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Part 1: Responsibilities of the Library Board of
Trustees or Commissioners

Library Board Establishment and Organization

Public libraries are established by law and organized into four types:

Municipal Libraries (N.J.S.A. 40:54-9)

Under New Jersey law, a municipal library board of trustees consists of seven to nine members,
one of whom is the mayor or other chief executive officer of the municipality (his/her alternate),
and one of whom is the local superintendent of schools or the principal or highest school official
(or alternate). They are ex-officio members.

The mayor or other chief executive officer appoints the remaining five to seven members of the
board. At least four of these must be residents of the municipality. Upon the expiration of the
term of office of any trustee, the mayor or other chief executive officer appoints a member for a
term of five years in the same manner as the original appointment was made. Appointment to a
vacancy occurring on the board before the term of that seat expires is filled for the remainder of
the unexpired term only.

Association Libraries

Under New Jersey law, an association library is governed by a board of trustees and is
incorporated as a non-profit corporation (N.J.S.A Title 15A) and considered a private non-profit
organization. The corporation (association library) determines the method of selection or
appointment of trustees. As of 2025 there are 45 association libraries in New Jersey.

County Libraries (N.J.S.A. 40:33-7)

Most county libraries are governed by a county library commission consisting of five members
appointed by the board of county commissioners. Upon expiration of the original appointments,
appointments are made for a five-year term. Vacancies occurring on the commission are filled
for the unexpired term only. County libraries serve fourteen counties. In the event of a charter
change in any county having a county library, the board of county commissioners may, under the
terms of the charter change, terminate the county library commission and appoint a library
committee with advisory powers only.

Joint Libraries (N.J.S.A. 40:54-29.10)

Under New Jersey law, the board of trustees of a joint library consists of the mayor or other chief
executive officer of each participating municipality, the superintendent of schools or highest
school official of each municipality and three citizens appointed by the mayor or other chief
executive officer of each municipality. Two of the three citizens selected from each municipality
must live in that municipality. The initial appointments are for terms of three, four and five



years. Thereafter, the term of the citizen appointment is five years. Vacancies occurring on the
board of trustees are filled for the unexpired term only.

Board Operations

Library boards work because of the leadership abilities and commitment of each member. The
most important work of the board is conducted at board meetings. Any change in policy or other
binding action must be brought before the entire board. The board only has authority when it
makes a group decision in a legally constituted meeting, according to the Senator Byron M. Baer
Open Public Meetings Act (N.J.S.A. 10:4-12

https://nj.gov/njoem/serc/pdf/Open Public Meetings Act N.J.S.A. 10 4-6-21.pdf).

Please note that individual trustees have no legal authority over the library. Generally, boards
meet monthly at a time convenient for the members. Attendance requirements for board
members are set in each individual board’s bylaws.

Attorneys

A lawyer that is familiar with library and other laws related to the operation of local government
units, may be a valuable resource for a board. For example, when dealing with legal issues, the
board may consult with an attorney for interpretation of the law. To avoid the possibility or
perception of a conflict of interest, the attorney retained by the board should not represent the
municipality/county in which the library is headquartered.

Bylaws

Every board may have a set of policies and procedures for its own governance and operation just
as it does for the operation of the library. These are bylaws and give the board its framework for
operation. Bylaws are regulations made by a public institution for the conduct of its affairs, its
dealings with others, or the governance of its members. Bylaws may not supersede state or
federal law and may be reviewed annually and updated as needed.

Board Committees

Many boards find their operations run more smoothly by creating a structure of subcommittees,
consisting of several members, but not enough to constitute a quorum. If the number of members
reaches a quorum, subcommittee meetings would be subject to the Open Public Meetings Act.
The number of members that constitute a quorum may be outlined in the bylaws. Generally, a
quorum is defined one half plus one of the total number of board members. Subcommittees are
advisory only. Subcommittees can discuss and investigate matters and bring matters before the
entire board. Board subcommittees make recommendations to the entire board for consideration
and action. Some common subcommittees are Finance, Personnel, Building and Grounds,
Community Relations, and Policy.

