Sample Plan – Hennen’s Library Consulting for NTRLS

Note that I have mixed and matched several plans here.  The population and demographic data vary.  This is a sample only; it must be modified with a library’s specific information.  
Shaded text is for information only and should be deleted from the final plan.  

________ underlined spaces are for you to fill in your specific information, of course.  
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Library Board [list your library here]
Joint Library Planning Committee [list here]
__________, Library Director

Consultant, Thomas J. Hennen Jr. Director, Hennen Library Consulting.  

Executive Summary 

In January of 2003, the Library Board and the Joint Library Planning Committee began meeting with Library Director __________to develop a long-range plan.  The planning committee was faced with the challenge of providing a plan that could accommodate the possible merger of the City of Pewaukee and the Village of Pewaukee by a referendum to be held soon.  This added to the complexity of the plan because contingencies had to be developed for various scenarios. 

The planners took note of author Alex Haley’s quote: “[i]f I needed to decide among several communities to live in, I would go quickly and visit each community’s library, for the quality of the library will tell you more than any other single factor I know, about the quality of its community.”  A library in a community is like a canary in a mine cage, you know things are still healthy while the canary thrives.  

Many factors influence the total costs for building and operating a library, so the funding levels recommended here could only be informed estimates. 

Operating cost factors include the rate of population growth, inflation rates and other external issues.  The community must also determine the level of excellence in service it will seek – this report indicates state basic to moderate levels of expectations for service targets.  It would cost more to provide enhanced or excellent services.  

Building costs are also influenced by a wide variety of external factors as well as local choices.  The point in the economic cycle when building bids are received will influence the square foot costs because contractors adjust their bids to the market. Projected costs were based on national as well as state comparables, but site acquisition and preparation costs could vary dramatically.  Local choices for building materials and quality will also influence the total costs.  

“We plan to… ,” says Board President . [Insert short statement on the overall plan here]
Key Conclusions
[Note that these are specific to a Wisconsin plan.  Further conclusions and objectives will follow.  This is the executive summary version. Tailor the key conclusions for your library.  Remember that many people will only read the executive summary, the key conclusions and the key objectives.  You want to highlight key issues.]  
· The library has long since outgrown the current library building and suitable alternate quarters must be found as soon as possible.  This is true for either the status quo or a merged community. 

· As important as the Internet and electronic data services are, the board and staff remain committed to serving the needs of print users.  We will “balance the books and bytes” as we move forward in this new millennium.  

· Programming is critical to modern library services.  The present building cannot accommodate the training in technology, story time for children, coffee shop or scores of other programs needed for a modern library and community center.  

· State voluntary standards define four levels of standards: basic, moderate, enhanced and excellent.  The county standards are set at the basic or minimum level.  For the most part, Barbara Sanborn Library is close to the basic level for these measures.  It is recommended that throughout the plan period, the library attempt to stay between the basic and moderate level for all standards.  

· There is a major fiscal impact on neighboring communities.  It should be expected that adjacent communities will have strong concerns about a merger or joint library.

· The cost to the village for a separate standalone building would be just under $1 per $1,000 of equalized valuation.  For the city, the cost would be under $0.50 but it would probably experience several years of taxation from the county at about $0.27 per $1,000 until it met the county standards.  

Building Cost Estimate Summary
If the library needs a new building, addition, or remodeling, this section may need to be expanded considerably, of course.  
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Key Library Data for Libraries of Comparable Size

If the library needs a new building, addition, or remodeling, this section may need to be expanded considerably, of course.  

Comparing the Library on a per capita basis to its peer libraries of comparable size, note the following: 

· At 51,000 square feet, the new library is larger than the average, a result to be expected in a new building designed for the next 25 years. 

· Staffing is comparable to other libraries of comparable population, but lower than average on a staff per square foot basis. 

· While the Library has an operating budget 20% higher than its peers, the effective tax rate, at $0.52 per thousand of equalized value, is right on par with of comparable communities.  

· On Wisconsin Public Library Standards the library scores at an enhanced or excellent level on all measures except for book volumes held and total collection size, where it is below basic level.  In the old building, the collection could not be allowed to grow because of space limitations.  In the new building, there is room for that growth.  

Comparison Data for Texas Libraries and ____________ Public Library

Percentiles are for comparably sized communities in Texas.  Data are from Fiscal 2005
The ________ Library is in the _____ to _____ population category (i.e., 10,000 to 24,999).  
The graph below and the percentile charts are from the Hennen calculator devised specifically for NTRLS. See http://www. 
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Comparison Data for Texas Library and ____________ Public Library

Percentiles are for comparably sized communities in Texas.  Data are from Fiscal 2005
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Planning Framework 

1. Vision Statement: [Sample: The Library balances books and bytes in a friendly place where users can find information, share knowledge and seek wisdom.] 

