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Preface

In the fall of 1998, staff from the Office of Library and Information Services (OLIS) met
with public library directors to discuss a revision of Minimum Standards for Rhode Island
Public Libraries. These standards had been approved and published in 1983 and
implemented in 1988. There was general agreement that a revision and updating were
overdue, especially in light of the dramatic increase in the role of technology in libraries,
the growing importance of communicating to the public the wide range of services
offered by public libraries, and the need for library staff at all levels for ongoing training.

The development of revised standards proceeded in three phases. In the first phase, a
committee wrote a new philosophical statement based on Libraries, an American Value
from the American Library Association. This new statement provides the framework for
the role of a public library and for the principles that were developed in the second phase.
The principles articulate the expectations that citizens of Rhode Island should have as
they physically or virtually enter any public library in this state. Vermont's draft
standards were a helpful resource at this stage. In this phase, many decisions were also
made about the formatting of the document, most importantly that there would be no
guidelines, only standards. All standards would be met by all independent public
libraries except those based on city or town population, where it is specifically indicated
that the combined libraries in a city or town could together comply with a standard. As in
the past, libraries must comply with the standards or receive an approved waiver in order
to receive state grant-in-aid.

The third phase of development resulted in the delineation of the specific standards under
each principle. The standards do not represent a full description of quality library
service. Instead, they are strategic indicators that, at this point in time, provide signposts
on the way to making the principles a reality. The standards were selected with the
citizen's need for competent and convenient library services in mind. Where specific
target levels are provided, they reflect reasonable steps forward. Some libraries will have
achieved these levels already and are encouraged to continue to lead the way. Others will
take advantage of the three-year time frame from approval and publication until
implementation to plan how they will move forward toward compliance by July 1, 2003.
These standards reflect minimum requirements; libraries striving for excellence will work
to exceed them. As trustees and directors review this document and work toward
compliance, they can refer to the OLIS Library Programs web site for supporting
continuing education opportunities, sample policies and related links, and appropriate
resources from the OLIS Library.

Through standards, the state assures each citizen access to a minimum level of library
service which effectively meets his or her information needs. Trustees, directors, and
staff of individual libraries will continue to design facilities and services targeted for their
community through a reflective planning process and local advocacy of support for
library services. Local public libraries then work together, through a statewide network,
to provide a high level of service to all the state's residents.
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In the constantly changing world in which libraries operate, any standards can only
represent markers on an evolving continuum. It is recommended that a new revision of
this document be completed for implementation in 2008. Public library standards
function to aid libraries and communities in improving and strengthening library services.
In addition, they serve as criteria for state and federal public library funding. This dual
purpose necessitates that standards be up-to-date and in accord with current thought,
practice, and trends if they are to be meaningful.

Many thanks are due to the committee members who worked so diligently and with such
dedication to produce this document. Following feedback sessions and public hearings,
this final document was approved by the Library Board of Rhode Island on September
18, 2000.
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Philosophical Statement

To ensure equal and open access to organized resources and information, public libraries
in Rhode Island must take an active, vital role in the communities they serve. This is
essential for the continued personal, cultural, and intellectual growth of all Rhode
Islanders.

Libraries provide a legacy to each generation, preserving the heritage of the past and
offering the promise of the future. Therefore, Rhode Island public libraries must:

* Reflect the diversity of communities served and sustain our democratic society by
making available the widest possible range of viewpoints, opinions and ideas, so
that all individuals have the opportunity to become lifelong learners - informed,
literate, educated, productive, and culturally enriched.

* Defend the constitutional rights of all individuals to use library resources and
services while affirming the responsibility and the right of all parents and
guardians to guide their own children’s use of the library.

* Respect individual privacy and preserve confidentiality in the use of library
resources.

* Provide trained personnel to connect people with the resources they need within
the library, throughout the Rhode Island library network, via electronic resources,
and through referrals to outside agencies.

* Act as community centers by promoting social, cultural, and educational
programming for the benefit of the public.

* Respond to the needs and desires of their communities, and encourage feedback
regarding services, programs and facilities.

* Design services and facilities so that all Rhode Islanders, regardless of age, sex,
race, color, national origin, sexual orientation, handicap, economic status, or
educational ability, may freely use the library.

* Promote public awareness of the services available to all Rhode Islanders by

establishing and maintaining effective communication with the media, business
and community groups, and government officials.
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Principles

Rhode | slander s have free and equal accessto a full range of
materials, information, electronic resources, programs, and other
library services.

