
BOARD OF TRUSTEES 
Personnel, Policy, and Public Relations Committee 

AGENDA 
Thursday, November 6, 2025 

4:30 p.m. 
Board Room 

I. Call to Order – Samantha Carroll

II. Consent agenda (Agenda; October 2, 2025 minutes) (Action)

III. Public comments – – 15-minute time period for citizens to appear and express their

views before the Decatur Public Library Board.  Limit of 3 minutes per speaker; total

of 15 minutes. No immediate response will be given by the Library Trustees or Library

staff members.

IV. Written Communications from the Public

V. New Business

1. DPL Board of Trustees Bylaws (Action)

2. Standards for Illinois Public Libraries (Discussion)

3. Other (Discussion)

VI. Old Business

1. Other (Discussion)

VIII. Adjournment

If you have questions please contact: 

Rick Meyer, City Librarian 

421-9713

rmeyer@decaturlibrary.org

mailto:rmeyer@decaturlibrary.org


DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES 
Personnel, Policy and Public Relations 

Minutes 

Date: October 2, 2025 
Time: 4:30 p.m. 

Board Room 

Present  
Samantha Carroll 
Ashley Petty  
Kaylee Ledbetter  
Karl Coleman  
Peggy Ankrom 

Absent: None 

Staff: Rick Meyer, City Librarian, Alissa Henkel Head of Programs, Resources, & Services 

Guests: None 

Call to Order: Ms. Carroll called the meeting to order at 4:35 p.m.   

Consent Agenda with September 4, 2025 Meeting Minutes- Ms. Petty made a motion to 
approve the consent agenda, seconded by Ms. Ankrom. All in favor. The motion was adopted. 

Public comments: Patron called to state that he was displeased that the library stopped charging late 
fees and board discussed. 

Written Communications from the Public: None 

New Business 

Library Use Guidelines (Action): Discussed amendments. Mr. Coleman made a motion to send 
the policy to the Board, seconded by Ms. Petty. All in favor. Motion carried.  

Other (Discussion): Mr. Meyer announced a new Executive Administrative Assistant will begin 
October 27, 2025 pending background check and drug test. Discussed, no action required.  

Old Business 



Management Personnel Policy: Proposed changes to the policy were reviewed. Motion 
made by Ms. Petty to send amended policy to full Board for approval. Seconded by Mr. 
Coleman.  All in favor. Motion carried. 
 
Adjournment 

Ms. Carroll made a motion to adjourn at 5:22 pm. Seconded by Ms. Ledbetter. All in favor. 
The motion was adopted.  
 
Scribe, 
Rhonda Patton, Executive Administrative Assistant  
 

Draft 10.30.25 Scribe, 
Rhonda Patton 



 

 

Bylaws of the Board of Trustees of Decatur 

Public Library 

ARTICLE I – DEFINITION 

The name of this body shall be Decatur Public Library (hereinafter referred to as the “Library”). 

ARTICLE II -PURPOSE 

The Board of Trustees of Decatur Public Library is responsible for governance and overseeing 

the provision of library service to meet the needs of the Decatur community. To this end, the 

Board shall: 

1. Determine Library policies. 

2. Employ a capable library administrator. 

3. Secure adequate funds for library operations. 

4. Approve expenditure of library funds. 

5. Provide and maintain adequate facilities. 

6. Promote use of the Library within the community. 

7. Perform other duties as outlined in Illinois Compiled Statutes. 

Trustees serve without compensation but may be compensated for expenses. In their position of 

public trust, Trustees shall avoid conflicts between private interests and official responsibilities. 

Prior to May 1st of each calendar year, all Trustees shall file a Statement of Economic Interest 

with the County Clerk, pursuant to the Illinois Governmental Ethics Act. 

ARTICLE III – MEMBERSHIP 

The Board of Trustees shall consist of nine (9) members appointed by the Mayor of Decatur. The 

term of each member shall be for three (3) with new Trustees being sworn in at the July meeting. 

Vacancies are filled according to the process laid out in 75 ILCS 5/4-4. 

ARTICLE IV – OFFICERS 

The officers of the Board Trustees shall be a President, Vice-‐-President, and Secretary, each to 

be elected at the annual meeting by a majority vote of the Trustees present. Each term of office 

shall be for one year, or until a successor has been elected and qualified. If a vacancy occurs in 

an Officer position, an election is held among the remaining Trustees. 

ARTICLE V -DUTIES OF THE OFFICERS 



 

 

President: The President shall preside at all meetings of the Board of Trustees, appoint 

committees and committee chairs, act as a member of all committees, and perform such other 

duties as are normally associated with the office or may be assigned to him or her by the Board. 

Vice-President: The Vice-President shall, in the absence of the President, perform all duties of 

that office and shall have such other duties and responsibilities as the Board may determine. 

Secretary: The Secretary shall have charge of such correspondence as is delegated by the 

President of the Board of Trustees. The PPPR Committee Chair shall be responsible for 

distribution, collection and tabulation of forms used in the annual Executive Director’s 

evaluation. 

The Secretary shall preside in the absence of both the President and Vice-President. In the event 

that the President, Vice-President and Secretary are absent from a meeting, the members present 

shall elect a President pro tem from among themselves to conduct that meeting only. 

ARTICLE VI – COMMITTEES 

Committees are advisory groups. They present non-binding recommendations to the Board 

which the Board then decides to accept, reject or modify. There are two standing committees, all 

other committees are considered ad-hoc committees or committees-of-the-whole unless 

otherwise determined by a vote of the majority of the Board. 

Standing Committees 

The following standing committees shall be appointed by the President to serve for one year and 

shall each consist of five Board members to include a chairman, three other Board members, and 

the President: 

 

Committee on Finance and Properties 

Committee on Personnel, Policy, and Public Relations 

 

Each of these committees shall meet regularly at a day time, and place to be determined at the 

Board’s Annual Meeting. This schedule shall be made public in accordance with the Illinois 

Open Meetings Act. The meeting day and time may be changed by majority agreement of the 

Committee, provided written notice is given seven days prior to the meeting. If no agenda items 

have been identified or if a quorum of the members will not be present, the meeting will be 

cancelled and notification of the cancellation will be given. 

 

The duties of each of these committees shall be such as are associated with its name and related 

policies or shall be committed to it by action of the President with the advice and consent of the 

Board. 

 

The duties of the Personnel, Policy, and Public Relations (PPPR) committee will also include the 

evaluation of the City Librarian, the formulation of goals, and the recommendation to the Board of 

such goals and/or evaluation. 



 

 

 

Trustees will also be appointed by the President to serve for one year on other required boards, 

including but not limited to the Friends of the Decatur Public Library and the Decatur Public 

Library Foundation. The President will make monthly liaison assignments to the Friends of the 

Library Board meetings. The President may appoint members of the Board to act as liaison 

agents between the Library and other institutions in the community. 

