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BY-LAWS 

OF 

BLOOMINGTON PUBLIC LIBRARY FOUNDATION 
 

PURPOSE STATEMENT 
 

The Bloomington Public Library Foundation was established as an Illinois not-for-profit corporation 
to encourage and manage private support for the library - gifts that make a difference between a good 
library and an extraordinary one. 
 
 

ARTICLE I- OFFICES 
 

The corporation shall continuously maintain a registered office in the State of Illinois and 
a registered agent at such office.  The corporation may have other offices within or without the 
state. 

 
ARTICLE II- MEMBERS 

 
The corporation shall have no members. 

 
 
 
 

ARTICLE III- BOARD OF DIRECTORS 
 

Section 1. General Powers. The affairs of the corporation shall be managed by its 
Board of Directors. This shall include, but not be limited to, the power (i) to modify restrictions 
on the distribution of funds for purposes designated by donors if the restrictions become  
obsolete, and ( ii ) to determine investment policy, including the designation of a depository for 
the corporation's funds. 

 
Section 2.  Number, Tenure, and Qualifications.  The number of directors shall be at 

least eleven (11) and not more than fifteen (15).  Directors shall be appointed by the Board of 
Bloomington Public Library Board of Trustees, at their- regular meeting in April.  At least three 
of the directors shall be members of the Board of Library Trustees of the Bloomington Public 
Library Board of Trustees.  If the appointment of directors shall not be held at such meeting, 
such election shall be held as soon thereafter as conveniently possible. A director shall be eligible 
to be appointed by the Bloomington Public Library Board of Trustees for an unlimited number of 
three (3) year terms in addition to any partial term a director may fill when joining the board. The 
Foundation Board President may ask the Bloomington Public Library Board President to remove a 
Foundation Board Member for reasonable cause. Such requests shall be reviewed and approved by 
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the Bloomington Public Library Board. Each director shall hold office until his or hertheir 
successor shall have been duly appointed and shall have qualified or until he or shethey shall 
resign.  The Foundation President may ask the Library Board President to declare a Board 
Member's seat vacant if such Board member has three consecutive unexcused absences from 
regularly scheduled Board meetings.   Directors need not be residents of Illinois. 

 
Section 3.  Annual Meeting. the first meeting to be scheduled after each May 1st, shall be 

considered the annual meeting of the Board of Directors. 
 

Section 4.  Regular Meetings. The Board of Directors may provide, by resolution, the 
time and place for the holding of regular meetings of the board without other notice than such 
resolution. 

 
Section 5.  Special Meetings.  Special meetings of the Board of Directors may be called 

by or at the request of the president or any two directors.  The person or persons authorized to 
call special meetings of the board may fix any place as the place for holding any special 
meeting of the board called by them. 

 
Section 6.  Notice.  Notice of any special meeting of the Board of Directors shall be 

given at least ten (10) days prior thereto by written notice to each director at the address shown 
for such director on the records of the corporation.  If mailed, such notice shall be deemed to be 
delivered when deposited in the United States mail in a sealed envelope so addressed, with 
postage thereon prepaid.  If notice shall be given by facsimile, such notice shall be deemed to 
be 
delivered when the confirmation of the facsimile is received by the sender.  Notice of any 
special meeting of the Board of Directors may be waived in writing signed by the person or 
persons entitled to such notice either before or after the time of the meeting.  The attendance of 
a director at any meeting shall constitute a waiver of notice of such meeting, except where a 
director  attends a meeting for the express purpose of objecting to the transaction of any business 
because the meeting is not lawfully called or convened.  Neither the business to be transacted at, 
nor the purpose of, any regular or special meeting of the board need be specified in the notice or 
waiver of notice of such meeting, unless specifically required by law or by these by-laws. 

 
Section 7.  Quorum.  At all meetings of the Board of Directors a majority of the total 

number of directors shall constitute a quorum for the transaction of business, provided that if 
less than a majority of the directors is present at said meeting, a majority of the directors present 
may adjourn the meeting to another time without further notice. 

 
Section 8. Manner of Acting.  The act of a majority of the directors present at a meeting 

at which a quorum is present shall be the act of the Board of Directors, unless the act of a greater 
number of required by statute, the articles of incorporation or these by-laws. 

 
Section 9. Action Without Meeting. Any action required to be taken at a meeting of 

the directors of the corporation, or any other action which may be taken at a meeting of 
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directors, may be taken without a meeting if a consent in writing, setting forth the action so 
taken, shall be 

 signed by all of the current officers. Fax or email voting response will be considered to be in writing 
and valid. 
 

Section 10.  Remote Attendance.  Members of a committee may participate in any 
meeting through the use of a conference telephone, virtual meeting software, or similar 
communications equipment by means of which all persons participating in the meeting can hear 
each other, and such participation in a meeting shall constitute presence in person at the 
meeting. 

 
Section 110. Vacancies.  Any vacancy occurring in the Board of Directors or any 

directorship to be filled by reason of any increase in the number of directors shall be filled by 
the Board of Library Trustees of the Bloomington Public Library Board of Trustees.  A director 
appointed to fill a  vacancy shall serve for the unexpired term of his or hertheir predecessor. 

 
Section 121. Compensation.  Directors shall not receive any salaries for their services,  

but by resolution of the Board of Directors expenses of attendance, if any, may be paid for each 
regular or special meeting of the board, provided that nothing herein contained shall be 
construed to preclude any director from serving the corporation in any other capacity and 
receiving reasonable compensation therefore. 

 

 
 
 

ARTICLE IV- COMMITTEES 
 

Section 1. Creation of Committees.  The Board of Directors, by resolution adopted by 
a majority of the directors in office, may designate one (1) or more committees, each of which 
shall consist of one (1) or more directors and such other persons as the board shall appoint. 

 
Section 2.  Manner of Acting.  Each committee, to the extent provided in the 

resolution creating such committee and except as limited by law, the articles of incorporation 
or these by laws, shall have and exercise the authority of the Board of Directors in the 
management of the corporation; but the designation of such committees and the delegation 
thereto of authority shall not operate to relieve the Board of Directors, or any individual 
director, of any responsibility imposed upon it or him or herthem by law.  Unless otherwise 
provided in the resolution creating a committee, such committee may select its chairman, fix 
the time and place of its meetings, specify what notice of meeting, if any, shall be given, and 
fix its rules of procedure which shall not be inconsistent with these by-laws or with rules 
adopted by the Board of Directors.  The act of a majority of committee members present at a 
meeting at which a quorum is present shall be the act of the committee. 

 
Section 3.  Term of Office.  Each member of a committee shall continue as such until 

his or hertheir successor is appointed, unless the committee shall be sooner terminated, or unless 
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such member be removed from such committee, or unless such member shall cease to qualify as 
a member thereof. 

 
Section 4.  Vacancies.  Vacancies in the membership of any committee may be filled 

by appointments made in the same manner as provided in the case of the original 
appointments. 

 
Section 5.  Quorum.  Unless otherwise provided in the resolution of the Board of 

Directors designating a committee, a majority of the whole committee shall constitute a 
quorum and the act of a majority of the members present at a meeting at which a quorum is 
present shall be the act of the committee. 

