Policy Reference and Reviewing Guide
A quick reference guide for reviewing and revising library policies. 
Language Clarity
Intended Outcome: Library policies are written in clear, precise, and unambiguous language, reducing staff confusion and inconsistent interpretation.
 Key Indicators:
· Policies define key terms (e.g., “offensive material,” “misuse of equipment”).
· No vague phrases like “as needed” or “at the librarian’s discretion.”
 Action Steps / Examples:
· Review each policy for ambiguous wording.
· Replace subjective language with specific definitions.
· Example: Original: “Staff may remove inappropriate materials as needed.”
 Revised: “Staff may remove materials containing hate speech or explicit content as defined by [policy definition].”
Currency & Relevance
Intended Outcome: Policies reflect current operations, technology, and staffing practices.
 Key Indicators:
· Policies do not reference outdated technology, fines, or positions.
· Procedures match current workflows.
 Action Steps / Examples:
· Audit all policies annually for outdated references.
· Update terminology and organizational roles.
· Example: Remove references to VHS or card catalogs; replace with current media formats.
Legal & Policy Alignment
Intended Outcome: Policies comply with local, state, and federal laws and are consistent with governing documents.
 Key Indicators:
· References to State Aid requirements, privacy laws, and library bylaws are present.
· Policies clearly state authority and compliance expectations.
 Action Steps / Examples:
· Cross-check each policy with applicable laws, the city charter, and city policies.  
· Include citations or references where appropriate.
· Example: “Internet use policy aligns with the Children’s Internet Protection Act (CIPA).”
Accountability & Enforcement
Intended Outcome: Policies clearly assign responsibility and outline enforcement mechanisms.
 Key Indicators:
· Roles and responsibilities are specified.
· Consequences for non-compliance are documented.
 Action Steps / Examples:
· Add a “Policy Owner” line to each document.
· Specify staff or board responsibilities and enforcement steps.
· Example: “The Library Director will review all materials reconsideration forms within 10 business days.”
Policy, Practice, and Procedure
Intended Outcome: Library policies communicate principles; practices and  		procedures provide clear guidance for implementation, ensuring consistency and 		operational effectiveness.
Key Indicators:
· Policies are principle-based and high-level, not step-by-step instructions.
· Practices capture routine, day-to-day staff actions informed by policy.
· Procedures provide step-by-step instructions to carry out practices and policy requirements.
Action Steps / Examples:
· Audit policies for “procedure masquerading as policy” and separate operational details into procedures or practices.
· Maintain distinct documents for policies, practices, and procedures so each serves its intended purpose.
Example:
· Policy: “The library provides equitable computer access.”
· Practice: “Staff monitor computer usage and assist patrons with logging in as needed.”
· Procedure: “Patrons may sign up for one 60-minute session per day. Additional sessions are allowed if computers are available. Staff record session start and end times in the circulation system.”
Patron Access Considerations
Intended Outcome: Policies ensure fair, inclusive, and equitable service for all patrons.
 Key Indicators:
· Policies do not create unnecessary barriers (e.g., restrictive ID or residency rules).
· Enforcement is consistent and impartial.
 Action Steps / Examples:
· Review all policies for bias or punitive language.
· Adjust language and rules to support equity.
· Example: “All residents and non-residents may apply for library cards, subject to current identification standards.”
Review & Revision
Intended Outcome: Policies are regularly reviewed, updated, and documented.
 Key Indicators:
· Each policy includes the last approval date and the next scheduled review.
· Revision history is maintained.
 Action Steps / Examples:
· Establish an annual review schedule.
· Add “Last Reviewed” and “Next Review” dates to all policies.
· Example: “This policy was last reviewed by the Library Board on 01/15/2025 and is scheduled for review in 2026.”
Staff Understanding & Training
Intended Outcome: Staff can effectively interpret and implement policies.
Key Indicators:
· Policies are accessible and understandable.
· Training or guidance accompanies complex policies.
Action Steps / Examples:
· Provide one-page handouts (like this guide) for staff orientation.
· Conduct periodic policy training sessions.