Ad hoc Committees 

The Board of Trustees may from time to time appoint special committees for selected tasks and 

shall define the size, composition, purposes and duration of such special committees pursuant to 

a resolution of the Board. Ad hoc committees shall review matters within the scope of their 

assigned work shall advise the Board of Trustees and the City Librarian thereon. All ad hoc 

committees shall abide by the general committee procedures described previously and shall 

disband when they have completed the work for which they were appointed. 

The Nominating Committee is an ad hoc committee and will consist of two (2) Trustees 

appointed by the President at least 30 days in advance of the Annual Meeting each year. The 

Committee shall recommend a slate of officers to the Board. 

ARTICLE VII – MEETINGS 

The rules contained in the most recent edition of Robert’s Rules of Order shall govern the 

business of the Board in all matters not covered by the bylaws, and/or the Illinois Open Meetings 

Act. 

All meetings shall be posted and open to the public as required by the Open Meetings Act and 

the Illinois Compiled Statutes. 

The President of the Board shall establish the agenda as required. 

Five (5) members of the nine-member Board shall constitute a quorum for conducting business. 

In the event of any unfilled vacancies on the Board, a quorum shall be a majority of the Trustees 

in office. 

Regular monthly meetings of the Board and standing committees shall be held in the Library at 

times to be established annually. This schedule of monthly meetings shall be posted in the 

Library buildings and on the Library’s web site. 

Committee meetings shall be held in the Library as needed and an announcement shall be posted 

in all required locations no less than forty-eight (48) hours in advance of the meeting. Notice of 

all committee meetings will be sent to Board members. If a majority of the committee members 

are present, that shall constitute a quorum. 



 

 

Immediately following the February monthly meeting each year shall be the Annual Meeting. 

The Board shall, at the Annual Meeting, elect Officers and conduct any other appropriate 

business. 

Special meetings may be called by the President or the City Librarian, or upon the written 

request of two Trustees. Only such business as stated in the call may be transacted at a special 

meeting. Except in the case of a bona fide emergency, notice of call shall be sent to all Trustees 

and posted in all required locations no less than 48 hours prior to a special meeting. All special 

meetings will be posted and held as required by the Open Meetings Act. 

Electronic Attendance at Meetings Rules 

 

Section 1.  Rules Statement. It is the decision of Decatur Public Library that any member of the 

Board of Trustees may attend any open or closed meeting of the Board of Trustees via electronic 

means (such as by telephone, video or internet connection) provided that such attendance complies 

with these rules and any applicable laws. 

 

Section 2.  Prerequisites. A member of the Board of Trustees may attend a meeting electronically 

if the member meets the following conditions: 

(a) The member should notify the Decatur Public Library Librarian at least one hour before 

the meeting, unless impractical, so that necessary communications equipment can be 

arranged.  Inability to make the necessary technical arrangements may result in denial of a 

request for remote attendance. 

 

(b) The member must assert one of the following three reasons why he or she is unable to 

physically attend the meeting, 

1) The member cannot attend because of personal illness or disability; or 

2) The member cannot attend because of employment purposes or the business of the 

Decatur Public Library; or 

3) The member cannot attend because of a family or other emergency. 

Section 3.  Authorization to Participate. 

(a) The Decatur Public Library Librarian, after receiving the electronic attendance request, 

shall inform the Board of Trustees of the request for electronic attendance. 

 

(b) After establishing that this a quorum  is physically  present  at meeting where  member of 

the Board of Trustees  desires  to attend electronically, the presiding  officer shall state that 

(i) a notice was received  in accordance with these  Rules, and (ii) the member  will be 

deemed  authorized to attend the meeting electronically unless a motion objecting to the 

member's electronic  attendance  is made, seconded, and approved by two-thirds of the 

members  of the Board of Trustees  physically at the meeting.  If no such motion is made 



and seconded  or if any such motion fails to achieve  the required  vote by the members  of 

the Board of Trustees  physically present at the meeting, then the request by the Board of 

Trustees and the presiding officer shall declare the requesting member present. After such 

declaration by the presiding officer, the question of a member's electronic attendance may 

not be reconsidered. 

Section 4. Adequate Equipment Required.  The member participating electronically, and other 

members of the Board of Trustees must be able to communicate effectively, and members of the 

audience must be able to hear all communications at the meeting site.  Before allowing electronic 

attendance at any meeting, the Board of Trustees shall provide equipment adequate to accomplish 

this objective at the meeting site. 

Section 5.  Minutes.   Any member attending electronically shall be considered an offsite attendee 

and counted as present electronically for that meeting if the member is allowed to attend. The 

meeting minutes shall also reflect and state specifically whether each member is physically present 

or present by electronic means. 

Section 6.  Rights to Remote Member.   A member permitted to attend electronically will be able 

to express his or her comments during the meeting and participate in the same capacity as those 

members physically present, subject to all general meeting guidelines and procedures previously 

adopted and adhered to. The member attending electronically shall be heard, considered, and 

counted as to any vote taken. Accordingly, the name of any member attending electronically shall 

be called during any vote taken, and his or her vote counted and recorded and placed in the minutes 

for the corresponding meeting.  A member attending electronically may leave a meeting and return 

as in the case of any member, provided the member attending electronically shall announce his or 

her leaving and returning. 

Section 7.  Committees. Boards and Commissions.  These rules shall apply to all committees. 

boards and commissions established by authority of the Board of Trustees. 

ARTICLE VIII – PUBLIC PARTICIPATION 

The Library Board of Trustees acknowledges that public participation at Board meetings 

provides necessary input on various matters of concern to the public and contributes to the 

effective operation of the library. Members of the public are encouraged to participate at Board 

meetings in accordance with this Policy. The Library Board of Trustees hereby states its 

intention to comply with the laws of Illinois concerning provisions for public comments at 

open meetings. 

1. Public participation shall be permitted at any regular or special meeting of the Library



Board of Trustees or any committee thereof which is required to be open to the public 

under the provisions of the Illinois Open Meetings Act (Illinois Rev. Statutes, 5 ILCS 120 

et. seq.). The Board shall not, however, permit public participation during any meetings or 

portions of meetings that are deemed closed sessions under the Open Meetings Act. 

2. A portion of each meeting required to be open to the public shall be reserved and set

aside for purposes of public comment and participation. In addition to that portion of the

meeting set aside for public participation, the President of this Board, in his discretion,

may permit public comment at any other time during the meeting.  The President’s

allowance of public comments at other times during the meeting shall be discretionary and

non-precedential in character.

3. The Board shall permit any member of the public, including non-residents and employees

of the library, to comment to or ask questions of the Board during that portion of the

meeting designated for public participation.  The Board has no obligation, however, to

respond to any comments or answer any questions raised by members of the public.

4. Members of the public shall be permitted to comment on any subjects or issues of public

concern, If the subject falls within the statutory exceptions to the Open Meetings Act,

however, the Board reserves the right to immediately adjourn the meeting to closed

session to discuss such matters.