 
Section 6.  Acting Without Meeting.  Any action which may be taken at a meeting of 

a committee may be taken without a meeting if a consent in writing, fax or email, setting forth 
the action so taken, shall be signed by all of the members of the committeed entitled to vote 
with respect to the subject matter thereof. 

 
Section 7.  Remote Attendance by Telephone.  Members of a committee may 

participate in any meeting through the use of a conference telephone, virtual meeting software,  
or similar communications equipment by means of which all persons participating in the 
meeting can hear each other, and such participation in a meeting shall constitute presence in 
person at the meeting. 

 
 
 

ARTICLE V- OFFICERS 
 

Section 1. Enumeration.   The officers of the corporation shall be a president, a vice 
president, a secretary, and a treasurer.  The Board of Directors may also elect one or more 
additional treasurer and such other officers as it shall deem appropriate.  Officers whose 
authority and duties are not prescribed in these by-laws shall have the authority and perform the 
duties prescribed, from time to time, by the Board of Directors.  Any two or more offices may 
be held by the same person, except the offices of president and secretary. 

 
Section 2.  Term of Office.  The officers of the corporation shall be elected at the 

annual meeting of the Board of Directors and shall serve one two years and hold office until 
their successors are elected and qualified or until their resignation or removal.  Vacancies may 
be filled or new offices created and filled at any meeting of the Board of Directors.  Any officer 
elected by the Board of Directors may be removed by the board whenever in its judgment the 
best interests of the corporation would be served thereby. 

 
Section 3.  President.  The president shall be the principal executive officer of the 

corporation.  Subject to the direction and control of the Board of Directors, the president shall 
have general supervision, direction and control of the business and affairs of the corporation 
and shall perform all duties incident to the office of the president and such other duties as may 
be assigned to him or herthem by the Board of Directors.  Except in those instances in which the 
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authority to execute is expressly delegated to another officer or agent of the corporation or a 
different mode of execution is expressly prescribed by the Board of Directors, the president 
may execute for the corporation any contracts, deeds, mortgages, bonds, or other instruments 
which the Board of Directors, according to the requirements of the form of the instrument.  The 
president may vote all securities which the corporation is entitled to vote except as and to the 
extent such authority shall be vested in a different officer or agent of the corporation by the 
Board of Directors. 

Section 4. Vice President.  The vice president shall perform such duties and have such 
other powers as shall be assigned to him or her them by the president or the Board of Directors. 
Further, in the absence of the president or in the event of his or hertheir inability or refusal to 
act, the vice president shall perform the duties of the president and when so acting, shall have 
all the powers of and be subject to all the restriction upon the president. 

 
Section 5. Secretary.  The secretary shall keep a record of all proceedings of the Board 

of Directors at the Bloomington Public Libraryin a book to be kept for that purpose; see 
that all notices are duly given in accordance custodian of the corporate records and of the seal of 
the corporation; and perform all duties incident to the office of secretary and such other duties 
as from time to time may be assigned to him or herthem by the president or by the Board of 
Directors. 

 
Section 6.  Treasurer.  The treasurer shall have charge of and be responsible for the 

maintenance of adequate books of account for the corporation; have charge and custody of all 
funds and securities of the corporation, and be responsible for the receipt and disbursement 
thereof; and perform all duties as may be assigned to him or herthem by the president or the 
Board of Directors.  With the approval of the Board of Directors, the treasurer may delegate 
specified duties to an assistant treasurer or other person for the effective conduct of the affairs of 
the corporation. 

 
 
 
 

ARTICLE VI- GENERAL PROVISIONS 
 

Section 1. Contracts.  The Board of Directors may authorize any officer or officers or 
agent or agents of the corporation to enter into any contract or execute and deliver any 
instrument in the name of and on behalf of the corporation and such authority may be general or 
confined to specific instances. 

 
Section 2. Deposits. All funds of the corporation shall be deposited from time to time to 

the credit of the corporation in such banks, trust companies, or other depositories as the Board of 
Directors may select. 

 
Section 3.  Checks, Drafts, Etc.  All checks, drafts, or other orders for the payment of 

money, notes, or other evidences of indebtedness issued in the name of the corporation, shall be 
signed by such officer or officers or agent or agents of the corporation and in such manner as 
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shall from time to time be determined by resolution of the Board of Directors.  In the absence 
of such determination by the Board of Directors, such instruments shall be signed by the 
secretary and countersigned by the president of the corporation. 

 
Section 4.  Gifts.  The Board of Directors may accept on behalf of the corporation any 

contribution, gift, bequest, or devise for the general purposes or for any special purposes of the 
corporation. 

 
Section 5.  Fiscal Year.  The fiscal year of the corporation shall be fixed by resolution 

of the Board of Directors. 
 

Section 6.  Seal.  On the corporate seal shall be inscribed the name of the corporation and 
the words "Corporate Seal" and "Illinois." 

 
Section 7.  Waiver of Notice.  Whenever any notice is required to be given under law, 

the articles of incorporation or the by-laws of the corporation, a waiver thereof in writing signed 
by the person or persons entitled to such notice, whether before or after the time stated therein, 
shall be deemed equivalent to the giving of such notice. 

 
Section 8.  Amendments.  The power to alter, amend, or repeal the by-laws or adopt new 

by-laws shall be vested in the Board of Library Trustees of the Bloomington Public Library 
Board of Trustees.  The by-laws may contain any provision of the regulation and management of 
the affairs of the corporation not inconsistent with law or the article of incorporation. 

 
 
 
 

ARTICLE VII- INDEMNIFICATION AND INSURANCE 
 

Section 1. The corporation may indemnify any person who was or is a party, or is 
threatened to be made a party to any threatened, pending, or completed action, suit, or 
proceeding, whether civil, criminal, administrative or investigative (other than an action by or in 
the right of the corporation) by reason of the fact that he or shethey are is or was were a director, 
officer, employee, or agent of the corporation, or who is or was serving at the request of the 
corporation as a director, officer, employee, or agent of another corporation, partnership, joint 
venture, trust or other enterprise, against expenses (including attorneys' fees), judgments, fines 
and amounts paid in settlement actually and reasonably incurred by such person in connection 
with such action, suit or proceeding, if such person acted in good faith and in a manner he or 
shethey reasonably believed to be in, or not opposed to, the best interests of the corporation, and 
with respect to any criminal action or proceeding, had no reasonable cause to believe his or 
hertheir conduct was unlawful.  The termination of any action, suit or proceeding by judgment, 
order, settlement, conviction, or upon a plea of nolo contendere or its equivalent, shall not, of 
itself, create a presumption that the person did not act in good faith and in a manner which he or 
shethey reasonably believed to be in, or not opposed to, the best interests of the corporation, or 
with respect to any criminal action or proceeding, that the person had reasonable cause to 
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believe that his or hertheir conduct was unlawful. 
 