Fundraising

Generally speaking, public funds cannot be used for expenses related to fundraising. As registered
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nonprofits, association libraries may raise funds and accept charitable contributions. Association
library trustees will need to familiarize themselves and remain in compliance with the New
Jersey Charitable Registration laws which may be found at
https://www.njconsumeraffairs.gov/charities/Pages/FAQ.aspx

Policies

Policies are the rules and regulations under which the library operates. Policies are established
and implemented by the Board, typically in consultation with the director and following research
or recommendations from others. Policies may be developed for day-to-day operations of the
library, for the board's own operations, and for special situations. Some policies are broad
statements, such as those on intellectual freedom. Other policies are narrower, covering decisions
such as library open hours, personnel practices or fines. Policies implemented by the library
board may not contradict federal, state, county or municipal law.

Policies are public — open to view — and may be assembled in a manual, publicly posted at the
library or on the library website, or otherwise made readily available. Policies create a
framework for a well- functioning library and allow the Board to avoid case-by-case decision-
making. A policy is designed to answer questions and may prevent or resolve disagreements.
When in doubt about the legality of a policy, always consult your attorney. Board policies
may be reviewed for updating with an established frequency.

Procedures are the steps or details with which to implement or carry out the policies. Procedures
are developed and used by the library staff to ensure that operating practices align with Board
policies.

Types of Policies
The library board must generally adopt federal policies such as those related to affirmative action
in addition to writing its own. Policies may include, but are not limited to:

Personnel
Personnel policies are commonly collected and distributed to staff in the form of a personnel
manual or employee handbook and may cover:

e Employee recruitment, selection, and appointment

e Affirmative Action, Equal Employment Opportunity (EEO)— drug-free workplace —
harassment
Conditions of employment
Work hours, breaks, holidays, overtime, vacation, sick leave, jury duty, etc.
In-service training and continuing education, required and recommended
Performance reviews and evaluation
Disciplinary action
Complaints against employees
Separation procedures
Grievances and due process hearings
Benefits — health, dental, Public Employee Retirement System (PERS), parking, etc.
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e Professional or community-based personal memberships; professional association dues
e Meeting and travel expense reimbursement for staff

Finance and Operations
e Assignment of responsibilities for financial processes
Budgeting
Purchasing
Accounting
Reports and Audits
Non-resident fees
Fines, charges for lost or damagedmaterials
Insurance and bonding
Solicitation or sales in the library
Gifts, donations, memorials (financial)
Cooperative purchasing and interlocal service agreements
Records retention

Buildings and PublicServices
e Hours of operation — holiday schedule — seasonal variations
Eligibility to borrow, reciprocal borrowing, non-resident use regulations, registration
Loan periods, overdue policies, reserves
Confidentiality of library circulation and computer use records
Internet access and use
Meeting room use, exhibits and displays
Patron conduct
Prohibitions on library use
Unattended children
Public safety
Programming and outreach services
Bulletin board use, material distribution
Maintenance, security, lost and found
Copy machine and other equipment use
Building emergencies
Inclement weather
Interlibrary loan
Americans with Disabilities Act (ADA) compliance

Collection Management

Intellectual freedom

Materials selection

Collection maintenance and materials disposition
Freedom To Read

Gifts and donations of materials

Special collections



Community Relations
e Public relations and publicity
Coordination with other community agencies and local government
Cooperation with other libraries
Coordination with local schools
Volunteers
Friends’ groups
Library Foundation
Complaint procedures
Suggestion process for the public

Professional Services
e Use of legal services
e Contractreview

Library Trustees Role and Education

Role of Trustee

Board members are representatives of the public who make recommendations based on their
knowledge of community needs and establish policies so that the library functions efficiently.
Board members need to know a great deal about how the library functions. It is natural for a
well-informed board member to be concerned about the operation of the library. However, board
members are not involved in the day-to-day administration of the library. They do not give work
direction to staff members other than through the director, nor do they do the job of librarians or
staff.