5. Members of the public shall be permitted to make comments or ask questions of the board

at each meeting, subject to the following time limitations:

a. 3 minutes per speaker

b. 15 minutes per meeting

The president of the Board, upon the request of any member of the public seeking to make 

comments to or ask questions, may reasonably extend either or both of the foregoing time 

limitations. Any such extension of the time limitations shall be discretionary and non-

precedential in character. 

In his or her discretion, the President may recognize such persons in any sequence or order. 

If a substantial number of members of the public desire to comment at any meeting, the 

President of the Board, in his discretion, may appoint members of the public to act as 

representatives or spokespersons for purposes of making public comments. 

ARTICLE IX – ORDER OF BUSINESS 

The regular Order of Business of the monthly meeting shall be: 



Call to order 

Roll Call 

Approval of Agenda 

Approval of Minutes 

Public Comments 

Written Communications from the Public 

City Librarian’s Report 

Division Head Reports 

Reports of Committees 

Old Business 

New Business 

Adjournment 

ARTICLE X – DUTIES AND RESPONSIBILITIES OF 

TRUSTEES 

DUTIES AND RESPONSIBILITIES OF TRUSTEES 

1. Attend all Board meetings. If a Trustee misses more than 3 consecutive regularly 
scheduled committee meetings or 3 consecutive full Board meetings, the Board 

President or designee will contact the absent member and consult about their possible 

resignation. In the event of a 4th consecutive absence, the Board president will consult 
with the Mayor about removal of said Trustee.

2. Hire a competent and qualified City Librarian.

3. Determine and adopt written policies to govern the operation and programs of the

library, including contracting for necessary expenses.

4. Excuse himself or herself from any voting where a conflict of interest might be 

determined.

5. Comply with all applicable statutes regarding bids.

6. Determine the needs of the library and secure adequate funds for the library's programs. 
Review and submit an annual budget request to the City Council.

7. Know the program and needs of the library in relation to the community, know the local 
and state laws, keep abreast of standards and library trends and support action to 

improve the library program.

8. Establish, support, and participate in a planned public relations program.

9. Review the program and operation of the library and make policy decisions regarding



its management. 

10. Attend regional, state, and national trustee meetings and workshops when practicable

and affiliate with appropriate professional organizations

ARTICLE XI – THE CITY LIBRARIAN 

The Board shall appoint a City Librarian, who will be responsible for the administration of the 

Library. The City Librarian shall report directly to the Board and shall be authorized to develop 

library programs, establish the organizational structure, purchase materials, and undertake such 

other activities as may be necessary for the library’s operation, subject to the policies established 

by the Board. The City Librarian shall make reports at the meetings of the Board in such form 

and on such subjects as the Board may direct. 

The Board of Trustees will evaluate the performance of the City Librarian and determine 

compensation annually using an agreed upon process.  

ARTICLE XII – AMENDMENTS 

Amendments to these bylaws may be proposed at any regular meeting of the Board and, when 

adopted by a majority vote, shall become effective at the subsequent meeting of the Board. 

ARTICLE XIII – PRIOR BYLAWS

All prior bylaws are hereby repealed. 

As adopted December 16, 1966 and subsequently amended November 15, 1974; August 21, 1980; 

August 15, 1985; January 21, 1988; November 17, 1988; July 24, 1995; May 28, 1998; May 23, 

2002; September 18, 2008; December 17, 2009; January 17, 2013; September 17, 2015; 

November 16, 2017; June 27, 2019; June18, 2020; May 20, 2021; and December 15, 2022.



Illinois Public Library Standards – Access: Action Plan, page 1 of 4 

Date 
Illinois Public Library Standards – Access: Action Plan
Library Name
Completed by Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine 
how their library is addressing the Illinois Public Library Standards. It is important that library directors, boards and staff recognize 
that public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to 
stay sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The library follows 

all local, state and 
federal laws relating 
to access, including 
the Americans with 
Disabilities Act. 

2 The library is open a 
minimum of 15 
hours per week [23 
Ill. Adm. Code 
3030.110]. 

The library is open 
to the public with 
daytime, evening 
and weekend 
hours. 

The library is open 
7 days a week, for 
most of the year. 

3 The library regularly 
reviews long term 
space needs. 

The library 
addresses long 
term space needs 
in its strategic plan. 

The library 
conducts a 
community needs 
survey and 
includes library 
spaces in the 
questionnaire. 



Illinois Public Library Standards – Access: Action Plan, page 2 of 4 

4 The library provides 
an exterior book 
return that is open 
24/7. 

The library provides 
alternate methods 
for picking up and 
returning materials 
(e.g., drive-up book 
drop, curbside 
pickup, drive-
through window). 

The library 
provides off-site 
pick up and return 
of materials (e.g. 
homebound 
delivery, book 
mobiles, kiosks, 
automated 
lockers). 

5 The library provides 
adequate, safe, 
well-lit, and 
convenient parking 
during all hours of 
service. 

6 The library’s 
entrance is clearly 
visible, easily 
identified, and well-
illuminated for both 
vehicles and 
pedestrians. 

7 The library’s interior 
spaces are 
adequately 
illuminated. 

Natural light is 
utilized as much as 
possible. 

The library has 
energy efficient 
lighting throughout 
its buildings. 



Illinois Public Library Standards – Access: Action Plan, page 3 of 4 

8 The library provides 
signage to identify 
collections, services, 
and amenities. 

In multilingual 
communities, 
signage is provided 
in relevant 
languages 
throughout the 
building. 

9 The library provides 
designated spaces 
for youth and 
adults.  

The library provides 
dedicated space for 
teens. 

The library 
provides dedicated 
spaces for other 
specific 
populations (e.g., 
sensory space, 
comfort room, 
mother’s room). 

10 The library has 
adequate and 
appropriately sized 
shelving to provide 
easy access to 
patrons of all ages. 

11 The library has 
sturdy and 
comfortable 
furnishings in 
sufficient quantities 
and sizes to meet 
the needs of 
patrons of all ages. 



Illinois Public Library Standards – Access: Action Plan, page 4 of 4 

12 The library provides 
accessible spaces 
for library 
programs, 
meetings, and 
individual and 
group study. 

The library has 
rooms designated 
for programs, 
meetings, and 
individual and 
group study. 

Notes/Comments:

Last updated September 24, 2025



Illinois Public Library Standards – Advocacy & Community Engagement: Action Plan, page 1 of 3 

Illinois Public Library Standards – Advocacy & Community Engagement: Action Plan 
Library Name Date 
Completed by Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine 
how their library is addressing the Illinois Public Library Standards. It is important that library directors, boards and staff recognize 
that public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to 
stay sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The director and 

board are 
knowledgeable of 
state-wide advocacy 
training tools. 

Training in 
advocacy skills is 
offered to staff, the 
board, and/or 
other stakeholders, 
such as Friends of 
the Library and 
Foundation groups. 

Library staff, board 
and community 
stakeholders have 
the skills and 
knowledge to be 
proactive 
advocates on 
behalf of the 
library and 
community. 