Section 2.  The corporation may indemnify any person who was or is a party, or is 
threatened to be made a party to any threatened, pending or completed action or suit by or in the 
right of the corporation to procure a judgment in its favor by reason of the fact that such person 
is or was a director, officer, employee or agent of the corporation, or is or was serving at the 
request of the corporation as a director, officer, employee, or agent of the corporation, or is or 
was serving at the request of another corporation, partnership, joint venture, trust, or other 
enterprise, against expenses (including attorneys' fees) actually and reasonable incurred by such 
person in connection with the defense or settlement of such action or suit, if such person acted 
in good faith and in a manner he or shethey reasonably believe to be in, or not opposed to, the 
best interests of the corporation, provided that no indemnification shall be made in respect of 
any claim, issue or matter as to which such person shall have been adjudged to be liable for 
negligence or misconduct in the performance of his or hertheir duty to the corporation, unless, 
and only to the extent that the court in which such action or suit was brought shall determine 
upon application that, despite the adjudication of liability, but in view of all the circumstances 
of the case, such person is fairly and reasonably entitled to indemnity for such expenses as the 
court shall deem proper. 

 
Section 3.  To the extent that a director, officer, employee, or agent of the corporation has 

been successful, on the merits or otherwise, in the defense of any action, suit or proceeding 
referred to in Sections (1) and (2) of this Article VII, or in defense of any claim, issue, or matter 
therein, such person shall be indemnified against expenses (including attorneys' fees) actually 
and reasonably incurred by such person in connection therewith. 

 
Section 4.  Any indemnification under Sections (1) and (2) of this Article VII or (unless 

ordered by a court) shall be made by the corporation only as authorized in the specific case, upon 
a determination that indemnification of the director, officer, employee or agent is proper in the 
circumstances because he or shethey have has met the applicable standard of conduct set forth in 
Sections 
(1) and (2) of this Article VII.  Such determination shall be made (i) by the Board of Directors 
by a majority vote of a quorum consisting of directors who were not parties to such action, suit, 
or proceeding, (ii) if such a quorum is not obtainable, or, even if obtainable, a quorum of 
disinterested directors so directs, by independent legal counsel in a written opinion, or (iii) by 
the members entitled to vote, if any. 

 
Section 5.  Expenses incurred in defending a civil or criminal action, suit, or proceeding 

may be paid by the corporation in advance of the final disposition of such action, suit, or 
proceeding as authorized by the board of Directors in the specific case, upon receipt of an 
undertaking by or on behalf of the director, officer, employee, or agent to repay such amount, 
unless it shall ultimately be determined that he or she isthey are entitled to be indemnified by 
the corporation as authorized in this Article VII. 
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Section 6.  The indemnification provided by this Article VII shall not be deemed 
exclusive of any other rights to which those seeking indemnification may be entitled under any 
agreement, vote of disinterested directors, or otherwise, both as to action in his or hertheir 
official capacity and as to action in another capacity while holding such office, and shall 
continue as to a person who has ceased to be a director, officer, employee, or agent, and shall 
inure to the benefit of the heirs, executors, and administrators of such a person. 

Section 7.  The corporation may purchase and maintain insurance on behalf of any person 
who is or was a director, officer, employee, or agent of the corporation, or who is or was serving 
at the request of the corporation as a director, officer, employee, or agent of another corporation, 
partnership, joint venture, trust or other enterprise, against any liability asserted against  such 
person and incurred by such person in any such capacity, or arising out of his or  hertheir status as 
such, whether or not the corporation would have ht the power to indemnify such person against 
such liability under the provisions of this Article VII. 
 

Section 8. If the corporation has paid indemnity or has advanced expenses under this 
Article to a director, officer, employee, or agent, the corporation shall promptly report the 
indemnification or advance in writing to the Board of Library Trustees of the Bloomington 
Public Library Board of Trustees. 



1.7 Gift Acceptance and Naming Policy 

Approved 2/16/2010 

On behalf of Bloomington Public Library, Tthe Library Director shall be authorized to accept 
gifts of cash or marketable securities, unrestricted donations of books and other library materials, 
and in-kind donations specifically designated or solicited for existing projects.  

Board consideration and majority vote approval is required for the following types of gifts: 

• Gifts of art or other valuables that will significantly encumber the Library either 
financially or administratively.  

• Securities that are not readily marketable. These may include closely held stock, limited 
partnership interests, joint venture interests and other forms of investments that may not 
fall into the marketable securities category.  

• Real estate. Every proposed gift of real estate must be examined on its individual merits, 
including, but not limited to, the title to the property and its insurability, the results of 
environmental investigations, and marketability. A current appraisal completed by a 
qualified appraiser must be provided by the donor.  

• Gift annuities.  
• Charitable Remainder or Lead trusts.  
• Named endowment funds.  

The Library will consider gifts that meet the following conditions:Donors may place restrictions 
on gifts under the following conditions: 

• The restriction must be one considered cCompatible with the overall mission and 
policies of the Library.  

• The restriction sShall not place undue burden on the Library or the Library 
Foundation’s resources.  

• The restriction sShall not impede the ability of the Library to acquire gifts from other 
sources.  

• The restriction sShall not subject the Library to adverse publicity.  
• Provides Tthe Library retains with full and unconditional ownership of all gifts.  
• Allows Tthe Library to makes the final decision on the use, display, housing, access, 

withdrawal, or other disposition of all gifts and/or items purchased with gifts. 
 

Gifts that may encumber the Library either financially or administratively require approval of the 
Library Board before acceptance. Examples are gifts of books given under the condition that 
they be placed in the collection, gifts of art given on the condition that it be displayed in the 
library, or cash given to create a new library program.  The Library reserves the right to decline 



any gift that interferes with its ability to fulfill its mission or that unduly encumbers either the 
Foundation or the Library. Bequests and otherdesignated or undesignated gifts in excess of 
$10,000 will be channeled through the Library Foundation. A designated gift of less than 
$10,000 will be accepted directly by the Library.  

The criteria for acceptance of donations of materials to the Library are covered under the 
Material Selection and Collection Development Policy.  Materials donated or funds to 
purchase materials are considered in the same manner as purchased material.  Gifts not added 
to the collection will be donated to the Friends of the Library for sale. 
 
The Bloomington Public Library considers the naming of a room/area of the library in honor 
or memory of a living or deceased individual, corporation, foundation, or organization to be 
one of the highest distinctions it can bestow. Proposals for naming a room/area of the library 
shall be considered in the case of significant gifts or when a person has given distinguished 
service to the Library that merits recognition in the Library's history. 
 
Naming rights will normally remain in place for a period of no longer than twenty-five 
(25) years and will normally not extend beyond the normal life of the room/area of the library, 
whichever comes first. In the event the room/area of the library is significantly altered in a 
timeframe less than 75% of the agreed upon time when the name was approved, the 
Bloomington Public Library will roll the name forward in a similar capacity and any 
donor plaques displaced as a result of this will be rededicated in an alternative location 
in accordance with the timeframe developed for the original gift.  
 
If an individual or organization, after which a room has been named, comes into disrepute at 
the Library or in the community at large or promised funds are not received, the Bloomington 
Public Library may discontinue use of the name. 
 
When a named room has reached the end of twenty-five years, the end its normal life, or the 
name has come into disrepute, the room/area of the library may be renamed in recognition of a 
new donor or honoree. 
 
Upon approval of the naming proposal, an appropriate dedication ceremony may be planned 
and conducted. When a major building project is undertaken, multiple dedication ceremonies 
may be combined into one large event. A dedication plaque or comparable marking may be 
erected or unveiled at the dedication ceremony. All building plaques must conform to the 
signage that has been selected for the area in size, design, location, materials, and content.  
 