2. Mission Statement: The Library provides materials, services, and programs to meet the educational, informational, and recreational needs of the community. Within a broad-based collection, emphasis is placed on access to popular materials in a variety of formats and on stimulating the appreciation of young children for reading and interest in learning.  A competent staff supports users with guidance and reference service.

3. Core Values

· Intellectual freedom 

· Staff education. 

· Basic library services at no charge

· Intellectual property rights and copyright law. 

· Balanced technological technology as a means to an end for better library services, and not an end in itself. 
4. Service roles for the library

· Primary Goal:  Popular Materials Library and Preschoolers’ Door to Learning

· Secondary Goal:  Reference Library

5. Stakeholders 
[These include the public, city government, friends of the library, staff, board, and other agencies and organizations consulted with in the development of the plan or especially interested in the outcome.]
6. Strengths, Weaknesses and Opportunities (SWOT) 
[If you do a SWOT analysis or a comparable exploration such as the Overview Questions from the Web Site, summarize the results here and put a fuller account in the appendix]
Sample SWOT Statements examples 

Library Strengths

The library serves the needs of the community well.  The materials, children’s programs, adult programs and other services meet the varying needs of the community.  The library has a dedicated staff and a community that has been supportive of the library’s needs.  The newer physical plant has helped to the library achieve its mission.  The library rates well by most objective measures of library services.  It has a high level of visits and circulation.  

Library Weaknesses

While the library has been supportive of the community’s needs, there is a lack of connectedness between residents and the library.  There is no “community group” supporting or advocating for the library.  In addition, the library and its board are struggling with the future vision of the library.  It is hard to answer the question, “What will the library be like in 20 years, other than what it is today.”  The library needs to maintain a positive image as the best reflection and resource of the community.  There is a need for more positive publicity and information about programs and services.  There is presently no advertising budget, no “flash.”  

Threats

The expectations of the well-paid and professional residents are often very high and are likely to remain so.  Meanwhile, the community is turning toward redevelopment because portions of the community that were developed 60 and 70 years ago need to be redeveloped and revitalized.  At the same time, the funding difficulties at the state level and the likely reductions in funding to the city will make it increasingly difficult to maintain that service level.  Various housing options, including higher density developments in targeted areas with mixed uses such as housing, retail, office, are in either the planning or development stages.  In the future, we expect an aging population and a change of population from strictly single family home residential.  We will have senior housing and multi-family dwellings, which will mean a more diverse population of young, old, single individuals, and traditional families.  We will have more clustered development and the bike paths will provide more connection among neighborhoods.

Opportunities 

There is a continuing community need for creating areas of the community with gathering places and a sense of community feeling. – this is an important role for the public library, of course. The opportunity exists to build an effective library foundation because when libraries help build community, communities repay the favor.   The library must build on its already strong base to keep up with the ever-changing technology.  Our residents are more technologically adept than most.   Renewing the commitment to partnerships with the Park and Recreation Department, the Center for the Arts, public and private schools, and civic organizations, will bear fruit in wider use and acceptance of the library and its mission.  

Goals & Objectives
1. Administration

This is a sample of specific objectives with stated deadlines. Ideally, objectives should be:

 1.
Written, clear, concise, and jargon free

2.
Part of a plan formally endorsed by the library board

3.
Subject to review by the board and revision as necessary

4.
Assigned to a department or an individual for completion

5.
Ranked in order of importance

6.
Assigned a budgeted cost 

7.
Each objective passes the SMART test. (see below) 

•
Specific 

•
Measurable. 

•
Attainable 

•
Realistic 

•
Timely (there is a deadline)
A less formal set of objectives is found on the next page.
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A less formal set of objectives could look like this:
· Aim for a total collection size of between 12,000 and 15,000 book volumes throughout the plan period.    

· Increase book budget to $14,000 annually   between 2002 and 2007 in order to maintain current standards for total collection size.  

· Aim for an annual book addition rate of between 500 and 750 volumes. 

· Aim for an annual book-weeding rate of between 500 and 750 volumes. 

· Plan to maintain the periodical collection at the current rate of 40 subscriptions. 

· Maintain audio collection at between 169 and 262 items compared to current 186 items. 

· Maintain video collection at between 350 and 525 items as compared to current 321. 

· Plan for off site storage of some of the library’s current collection by the end of 2002.  