Illinois Public Library Standards  – Advocacy & Community Engagement: Action Plan, page 2 of 3 

2 The director and 
staff actively 
network with 
community 
organizations, 
businesses and 
institutions (e.g., 
Chamber of 
Commerce, Rotary, 
Kiwanis). 

The director and 
staff present at 
school, business 
and community 
meetings on library 
initiatives, 
programs, 
collections and 
services. 

The director and 
staff invite 
community 
leaders, 
organizations, 
partners and 
stakeholders to the 
library for tours, 
coffees, and/or 
information 
meetings to 
showcase what the 
library offers. 

3 The director and 
staff collect and 
analyze data to 
measure how 
community 
members use the 
library. 

Using data 
collected and 
analyzed, the 
director and staff 
communicate the 
library’s impact and 
advocate for 
programs, 
personnel, and 
spaces. 

The library 
annually highlights 
data, stories and 
accomplishments 
from the year and 
disseminates it to 
external and 
internal 
stakeholders. 

4 The director and 
board know their 
local, state and 
federal elected 
officials. 

The library includes 
local, state and 
federal elected 
officials on mailing 
lists and invites 
them to events. 

The library 
partners with 
elected officials to 
co-host events and 
informational 
sessions to 
promote civic 
engagement. 



Illinois Public Library Standards – Advocacy & Community Engagement: Action Plan, page 3 of 3 

5 The director and 
board and/or staff 
are informed of 
Illinois Library 
Association (ILA) 
and American 
Library Association 
(ALA) legislative 
priorities and 
promote those 
priorities when 
needed. 

The director, board 
and/or staff 
actively participate 
in the local, state, 
and national 
legislative 
campaigns and 
events organized 
by ILA and ALA. 

The director, board 
and/or staff serve 
on forums, 
committees, and 
boards of ILA and 
ALA. 

6 The director, staff 
and board are 
aware of current 
community projects 
and economic 
planning and seek 
opportunities for 
library engagement. 

The director, staff 
and board use their 
community 
engagement to 
inform the library’s 
strategic plan. 

The library is a 
sought after 
partner in working 
with and 
developing 
community 
initiatives. 

Notes/Comments:



Serving Our Public 5.0 – Buildings & Grounds: Action Plan, page 1 of 4 
 

Serving Our Public 5.0 – Buildings & Grounds: Action Plan 
Library Name           Date 
Completed by         Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine how 
their library is addressing the Serving Our Public standards. It is important that library directors, boards and staff recognize that 
public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to stay 
sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The library’s 

operating budget 
includes dedicated 
funds for regular 
maintenance of 
buildings and 
grounds. 

The library 
establishes a 
special reserve 
fund with the goal 
of financing future 
capital projects, 
including repairs, 
remodeling, 
renovations, or a 
new building. 

The library 
contributes 
annually to a 
special reserve 
fund to have 
sufficient financial 
resources to cover 
the costs of future 
capital projects. 

 

2 The library has a 
capital 
improvement plan 
that defines and 
forecasts repair and 
replacement of 
major equipment 
and infrastructure. 

The library 
regularly reviews 
the capital 
improvement plan. 

The library hires a 
qualified architect 
or engineer to 
perform a long-
term facility 
assessment to 
inform the capital 
improvement plan. 

 

  



Serving Our Public 5.0 – Buildings & Grounds: Action Plan, page 2 of 4 
 

3 The library conducts 
a walkthrough to 
assess the condition 
of furniture and 
equipment on an 
annual basis. 

The library keeps a 
current inventory 
of all furniture, 
fixtures, and 
equipment. 

The library 
periodically 
conducts an 
appraisal of all 
furniture, fixtures 
and equipment 
with an accredited 
appraisal company. 

 

4 The library has 
liability insurance 
that will cover 
replacement costs 
of the facility and its 
contents. 

The library reviews 
its insurance 
coverage annually 
to ensure proper 
valuation of the 
facility and its 
contents. 

  

5 Staff and trustees 
receive a tour of the 
library’s buildings 
and grounds. 

Key staff receive 
training on building 
systems 
appropriate to their 
roles. 

  

6 The library has a 
building and 
grounds 
maintenance 
checklist that is 
annually reviewed 
and updated. 

The library has a 
facilities 
maintenance 
manual that 
includes 
instructions for 
operation of all 
building systems. 

  

  



Serving Our Public 5.0 – Buildings & Grounds: Action Plan, page 3 of 4 
 

7 The library keeps a 
copy of all 
maintenance 
documents, 
blueprints of the 
original building, 
and all subsequent 
renovations and 
warranties. 

The library keeps a 
digital copy of all 
maintenance 
documents, all 
documents related 
to the construction 
for the original 
building and all 
subsequent 
renovations and 
warranties. 

  

8 The library hires 
staff, contractors, or 
vendors to maintain 
the building and 
grounds and 
maintains a list of 
contacts for 
building systems. 

   

9 The library has a 
master key box and 
a password list for 
access to the 
building and its 
systems. 

The library has a 
security protocol 
for the distribution 
of keys and 
passwords, 
including regular 
password changes. 

  

  



Serving Our Public 5.0 – Buildings & Grounds: Action Plan, page 4 of 4 

10 The library strives to 
make its buildings 
and grounds as 
environmentally 
friendly as possible 
(e.g., LED lighting, 
recycling, energy 
efficient equipment, 
solar panels, EV 
chargers). 

The library has a 
plan to improve 
environmental 
efficiency and 
sustainability. 

The library seeks 
local, state, and 
national 
accreditations for 
environmental 
standards (e.g., 
LEED, Energy Star). 

Last updated July 28, 2025 

Notes/Comments:



Illinois Public Library Standards – Collection Management: Action Plan, page 1 of 4 

Date 
Illinois Public Library Standards – Collection Management: Action Plan 
Library Name 
Completed by Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine 
how their library is addressing the Illinois Public Library Standards. It is important that library directors, boards and staff recognize 
that public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to 
stay sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The library has a 

Board-approved 
collection 
management policy 
that affirms of the 
American Library 
Association’s Library 
Bill of Rights and 
represents the 
community it 
serves. The policy is 
reviewed bi-
annually.  [75 ILCS 
5/4-7.2; 75 ILCS 
16/30-60] 

2 The library’s budget 
has a designated 
budget line item for 
collection 
management. 

Annual expenditure 
for materials for 
any size library 
ranges from 8 to 
12% of the 
operating budget. 
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3 The library has a 
process in place for 
collection 
management. 

The library has staff 
who are 
responsible for 
collection 
management and 
are trained in the 
general principles 
of selection, 
inventory and 
weeding of 
materials. 

Staff who are 
responsible for 
collection 
management are 
proficient in 
specific genres, age 
levels, and 
subjects. 

4 The library agrees 
to make their 
resources, 
information and 
expertise available 
via interlibrary loan, 
reciprocal 
borrowing, and 
other formal 
cooperative 
agreements; and 
participate in 
system delivery. 