Trustee Association

The New Jersey Library Trustee Association (http://www.njlibrarytrustees.org/) publishes a
newsletter, conducts workshops and sponsors meetings in support of library trustees. Boards may
budget for staff and institutional memberships in NJLTA to support the professional organization
that supports NJ trustees.

Continuing Education

Continuing education for New Jersey library trustees is required by law. Under N.J.A.C. 15:21-
2.3: each member of the board or commission must receive a minimum of two (2) hours of
library-related education annually to qualify for state aid, among other requirements. The
regulation leaves the topics of training to a trustee’s discretion. The library director and board
president sign an “Accuracy Certification” attesting that the education or training was ‘library-
related.’

The New Jersey State Library is committed to providing the highest quality of trustee education.
NJSL provides numerous opportunities for trustees to fulfill the Continuing Education
requirement throughout the year. It also offers a Trustee Institute every two years which is
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designed to train trustees to be knowledgeable about their responsibilities and to help them
understand core competencies to improve their skills as trustees. With improved skills, trustees
are more effective advocates for their library. Attending the Trustee Institute provides trustees
with many of the tools that will help them to achieve their goals and meet the continuing
education requirements.

Part 2: Financial Matters

Under New Jersey library law, trustees are responsible for the use of funds available for library
purposes and for creating reports substantiating use of these funds. Trustees are accountable for
the use of funds, and are responsible for informing elected officials about the funding required to
provide efficient and effective library service that meets the needs identified in the library’s
strategic plan.

Local Funding Sources by type of Public Library

The major source of public library funding comes from local property taxes. State law allows the
governing body of a municipality or county with an established public library or county library
system, to levy taxes in support of library service.

Association Libraries

Association libraries may receive funding from the municipalities in which they are located, or
any other municipality (N.J.S.A. 40:54-35). Association libraries receiving public funds pursuant
to N.J.S.A. 40:54-35 must be open to the public.

County Libraries

With the exception of Cumberland County Library and Morris County Library, all county
libraries are supported by only those municipalities in the county that have not established a
municipal library.

Cumberland County Library is supported by all municipalities in the county regardless of
municipal library status (N.J.S.A. 40:33-5.1), and Morris County Library has a two-tiered system
(N.J.S.A 40:33-19).

Funding is provided to all county libraries through the apportionment of the budget sum among
the member municipalities. The sum is raised by taxation and must be no less than 1/15 of a mill
per dollar on the assessable property valuation of the participating municipalities in the county
library system (N.J.S.A. 40:33-9).

Joint Libraries

Joint libraries are supported by the local property taxes of their member municipalities. A
minimum level of funding for joint libraries has been established 1/3 of a mill on each dollar of



assessable property within the service area based on the equalized valuation as certified by the
Director of the Division of Taxation (N.J.S.A. 40:54-8). Additional amounts needed, as
determined by the member municipalities’ governing bodies, may also be raised by taxation.

Increases are limited to 15% of the previous year's expenditures. Increases beyond 15% must be
approved by the State Librarian. The joint library agreement provides for the apportionment of
the annual and special appropriations among the municipalities based on the assessed valuations
of the municipalities, their populations, or other such factors as agreed upon by the governing
bodies.

Municipal Libraries

Municipal libraries are supported by local property taxes. A minimum level of funding for
municipal libraries has been established at 1/3 of a mill on each dollar of assessable property
within the municipality based on the equalized valuation as certified by the Director of the
Division of Taxation (N.J.S.A. 40:54-8). Additional amounts needed, as judged by the
municipality's governing body, may also be raised by taxation. Increases are limited to 15% of
the previous year's expenditures. Increases beyond 15% must be approved by the State Librarian.