· Evaluate the collection development plan annually based on usage in each Dewey Decimal category.  Cost is part of current ongoing program

· Evaluate and review costs and utility of electronic books (e-books) and online texts that can be purchased by library.  Establish line item in budget for 2003.  Estimated cost: $1,000.  

Further objectives in the following areas will be needed…

2. Collection Development

3. Materials and Resources 

4. Intellectual Freedom Issues

5. Circulation Services 

6. Information Services 

7. Children's Services 

8. Extension Services 

9. Access and Facilities Plan

Demographics and Statistical Comparisons
Your plan will have more credibility with municipal officials if you have taken the time to look to the future for population and potential tax resources.  
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Circulation and library use comparisons

Take the time to put your circulation data into the context of surrounding libraries helps planners see your situation more clearly. The items below are only examples, of course.  
Samples only.  Use specific information for your library!


[image: image6.emf] Library Circulation Data for Village & City Residents

Community This library Other 

Libraries in 

Our area

Totals

Pewaukee Village 27,379 7,011 34,390

Pewaukee City 25,966 10,019 35,985

Other Communities 6,897 1,929,827 1,936,724

Totals 60,242 1,946,857 3,907,643

Pewaukee Village 47.4% 12.1% 100.0%

Pewaukee City 23.1% 8.9% 100.0%

Other Communities 0.2% 51.6% 100.0%

Totals 1.5% 49.8% 100.0%


[image: image7.png]1,200,000

1,000,000

500,000

500,000

400,000

200,000

Circulation

1995 1999 2000 2001 2002 2003

2004

2005

2005

2007






Comparison on State Library Standards
Texas Standards are detailed on the Hennen/NTRLS web site at:  http://www.____________
Fill out the form for your library.  
	Population
	Basic
	Enhanced
	Comprehensive
	This Library Response
	Comments

	All populations
	Core reference collection
	Core reference collection
	Core reference collection
	
	

	
	2.0 circulation per capita
	4.5 circulation per capita
	7.5 circulation per capita
	
	

	
	10,000 items, or 1.5 items per capita, whichever is greater
	12,500 items, or 3 items per capita, whichever is greater
	15,000 items, or 4 items per capita, whichever is greater
	
	

	
	15% of collection less than 5 years old
	20% of collection less than 5 years old
	25% of collection less than 5 years old
	
	

	
	Entire collection weeded every 5 years
	Entire collection weeded every 4 years
	Entire collection weeded every 3 years
	
	

	
	
	Local history materials
	Local history materials
	
	

	
	Library extends collection by providing access to Internet and full-text databases provided by the State Library
	Library extends collection by providing access to Internet and full-text databases provided by the State Library and by providing licensed full-text databases purchased locally
	Library extends collection by providing access to Internet and full-text databases provided by the State Library and by providing licensed full-text databases purchased locally
	
	


Comparison on State Library Standards (Continued)
	Population
	Basic
	Enhanced
	Comprehensive
	This Library Response
	Comments

	All populations
	
	
	Remote access to full-text databases purchased locally
	
	

	
	Library offers Interlibrary Loan services
	Library offers Interlibrary Loan services
	Library offers Interlibrary Loan services
	
	

	
	Library offers materials in a variety of current nonprint formats
	Library offers materials in a variety of current nonprint formats
	Library offers materials in a variety of current nonprint formats
	
	

	
	
	
	Library offers digitized local history materials
	
	

	
	Library collects/reports electronic use
	Library collects/reports electronic use
	Library collects/reports electronic use
	
	

	Less than 5,000
	Collection turnover: Not applicable
	Collection turnover: Not applicable
	Collection turnover: Not applicable
	
	

	Over 5,000
	1.00 collection turnover rate (circulating collection only)
	1.75 collection turnover rate (circulating collection only)
	2.5 collection turnover rate (circulating collection
	
	


Other comparative data (such as HAPLR Ratings) available at: http://www.haplr-index.com/ 

Budget XE "Budget"  data 

1. Include past 3 to five years. 

2. Project into future as appropriate

3. Narrative section of GASB 34?

4. Indicate capital budget (if any)

Sample only.  Use specific data for your library.  
Operating Budget

	
	
	
	
	
	

	Library
	 Last yr 
	This Yr
	Yr 1
	Yr 2
	Yr 3

	Municipal
	$700,000
	$735,000
	
	
	

	County
	$300,000
	$315,000
	
	
	

	State
	$100,000
	$50,000
	
	
	

	Federal
	$10,000
	$10,500
	
	
	

	Fines and Fees
	$100,000
	$105,000
	
	
	

