Pierce County Library System

Policy on Policies
Policy Statement

Policies represent the Library’s guiding principles, philosophies and beliefs and reflect the image it portrays to those inside and outside of the organization. Policies provide a key connection between customers and employees and the organization, explaining why the Library operates as it does. They align daily activities with the mission and vision of the organization and its goals. They reflect the financial responsibilities of the Board of Trustees. Policies establish context for decisions and actions.

Purpose

To establish the principles and purpose of creating policies that enable the Pierce County Library System to achieve its mission and vision and provide excellent, consistent and equitable service to residents of its service area.

Definitions
Board Policy:  Policy adopted by the Library’s Board of Trustees.
Administrative Policy:  Policy established under the authority of the Executive Director or designee, and consistent with and supportive of any Board policies to which they are related. They may be shared with the Board of Trustees but are not approved by them.
Procedures: Operational applications and interpretations of policies as applied in day to day operations. They further define policy and describe what must be done to support the policy. They may include step-by-step description of how a policy will be carried out. Procedures are created, revised and discarded as business practices and needs change. They are generally developed by those familiar with the tasks to be performed, and approved by library managers.
Policy

Library policies are adopted and approved by the Board of Trustees (who are appointed by the Pierce County Executive), or by executive level Library employees.

Policies are broad statements supporting the purpose, principles and philosophy of the Pierce County Library System and provide structure for achieving its mission, vision, goals and objectives. 
Policies:

· Insure the public knows what to expect from the library and that they are treated equitably and consistently

· Establish and communicate the principles and rules under which the Library operates

· Provide staff with the framework, understanding and information they need to do their jobs effectively and to apply judgment in working with the public and within the Library System

· Reflect library priorities

· Define current practice

· Are easily accessible and user friendly/easily understood by public and staff
· Are brief, current and consistent

· Support the Director and designees’ role in developing procedures and setting standards for the operation of the Library.

· Provide support for the staff and Board of Trustees in the event of legal action.

· Avoid repeating external laws or regulations. (Don’t “date” policies.)
All employees are responsible for being aware of, understanding, reviewing and applying the Library’s policies. All employees must accurately communicate library policy to the public in job-related contacts.
Policies are disseminated and posted on StaffWeb to insure staff has easy access, are
aware of their duties, and have the information they need to complete them in a way that treats customers equitably. 

Policies will be reviewed at least once every five years, or as necessary due to changes in laws, operations or other reasons.
Approved by Georgia Lomax, Deputy Director
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