State Funding

State Aid is appropriated by the New Jersey Legislature and administered by the New Jersey
State Library. While the law allows for many different types of State grants or aid to different
types of libraries (see N.J.S.A. 18A:74-1 et seq.), Per Capita State Aid has been the only program
regularly funded by the legislature.

Per Capita State Aid is calculated according to a formula that includes the annual amount of
funding from the legislature, each municipality's/county's level of support to the library
calculated as a ratio (current year local tax support to the library divided by the prior year's
equalized valuation of the political entity or entities), the population of the library's legal service
area and the library's compliance with the minimum standards established by regulation
(N.J.A.C. 15:21-2.1 et seq.).

There are five aid categories, ranging from $.50 to $1.50 per capita. Minimum standards are
based on the size of the legal service population and include such categories as: appropriate
number of state-certified librarians, collection size, number of open hours per week and staff
training.

Federal Funding

Individual libraries may seek funding from federal government sources such as the Institute of
Museum and Library Services. Individual libraries may also apply for E-Rate subsidies as
discussed elsewhere in this manual.



Private Funding: grants, donations, gifts, bequests

Many libraries also rely on grants and donations from foundations, local businesses, Friends of
the Library groups, and individual residents. Library boards may have a policy on acceptance of
gifts. The policy could address issues such as: if funds are designated for a special purpose,
should the library have the right to refuse the gift if the purpose is unsuitable? Is it best to
accumulate cash funds in an endowment and draw upon the income? If the purpose is no longer
valid, how can the board reallocate funds it accepted for a specific purpose? Having policies
responding to questions like these will avoid misunderstandings with donors.

Other funding permitted by law

Municipal and joint libraries may charge, retain and expend money collected from fines as per
N.J.S.A 40:54-17, and photocopy fees as per N.J.S.A 40:54-17.1.

Part 3: Capital Projects

In New Jersey, a capital project is defined to include the acquisition of land, new structures and
equipment, and other projects in which the cost of land, planning, furnishing and equipment may
carry a significant cost. Many boards establish a Building Committee for ongoing capital needs.
Boards that successfully complete building projects must have a carefully developed capital plan.
Preparation for building projects is long-term and ongoing and may reflect the needs and
outcomes established by the strategic plan and updated accordingly.

The library director often coordinates the planning, makes recommendations, and works with a
consultant and architect. The director acts as the board's representative during construction
projects and keeps the board fully informed.

Always remember that the building, with very rare exceptions, belongs to the municipality or the
county. A structural change may require the permission of a majority of elected officials.

Targeted research is recommended to support a successful project. Research may involve
surveys, focus groups, formal and informal conversations and more. Questions that research may
answer include:

e Why are residents using the library, and what programs and services would attract more
residents?
What current and future needs will affect space, size, location, facilities and design?
What new and/or expanded services will be possible once the project is completed?
Can current building(s) be made to work through better use of space?
What are the space requirements for various services — public, staff, administrative?
Is the present building on the right site or is it time to reconsider location?

The completed Capital plan is submitted to the full board for approval. Once approved, the plan
becomes the basis for the next building project.



Financial Aspects of Capital Projects

Funding Strategies

There are a number of ways that renovation, rehabilitation, repair or construction of library
buildings can be funded.

Municipal and County Taxation

Municipalities and counties may raise by taxation the funding required to build, expand and
furnish library buildings.

Gifts and Bequests

Library boards may accept gifts and bequests for library purposes, including for or toward a
building. A large bequest might cover the major costs of a building; smaller gifts can be
accumulated or used for purposes related to the building and its furnishings. Terms and
Conditions of gifts may be negotiated with the assistance of alawyer.

Reserve Funding (Municipal and Joint Boards)
Trustees may reserve funding for capital expenses using funds from the annual mandatory library
appropriation (one-third mill), if the following conditions are met (N.J.A.C. 15:21-12.5(c)).