	Other
	$150,000
	$157,500
	
	
	

	Operating Revenue Total
	$1,360,000
	$1,373,000
	$0
	$0
	$0

	Salaries
	$710,600
	$739,024
	
	
	

	Benefits
	$155,040
	$161,242
	
	
	

	Materials
	$199,800
	$207,792
	
	
	

	Other Operating costs
	$232,560
	$255,816
	
	
	

	Operating Expend Total
	$1,298,000
	$1,363,874
	$0
	$0
	$0

	Revenue Over (under) Expend.
	$62,000
	$9,126
	$0
	$0
	$0

	Beginning Oper Balance
	$200,000
	$200,000
	$200,000
	$200,000
	$200,000

	Ending Balance
	$262,000
	$209,126
	$200,000
	$200,000
	$200,000


Capital Budget

Sample only.  Use specific data for your library.  
	Category
	 Last yr 
	This Yr
	Yr 1
	Yr 2
	Yr 3

	Debt Retirement
	$35,000
	$35,000
	$35,000
	$35,000
	$35,000

	Roof replacement
	
	
	$100,000
	
	

	Server upgrade
	$15,000
	
	
	
	$15,000

	Capital Expenditures Total
	$50,000
	$35,000
	$135,000
	$35,000
	$50,000

	Foundation Revenue
	
	
	$50,000
	
	$15,000

	Library Reserves
	$15,000
	
	$35,000
	
	

	Municipal Revenue 
	$35,000
	$35,000
	$50,000
	$35,000
	$35,000

	Capital Revenue Totals
	$50,000
	$35,000
	$135,000
	$35,000
	$50,000


Relevant Appendix materials

1. Survey results, [if you have done one recently for this planning cycle]
2. Focus group results, [if you use focus groups, you should record their recommendations and concerns here]

3. Publicity items, [plan for press releases including highlights of your plan]
4. Other

Review Checklist for Policy Manual

	Policy Area
	Yes
	No
	Incomplete
	Date of policy
	Comments

	1. Mission and Goal Statements 
	
	
	
	
	

	2. Statement on Who May Use the Library 
	
	
	
	
	

	3. Patron Responsibilities and Conduct 
	
	
	
	
	

	4. Services of the Library 
	
	
	
	
	

	5. Responsibilities and Authority of the Library Board 
	
	
	
	
	

	6. Conflict of Interest – Board 
	
	
	
	
	

	7. Programming in the library
	
	
	
	
	

	8. Public Relations 
	
	
	
	
	

	9. Equipment Use policy 
	
	
	
	
	

	10. Internet Use Policy 
	
	
	
	
	

	11. Meeting Room Policy 
	
	
	
	
	

	12. Displays and Exhibits Policy 
	
	
	
	
	

	13. Public Notice Bulletin Board Policy 
	
	
	
	
	

	14. Disasters Policy 
	
	
	
	
	

	15. Privacy of records 
	
	
	
	
	

	16. Volunteers and Friends 
	
	
	
	
	

	17. Circulation Services
	
	
	
	
	

	· borrower eligibility & procedure
	
	
	
	
	

	· borrowers' responsibilities
	
	
	
	
	

	· confidentiality of records
	
	
	
	
	

	· equipment use
	
	
	
	
	

	· fines and fees
	
	
	
	
	

	· loan periods
	
	
	
	
	

	· lost/damaged materials
	
	
	
	
	

	· nonresident fees
	
	
	
	
	

	· registration
	
	
	
	
	

	· renewals and reserves
	
	
	
	
	

	18. Interlibrary Loan Services
	
	
	
	
	

	· fees (if allowed by law)
	
	
	
	
	

	· participation in Regional/State networks
	
	
	
	
	

	· protocols/procedures
	
	
	
	
	

	· Reference Services
	
	
	
	
	

	· homework assignments
	
	
	
	
	

	· in-person vs. telephone questions
	
	
	
	
	

	· online searches
	
	
	
	
	

	· reference interviews
	
	
	
	
	

	19. Collection Development
	
	
	
	
	

	· community/clientele descriptions
	
	
	
	
	

	· evaluation of collection
	
	
	
	
	

	· purpose of collection
	
	
	
	
	

	· selection criteria/procedures
	
	
	
	
	

	· statements concerning intellectual freedom 
	
	
	
	
	

	· withdrawal of materials
	
	
	
	
	

	20. Personnel  
	
	
	
	
	

	· salary schedules
	
	
	
	
	

	· benefits
	
	
	
	
	

	· appointment
	
	
	
	
	

	· disciplinary procedures
	
	
	