 
 

 



Serving Our Public 4.0: Standards for Illinois Public Libraries 

Building Infrastructure and Maintenance Standards Checklist
1. The library maintains an inventory of all facility systems, including sufficient basic

information that can be used in maintenance operations. This list should be prepared by
the library administrator.

2. The library’s facility inventory system list should be consolidated in an easily accessible
document which is made available in electronic format such that it can be accessed by
key staff at all times remotely.

3. An ongoing maintenance checklist of building maintenance that needs to be done on a
routine or ongoing basis should be kept. Ongoing maintenance is a preventative measure
to ensure that facility systems do not fall into a state of disrepair. Ongoing maintenance
can extend the service life of many items and reduce frequency of breakdowns. As an
example, elevator inspections and maintenance are typically performed based on a
regular schedule and contracted through an annual maintenance contract.

4. The library’s operating budget should include funds for all ongoing maintenance costs.

5. The library should maintain a periodic repair checklist of repairs to the facility that may
be required on a periodic basis, typically more than one-year intervals. Periodic repairs
should be performed to extend service life of certain facility systems, and to prevent
further deterioration of the systems. When performed in a timely fashion, periodic
repairs can address small issues before they become larger and more costly problems.

6. The library budget should allocate funds for periodic repairs in either of its operating
budget or special reserve fund.

7. The library should have a list of all projected building capital projects. Capital projects
are those projects that involve major repairs, rehabilitation, and/or replacement of facility
systems. Such projects are implemented when a facility system has reached the end of
its service life, or when defects in the original construction necessitate major repairs/
replacement.

Caprice, our Support Services Manager, oversees all facility systems.

This year's Per Capita Grant Requirement is to review the entire Serving Our Public 4.0: Standards for Illinois Public 
Libraries. We will do this over the course of several board meetings. Each chapter, includes a checklist for libraries. 
Since the checklists reflects Bloomington Public Library's practices and should be the primary focus of our review, they 
are together at the front of this portion of the board packet. The supporting information from the chapters, immediately 
follows the checklists.

8. The library develops a capital reserve fund that will fund major capital projects. Annual
contributions to such a fund will allow the library to have sufficient funding to take care
of the needed project. In general any item that cannot be accounted for in the library’s
operating budget should be accounted for in the library’s capital reserve fund.

9.

10. The board of trustees should review the library capital plan on annual basis to ensure all
projects are addressed.

11. Every three to five years, review and update the capital asset plan to be certain all costs
and interest rates are current.

12. All warranties, manuals, contact information, and other such documentation should be
organized and consolidated for easy access.

13. The library should strive to make its building as environmentally friendly as possible.

The library should have a capital asset plan. This plan can be written by the library
administrator or by an outside professional. A capital asset plan will project facility
funding needs over a ten, fifteen, and twenty-year period.
We have a plan for fixed asset replacements, it may not include all capital items but we do try to stay
aware of those type of items and have funds reflected in the annual operating budget for smaller
projects as well as a healthy fixed asset and capital reserve fund to help cover these items.

The Board entrusts this to the Director, Support Services Manager, and Business 
Manager and approves projects annual via the budget. 

We have a healthy fixed asset and capital reserve fund to help cover 
flucuations in the costs of these items.  
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Serving Our Public 4.0: Standards for Illinois Public Libraries 

Appendix J (New Facility Planning)
The construction of a new facility or expansion of an existing facility is a major milestone for any 
public library. When planning for construction the following guidelines should be followed.

1. Public library construction, expansion, and major renovation projects are planned
by a team consisting of the board or members of the board of trustees, the library
administrator and key staff, and a registered professional architect, preferably with
experience in the design of libraries. A library building consultant may be utilized when
there is a lack of library design experience on the design team.

2. The library, unless it is part of a home rule unit of government, must select an architect
in compliance with the Local Government Professional Services Selection Act [50 ILCS
510/0.01 et seq.]

3. The library’s attorney should review all contracts related to any construction project.

4. Space planning should be based on a twenty-year population projection (including
probable annexation) and desired improvements in services.

5. The facility should provide the maximum possible flexibility for future changes in design,
furnishings, and technology.

6. Access to the internet through data/Wi-Fi and power should be available throughout the
facility.

7. All construction shall comply with federal, state, and local codes and regulations.

8. All areas of the library are designed to meet the floor-loading standard as defined by
applicable codes. (Note that many existing buildings that were not designed as libraries
cannot meet this requirement. Consult a building design professional whenever giving
consideration to re-purposing any existing building for use as a library.)

9. Natural lighting should be used whenever possible. The availability and efficient use of
natural light are an important consideration for both energy efficiency and human well-being.
With proper planning, natural lighting can be incorporated into library design. All lighting,
whether natural or artificial, should be designed to allow rearrangement of library furnishings.

10. Sustainable (Green) Design: Protecting our environment is only one of many compelling
reasons to design and build sustainable buildings. Buildings designed in a sustainable
manner can offer increased comfort for the occupants, healthier internal environments,
lower energy costs, and can promote increased productivity. Libraries should take
advantage of their unique educational role to be leaders in sustainable design.

The U.S. Green Building Council (USGBC) provides a method to measure sustainability
in the form of the “LEED” (Leadership in Energy and Environmental Design) program,
aimed at both quantifying and promoting green design. Another measurement of
sustainability is offered by the “Green Globes” program put forth by the Green Building
Initiative.

Each of these programs provides an objective system of measurement. Objective
measurement plays a critical role in the process of designing and building sustainable
buildings.

11. Technology and Library Design: Architects need to carefully integrate technology use
into all aspects of the infrastructure planning for space, lighting, electrical, and HVAC.
Data and power should be available throughout the facility.
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Serving Our Public 4.0: Standards for Illinois Public Libraries

12. Serving Our Public 4.0 and other library design standards can provide a starting point for
determining library design goals. It is important to note that in terms of library design,
the industry is changing so quickly that published standards should be seen as a point of
departure rather than a destination. A design team that is versed in the changing library
environment and abreast of current trends and technology is your best asset.
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Appendix K (Facility Management Checklists)

Ongoing Building Maintenance Checklist

	L The library building should be maintained in a clean and sanitary condition at all
times. Cleaning schedule can depend on frequency of use, and other factors.

	L Elevators should be maintained at least annually, and should comply with applicable
codes for safety.

	L Roofs should be maintained at least twice a year or more frequently if required by the
warranty. Additional inspection and maintenance work should be performed after 
every occasion where a contractor performs work on the roof (e.g., a rooftop chiller is 
replaced).

	L The building facade should be inspected once a year.

	L Parking lot resealing and restriping should be performed every one to three years.

	L HVAC systems should be inspected and maintained at least twice a year (before
summer and winter).

	L Alarm system should be checked for proper operation at least once a year.

	L Lighting should be inspected and replaced at least once every three months, unless
they are inspected on a regular basis by the building staff. In some cases, defective 
lights must be replaced immediately. This includes exit lights, parking lot lights, and 
building exterior lights.

	L Emergency lighting should be checked once a month.

	L Sprinkler systems should be inspected as required by code, but at least once per year.

	L Automatic doors should be inspected, adjusted and lubricated as required by code, but
at least once every 6 months. Such doors may require more frequent work depending 
on traffic.

