Library Policies and Procedures Workshop Handout # 1

1) Handouts list

2) Critical documents list

3) Collective Authority
4) Library Board and Library Policies
5) By laws -  Sample by laws
6) Board meetings
7) Ethics Statement for Public Library Trustees - Conflicts of Interest 

8) Library Boards & Friends Groups

9) Community and Public Relations Photo Release Form
10) Records Retention
11) Accounts Payable: How to Pay the Bills - Copies of claim forms and purchase orders and employee time sheet template
12) Financial Procedures Manual -  Copies of Prendergast Library’s Investment Policy and Financial Policy
13) Sample meeting room policies and forms
14) Sample display policies and forms
15) ADA (Americans with Disabilities Act) Self evaluation for Library Buildings
16) Library Security
17) Sample Disaster Policy
18) Emergency Contacts Checklist
19) Disaster Planning Resources 
20) Library Trustees and Personnel
21) Checklist of Personnel Policies 
22) Legal Aspects of Employment – Working papers
23) Questions to Answer When Planning for Compensation 
24) Factors to Consider When Developing Job Descriptions (verso, Sample Job Descriptions)
25) Hiring and the ADA (Americans with Disabilities Act)
26) Strategies for Annual Evaluation - Copies of Evaluation forms
27) Addressing Performance Issues – Performance evaluation samples
28) Legal Aspects of Termination - Terminating an Employee
29) Elements of a Collection Development Policy
30) What the public, the Board, & staff need to know about  weeding
31) Why Parents Challenge Library Materials
32) Intellectual Freedom, Censorship and Privacy
33) Statements Affirming Intellectual Freedom
34) Laws Relevant to Intellectual Freedom
35) Challenged Books and Other Materials FAQ
36) Intellectual Freedom – Web resources
37) Confidentiality of  Library Records
38) Sample Technology Plan.
39) Library Services Policies - Samples 
   40)     Bibliography of Policy and Procedure Resources in the CCLS Headquarters Collection