Rhode I slander s are assisted by courteous, competent, committed,
and well-trained staff.

Rhode | slander s have access to professionally managed library
Services.

Rhode | slander s have accessto a library governed by a Board of
Trustees committed to the growth and development of library
servicesin their community.

Rhode I slander s have access to an expanded level of servicethrough
cooper ation and collabor ation of libraries and community agencies.

Rhode I slandersare aware of library services, programs, and
facilities.

Rhode | lander s have access to well-designed, equipped, and
maintained facilities.
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Minimum Standardsfor Rhodelsand Public Libraries

Rhode I lander s have free and equal accessto a full range of materials, information,
electronic resour ces, programs, and other library services.

1. All libraries are open a minimum number of hours each week, including evening and
weekend hours that are based on community needs, and in accordance with the
following population categories based on the 2000 census, the library/combined
libraries of a city/town are open the corresponding number of unique hours:

under 10,000 35 hours
10,000 - 19,999 50 hours
20,000 - 49,999 60 hours
50,000 and over 65 hours

In the case of combined libraries, each library is open a minimum of

25 hours. (All of the above hours refer to the winter schedule)
Note: Unique hours are thetotal hours all public library facilitiesin a city or
town are open, with concurrent hours being counted once.

2. All materials, except special collections, are accessible all hours the library is open.

3. When the library is closed, telephone callers hear a recorded message providing the
library's open hours and web address. When the library is open, all callers reach a
staff member or have the opportunity to leave a message.

4. The library makes all of its holdings known to library users statewide and extends its
borrowing privileges without charge to all Rhode Islanders, regardless of age.

5. In accordance with the American Library Association’s policy statement, Free Access
to Libraries for Minors, the library provides children and young adults access to all
materials and services.

6. In accordance with the Library Bill of Rights, the library provides materials
representing diverse points of view.

7. The library makes its entire range of materials and services available to everyone,
providing assistive technology, software, materials, staff assistance, and alternative
access to library resources as needed.

Note: Assistive technology isany item or piece of equipment which isused to
increase, maintain, or improve the functional capabilities of individuals with
disabilities.

8. The library provides access for users to statewide library holdings both within the
library and remotely 24 hours a day, seven days a week, via the World Wide Web.
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9.

10.

1.

12.

The library encourages and provides reference and interlibrary loan services to users
of all ages, including questions and requests through the telephone, Rhode Island
Relay, fax, and the Internet. The library responds to reference questions by the end of
the next business day.

The library provides access to electronic resources, including those that are available
via the World Wide Web. The library provides onsite public access to the Internet
appropriate to the demonstrated needs of the local library community and offers
instruction in its use.

The library provides the equipment, training, and guidance necessary for the public to
access, print, and copy information available through the library’s print, media, and
electronic resources, within current copyright restrictions.

The library actively collects and preserves materials of local interest.

Rhode | danders ar e assisted by courteous, competent, committed, and well-trained
staff.

13.

The library adopts a personnel policies and procedures manual that applies to full-
time and part-time staff including the director and is distributed to staff. If a
collective bargaining agreement exists, the manual is consistent with and addresses
any issues not covered in the collective bargaining agreement. The personnel manual
covers:

an equal employment opportunity policy
library organization chart
job descriptions and classifications
employee benefits
working conditions (e.g. breaks, work week, hourly rates, annual salaries, etc.)
vacation and leave policies (e.g. bereavement leave, sick leave, parental and
family medical leave, military leave, jury duty leave, staff development leave,
leave of absence)
staff development policy
appointments and promotions
nepotism
probation periods
conduct at work (e.g. dress, use of telephone, electronic mail, etc.)
personnel evaluation
. discharge procedures
grievance procedures
anti-harassment policy
drug-free workplace
emergency closing procedures
American Library Association Code of Ethics
other required policies

me a0 o
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staff and pages are in the building during all open hours.
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14. For safety reasons, a minimum of two staff members including custodians, security

15. The library/combined libraries of a city/town has a minimum of 1 FTE staff member

excluding custodians, security staff and pages for each 3000 population or fraction
thereof based on the 2000 census.

population categories based on the 2000 census:

16. The library/combined libraries of a city/town provides staff at the following levels by

Under 10,000

10,000 - 19,999

20,000 - 49,999

Over 50,000

1 FTE MLS director

1 FTE MLS director

1 FTE MLS director

1 FTE MLS director

1/2 FTE with some

assigned to
reference services

assigned to
reference services

educational back- 1 FTE MLS 1 FTE MLS 1 FTE MLS professional
ground and experi- professional professional assigned to children's
ence working with assigned to youth assigned to services
children assigned to services children's services
children's services
1/2 FTE MLS I FTE MLS 1 FTE MLS professional
professional professional

assigned to reference
services

MLS professional
available to provide
reference services
all hours library is
open