5 The library abides 
by the ILLINET 
Interlibrary Loan 
Code as well as 
other formal 
regional/consortial 
agreements. 

The library 
publicizes and 
promotes 
interlibrary loan to 
its patrons. 

The library 
provides patrons 
with the ability to 
make their own 
interlibrary loan 
requests with little 
mediation. 
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6 The library strives to 
provide a collection 
that reflects the 
needs and interests 
of the community 
as well as the 
diversity of human 
experience. 

The library 
regularly reviews 
the collection to 
ensure its 
inclusivity. 

The library 
implements a 
comprehensive 
collection 
maintenance plan 
that includes a 2-3 
year schedule for 
evaluation and 
maintenance of 
every area of the 
collection. 

7 The library provides 
access to materials 
in a variety of 
formats for 
individuals of all 
ages, interests, and 
abilities (e.g., print, 
digital, audio, video, 
large print). 

The library 
circulates physical 
objects and digital 
tools (a.k.a. 
“Library of Things”). 

8 Materials are 
cataloged according 
to standard library 
practices. 

Staff are aware of 
the importance of 
culturally sensitive 
cataloging 
terminology. 

9 The library has a 
reconsideration of 
materials policy and 
process. 
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10 The library serves as 
a repository for 
local history. 

The library provides 
access to genealogy 
resources. 

The library’s 
special collections 
are digitized to 
preserve and 
provide broad 
access to these 
resources. 

Notes/Comments:
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Date 
Illinois Public Library Standards – Finance & Budget: Action Plan 
Library Name 
Completed by Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine 
how their library is addressing the Illinois Public Library Standards. It is important that library directors, boards and staff recognize 
that public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to 
stay sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The library has a 

written budget that 
is developed by 
administration and 
approved by the 
board. 

The library has the 
budget in an 
electronic 
spreadsheet 
format. 

The library includes 
legacy data in the 
spreadsheet to 
project future 
revenues and 
expenditures. 

2 The library keeps a 
current accounting 
of its revenues and 
expenditures, and 
the board reviews 
and approves all 
monthly 
expenditures (e.g., 
invoices, electronic 
payments and 
transfers, 
insurances, payroll, 
pension/retirement, 
and tax obligations). 

The board reviews 
actual revenues 
and expenses 
against the monthly 
budget, and 
discusses variances 
with the director. 
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3 The board’s bylaws 
emphasize the 
importance of 
financial oversight 
and the creation of 
board-approved 
financial policies. 

The library board 
regularly reviews 
and updates 
financial policies to 
reflect best 
practices. 

The library board 
utilizes financial 
professionals to 
review and make 
recommendations 
to strengthen 
financial policies 
and procedures. 

4 The library has a 
process for 
adding/removing 
signers from all 
financial accounts 
(e.g., bank 
accounts, credit 
cards, and online 
accounts). 

5 The director and 
board have an 
understanding of 
the fundamental 
principles of library 
funding, financial 
reports, and 
budgeting. The 
library uses 
professionally 
accepted 
bookkeeping 
practices. 

The director and 
board pursue 
continuing 
education to 
enhance their 
understanding of 
library funding, 
financial reports, 
and budgeting. 
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6 The library follows 
all legal 
requirements for 
financial reporting. 
If applicable, the 
library follows all 
GASB (General 
Accounting 
Standards Board) 
accounting 
principles as 
required by the 
auditor.    

The library actively 
maintains a 
transparency 
webpage where it 
posts its reporting 
requirements, 
ordinances, and 
audit status. 

7 The library strives 
to ensure adequate 
funding for library 
operations, staffing, 
programming, 
services, and facility 
needs using local 
funding. 

The library seeks 
grants through 
Friends groups, 
foundations, library 
systems, and state 
programs to 
supplement the 
annual budget as 
needed.  The 
library has an 
established 
donations and gifts 
program. 

The library seeks 
non-traditional 
sources for 
fundraising (e.g., 
corporate 
sponsors/donations, 
endowments, 
investments) to 
supplement the 
annual budget. 
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8 The library conducts 
an annual audit if 
the budget is 
$850,000 or more. 
Depending on the 
type of library, the 
funding agent may 
do this as part of 
their annual audit. 

The library board 
reviews and 
approves the 
annual audit, 
making the audit 
findings available to 
the public. 

The board utilizes 
audit findings to 
enhance financial 
policies, improve 
efficiency, and 
mitigate risks. 

9 The library or its 
funding agent (city, 
village) provides a 
treasurer's bond in 
the amount of 10% 
of the annual 
budget or the 
approved 
alternative of 
appropriate 
insurance as 
described in the 
statute (75 ILCS 5/4-
9). 

The library provides 
additional liability 
insurance coverage 
for its director, 
board, and others 
handling library 
money and/or 
financial 
transactions.  

10 The library utilizes 
internal controls to 
prevent fraud. 

The board and 
director regularly 
review the library’s 
internal controls. 

If the library 
utilizes an auditor, 
they review the 
library’s internal 
controls. 



Serving Our Public 5.0 – Finance & Budget: Action Plan, page 5 of 5 

11 The library securely 
stores financial 
documents (e.g., 
checks, payroll, 
credit cards). 

The library utilizes 
fraud protection 
measures (e.g., 
Positive Pay, 
payment by 
Automated 
Clearing House 
[ACH]). 

12 The library has a 
long-term financial 
plan. 

The long-term 
financial plan 
includes an 
allowance for the 
building’s capital 
needs, future 
projects, and 
projected expenses 

The long-term 
financial plan 
includes strategies 
for additional 
revenue streams 
(e.g., bequests, 
endowments,  
bond retirements, 
Tax Increment 
Financing [TIF]). 

Notes/Comments:
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Date 
Illinois Public Library Standards – Governance & Administration: Action Plan 
Library Name 
Completed by Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine 
how their library is addressing the Illinois Public Library Standards. It is important that library directors, boards and staff recognize 
that public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to 
stay sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The board has an 

approved set of 
bylaws that outline 
its rules and 
procedures. 

The board bylaws 
are reviewed at 
least every 3-5 
years. 

An attorney 
reviews the board 
bylaws 
periodically. 

2 The library complies 
with local, state and 
federal laws. This 
includes the Illinois 
Open Meetings Act 
[5 ILCS 120] and the 
Freedom of 
Information Act. Per 
these statutes, the 
library has an OMA 
designee and one or 
more FOIA officers. 
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3 The board meets 
regularly to conduct 
the business of the 
library in 
accordance with the 
Illinois Compiled 
Statutes. 

4 At each regular 
meeting, the board 
reviews and 
approves minutes 
and financial 
reports. 

At each regular 
meeting, the library 
director presents to 
the board a report 
of library activities 
and statistics. 

At each regular 
meeting, the 
library director 
presents 
supplemental 
materials to the 
board (e.g., 
departmental 
reports, analysis of 
statistics). 

5 The library has a 
board-approved 
mission statement.  

The mission 
statement is 
reviewed 
periodically by the 
board, director, and 
staff. 