. All conditions of N.J.S.A. 40:54-1 et seq. (law governing municipal and joint libraries) and
N.J.A.C. 15:21-2 (regulation governing minimum standards for Per Capita State Aid) are met;

. There are sufficient funds remaining for the maintenance of the library for the balance of the year
in which the funds are saved or the cost occurs; and

. The library board of trustees has a written capital plan of at least three years that reflects that the
long-term capital expense will contribute to the provision of efficient and effective library
services, and that the plan will be made available to the State Librarian upon request.

The board must resolve to set aside capital funds and the resolution should reference the projects
anticipated.

Purchasing Requirements for Capital Projects

All purchasing through the board of trustees or library commission must be in accordance with
New Jersey purchasing requirements whether or not the money was gifted or received from local
government.

Following is list of the laws that you will want your attorney to review. A very brief description
is given to provide an indication of what the law covers, but review of the statutes with an

attorney is necessary to understand all of the conditions required.

N.J.S.A. 40:54-16 permits the municipality to purchase lands, erect building, and make an
additional appropriation to the trustees to expend on equipment, furnishing and decorating the
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library (https://law.justia.com/codes/new-jersey/title-40/section-40-54-16/)

N.J.S.A. 40:54-21 permits the municipality to accept gifts for the purpose of building a library,
with certain limitations. (https://law.justia.com/codes/new-jersey/title-40/section-40-54-21/)

N.J.S.A. 40:54-22 requires the funds accepted pursuant to N.J.S.A. 40:54-21 to be expended by
and under the direction of the board of trustees. (https://law.justia.com/codes/new-jersey/title-
40/section-40-54-22/)

N.J.S.A. 40:54-23 permits the municipality to appropriate funding to purchase a site under
certain conditions. (https://law.justia.com/codes/new-jersey/title-40/section-40-54-23/)

N.J.S.A. 40:54-24 permits the trustees to purchase the site, and establishes that the municipality
will hold title of the real estate but the use and control remains under the trustees.
(https://law.justia.com/codes/new-jersey/title-40/section-40-54-24/)

N.J.S.A. 40:54-25 permits the trustees to request that the municipality provide additional funding
to supplement the funding the trustees “have on hand” in addition to the amount needed for the
maintenance of the library. If approved, the trustees may expend the funding with the
concurrence of the municipality. (https://law.justia.com/codes/new-jersey/title-40/section-40-54-
25/)

N.J.S.A. 40:54-26 permits the municipality to issue bonds for the acquisition of lands, the
acquisition and erection and improvement of buildings and appliances for library purposes and
the equipment and furnishing of library buildings. (https://law.justia.com/codes/new-jersey/title-
40/section-40-54-26/)

N.J.S.A. 40:54-27 requires that the municipality raise by taxation sufficient funds to pay the
interest and principal on the bonds. (https://law.justia.com/codes/new-jersey/title-40/section-40-
54-27/)

N.J.S.A.40:54-28 discusses the process for condemnation of property.
(https://law.justia.com/codes/new-jersey/title-40/section-40-54-28/)

N.J.S.A. 40:54-29.18 through 21 include additional requirements for capital improvements
specific to joint libraries.
(https://law.justia.com/codes/new-jersey/title-40/section-40-54-29-18/)
(https://law.justia.com/codes/new-jersey/title-40/section-40-54-29-19/)
(https://law.justia.com/codes/new-jersey/title-40/section-40-54-29-20/)
(https://law.justia.com/codes/new-jersey/title-40/section-40-54-29-21/)

N.J.S.A. 40:33-13.2a and b include additional requirements for capital improvements specific to
county libraries.

(https://law.justia.com/codes/new-jersey/title-40/section-40-33-13-2a/)
(https://law.justia.com/codes/new-jersey/title-40/section-40-33-13-2b/)
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Capital Plans for Small and Large Projects

Small projects (such as window replacements or technological hardware updates) that are not
part of a major renovation or new construction require a plan that at a minimum lists the items,
the estimated cost and an anticipated timeline for completion. Items qualifying as capital include
furnishings and equipment (including computer hardware).