MLS professional available
to provide reference
services all hours library is
open

1 MLS professional
assigned to include
young adult services
as part of duties

1 FTE MLS professional
assigned to young adult
services

1 FTE MLS professional
per 10,000 population or
fraction thereof assigned to
public service areas in addi-
tion to above requirements

Note: An FTE at a library in a community with a population under 10,000 equals
at least 25 hours per week. An FTE at alibrary in a community with a population

of

10,000 and over equals at least 35 hours per week.

Note: An MLSprofessional holds a library degree from a graduate library school
accredited by the American Library Association or an equivalent certificate from
a state that awards such certificates. In the case of combined libraries, the
director of each library holds an MLSfrom an ALA accredited program.
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17.

18.

19.

20.

21.

The library provides an orientation for new employees, including a review of the
personnel policies and procedures manual.

The library supports the staff’s continuing education and professional activities,
allocating funds for continuing education activities.

All professional librarians attend at least one continuing education event per year.

The library provides annual continuing education opportunities for its staff in
customer service techniques or allows staff to attend, on work time, customer service
workshops at other sites.

Library staff has access to Internet mail for communication and professional
development. Staff has the opportunity to learn to use new equipment and
technology, including new databases and software. The library has at least one
computer dedicated for staff use only.

Rhode I slander s have access to professionally managed library services.

22.

23.

24.

25.

26.

The library has a professional librarian with a Master’s Degree in Library Science
from an ALA accredited program as director.

The duties of the director include:

a. administering policy, regularly reviewing and recommending policies for
board action

b. attending board meetings and serving as liaison between the board and the
staff

c. preparing and implementing the budget

d. selecting, training, supervising, evaluating, and terminating staff

e. being responsible for the materials selection and collection development
process

f. being familiar with local, state, and federal library-related laws and proposed
legislation

g. submitting an annual report to the Office of Library and Information Services
(OLIS) and other required reports to appropriate authorities

Library administration maintains a manual(s) of all current policies and operating
procedures for staff use.

The director develops job descriptions with salary ranges for staff and conducts
regular performance evaluations.

At least every three years, the library conducts a community study or uses other needs

assessment techniques to determine awareness of library services and to ensure
community participation in their design and delivery.
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Rhode I slander s have accessto a library governed by a Board of Trustees
committed to the growth and development of library servicesin their community.

27.

The library board is governed by written by-laws which outline its purpose and

operation and must include:

28.

29.

30.

31

frequency of meetings

special meetings

compliance with open meetings laws where applicable
number of board members

terms of office

recruitment of members

definition of duties of trustees
disqualifications and vacancies
establishment of a quorum
appointment of special committees
amendments to the by-laws

FTTTE@ e A0 o

The library board meets at least quarterly.
The director attends all board meetings.

The library establishes an orientation program to provide new board members with
the basic information to perform their duties effectively, which includes an
introduction to the Rhode Island Public Library Trustees Handbook as well as related
resources provided by OLIS.

. The library board adopts a long-range plan which encompasses at least three years

and is reviewed annually. The plan is submitted to the city/town planning department
so that the community’s needs for library services and facilities can be incorporated
into the city/town’s comprehensive plan. The plan includes the following
components:

analysis of community needs

vision/mission statement

goals

measurable objectives

evaluation process to determine progress toward meeting objectives

o0 o
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32. The library board adopts policies covering:

mAETITE@R e A0 o

circulation

collection development, including gifts and special collections
email/Internet use and other technology issues
emergencies

exhibits and displays

harassment

intellectual freedom

personnel

rules of conduct for library users

services for nonresident borrowers
unattended children

use of library meeting rooms and equipment

33. The library board complies with all relevant laws.

34. In towns with more than one independent library, a library council is established and
composed of a trustee, the director and a community representative or their alternates
from each library.

35. The duties of the library council are:

a.
b.

meeting at least twice a year

coordinating the long-range planning process for library services within the
city/town

applying to OLIS for state grant-in-aid funds for libraries complying with
these standards within the city/town, with funding based on the percentage of
support those libraries receive from the city/town or based on some other
division of funds mutually agreed upon by the library council

Rhode I slander s have access to an expanded level of service through cooperation
and collaboration of libraries and community agencies.