The library creates 
a vision or values 
statement. 
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6 Trustees represent 
the needs, interests, 
and aspirations of 
the community.   

Trustees solicit 
input on library 
activities from the 
community. 

Trustees serve on 
other local 
committees and 
forums acting as a 
bridge from the 
library to the 
community. 

7 The library prepares 
and submits the 
Illinois Public 
Library Annual 
Report (IPLAR), as 
required by statute. 
[75 ILCS 16/30-65] 

The IPLAR is 
prepared by 
administration and 
presented to the 
board of trustees at 
a public meeting. 

8 The library has 
public and internal 
policies that are 
approved by the 
board. 

The director 
regularly includes 
relevant staff in the 
drafting and review 
of policies. The 
board reviews 
these policies on a 
regular rotation. 

Library policies are 
regularly reviewed 
by an attorney or 
expert on the 
relevant topic. 

9 The library has a 
strategic plan that is 
developed by the 
board, director, and 
staff. 

The strategic plan is 
reviewed regularly 
by the board, 
director and staff. 

The library includes 
members of the 
community in 
strategic plan 
development. 
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10 The library has a 
succession plan for 
the director. 

The library has a 
succession plan for 
the director and 
key staff. 

The succession 
plan is reviewed 
with the board and 
administration and 
updated as 
needed. 

11 The board and 
director develop an 
orientation program 
for new trustees. 

The board actively 
participates in 
ongoing continuing 
education 
activities. 

12 The library 
maintains insurance 
coverage for 
property damage, 
general liability, 
professional 
liability, cyber 
liability, workers’ 
compensation, 
treasurer’s 
bond/government 
crime, and directors 
and officers. 
Coverage needs 
may vary based on 
library size, 
location, and 
services provided.  
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13 The board, as an 
advocate for the 
library, identifies 
community 
priorities, ensures 
proper funding, and 
plans for the future. 

The board 
advocates for the 
library with local 
stakeholders. 

The board 
advocates for the 
library with state 
and federal 
stakeholders. 

14 The library board, 
director, and staff 
are aware of the 
services offered by 
the regional library 
systems, the Illinois 
State Library and 
the Illinois Library 
Association. 

The library board, 
director, and staff 
are engaged with 
the regional library 
systems, the Illinois 
State Library and 
the Illinois Library 
Association (e.g., 
attend workshops, 
meetings, and 
conferences, and 
subscribe to library 
system e-news, ILA 
Reporter). 

The library board, 
director, and staff 
participate as 
members of 
professional 
boards, 
committees, task 
forces, advisory 
councils of the 
regional library 
system, the Illinois 
State Library and 
the Illinois Library 
Association. 

15 The director 
participates in 
professional 
development 
activities, including 
Directors University 
for first-time Illinois 
directors. 

The library provides 
financial support 
for the director’s 
membership in 
professional 
organizations. 

The director 
contributes to the 
profession by 
committee service, 
presentations, and 
authorship. 
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Notes/Comments: 
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Date 
Illinois Public Library Standards – Human Resources: Action Plan 
Library Name 
Completed by Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine 
how their library is addressing the Illinois Public Library Standards. It is important that library directors, boards and staff recognize 
that public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to 
stay sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The library has 

sufficient staff for 
the hours that the 
library is open. 

Staffing levels are 
sufficient to carry 
out the library’s 
mission, to develop 
and implement 
strategic plan 
initiatives, and to 
provide services. 

Library staff 
represent 
community 
demographics, 
especially focusing 
on cultural and 
multilingual 
diversity. 

2 The library has a set 
of board-approved 
personnel policies. 

The personnel 
policies are 
reviewed on a 
regular schedule by 
the director and 
key staff.   

The personnel 
policies are 
reviewed by an 
attorney. 
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3 The library provides 
job descriptions for 
all positions. 

Job descriptions are 
reviewed as 
needed in order to 
align strengths, 
education, and 
expertise of staff 
with open positions 
and operational 
needs. 

Job descriptions 
are reviewed by an 
HR professional. 

4 The library 
compensates staff 
in a fair, equitable, 
and competitive 
manner. The library 
allocates up to 70% 
of the operating 
budget for salaries 
and benefits. This 
includes FICA, 
pension and health 
benefits. 

The library has a 
salary schedule that 
includes all 
positions. The 
schedule is 
reviewed and 
adjusted to reflect 
cost of living and 
industry 
benchmarking. 

The library 
conducts a market 
benchmarking 
study every 3-5 
years, with pay 
ranges, conducted 
by a human 
resources 
professional, to 
determine current 
competitive pay 
practices. 
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5 The library provides 
employee benefits 
as directed by 
federal, state, and 
local law. 

The library provides 
employees an 
expanded benefits 
package that may 
include healthcare 
and wellness 
benefits, tuition 
reimbursement, 
and/or pension or 
retirement savings. 
The library 
contributes to the 
premiums of any 
associated costs. 

The library 
contributes to the 
premiums of 
healthcare and 
wellness benefits 
for employees and 
their dependents. 

6 The library follows 
state and federal 
laws in recruiting, 
hiring, onboarding, 
supervising, and 
terminating 
employees. 

Key library staff 
keep abreast of 
current HR laws 
and trends (e.g., 
attending webinars, 
engaging an 
attorney or 
reputable HR 
consulting firm). 

The library 
employs a staff 
member who is 
dedicated to 
human resource 
management. 
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7 Staff members 
receive coaching, 
feedback, and 
support for their 
own development 
at least annually. 

The library has a 
performance 
appraisal system 
that provides staff 
with an annual 
evaluation of 
current 
performance and 
guidance in 
improving or 
developing new 
skills according to 
their job 
description. 

The performance 
appraisal system 
develops work goals 
and activities that 
align with the 
strategic plan. 

8 New employees 
receive a thorough 
orientation and job 
training. The library 
complies with all 
state-mandated 
training 
requirements. 

The library 
supports and 
encourages staff 
to acquire new 
skills, keep current 
with new 
developments in 
public libraries, 
and renew their 
enthusiasm for 
library work. 

The library provides 
paid work time and 
funding for 
conference 
attendance, tuition 
assistance, and 
other skill and 
leadership 
development. 
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9 The library has a 
succession plan for 
the director. 

The library has a 
succession plan for 
staff with 
specialized 
knowledge (e.g., 
assistant director, 
facilities manager, 
IT manager, 
business manager) 
that includes 
procedural job 
task instructions 
and checklists. 

Notes/Comments:
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Date 
Illinois Public Library Standards– Information Services: Action Plan 
Library Name 
Completed by Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine 
how their library is addressing the Illinois Public Library Standards. It is important that library directors, boards and staff recognize 
that public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to 
stay sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 All basic 

information services 
are available when 
the library is open. 
These include: 
circulation, 
reference, reader’s 
advisory, and 
technology 
assistance 
(including with 
personal devices) 
either through brief 
transactions or 
longer 1:1 sessions. 

