APPENDIX F
Georgia Public Library Standards

Introduction

The mission of Georgia’s Public Libraries is to provide organized access to information and services for the
people of Georgia in order to meet their educational, informational, recreational and cultural needs. The
Georgia Public Library Service (GPLS) provides resources for public libraries to meet the mission of
providing excellence in library services to the citizens of Georgia.

Public library standards are specific criteria by which public libraries can be measured and evaluated. Such
standards represent objective, observable measures that indicate the parameters of optimal, full, or
essential library service.

Some qualities of library service are difficult to measure because many intangible elements are involved. To
be sure, not all the elements of library service are objective; and while their effects may be observable, the
actual evaluation of such elements would be very difficult and would be, ultimately, subjective. The
evaluation of such elements is left to the management of each library entity.

This document was based largely on the Standards document resulting from the work of the 2000
Planning and Evaluation Committee. The current document eliminates items which are required by law or
required by the Georgia Public Library Annual Report and the annual Application for State Aid. It includes,
insofar as possible, only objective, observable elements so that the process of applying standards can be as
fair as possible. Standards listed herein are to be applied at the Library System level.

The current Standards Committee met on March 31, 2005, June 6, 2005, August 23, 2005 and January 4,
2006 to develop this draft document. Expressed goals for a Standards document were:

B An expression of goals that represent an increase in quality of services;
B A tool to help increase funding, support and awareness;

B A document that commands respect and compels compliance; and

B A document that is readable for Trustees and funding authority(ies).

This document is presented in two sections. Operating Service Standards are meant as internal tools for
Library Directors and staff. Primary Service Standards are intended as a document to be shared with
legislators and other funding sources to highlight the standards that all libraries are striving to meet.
Georgia Public Library Standards are an essential tool for meaningful library evaluation and measurement.

They should be beneficial to all Georgia public libraries and the people they serve.

2005 GPLS Standards Committee

Dusty Gres, Ohoopee Regional Library System, co-chair Nancy Ray, Piedmont Regional Library System
Gail Rogers, Cobb County Library System, co-chair Lisa Rigsby, DeSoto Trail Regional Library System
Judy Golden, Houston County Library System Richard Sanders, Hart County Library System
Lyn Hopper, Chestatee Regional Library System Emory Smith, Satilla Regional Library System
Claire Leavy, Lee County Library System Darro Willey, DeKalb County Library System

Claudya Muller, Chattahoochee Valley Regional Library System Julie Walker, GPLS liaison
Emerson Murphy, Northeast Georgia Regional Library System
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Operating Service Standards

Administration

1. The library has a written plan.
B The plan contains a mission statement which describes the library’s purposes in the community.

W The plan shows goals to be achieved over a period not to exceed five years, and outlines specific
actions to achieve the goals.

W The plan is reviewed, revised and updated annually by the Library Board and Library Director; an
evaluation of the library’s progress towards the plan’s goals, objectives, and timetable is included in
the review.

2. The library conducts a community study at least every five years as part of its planning efforts. (New
Planning for Results: A Streamlined Approach may be used as a resource.) Elements that should be
included are: degree of community awareness of library services; community information needs and
wants; demographic analysis; and provision for community input.

3. The Library Director provides financial and statistical reports for review at Library Board meetings and
communicates to Board members on matters that affect policy.

4. The Library Director and/or other Board members conduct an orientation program for each new Board
member.

5. A minimum operating contingency of 1/12 of the library’s annual budget should be kept in reserve by
the library or its funding agency(ies) at all times.

Staffing

6. The library has a permanent, paid Director who meets the State of Georgia certification requirements.
All librarians must meet State of Georgia certification requirements.

7. The library has adopted personnel policies outlining the conditions and requirements of employment of
library staff; these policies are consistent with state and federal regulations, are reviewed at least every
three years, and are made available to all staff members.

8. The library has a written personnel classification plan with salary ranges for each position and written
job descriptions listing the duties of each position, including any educational and experience requirements.

9. Employee performance is evaluated regularly based on the components in the job description.

10. The library provides opportunities for continuing education for its Director and staff in an amount
equivalent to specified percentages of gross payroll. Travel costs and library-sponsored staff development
programs are included in this measure.

Essential Full Optimal
.75% 1% 2%

Collection Development/Evaluation

11. The library has a written board-approved collection development policy, based on community needs,
that includes criteria for materials selection, requests for reconsideration of materials, collection specialties
and purchase priorities, evaluation, and weeding of the collection.

12. Allowing for local conditions consistent with library collection development policy, and excepting
special and research collections, a general guideline is that 3% or more of the library’s collection is
withdrawn each year to keep the collection current.
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Public Services and Circulation Services
13. The library provides without charge an initial library card to any resident of the service area.
14. Every library has a written circulation policy.

15. The library participates in regional and state-coordinated interlibrary loan and resource sharing for
circulation and reference services.

16. The library provides for return of materials to any affiliated library.
17. The library has a system for reserving/holding items that are not currently available in the branch.
18. The library provides reference and readers advisory service to all patrons.

19. Alternatives to walk-in service are offered and the effectiveness evaluated yearly. These can include but
are not limited to bookmobile, phone/e-mail reference, homebound delivery, deposit collections, and
remote access.

20. The library provides programming for children and adults appropriate to the mission of the library.

Technology Services

21. The library will expand accessibility to library programs for the sight and hearing impaired through the
provision of appropriately trained staff and assistive software or devices.