Large projects such as new buildings, additions or a major renovation, the replacement of roofs
and heating, ventilation and air conditioning systems, and elevator installations require a detailed
capital plan.

Capital Plan Implementation

When the board’s planning is complete, the money necessary available and the architect in the
final stages of planning, it is highly recommended that the board rely on a Qualified Purchasing
Agent for assistance with the rest of the complicated bid process.

e Review every detail of the capital plan. Decide what features may be considered optional
so that separate bids can be taken on these items. Review estimated costs so that the
construction bids are not asurprise.

e Follow all local ordinances. Review zoning and building codes as plans are made. If
necessary, obtain permits from the NJ Department of Environmental Protection and/or the
Historic Preservation Office. Enlist the help of appropriate officials in the plan review to
ensure that it meets required standards.

e Follow state public contracts law and regulations in the bidding process, which can be
found at https://www.nj.gov/dca/dlgs/programs/N] LAPL.shtml.

e Analyze the bids thoroughly. Be sure you are getting what was specified with no
unacceptable substitutes. Accept the bid that most closely meets specifications and offers
good value.

e Ifall bids are too costly, you can amend the specifications and call for new bids. You can
also rule out optional features that proved too costly.

e C(reate a team to monitor progress of the project and make regular reports to the board
and the local governing body.

e Expect some change orders to your contract. Unexpected problems or opportunities may
emerge.

e Track the expenditure of funds in a professional manner and make payments promptly. If
you need financial advice, seek it from the finance officer or business administrator of the
local governing unit.

e Meet frequently during the building process. Meetings keep the board in touch with
progress, permit decisions on suggested changes and provide material for ongoing public
relations in the community.

e  When complete, celebrate! Invite elected officials, the community, and all parties
responsible for the success of the building project and acknowledge all contributors. You
can never thank those responsible too many times. Give them the opportunity to
participate in the celebration through remarks and photo opportunities. Make the
dedication a positive public relations event for the library.
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Part 4: Promising Practices for Library Boards
Promising Practice: Strategic Planning

Your Library’s Role in the Community

Promising practices suggest that boards assess the library's internal and external circumstances to
see what roles the library may fulfill in the community, then develop a plan that emphasizes
those major roles. In this process, the community and the library look at the environment: the
community characteristics, changes in the nature of the population, projected growth or non-
growth, and the demands and expectations of people in the community. The library’s internal
environment is also important: staff capacity and attitudes, financial resources, the building, the
services.

A library board may involve the public in the planning process. You need to hear directly from
library users and non-users; what works for them and what doesn't. Planning offers an
opportunity for the public and other public officials to share their knowledge of the community.
Planning for the future is an opportunity for trustees to serve the community by looking ahead so
that provisions can be made to implement solutions for longer range needs and expectations.

Strategic Plan

The New Jersey State Library supports strategic planning as a management tool to determine a
library’s mission, vision, values, goals and objectives, roles and responsibilities, and to identify
benchmarks and timelines that will shape the library’s activities. The Strategic Plan charts the
library’s direction for the future. Resources on the NJSL website include presentations on how to
write a strategic plan, required components and sections, information on organizing community
focus groups, how to conduct leadership interviews, and discussion guides for different
demographics.

http://www.njstatelib.org/services_for libraries/consulting_services/library_trustees/strategic_pl
anning/

An effective plan may include:
e A description of the planning process that includes the planning committee members,
data analysis, focus groups, and staff interviews
e A summary of the current status of the library: a critical look at what the library does in
order to identify the most obvious needs and directions.
e An assessment of community needs: identify and respond first to the needs of its
community.

e Statistics needed may include: population trends; community characteristics as to age,
sex, education, income, and occupation.

e Other information may include data from focus groups and surveys of library users,
community leaders, nonusers, and special and diverse populations.

e A timeline for achieving the goals in the plan, along with assigned tasks to appropriate
staff or consultants, along with a plan for evaluating your progress.