If the library 
provides additional 
information service 
offerings (e.g., 
notary, passports, 
digital media lab, 
maker space), an 
adequate number 
of trained staff are 
available to assist 
patrons in these 
areas. 

2 Staff provide 
accurate, timely, 
and courteous 
service. 
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3 The library has 
policies that guide 
the provision of 
information 
services, such as a 
Circulation Policy 
and Reference & 
Reader’s Advisory 
Policy. 

If additional 
services are 
offered, such as 
notary, passports, 
digital media lab, or 
maker space, the 
library has policies 
and/or clear 
procedures guiding 
their use. 

4 Staff have access to 
appropriate 
technology (e.g., 
phones, computers, 
work email, 
printers, scanners) 
to receive and 
respond to patron 
inquiries. 

The library provides 
a variety of self-
service information 
service resources 
via its website or 
library apps 24/7. 

The library 
provides 
information 
services by chat or 
phone outside of 
the hours the 
library is open. 



Illinois Public Library Standards – Information Services: Action Plan, page 3 of 4 

5 Staff are familiar 
with all the library’s 
offerings and other 
resources available 
to answer patron 
queries (e.g., print 
media, online 
subscription 
resources, reliable 
free internet sites, 
governmental and 
nonprofit agencies, 
local history 
materials). 

The library 
provides staff who 
specialize in areas 
of information 
services (e.g., 
children’s, teen, or 
adult services, or 
specific subject 
areas, such as 
business or 
technology). 

6 Staff are aware of 
local and statewide 
agencies as 
resources to which 
they can refer 
patrons in need. 

The library hosts 
representatives of 
local and 
statewide agencies 
to provide 
information about 
their services 
and/or meet with 
the public within 
the library space. 

The library may go 
beyond basic 
referrals to social 
service agencies by 
providing services 
by social workers or 
social work interns. 



Illinois Public Library Standards – Information Services: Action Plan, page 4 of 4 

7 Staff recognize the 
wide array of 
individual 
information needs 
within the 
community and 
strive to offer 
services for all. 

The library 
provides 
opportunities for 
staff to expand 
their knowledge 
and sensitivity in 
providing 
information 
services to all 
people. 

The library employs 
staff with expertise 
in services specific 
to the needs of the 
community it serves 
(e.g., individuals 
with dementia or 
autism or people 
experiencing 
homelessness). 

8 The library seeks to 
eliminate barriers to 
services and 
information access 
(e.g., fines and fees, 
age restrictions). 

In multilingual 
communities, the 
library strives to 
provide 
information 
services in 
languages relevant 
to patron needs. 

In multilingual 
communities, the 
library employs 
staff who speak 
languages relevant 
to patron needs or 
contracts 
interpreting 
services to 
supplement staff’s 
multilingual 
expertise. 

Notes/Comments:
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Date 
Illinois Public Library Standards – Marketing & Promotion: Action Plan 
Library Name 
Completed by Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine 
how their library is addressing the Illinois Public Library Standards. It is important that library directors, boards and staff recognize 
that public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to 
stay sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The library uses a 

variety of print, 
digital and 
interpersonal 
methods to actively 
promote its 
collections, 
programs, and 
services to the 
community. 

The library has a 
marketing guide 
that outlines where 
and how the library 
will market its 
services, programs 
and collections. 

The library adopts 
a formal marketing 
plan. 
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2 The board, director 
and staff are 
familiar with public 
relations and 
marketing initiatives 
developed by the 
regional library 
systems, the Illinois 
State Library, the 
Illinois Library 
Association, and the 
American Library 
Association (e.g., 
iREAD, Banned 
Books Week, 
National Library 
Week, Library Card 
Signup Month). 

3 The library allocates 
funds for marketing 
and promotion. 

The library provides 
training 
opportunities for 
the director, staff, 
and/or board to 
learn effective 
methods to 
promote library 
services in 
consistent and 
strategic ways. 

The library has one 
or more dedicated 
employees for 
marketing and 
graphic design. 
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4 The library adopts 
an easily 
recognizable logo 
that represents the 
library’s brand. 

The library uses its 
logo consistently 
across all print and 
digital marketing 
platforms. 

The library adopts 
a brand style guide 
to unify the 
library’s 
representation in 
all communications 
(e.g., color palette, 
fonts). 

5 The library’s print 
and digital 
marketing materials 
comply with all 
local, state and 
federal accessibility 
laws and standards. 

The library strives 
to make its 
marketing 
materials accessible 
to individuals of all 
ages, abilities, 
reading levels and 
relevant language 
backgrounds. 

6 The library 
understands the 
community it serves 
and designs its 
marketing efforts to 
reach all residents. 

The library 
identifies 
underserved 
populations and 
uses targeted 
marketing methods 
to conduct 
outreach to those 
communities. 
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7 The library has 
board approved 
policies that govern 
its marketing and 
promotional 
method (e.g., social 
media, bulletin 
board). 

8 The library collects 
data, stories and 
photos that 
illustrate the value 
of the library. 

The library uses 
collected data, 
stories, and photos 
to communicate 
the value of the 
library to the 
community. 

The library develops 
an annual report 
that uses data, 
stories, and photos 
to showcase the 
library’s value and 
impact. 

9 The library regularly 
evaluates the 
effectiveness of its 
marketing efforts. 

The library uses 
data (e.g., 
resource usage, 
program 
attendees, and 
cardholders) to 
measure and 
analyze the impact 
of its marketing 
efforts and to 
inform future 
marketing. 
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Notes/Comments: 
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Date 
Illinois Public Library Standards – Programming: Action Plan 
Library Name 
Completed by Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine 
how their library is addressing the Illinois Public Library Standards. It is important that library directors, boards and staff recognize 
that public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to 
stay sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The library provides 

programs for all 
ages free of charge 
or on a cost 
recovery basis. 

The library provides 
virtual or hybrid 
programs where 
appropriate. 

2 The library follows 
all local, state, and 
federal accessibility 
requirements in the 
presentation of in-
person and virtual 
programs. 

The library strives 
to provide various 
modes of program 
participation to 
accommodate 
patrons of all 
abilities (e.g., low 
lighting, enhanced 
audio). 

The library designs 
dedicated 
programs for 
patrons with 
specific needs (e.g., 
autism, dementia, 
low vision). 

3 The library has a 
board-approved 
programming policy 
for all ages that 
includes a protocol 
for response to 
challenges. 
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4 The library regularly 
assesses the needs 
of its community, 
either formally or 
informally, to 
inform its program 
planning. 

The library partners 
with local 
educational, social, 
cultural, and 
recreational 
organizations in 
order to present 
programs that 
address the 
community’s 
needs. 

The library draws 
on its community 
partnerships to 
provide programs 
in alternate venues 
in order to reach 
specific 
populations who 
cannot visit the 
library. 

5 The library 
evaluates programs 
based on criteria 
such as attendance, 
guest feedback, and 
participant 
outcomes and 
adjusts its future 
programs based on 
this evaluation. 