	L Plumbing—Toilets, domestic water heater, and faucets: These systems should be
maintained at least twice per year, including rodding of drain lines. Many components 
such as toilets may require maintenance on an as-needed basis. Sump pumps and 
back-up systems should be checked more frequently.

	L Landscaping should be maintained weekly during season, and at least twice per year
for cleanup, trimming, etc.

	L Landscaping sprinklers should be checked and maintained twice a year.

	L Carpet mats should be vacuumed on a regular basis, and shampooed at least once per
year. Worn, loose, or torn carpeting should be replaced on an as-needed basis.

	L Hard surface flooring should receive thorough cleaning and/or polishing once per
year.

	L Window cleaning should be performed at least once per year.

With the exception of the rodding of drain lines, we 
complete these tasks.
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	L Parking garages should be inspected and cleaned on an annual basis. Cleaning should
include power washing to remove salt and other deposits.

	L Other unique features, such a fountains, fireplaces, indoor planters, etc. should also be
maintained on an as-required basis.

	L Emergence generators should be checked for proper operation every week, and
serviced as required by manufacturer.

	L Snow removal should be performed on an as-needed basis (either self-performed or
contracted).

	L Egress paths should be checked once a month to ensure they are maintained open and
free of obstructions.

	L Electrical and mechanical rooms should be checked twice per year to ensure they are
kept clean and clear of obstructions to reach the equipment.

Building Periodic Repair Checklist

	L Tuck pointing of masonry: On an as-needed basis.

	L Sealant repairs (window perimeters, masonry joints, etc.): On a three-to-five year
interval.

	L Interior painting and wall coverings: On an as-needed basis.

	L Exterior painting including steel members that may corrode such as railings, etc.:
Typically, once every three to five years.

	L Wood and trim components: On an as-needed basis.

	L Exterior and Interior Signage: Evaluate the appropriateness and condition of your
signage once a year.

	L Windows: Replace broken seals broken glass, caulking and glazing as needed.

	L Parking lot: Perform patching, sidewalk repairs such as mud jacking, curb repairs, etc.
as needed.

	L Landscaping: Inspect trees and sod replacement every one to two years.

	L Graffiti removal: Perform on an as-needed basis.

	L Fencing repairs and painting: Perform on an as-needed basis. Painting is typically
required every three to five years.

	L Hardware: Items such as door knobs, locks, etc. should be repaired on an as-needed
basis.
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Safety Checklist

L The library provides a list of emergency call numbers at all staff phones in the library.

L The library has a floor plan that shows entrances, exits, location of emergency
supplies, fire alarms, and fire extinguishers.

L The library has an emergency manual and disaster plan.

L The library provides emergency training for staff, including fire and tornado drills,
use of fire extinguishers, and location of the first aid kit, NARCAN® kit, and an 
automated external defibrillator.

L The library provides a call list and contact information that is reviewed biannually.

L Emergency medical supplies are stored in a designated location and are accessible to
staff.

L Emergency equipment such as electric, gas and water switches, fire extinguishers, and
fire alarms are noted on a library floor plan and are tested biannually.

L A prioritization list shows what should be salvaged in order of importance.

L A building safety checklist includes daily, weekly, quarterly, semi-annual, and annual
safety procedures.

L A procedure exists for letting staff know when it is unsafe to enter the building.

L The library has a designated tornado shelter.

L Emergency exits and evacuation routes out of the library and to the tornado shelter
are clearly marked. Fire extinguishers are clearly marked.

L The library provides adequate security for staff, users, and collections.

L The library has a strong relationship with local police and community safety personnel
and communicates with them on a regular basis about safety issues affecting the 
library.

L At least two people (one of whom may be a volunteer) shall be on duty during all
open hours of operation.

L Copies of the emergency manual and disaster plan are provided to community safety
personnel.

L A policy for security camera usage has been adopted and signage is posted.
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	L The library strives to complement its print collection by purchasing electronic
materials and making them available to patrons through a variety of methods.

	L The library publicizes and promotes interlibrary loan to its patrons.

	L Library staff is trained in and follows policies and procedures related to the ILLINET
Interlibrary Loan Code and the ALA Interlibrary Loan Code. Libraries agree to be 
responsible borrowers and lenders.

Collection Management Checklist

L The library board of trustees ensures that the library has a publicly funded budget
to purchase materials. The minimum annual expenditure for materials for any size 
library should be a minimum of 8 to 12 percent of the operating budget.

L Library budgets should put priority on purchasing materials that best serve their community.

L The library has a written collection development policy approved by the board.

L Materials are cataloged according to standard library practices utilizing MARC 21,
AACR2 Rules, Sears/LC subject headings, and RDA.

L Library collections are evaluated annually to measure the effectiveness of community
use of the collection and weeded if deemed appropriate.

L The library considers forming a cooperative collection plan with other libraries in
close proximity to one another.

Our annual budget for the physical and electronic materials is 13.5% The cost of staff, supplies, and automation 
to  support the materials, as outlined in Appendix I, would increase this percentage quite a bit. 

While we don't have a formal cooperative collection plan with other libraries, we do work closely with other 
libraries and do look to Interlibrary loan to complement our collection. 
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System Member Responsibilities and Resource Sharing Checklist

L Library staff and library board members are aware of the services offered by the
regional library systems and the Illinois State Library. The library promotes statewide 
cooperative services in addition to their own local services.

L Library resources, information, and expertise are available via interlibrary loan,
reciprocal borrowing, and other formal cooperative agreements; and the library 
participates in system delivery. 

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

L The library administrator, library staff, and library board members actively participate
as members of boards, committees, task forces, advisory councils, etc., at various 
levels, including the regional library system, the Illinois State Library, and the Illinois 
Library Association, and bring a regional and statewide perspective that envisions all 
types of libraries, not just their local library and library type issues.

L The library, in cooperation with regional library systems and the Illinois State Library,
promotes statewide tax-supported public library service for every Illinois resident.

L If a legally established public library currently does not meet the eligibility
requirements for Illinois State Library/Illinois Office of the Secretary of State grants, 
the library should work in cooperation with its regional library system regarding grant 
eligibility and compliance.

n/a
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Reference Service Checklist

L All basic services are available when the library is open.

L The library has a reference service policy.

L The library provides staff trained in reference service to meet the needs of patrons who
have challenges with disabilities, language, and literacy.

L The library participates in interlibrary loan and resource sharing to help provide
accurate and timely reference service.

L The library is aware of the importance of accuracy in reference service and relies on
information sources of demonstrated currency and authority.

L The library supports training in the use of technologies necessary to access electronic
resources, including training for persons with disabilities in the use of adaptive 
equipment and software.

L The library provides easy access to accurate and up-to-date community information.

L The library provides current issues of at least one community or local newspaper and
retains hard copy or online back issues for a minimum of six months.

L The library provides access to local ordinances or codes of all municipalities within its
service boundaries.

L The library provides access to local and state maps.

L The library provides access to the minutes of local government meetings. These
include but are not limited to municipal (village, township, or city) and school board 
meetings.

L The library provides voter information, including precinct boundaries and location of
polling places.

L The library provides information about local history and events.

L The library has at least one current reference resource for each subject area.