36. The library is a member of the Library of Rhode Island (LORI).

37.

38.

39.

The library is a member of the Cooperating Libraries Automated Network (CLAN).

The library provides referrals to local agencies for its users, identifying and
maintaining a directory of local schools and community agencies.

The library initiates cooperation with local schools, coordinating homework support
and literacy activities, as well as promoting awareness of public library services to
students and faculty.
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40. The library supports adult new readers, providing access to specialized collections,
referrals to literacy programs, and other services to meet local needs.

41. The library promotes awareness of public library services to local agencies including,
but not limited to, early childhood providers, after-school programs, health centers,
senior services, and social service agencies.

Rhode llandersare aware of library services, programs, and facilities.

42. The library's long-range plan includes public relations goals, objectives, and
strategies to ensure continuous communication with the library's various audiences.
The plan incorporates a range of publicity techniques such as:

participation in community events, fairs, parades
. advertising items
direct mail promotions

a. library newsletter

b. general information brochure

c. newspaper articles or columns

d. annual report available to the public
e. TV and/or radio exposure

f. posters, flyers, bookmarks

g. presentations to community groups
h. exhibits, displays, bulletin boards
i. web page

J. electronic bulletin boards

k. videocassette

1.

m

n.

43. The library develops and implements specific strategies to inform people with
disabilities, people with a first language other than English, adult new readers, and
non-users of its materials, programs, and services.

44. Library staff responsible for coordinating public relations produce and distribute

public information describing the library's location, resources, services, hours, etc.
both in print and on the web.
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Rhode I slander s have access to well-designed, equipped, and maintained facilities.

45. The library provides adequate space to implement the full range of library services as
determined by its long-range plan.

46. Library facilities meet all federal, state, and local building, fire, safety, and
handicapped access codes for public buildings, including the Americans with
Disabilities Act (ADA).

47. The library building is identified with signs clearly visible from the street. The
entrance is well lighted, and hours of service are viewable from outside the building

and on the library’s web site.

48. The library building supports current and emerging telecommunications and
electronic information technologies.

49. The library has public meeting space available for its programming and for use by
community groups.

50. The library ensures access to its resources and services for individuals with
disabilities, in compliance with the Americans with Disabilities Act (ADA).

51. The library provides a photocopier for public use.

52. Staff and trustees review the building’s space layout and signage for clarity of use and
accessibility by staff and the public every five years.

53. The library develops, funds, and implements a plan to ensure regular cleaning and
ongoing maintenance of the facility.

54. The library provides well-lighted, convenient, and safe parking for the public and
staff or provides information regarding reasonable alternatives.
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STANDARDSIMPLEMENTATION PROCEDURE

Minimum Sandards for Rhode Island Public Libraries will become effective October 1,
2000. Public libraries will have until July 1, 2003 to comply with these minimum
standards. At that time, a review of the standards should begin that would result in
another revision to be approved in 2005 and implemented on July 1, 2008.

The Office of Library and Information Services will assist each library in performing an
initial standards review. For each standard with which the library does not comply, the
director will be required to submit by July 1, 2001 a Standards Compliance Plan to the
Office of Library and Information Services. For those standards (numbers 1, 15, and 16)
which relate to the combined libraries of a city or town, a joint Sandards Compliance
Plan for those particular standards must be submitted. The plan should detail the actions
that will be taken to comply with the particular standard by July 1, 2003.

Beginning in state fiscal 2003-2004, standards certification form(s) must be submitted
annually by each library and by the combined libraries in a city or town for Standards 1,
15, and 16. A Request for Waiver for each individual standard not met must be submitted
by the individual library, or in the case of Standards 1, 15, and 16, by the combined
libraries.

Waivers will not automatically be granted to a library with personnel currently in pro-
fessional positions who do not comply with the degree requirement. Each request for
waiver will be evaluated in consideration of the qualifications and experience of the staff
in those professional positions. After July 1, 2003, whenever these positions become
vacant, the library will be required to comply with the particular standard.
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STANDARDS COMPLIANCE PLAN (to be submitted on or before July 1, 2001)

Standard Number:

Name of City or Town:

Library/Libraries:

ACTION TO BE TAKEN :

(Please complete (a) or (b) below:

(a) Check here if one or more requests for waiver will be filed for staff member(s)
currently in a professional position who does not comply with the degree requirement:

Position(s): .