. 
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6 The library is aware 
of the diversity of 
its community and 
strives to offer 
programs that are 
inclusive. While 
library programs 
represent diverse 
viewpoints, library 
programs do not 
necessarily 
constitute an 
endorsement of the 
ideas or viewpoints 
expressed in their 
programs. 

The library provides 
staff training in 
best practices for 
meeting the 
programming 
needs of a diverse 
community. 

The library offers 
dedicated 
programs that 
address the 
specific cultures, 
life experiences 
and interests of its 
community. 

Notes/Comments:
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Serving Our Public 5.0 – Safety & Emergency Preparedness: Action Plan 
Library Name           Date 
Completed by         Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine how 
their library is addressing the Serving Our Public standards. It is important that library directors, boards and staff recognize that 
public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to stay 
sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The library has a 

communication 
protocol to keep 
the board, staff and 
public informed in 
the event of a 
disaster or 
emergency. 

   

2 Staff have ready 
access to 
emergency call 
information for 
police, fire, director, 
board, and other 
relevant staff. 

The library staff 
have ready access 
to all library key 
service providers 
(plumbing, electric, 
roofing). 

The library has a 
designated team 
that works to 
provide safety and 
emergency 
training, protocols 
and 
communications to 
both staff and 
public. 
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3 The library provides 
training for staff on 
safety and 
emergency 
preparedness. 

The library includes 
safety and 
emergency training 
in new employee 
on-boarding 
procedures. 

In addition to 
safety and 
emergency training 
procedures, the 
library also offers 
medical training 
for staff (first aid, 
CPR, AED, etc.). 

 

4 The library has a 
board approved 
Patron Conduct 
Policy. 

The library staff is 
aware of the Patron 
Conduct Policy and 
understands how 
to implement it. 

The library has a 
dedicated security 
staff person and/or 
a security 
surveillance 
system. 

 

5 Library entrances, 
exits, evacuation 
routes, locations of 
designated tornado 
shelters, emergency 
supplies, fire alarms 
and fire 
extinguishers are 
clearly marked and 
visible for staff and 
the public. 

Floor plans with 
designated 
emergency routes 
and equipment are 
displayed and 
shared with first 
responders. 

The library has 
thorough 
documentation for 
emergency 
responders that 
includes location of 
mechanical, 
electric, plumbing, 
ladders, and 
current building 
blueprints. 
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6 The library 
maintains a stock of 
emergency supplies, 
which are stored in 
a clearly marked, 
designated location 
and are easily 
accessible to staff. 

   

7 The library has an 
emergency and 
disaster 
preparedness 
manual that is easily 
accessible to staff. 

The library annually 
reviews and 
updates the library 
emergency and 
preparedness 
manual. 

The library has a 
separate 
emergency and 
safety procedure 
manual for the 
public that is 
posted in public 
spaces. 

 

8 The library has a 
disaster recovery 
plan that is kept in 
an off-site location. 

The library has a 
technology 
recovery plan, in 
the event of a 
physical disaster or 
cyberattack. 
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9 The library complies 
with local, state and 
federal emergency 
and safety 
guidelines, 
ordinances and 
laws. 

The library seeks to 
be included in 
community plans 
and works with 
local agencies on 
contingencies for 
various crises 
(flood, snow, 
pandemic, active 
shooter) in which 
the library can play 
an essential role. 

10 The library follows 
all local and state 
requirements for 
emergency systems 
and equipment 
inspections. 

The library has a 
maintenance 
protocol for all 
emergency systems 
and equipment that 
is reviewed on a 
regular basis. 

Last updated July 28, 2025 

Notes/Comments:
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Date 
Illinois Public Library Standards – Technology: Action Plan 
Library Name 
Completed by Job Title 
The action plans in each section are to be used as a tool for library directors, staff and board members to discuss and determine 
how their library is addressing the Illinois Public Library Standards. It is important that library directors, boards and staff recognize 
that public libraries are always evolving due to new trends, changing societal norms and cultural influences. In order for a library to 
stay sustainable and viable, the library directors should regularly review the core standards with both board and staff. 

STANDARD CORE INTERMEDIATE ADVANCED ACTION/PROGRESS 
1 The library has a 

dedicated budget 
for technology 
equipment and 
services. 

The library has a 
technology 
replacement 
schedule and/or a 
technology plan. 

The library 
conducts a 
technology needs 
assessment that 
examines current 
and emerging 
trends and 
includes 
community input. 

2 The library has a 
board approved 
internet and 
computer use 
policy. 

The library reviews 
and updates 
computer use 
policies on a 
regular basis 

3 The library provides 
a sufficient number 
of public use 
computers. 

The library offers 
laptops or tablets 
for the public to 
use in-house. 

The library allows 
laptops or tablets 
to be checked-out 
by the public. 
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4 The library has 
access to a trained 
individual to 
maintain all 
technology. 

The library has a 
trained staff person 
or contractual 
service to maintain 
the technology 
infrastructure. 

The library has a 
dedicated IT 
department. 

5 The library takes 
steps to protect the 
integrity, safety and 
security of all 
technology. This 
may include anti-
virus software, 
firewalls, 
authentication, 
routine upgrades, 
patches, and 
scheduled data 
backup. 

The library provides 
staff training for 
best practices in 
computer safety 
and includes cyber 
security in its 
liability insurance. 

The library 
conducts annual 
penetration testing 
to evaluate 
security measures 
to determine if 
improvements or 
upgrades are 
needed. 
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6 Staff are aware of 
adaptive features 
available in library 
equipment and 
software and are 
able to facilitate 
their use by patrons 
of all abilities (e.g., 
narration, 
captioning, 
magnification, color 
contrast 
adjustment). 

The library provides 
adaptive 
equipment for 
individuals of all 
abilities (e.g., large-
print keyboards, 
large trackball 
mice) and guides 
patrons in their 
use. 

The library 
provides adaptive 
equipment for 
individuals of all 
abilities for 
checkout. 

7 The library provides 
internet access, 
wired and wireless, 
with sufficient 
capacity to meet 
the needs of both 
the staff and the 
public. 

The library annually 
evaluates and 
updates its internet 
connectivity options 
for service impact 
and cost 
effectiveness.  

The library has 
multiple internet 
service providers 
available for 
failover back-up 
purposes and 
offers mobile 
hotspot checkout. 

8 The library has basic 
communication 
tools, such as 
telephones, 
photocopiers and 
printers for both 
staff and public use. 

The library offers 
facsimile, mobile 
printing, and 
scanners. 

The library offers 
video conferencing 
equipment and 
space. 
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9 The library is aware 
of emerging 
technology trends 
such as the maker 
movement. 

The library offers 
maker tools (e.g., 
video cameras, 3D 
printers, digital 
conversion devices) 
either for in-house 
use or check-out. 

The library offers a 
maker space with a 
dedicated staff 
who are 
knowledgeable of 
the equipment. 

Notes/Comments:
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