L Staff has access to a telephone or computer to receive and respond to requests for
information and materials and to contact other agencies for information.

L Staff members are encouraged to attend at least one relevant continuing education
event each year.

L The library evaluates its reference service on an annual basis.

Please note, some of the items on this checklist are available on external websites. The Library provides access by directing 
patrons to the resources and by offering internet access via WiFi/Public Computers.
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• Serving Our Public 4.0: Standards for Illinois Public Libraries

Reader’s Advisory Service Checklist

	L All basic services are available when the library is open.

	L The library has competently trained staff that has thorough knowledge of popular
authors and titles.

	L The library maintains a well-rounded collection of both fiction and nonfiction titles.

	L The library participates in interlibrary loan and resource sharing to help provide
accurate and timely reader’s advisory service.

	L The library maintains a basic collection of reader’s advisory reference materials.

	L All staff members attend at least one relevant continuing education event each year.

	L Staff members who are responsible for reader’s advisory service in their library join at
least one community organization, club, or council.

	L Staff members who are responsible for reader’s advisory service in their library attend
at least one workshop, reading roundtable, or continuing education event.

	L The library accepts and responds to reader’s advisory requests received in person, on
the phone, or electronically.

We have 52 staff members who provide Reader's Advisory Services so it would be very difficult to 
have all of them join a community organization, club, or council. We do have a variety of staff 
involved in the community.  

Again, we have 52 staff members who provide Reader's Advisory Services so it would be very 
difficult to have all of them attend a reader's advisory workshop, reading roundtable, or 
continuing education event. We do promote continuing education and staff share Reader's 
Advisory tips on a regular basis.

jeanneh
Stamp

jeanneh
Stamp

jeanneh
Stamp

jeanneh
Stamp

jeanneh
Stamp

jeanneh
Stamp

jeanneh
Stamp



Chapter 5 (Building Infrastructure and 
Maintenance)
A library facility includes building and grounds, furnishings, building related equipment such as 
mechanical and HVAC equipment, elevators, etc. Every library is different. Some library facilities 
are simpler than others and may not include every component listed in these standards. These 
standards are written to apply to large and small libraries. In some cases, smaller library facilities 
are simpler, and with some basic knowledge, can be maintained by the staff.

Good facility management is fiscally responsible and will result in fewer emergencies, lowered 
risk, and more attractive surroundings for staff and patrons, and leads to better planning. A well-
managed facility is safer, more predictable, and less stressful to manage. A well-managed facility 
also increases the community’s trust in the library and how the community’s resources are spent.

The standards indicated in this manual are primarily the library administrator’s responsibility. 
However, the library administrator can assign certain tasks to other personnel or vendors, and 
implement a system to ensure they are performed. In order to properly manage the library 
facility, the library administrator should have sufficient knowledge and familiarity with the 
facility systems to decide when it is appropriate to retain a professional to assist in the inspection, 
evaluation, and design of various repairs to the facility.
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Capital Project List
*Warranties and professional consultation should determine capital project items.

Parking lot reconstruction (not routine sealing)

Re-roofing

Window replacement

HVAC equipment replacement

Lighting replacements and upgrades

Building additions

Interior remodeling (carpeting, walls, furnishings, etc.)

Utility infrastructure including electrical feeds, cabling, fiber optics, generators, IT
infrastructure, technology upgrades

Major facade repairs 

Major code upgrades

Capital Asset Plan Item List
*Any item that is not accounted for in library operating budget should be on this list.

Building structure

Site elements such as parking lots, paving, site furnishings and signs 

HVAC systems

Plumbing

Elevators

Building envelope including facade, windows, and roofs

Furnishings

Environmentally Friendly Components
*The best time to upgrade for energy code conformance is when a library does replacement of
library systems.

Roof

Mechanical systems

Windows

Library façade repair or replacement 

Lighting/LED

Low-flow/water saving
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Chapter 6 (Safety)
Consistency and formal rules can help the library stay a safe public space. Library staff must share 
responsibility for the safety and security of patrons as well as staff members. The issue of library 
safety and security covers a wide range of concerns, from natural disasters to more serious incidents 
such as theft and assault. Emergencies can happen anywhere, at any time. Planning for emergencies 
is necessary at the most basic levels. All libraries should address emergency preparedness.

Safety Standards

1. The library provides a list of emergency call numbers at all staff phones in the library.
Emergency call numbers include police and fire contacts.

2. A library floor plan shows entrances, exits, location of emergency supplies, fire alarms,
and fire extinguishers.

3. The library has an emergency manual and a disaster plan that include instructions for
all types of emergencies that might occur in a public library. The plan addresses: bomb
threats, chemical release, earthquake, fire, gas leak, serious medical injury or illness, theft,
threats to staff and patrons including active shooter, missing child, suspicious packages,
severe weather, and lockdown procedures.

4. The library provides annual emergency training for staff in the following areas: fire and
tornado drills, use of fire extinguishers, and location of the first aid kit. If the library has a
NARCAN® kit and/or automated external defibrillator (AED), staff training is provided.

5. The library provides a call list and contact information that is reviewed biannually.
Call list includes staff and library board members. Contact information is available for
contractors who provide building maintenance, telecommunication support, deliveries,
damage assessment, insurance benefits, landscaping and grounds support, legal advice,
supplies, financial records, utilities, and disaster assistance.

6. Emergency medical supplies are stored in a designated location and are accessible to staff.

7. Emergency equipment such as electric, gas and water switches, fire extinguishers, and fire
alarms are noted on a library floor plan and are tested biannually.

8. Safety of patrons and staff is paramount in an emergency. If there is time to consider
property, a prioritization list shows what should be salvaged in order of importance.

9. A building safety checklist includes daily, weekly, quarterly, semi-annual, and annual
safety procedures. Examples include fire and tornado drills, fire extinguisher operation,
backflow test, entrances and exits clear, and leaks.

10. The library has a procedure such as a phone tree for letting staff know when it is unsafe
to enter the library building.

11. The library has a designated tornado shelter.

12. Emergency exits and evacuation routes out of the library and to the tornado shelter are
clearly marked for patrons throughout the library. Fire extinguisher locations are clearly
marked.

13. The library provides adequate security for staff, users, and collections.

14. The library has a strong relationship with local police and community safety personnel
and communicates with them on a regular basis about safety issues affecting the library.
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15. At least two people (one may be a volunteer) shall be on duty during all open hours of
operation.

16. Copies of the emergency manual and disaster plan are provided to community safety
personnel.

17. Libraries with security cameras must have a policy for use and guidelines including real
time access, archived access, and records retention. Signage notifying the use of the
cameras must be displayed.
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Chapter 7 (Collection Management)
The purpose of the collection management standards is to ensure that Illinois public libraries offer a 
full range of materials and electronic resources that are current, accessible (cataloged/classified), and 
relevant to community needs. Collection management includes planning, selecting, and building 
of resources in all formats needed by a library’s community. Based on community needs, the library 
collection development policy should address selection and evaluation of materials, purchase 
priorities, and weeding of the collection. Collection evaluation and weeding is an ongoing process 
where materials are reviewed by analyzing use, age, condition, timeliness, and general coverage in 
order to improve availability and comprehensiveness and to identify users’ changing taste and needs. 
Of utmost importance, community members must have a means by which they can participate in 
the selection of materials.