13


http://www.njstatelib.org/services_for_libraries/consulting_services/library_trustees/strategic_planning/
http://www.njstatelib.org/services_for_libraries/consulting_services/library_trustees/strategic_planning/
http://www.njstatelib.org/services_for_libraries/consulting_services/library_trustees/strategic_planning/

e Library mission statement: Why does the library exist? What is its purpose? What are the
needs is it committed to meet? Say what you intend to do.

e (Goals: Goals are the general statements about the library's directions and aspirations.
Select goals which can be achieved in a reasonable length of time — or those that serve as
interim steps in a long-range plan. It may be useful to include the rationale for each goal.

e Objectives: Objectives are the "how" of moving toward goals. They may be relatively
short-range, practical and accompanied by evaluation process. Objectives set the
framework for the activities the library undertakes.

e Anticipated costs: Estimate the costs for planned activities and the sources of funds.
Include the cost of personnel and other operations.

e Provisions for review of the plan: The plan may be time-bound with evaluation methods
built in.

Promising Practice: Personnel

Board responsibility for interviewing, reviewing applications and selecting personnel is limited
to hiring the director. While the Board is not responsible for interviewing, recommending, or
reviewing other staff, it is responsible for approving new hires recommended by the director. The
Board is also responsible for approving the addition or elimination of positions, within civil
service or collective bargaining agreements, as well as establishing employment and personnel
policies.

Recruiting and Selecting a Library Director

One of the Board’s most important responsibilities is to hire a library director. The needs of your
library and your community will determine who the best person to fill the position will be. Once
you determine what you most need from your director, begin your recruitment by gathering
information to conduct a search. If your budget permits, consider hiring an executive search firm.

Professional Librarian Certification and State Aid

Employing a library director with a Professional Librarian's Certificate is a requirement for the
receipt of state aid in communities of 7,500 population and above. Professional librarian’s
certification for the State of New Jersey is issued by Thomas Edison State University. See:
https://www .tesu.edu/about/leadership-departments/registrar/librarian-certificate.php

Know the law

Before recruiting and hiring the director, the board may learn about federal and state laws
concerning Equal Opportunity, Affirmative Action and the issues of confidentiality, public
information and documentation as they apply to the hiring process. An attorney can provide the
necessary information.

Develop a process and timeline.
Determine what process your search will take. Develop a timeline for the hiring process, which
could take several months. Determine who will be in charge of the library during the search if
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the current director has left. Consider what responsibilities you expect the Acting/Interim
Director to handle. What is fair compensation for the Acting/Interim Director?

Write a Job Description

Before recruitment begins, the board needs to determine the purpose of the director’s job, duties,
and what qualifications are required. If you are hiring in a Civil Service environment, refer to the
job description for Library Director found at (https://info.csc.nj.gov/jobspec/02283.htm).
Determine the salary range and benefits, account for (if applicable) civil service requirements for
salary ranges.

Perform Your Candidate Search

If you are not using a search firm, consider establishing a Search Committee. Decide where you
will advertise your job opening and who is responsible for posting the position and collecting
applications. Screen candidates and make recommendations for finalists to be interviewed by the
board. Prepare structured questions to ask all candidates to ensure consistent treatment. Notify
candidates, set up and conductinterviews.

Select the New Director

Prepare a written employment offer, to be signed by both the library board president and the
candidate. A vote of the full board at a public board meeting is required to hire the director upon
their acceptance of the written employment offer. Notify the staff, local officials and public of
the appointment. News releases of the new director’s appointment may be sent to appropriate
media channels.

Setting Goals and Objectives with the Library Director

The library director’s goals and objectives may be key frameworks of the library’s overall
planning process and are specific to the library. The director and board may have multiple goals
covering periods longer than a year. Set specific objectives to accomplish these goals and
establish timetables for their completion. Using goals and objectives is the best method for
evaluating the director.

The director will report on progress toward achieving objectives when performance is being
evaluated. This is the board’s opportunity to comprehensively assess how well the director is
accomplishing their duties.