(b) Projected date by which the library/combined libraries will be in compliance with this
standard:

Date submitted:

Library Director:

Name of Library:

Chair or President/Board:

Library Director:

Name of Library:

Chair or President/Board:

Library Director:

Name of Library:

Chair or President/Board:
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Name of City or Town: Fiscal year:

3-letter code:

STANDARDS CERTIFICATION

Annually each public library must certify its compliance with Minimum Standards for
Rhode Island Public Librariesin order to receive state and federal funding for library
services. Please enclose copies of any required documentation or indicate where it can be
found on the library's web pages.

Note: **For each municipality with more than one public library applying for grant-in-
aid funds, the Standards Certification for Combined Libraries form to certify compliance
with standards 1, 15, and 16 must be completed, signed and submitted jointly by the
respective library directors and chairpersons of the library boards. These libraries should
indicate "C" in the boxes below for Standards 1, 15 and 16.

Waiver Waiver request
Library request(s) attached (\/) or

complies OLIS Assigned Waiver pending (dates date tp be
Standard # () Number(s) submitted) submitted

1**

BN W \O)

el 0 ~ (@) (9

11

12

13

14

15**
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Standard #

Library
complies

)

OLIS Assigned Waiver
Number(s)

Waiver
request(s)
pending (dates
submitted)

Waiver request
attached (V) or
date to be
submitted

16**

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

40

41
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Standard #

Library
complies

)

OLIS Assigned Waiver
Number(s)

Waiver
request(s)
pending (dates
submitted)

Waiver request
attached (V) or
date to be
submitted

42

43

44

45

46

47

48

49

50

51

52

53

54

We, the undersigned, certify the information provided above regarding compliance with

the Minimum Standards for Rhode Island Public Libraries.

Date:

Library Director:

Name of Library:

Chair or President/Board:
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Name of City or Town:

3-letter code:

Fiscal year:
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STANDARDS CERTIFICATION FOR COMBINED LIBRARIES

For municipalitieswith mor e than one public library applying for

grant-in-aid funds, this form must be completed, signed and submitted jointly by the
respective library directors and chairpersons of the library boards for Standards 1, 15, and
16 as stated in the Minimum Standards for Rhode Island Public Libraries.

Waiver request
Combined Waiver request(s) | attached () or
libraries comply OLIS Assigned pending (date dateto be
Standard # () Waiver Number (s) submitted) submitted

1

15

16

We, the undersigned, certify the information provided above regarding compliance with

the Minimum Standards for Rhode Island Public Libraries.

Date:

Library Director:

Name of Library:

Chair or President/Board:

Library Director:

Name of Library:

Chair or President/Board:

Library Director:

Name of Library:

Chair or President/Board:
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WAIVER PROCEDURE

Beginning July 1, 2003, whenever a library or the library/combined libraries of a city or
town is/are unable to comply with a particular standard, it/they must submit a Request for
Waiver.

The Chief Information Officer will render a written decision from the Office of Library
and Information Services within six weeks of receiving the request.

If the request for waiver is denied, the library/combined libraries of a city or town may
appeal the decision. The library/combined libraries of a city or town must file a written
notice of appeal within ten calendar days of the decision. A letter of appeal is sent to the
Chair of the Library Board of Rhode Island with a copy to the Chief Information Officer
at the Office of Library and Information Services.

The appeal will be heard by the Library Board of Rhode Island at its regular meeting or
within six weeks whichever comes first.

Written response to the appeal will be sent to the library/combined libraries of a city or
town within ten days of the appeal hearing.
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REQUEST FOR WAIVER OF MINIMUM STANDARDS FOR
RHODE ISLAND PUBLIC LIBRARIES

Please fill out and submit a form for each standard to be waived.

Name of City or Town:

Name of library/libraries:

We hereby request a waiver of the following standard:

Reason: (Please attach any additional supporting documentation)

Action which will be taken to comply with this standard:

Projected date for compliance with this standard:

Signature of Director:

Signature of Chair/Boards of Trustees:

Signature of Director:

Signature of Chair/Board of Trustees:

Signature of Director:

Signature of Chair/Board of Trustees:

Date submitted:

The following section is for office use only. It will be completed by the Office of Library and
Information Services, and a copy will be returned to the library/combined libraries for your records.
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To be filed by the Office of Library and Information Services by city/town, library, and standard number.

Waiver granted until (date):

Waiver granted for staff member in professional position:

date name position

Waiver not granted (date):

Explanation:
Signature:
Title:
Date:

To be completed for appeal filed with the Library Board of Rhode Island

Action taken by the Library Board of Rhode Island:

Date:
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