The public library’s mission is to provide a wide range of materials in a variety of formats, such as 
electronic content, and in sufficient quantity to meet the needs and interests of the community. 
If electronic readers are provided, they should be accessible for people with disabilities. Illinois 
libraries are best able to provide materials by developing a collection management program and 
participating in resource sharing. The keys to quality collection management and resource sharing 
are adequate funding and trained library staff.

Library collections can be expanded beyond the physical boundaries of the library through 
resource sharing, cooperative collection management, and electronic resources, such as e-books. 
No one library can provide from its own collection all the materials that are required to meet 
the needs of its patrons. All libraries can enhance their collection by participating in interlibrary 
loan practices and participating in and utilizing statewide electronic databases/resource offerings, 
such as OCLC membership and WorldCat, as well as regional library system and other consortial 
group purchase opportunities as outlined in the following chapter. Also, libraries can become 
more proactive information providers by using local funds to license electronic full-text databases 
of local interest. Libraries in close proximity to one another should consider forming a cooperative 
collection management plan. Cooperative collection plans coordinate selection and purchase of 
materials between libraries. Finally, libraries also can contribute to resource sharing by digitizing 
local materials. Local history materials are often unique and have interest that is not exclusive to 
the immediate local area. Since these materials are unique and irreplaceable, digitizing them allows 
for preservation as well as broad access and should be encouraged as a goal for library excellence.

Collection Management Standards

1. The library spends a minimum of 8 to 12 percent of its operating budget on materials
for patrons. For the purposes of calculating spending on materials refer to Appendix I
(Collection Management Worksheet).

2. The library has a board-approved, written collection management policy based on
community needs and interests, demographic makeup, the diversity of American
society, and on professional standards. The library’s collection development policy shall
address the following issues: materials selection; request for reconsideration of materials;
handling of print donations, collection specialties and purchase priorities; and evaluation
and weeding of the collection.

3. Staff responsible for collection management is professionally trained in general principles
of selection and weeding as well as in their specific areas of responsibilities.

4. Staff responsible for collection management has access to a variety of review sources and
selection tools including both print and web-based sources.
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5. The library staff uses accepted professional techniques for collection management.
Such techniques may include quantitative measures (i.e., circulation-per-capita and
turnaround rates, weeding (i.e., the CREW method), user surveys, and questionnaires.

6. The library places a high priority on collection development. Although use of the
collection and the size of the population are the primary factors, there may be additional
factors that affect the size of the collection. Examples of these additional factors include
local history, genealogy, and a linguistically diverse population.

7. The library provides access to materials in a variety of formats to ensure equal access
for special population groups. Examples of some of these formats are e-books, audio
books on CD or MP3, books in Braille, vetted information found online; and closed-
captioned, described, or signed videos or DVDs.

8. The library strives to complement its print collection by purchasing electronic materials
and make these materials available to all users through a variety of resources.

9. The library publicizes and promotes interlibrary loan to its patrons. The library develops
procedures that ensure that interlibrary loan is a simple and effective way for patrons to
receive materials and information after all local resources have been exhausted.

10. Library staff members are trained in and follow the policies and procedures relating to
the ILLINET Interlibrary Loan Code and the ALA Interlibrary Loan Code.

a. The library agrees to be a responsible borrower. Before initiating an interlibrary
loan request, requesting libraries should exhaust their own local resources.

b. Library budgets should put priority on purchasing materials that best serve their
community.

c. Libraries should check statewide resource sharing databases such as OCLC
FirstSearch before placing any requests and be responsible for copyright
compliance.

d. The borrowing library is always responsible for items, including materials lost in
transit or by the patron as specified by the ALA and ILLINET Interlibrary Loan
Codes.
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Appendix H (Topics Recommended for Collection Management 
Policy)

1. Description of community to be served

2. Description of user groups to be served (children, young adults, non-English speaking,
adult new reader, audio and visually challenged, etc.)

3. Purpose of the collection

4. Responsibility for collection management

5. Parameters of the collection, including subject areas, formats, etc.

6. Criteria for selection, replacement, and withdrawal

7. Statement that Collection Management Policy will be reviewed every two years (75 ILCS
5/4-7.2)

8. Gifts

9. Provision for user requests

10. Reconsideration of materials

11. Statement on intellectual freedom, adopting the Library Bill of Rights, and other ALA
intellectual freedom statements
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Appendix I (Collection Management Worksheet)
Chapter 7 (Collection Management) includes a standard that states: “The library spends a 
minimum of 8 to 12% of its operating budget on materials for patrons.” This worksheet is 
provided for library staff to determine how much of the operating budget is actually spent on 
materials.

Enter total costs for each line reflecting library’s fiscal year. The costs will mirror the costs used on 
IPLAR for prior fiscal year if it is a question on the report. No two libraries are alike and some 
libraries will have other “special” collections that be added to this checklist or might not have 
some of the collections listed below, and therefore those collection types should be removed.	

Materials:		  Cost:

Books (print)	 $

E-Books

Magazines/newspapers (print)

Magazines/newspapers (electronic)

Audio CDs

Audio CDs (downloadable)

DVDs

DVDs (downloadable/streaming)

Electronic Databases (available in-house & remotely)

Computer Software

Microfilm

Local History resources

Photographs

Video Games

Non-Book or Media 

Automation:		  Cost:

Annual Cost for local automation system (including 
cataloging/circulation software as well as hardware 
necessary for operation)	 $

OCLC Membership costs

MARC Records costs

Additional consortia cost

Virtual reference service

Appendices
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Supplies:		  Cost:

Barcodes for circulating items and for patrons’ cards	 $

User library cards

Processing supplies (example: spine labels, book covers, 
book table, RF tags, property stamps, etc.)

Staffing:		  Cost:

Based on a 40-hour week, determine approximately 
how many hours staff spend on task and multiply it 
by pay rate x 52 weeks. (Example: Cataloger— 
25 hours per week X $10 X 52=$13,000)	 $

Collection development/ordering staff

Cataloging staff

Circulation staff

ILL staff

Book page or shelver

Training for staff
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Chapter 8 (System Member Responsibilities and 
Resource Sharing) 
Illinois has a rich history and a national reputation as a leader in library resource sharing, thanks 
in large part to the ongoing partnership between the Illinois State Library, Illinois library systems, 
and individual system members from libraries of all types (public, academic, school, and special) 
throughout the state. 

A watershed moment in this history was the creation of library systems through the 1965 Library 
System Act [75 ILCS 10/]. The visionaries who established library systems knew that resource 
sharing would make all libraries stronger and able to provide better services to their users. Other 
statewide alliances that came after the creation of systems went several steps further in achieving 
these goals, including the Illinois Library and Information Network (ILLINET), representing the 
more than 3,000 Illinois library system members, and the Libraries Very Interested in Resource 
Sharing (LVIS) initiative, which represents the first global OCLC no charge Resource Sharing 
Group agreement began out of a shared goal of the Illinois State Library and the Missouri Library 
Network Corporation (MLNC) for the Midwest region. During the first year, LVIS members 
included more than 200 multi-type libraries in Illinois and Missouri. There are now more than 
2,700 members, worldwide.

