proximity to the Policy Department would give us quick access to any assistance if
a security issue should arise. Our members include wives and mothers-in-law of the Sheriff and
several deputies, and the executive assistant to the Chief of Police so we feel very comfortable
our call for assistance would be quickly met.

Included below are the Monday dates our meetings are scheduled.

We plan to attend the Board of Trustee meeting on Tuesday, July 17 at the Prince
George Library to answer any additional questions you may have. Please call me at
804-458-6676 if | can answer any additional questions in the interim.

Thank you for your consideration.

Sincerely,
Conwie Leonowrd

Connie Leonard
President

2019-2019 Meeting Dates:
Monday, September 17, 7 p.m.
Monday, October 15, 7 p.m.
Monday, November 19, 7 p.m.
Monday, January 14, 7 p.m. (2"¢ Monday)
Monday, February 11, 7 p.m. (2" Monday)
Monday, March 18, 7 p.m.
Monday, April 15, 7 p.m.
Monday, May 20, 7 p.m.




POLICY MAKING

BASICS OF POLICY MAKING

Policy making is one of the most important functions of a governing library board. Advisory
boards often tecommend policies to the city or county governing body. Some advisory
boards may be authorized to make policies. Policies ate general statements governing library
operations, tules, and use. They are vital tools that do much to determine the ordetly success
of the library and the course of its future development. Policies should be flexible rather
than ovetly rigid, and should be reviewed on a regular basis. It is the governing board of
trustees that is responsible for adopting written policies to govern and guide all phases of
library operation.

Policies should be tailored to local conditions and should flow from the library’s roles and
mission statement. It is the responsibility of the library director to implement board policies
through the development of library procedure. When all elements of the process are in place,
the library director and staff have direction of the day-to-day operation of the library, and
both the public and the staff are assuted of consistent treatment in all aspects of library
setvice.

Policies are not carved in stone!
Resources, communities, and goals change and grow.

Policies must reflect current needs and services.

Who Develops Policy?

While only governing boards of trustees usually have the legal responsibility and authority to
make policy, experience shows that the process wotks best when the library director and
staff are involved in researching options, drafting policies, and presenting a report, including
recommendations to the board. The library’s staff has access to manuals and samples from
vatious communities and can adapt them to the needs of the library.

Otrganization

All policies should be recorded, compiled, and organized for ready access in a policy manual.
A loose-leaf binder provides a useful format because it allows easy revision. The contents of
a policy manual are probably best categorized and numbered under some form of topical
heading for easy reference. As each new policy or revision is adopted, the policy should be
numbered and the date of adoption noted.
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What Should You Do If Your Library Does Not Have a Policy Manual?

1.

Ask your library director to review all of the board minutes and list all policies (with the
date of adoption) and categorize them into topical headings.

Bring your document to the board so that the policies can be reviewed for legality,
clarity, completeness, and comprehensive.

Distribution

Evety trustee should have a copy of the policy manual and be completely familiar with the
tationale for each statement. A thorough understanding of all policies is essential in order to
adopt new policies or revise existing ones in a knowledgeable manner. Trustees may also be
called upon to defend or interpret policies to the public or governing officials.

Copies of the policy manual should also be available in all libraries in the system. The
director is responsible for instructing personnel in the rationale of policies so that staff
members understand the basis for procedures.

How Are Policies Developed?

Policy development and changes are major decisions affecting established practice and
policies. Trustees should allow adequate time for policy consideration. Systematic policy

development includes:
1. A statement of the condition or problem, past ot present, that requites policy
consideration.
2. A statement telling how any policy will contribute to the accomplishment of the library’s
mission, goals, and objectives.
3. A statement of all existing policies related to ot affected by the policy decision.
4. A listing of policy options available, with an analysis of:
a) long- and short-range effects of enacting new policy,
b) potential side effects—good ot bad—of passing each policy,
©) relevant legal ramifications, and
d) costin terms of library resources: staff, budget, collections, and buildings.
5. A recommendation from the library directot, accompanied by a summary of the
corresponding rationale for changes in related policies.
6. Draft of concisely worded statement.

Just remembert, policies benefit the library by:

e supporting the library’s mission, goals, and objectives
® guiding the library director and staff in implementation of board judgments
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° providing direction and consistency in day-to-day setvice to community and libraty
operation

e reducing uninformed decision-making and ctisis responses to problem situations
® protecting the rights and assuring fair treatment of all patrons and staff membets

Once adopted, the policies should have the unqualified support of the entite board.

Does your library have a comprehensive policy manual?
Does the board periodically reevaluate policies?

Is a copy of the latest policy manual on file
at the Library of Virginia?

Are you familiar with all the policies adopted by the board?

Do you stand ready to defend the policies
if they are challenged?
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7/12/2018 Appomattox Regional Library System Mail - Bestsellers

AJ?PEHEV}TTO}(“ Brian Manning <bmanning@arls.org>
Bestsellers
1 message
Nandhitha Agaram <nagaram@arls.org> Fri, Jun 15, 2018 at 5:47 PM

To: Brian Manning <bmanning@arls.org>

Brian,

We started our Bestseller program with 130 items in May 2016 and that is why we limited the number of checkouts to
3. Currently we have 1153 items in our Bestseller collection and only 262 items are currently checked out. Our power
users would like to increase their checkout limit to 5 since we have a three week checkout time now.

Nandbitha Agaram
Electronic Resonrces Librarian
Appomattox Regional 1 ibrary
804-458-6329 exr 2020
nagaram@arls.org

https://mail.google.com/mail/u/0/?ui=28ik=9d5c8d28c7 &jsver=RNUrTViuKqo.en.&cbl=gmail_fe_180708.15_p4&view=pt&cat=Board%200f%20Trustee... 1/1