22. Each library facility will provide free public access to GALILEO and other resources of the Internet.
23. The library will provide public access computers as follows:

Essential Full Optimal
1/2000 1/1500 1/1000
population population population

24. The library system will employ, contract or have access to hardware and software technical support
equivalent to at least one FTE per 75 computers. Such support staff shall be proficient in such areas as
hardware and software support, network maintenance and support, and web design, as dictated by the
needs of the library system.

Access and Facilities

25. The Library Board adopts policies which strive to comply with the ideals of the profession and the First
Amendment of the United States Constitution.

26. Library service is offered at a geographic location requiring no more than 15 minutes travel time (one
way) in densely populated urban areas and 30 minutes (one way) elsewhere.

27. Library hours are fixed, posted, and include morning, afternoon, evening, and weekend hours based
on users’ and potential users’ disposable time. One library in the system must be open at least one evening
a week (until at least 8pm) to satisfy this measure. Minimum days and hours of service for a library system
are as follows, with consideration always given to weekend and evening hours. At least one library per
library system must be open:

Essential Full Optimal
40 hours 55 hours 72 hours
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Primary Service Standards

Governance
1. The library is established in accordance with the provisions in the Official Code of Georgia.

2. Each library system must have a governing board of trustees. There may be affiliated boards of trustees
for member libraries.

3. The county Library Board of Trustees exercises authority in a county system and includes at least one
appointed representative from each local governmental agency financially supporting the library.

4. The Regional Library Board of Trustees exercises final authority in a multi-county system. This board
consists of trustees serving on member-county library boards who are appointed by each county library
board of trustees according to the Constitution and Bylaws of the library system.

5. In a regional library system, county Boards of Trustees serve as an advisor to the regional library Board of
Trustees, suggesting policies and programs, preparing budget reports and requests and acting as
representatives to the local governing officials in cooperation with the regional Library Board of Trustees.

6. All Library Boards of Trustees must approve and review, at least every three years, a written local
Constitution and Bylaws document that outlines its purpose and Board operational procedures.

7. The Constitution and Bylaws must be on file at the Georgia Public Library Service and all amendments
must be filed immediately after adoption.

8. The Library Board with ultimate authority is responsible for setting policies under which the Director
administers the library. The study, development and evaluation of policies are the responsibility of the
Director and staff in conjunction with the Board. The policies are reviewed at least every three years.

9. The Library Board of Trustees with ultimate authority is legally responsible for policy-making in areas
such as budgets, personnel, and contracts as is specified by the Official Code of Georqgia.

10. All Library Boards make annual and other reports to their funding agency (ies) and to the Board with
ultimate authority, which submits all required reports to the Georgia Public Library Service.

11. The library Board of Trustees with ultimate authority shall meet at least four times per year with the
Library Director or the Director’s representative in attendance.

12. All meetings should be conducted under the Georgia Public and Open Meetings law. (GA Code
Annotated, Title 50, Chapter 14).

13. The Library Director is responsible for personnel administration and all day-to-day operations of the
library system.

14. When filling all staff vacancies (including that of the Library Director), the Director, the staff, the
governing Board or a committee appointed by that governing Board conducts a legal and open search
process.

15. The Library Board, Director and staff comply with the Official Code of Georgia and all other state,
federal, or local laws and regulations which pertain to public libraries and their operations.

16. The Library Board reviews and adopts an annual budget, which has been developed by the Library
Director with input from the library staff.

17. The library receives financial support from its funding authority(ies) sufficient to achieve the essential
level of service in accordance with its plan and the standards in this document.

18. The public library is supported by funds from local governments on a permanent basis; special grants
and donations supplement, but do not supplant, the responsibility of the local funding authority to
support the library.
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19. The library system employs public service staff in proportion to population as detailed in the table
below. Population density per library system is considered in determining the appropriate standard. Staff
numbers refer to full-time equivalent (FTE) positions. Forty hours per week constitutes one FTE. Additional
staff may be required according to the service responses the library chooses. Libraries with specialized
collections and/or services, or those serving populations with unique needs, may also require additional
staff.

Staffing Standards Essential Full Optimal
Level Staff Level Staff Level Staff
per 1000 pop. per 1000 pop. per 1000 pop.

1000+ persons per sq mile 5 .6 .65

250 - 1000 persons per sq mile 45 .55 6

50 - 250 persons per sg. mile 4 .5 .55

Under 50 persons per sq. mile 35 45 5

MLS to Support Staff Ratio Essential Full Optimal
Level Level Level

Under 100 persons per sq. mile 1to4 1to3 1to2

20. The library spends a minimum of twelve percent (12%) of its total annual budget (as reported in the
Georgia Public Library Annual Report/Application for State Aid) on materials.

Essential Full Optimal
12% 16% 20%

21. The library maintains a current, thoroughly-weeded collection of materials appropriate to community
demand. The library strives to meet or exceed national averages for volumes per capita as reported the
Public Library Data Service, published by the Public Library Association.

22. The library maintains a collection of current periodicals appropriate to community demand.

Physical Facilities
**Standards developed by the Construction Committee will be inserted here.
The building is clean, safe, uncluttered and easy for all to use.

F-5 6/2/2008



This page left intentionally blank to preserve organization in future updates.

F-6

6/2/2008




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