Illinois library systems work with their member libraries to provide services that no one library 
would be able to offer on its own. As a system member, a public library must agree to participate 
in resource sharing to the fullest extent possible through interlibrary loan, reciprocal borrowing, 
reciprocal access, and other cooperative activities. 

Systems help libraries meet these responsibilities by administering and providing ongoing 
support for shared online catalogs, providing delivery service to transport materials between 
libraries across the state and beyond, spearheading cooperative e-book initiatives, offering 
continuing education designed to help libraries learn more about resource sharing philosophies 
and processes, and by consulting and sharing expertise between member libraries and strongly 
encouraging them to share their expertise and other resources with each other. 

Resource sharing is fundamental to maintaining the top-notch library service the state of Illinois 
is known for and every library benefits from sharing resources to the fullest extent possible. The 
director of one of the largest libraries in Illinois who was nationally known for his innovations in 
library automation and cooperation, Hugh Atkinson (b.1933- d. 1986), then director of libraries 
at the University of Illinois at Urbana/Champaign, wrote, “My point is that one should not try to 
reach some kind of theoretical balance or fairness, but to build a network that will provide, by its 
services and arrangement, the library activities that will satisfy each of the participants, although 
not necessarily in the same way.” (Atkinson, H. (1987). Atkinson on networks. American 
Libraries, 18, 433.)

By continuing to work together in partnership, the Illinois library community can further these 
ideals and most importantly, better meet the diverse information needs of all those who live in 
the state. 

Support for Illinois Library Systems is provided through the Secretary of State’s office with funds 
appropriated by the Illinois General Assembly. Library systems are governed by representatives 
from their member libraries as detailed in Illinois Compiled Statutes [75 ILCS 10/5] and system 
bylaws.
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System Member Responsibilities and Resource Sharing Standards

1. Public library staff and library board members are aware of the services offered by the
regional library systems and the Illinois State Library. Public libraries are charged with the
responsibility to promote statewide cooperative services in addition to their own local services.

2. All Illinois public libraries agree to make their resources, information, and expertise
available via interlibrary loan, reciprocal borrowing, and other formal cooperative
agreements; and participate in system delivery.

3. All Illinois public libraries abide by the ILLINET Interlibrary Loan Code as well as other
formal regional/consortial agreements.

4. Public library directors, library staff, and library board members actively participate as
members of boards, committees, task forces, advisory councils, etc., at various levels,
including the regional library system, the Illinois State Library, and the Illinois Library
Association. Participants should bring a regional and statewide perspective that envisions
all types of libraries, not just their local library and library type issues.

5. All public libraries, in cooperation with regional library systems and the Illinois State
Library, share the responsibility for promoting statewide tax-supported public library
service for every Illinois resident.

6. Every public library has a responsibility to offer its residents quality library services; therefore,
any legally established public library that currently does not meet the eligibility requirements
for Illinois State Library/Illinois Office of the Secretary of State grants should work in
cooperation with its regional library system regarding grant eligibility and compliance.
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Chapter 9 (Public Services: Reference and 
Reader’s Advisory Services)
Through public services, a library offers assistance to patrons in the use of its collections and 
resources. The library also provides patrons with resources beyond those owned by the library 
through interlibrary loan and other resource-sharing arrangements. Basic public services include 
reference and reader’s advisory. These services should be provided to all age groups.

Reference Service
Reference service is the provision of information in response to a patron’s question. All Illinois 
public libraries should provide reference service for their patrons.

Reference Service Standards

1. All basic services are available when the library is open. For the purpose of this
document, basic services are circulation, reference, reader’s advisory, and computer/
Internet access.

2. The library has a board-approved reference service policy developed by reference staff and
administration and it is reviewed biennially.

3. The library provides staff trained in reference service to meet the needs of patrons who
have challenges with disabilities, language, and literacy.

4. The library participates in interlibrary loan and resource sharing to help provide accurate
and timely reference service.

5. The library is aware of the importance of accuracy in reference service and relies on
information sources of demonstrated currency and authority.

6. The library supports training in the use of technologies necessary to access electronic
resources, including training for persons with disabilities in the use of adaptive
equipment and software.

7. The library provides easy access to accurate and up-to-date community information/
resource files.

8. The library provides current issues of at least one community or local newspaper and
retains hard copy or online back issues for a minimum of six months.

9. The library provides access to local ordinances or codes of all municipalities within its
service boundaries.

10. The library provides access to local and state maps.

11. The library strives to provide access to the minutes of local government meetings. These
include but are not limited to municipal (village, township, or city) and school board
meetings.

12. The library provides voter information, including precinct boundaries and location of
polling places.

13. The library provides information about local history and events.

14. The library will include at least one current reference resource for each subject area.
Electronic resources may fulfill this requirement.
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15. Staff has access to a telephone or computer to receive and respond to requests for
information and materials and to contact other agencies for information.

16. Staff members are encouraged to attend at least one relevant continuing education event
each year.

17. The library annually evaluates its reference service for accuracy, timeliness, staff
friendliness, and patron ease.
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Reader’s Advisory Service
Reader’s advisory service is a patron focused service that promotes and encourages the use 
of collections for recreational purposes, including but not limited to recreational reading, 
watching, and listening. Reader’s advisory service offers advice, suggestions, recommendations, 
and selections to library users to help them identify authors, titles, and genres which they may 
enjoy. It should also strive to respond to the recreational reading, viewing, and listening tastes 
of individual patrons using the resources of the library and its staff to link readers with books, 
movies, and music. Reader’s advisory is instrumental in creating relationships and encouraging 
conversations with users and the community about leisure reading, viewing, and listening needs. 

All Illinois public libraries should provide some sort of reader’s advisory service to their patrons. 
This can be done formally with a separate designated service desk, through conversation with a 
librarian, or informally through conversations throughout the library such as at the circulation 
desk where library staff members interact with patrons as they are checking out and returning 
materials and are able to discuss these items with them, getting to know their preferences in the 
process. This can lead to suggestions of similar titles that the patrons may enjoy.

Reader’s Advisory Service Standards

1. All basic services are available when the library is open. For the purposes of this
document, basic services are circulation and reference and reader’s advisory services. If
reference and reader’s advisory services are provided to children and adults from two
separate points, then the library provides adequate staffing at both locations all hours the
library is open.

2. The library has competently trained staff that has thorough knowledge of popular
authors and titles.

3. The library participates in interlibrary loan and resource sharing to help provide accurate
and timely reader’s advisory service.

4. The library is aware of the importance of quality in reader’s advisory service and relies on
information sources of demonstrated currency and authority.

5. Staff has access to a telephone and computer to receive and respond to requests for
information and materials and to contact other agencies for information.

6. Staff members who are responsible for reader’s advisory services should attempt to stay
current with community events by participating in community organizations, clubs, or
councils.

7. Staff members who are responsible for reader’s advisory services should attempt to attend
as many workshops, reading roundtables, or continuing education events as possible to
stay current.

8. The library accepts and responds to reader’s advisory requests received in person, on the
phone, or electronically.

9. The library promotes and cultivates popular collections which are inclusive, representing
all people and their actual experiences to provide an accurate portrayal of the diverse
world in which we live.

Public Services: Reference and Reader’s Advisory Services
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