	
	

	· grievance procedures
	
	
	
	
	

	· insurance
	
	
	
	
	

	· job descriptions
	
	
	
	
	

	· leaves
	
	
	
	
	

	· disability 
	
	
	
	
	

	· family
	
	
	
	
	

	· jury
	
	
	
	
	

	· leaves of absence
	
	
	
	
	

	· military
	
	
	
	
	

	· sick leave
	
	
	
	
	

	· organization chart
	
	
	
	
	

	· performance evaluation
	
	
	
	
	

	· personnel records
	
	
	
	
	

	· position classification 
	
	
	
	
	

	· probationary periods
	
	
	
	
	

	· promotions/demotions
	
	
	
	
	

	· recruitment
	
	
	
	
	

	· resignation and dismissals
	
	
	
	
	

	· retirement
	
	
	
	
	

	· retirement plan
	
	
	
	
	

	· staff development/training
	
	
	
	
	

	· travel expenses
	
	
	
	
	

	· vacancies
	
	
	
	
	

	· vacations
	
	
	
	
	

	· worker's compensation
	
	
	
	
	

	21. Form: Statement of Concern About Library Resources 
	
	
	
	
	

	22. Form: Internet Use Agreement 
	
	
	
	
	

	23. Library Bill of Rights 
	
	
	
	
	

	24. The Freedom to Read Statement 
	
	
	
	
	

	25. Revision of Library Policies 
	
	
	
	
	


Bylaws Checklist

	Area
	Yes
	No
	Comments

	The bylaws specify the board officers, their terms, powers, and responsibilities.
	
	
	

	The bylaws define the expected meeting frequency for the full board as well as any subcommittees. Procedures for emergency or special meetings are outlined.  
	
	
	

	The bylaws specify the rules of order that will govern the board. (Usually the rules are Robert’s Rules of Order.)
	
	
	

	The bylaws define standing committees, their appointment and responsibilities, as well as the same for ad hoc committees.  
	
	
	

	A clear statement on conflict of interest is included and it is consistent with state and local legal requirements.  
	
	
	

	The determination of a quorum is defined clearly. 
	
	
	

	The bylaws outline the relationship between the board and the library director regarding hiring, firing and supervisory practices.  They also address these issues as they relate to the staff.  
	
	
	

	The bylaws clearly detail the relationship with the appointing authority (or authorities).  
	
	
	

	There is a clear method for filling vacancies. 
	
	
	

	Term limitations, if any, are stated.  
	
	
	

	The reasons and methods for removal of members or officers are stated. 
	
	
	

	The bylaws specify meeting attendance requirements, and the method for removing trustees for non-attendance is included. 
	
	
	

	The bylaws specify that the board will adhere to state and local laws regarding open meetings, privacy of records, insurance and bonding of officers, and so forth.  
	
	
	

	The method and timeframe for amending the bylaws is stated.  
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		State Equalized Valuations (Tax Base)

				Combined

		Equalized Valuation now		2,357,171,400

		Equalized Valuation 5 yr		2,651,021,400
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		Library Circulation Data for Village & City Residents

		Community		This library		Other Libraries in Our area		Totals

		Pewaukee Village		27,379		7,011		34,390

		Pewaukee City		25,966		10,019		35,985

		Other Communities		6,897		1,929,827		1,936,724

		Totals		60,242		1,946,857		3,907,643

		Pewaukee Village		47.4%		12.1%		100.0%

		Pewaukee City		23.1%		8.9%		100.0%

		Other Communities		0.2%		51.6%		100.0%

		Totals		1.5%		49.8%		100.0%
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		Current and Projected Building Data

				Square feet		Collection Capacity		Estimated Costs at $150 per sq. ft.

		Current Actual		3,100		30,000		$465,000

		Projected for Village only		11,000		80,000		$1,650,000

		Projected for City Only		15,840		100,000		$2,376,000

		Combined		26,400		160,000		$3,960,000
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			Currrent and projected Building Data


						Square Feet			Collection Size			Estimated Costs


			Current Actual			999			11,714			$174,825


			Projected for Big Bend only			9,800						$1,715,000


			Projected for Big Bend/Vernon			19,300						3,377,500
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			Currrent and projected Building Data


						Square Feet			Collection Size			Estimated Costs


			Current Actual			999			11,714			$174,825


			Projected for Big Bend only			9,800						$1,715,000


			Projected for Big Bend/Vernon			19,300						3,377,500
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		Current and projected populations

				Combined

		Population		20,000

		Popul 5 yr		22,000

		Popul 20 yr		25,000