Evaluating the Library Director

Evaluation of the library director is important. A full evaluation may be done at least once
annually. A regular evaluation calls attention to well-performed duties as well as to areas in need
of attention. Make sure that your evaluation process has a written component, including
documentation of both positive aspects and areas for improvement of the director’s performance.
The documentation may be reviewed with the director by the Board’s Personnel Committee or
other designated body. The evaluation can be signed by the director and a board official. Such
documentation provides guidance to future boards and may prove helpful to the board in case of
problems. Note that director evaluation during a board meeting is typically closed to the public.
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Promising Practice: Board Operations

The following promising practices are not required but may be helpful in board operations:

e Identify who is responsible for posting regular times, days, dates and places for Board
meetings and the methods for temporary or permanent changes to the schedule.

e Determine who prepares the Board meeting agenda and when, how much detail is
provided, to whom it is distributed, and/or where it is posted.

e Identify who records meeting minutes, the format, approval procedures and filing minutes
as public documents.

e Establish titles and basic responsibilities of board officers, method of naming, and terms
of office. One way to do this is to create a reorganization committee within the board
once a year. The reorganization committee will recommend candidates for each open
office to the entire board for their vote.

e Define the relationship of the director to the board, the director’s role in board meetings,
and expectations for director’s reporting.

e Outline circumstances warranting the use of legal counsel.

Create and maintain a records retention policy and establish procedures for access to
Board records.

e Review monthly and annual reports from the director, board committees, or trustees.

¢ Outline the budgeting process and specify the roles and expectations of the board and
director in drafting and presenting the budget to the full board or governing body.

e Determine procedures for establishing standing and ad hoc committees

e Designate a board member(s) to serve as liaison(s) to community organizations, such as
the Friends of the Library or other civic entities.

Part 5: Laws Governing Libraries

The different types of public libraries have different governing laws.

An association library is formed under N.J.S.A. 15A which governs the formation and
operation of all non-profit organizations in New Jersey and guides Association Library’s Boards
of Trustees.

The formation and governing of other publicly accessible libraries are found in N.J.S.A 40 which
covers trustees of municipal libraries (N.J.S.A. 40:54-1, et seq.), joint libraries (N.J.S.A. 40:54-
29.3 t0 29.25, and N.J.S.A. 40:54-1, et seq.), and the commissioners of county libraries (N.J.S.A.
40:33-1 et seq.).

The public library is considered a local government unit by the New Jersey Department of

Consumer Affairs’ Division of Local Government Services. Municipal and County boards and
commissions are required to follow all applicable New Jersey laws and regulations.
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Selected New Jersey Laws

Open Public Meetings Act (N.J.S.A. 10:4-12)

The text of the Open Public Meetings Act may be found at
https://nj.gov/njoem/serc/pdf/Open_Public_Meetings Act N.J.S.A. 10_4-6-21.pdf.

Open Public Records Act (N.J.S.A. 47:1A-1 et seq.)

As a local government unit public libraries in New Jersey are required to follow the Open Public
Records Act which can be found at https://www.nj.gov/opra/.

Records Retention Schedules

All government bodies are required to retain records for a length of time (including electronic).
In order to determine the length of time records must be retained please consult the Records
Retention Schedules maintained by the Bureau of Records Management at
https://www.nj.gov/treasury/revenue/rms/retention.shtml. Please note that library patron records
are excluded from retention.

Confidentiality of Library Records (N.J.S.A. 18A:73-43.1)

Library records which contain the names or other personally identifying information regarding
library users are confidential and cannot be disclosed except in the following circumstances: the
records are for proper operation of the library, disclosure is requested by the user, or disclosure is
required pursuant to a subpoena issued by a court or court order.
(https://law.justia.com/codes/new-jersey/title-18a/section-18a-73-43-1/)

Return of Excess Funds to Municipality (N.J.S.A. 40:54-15)

All municipal and joint municipal libraries are covered by this law. The director or auditor may
annually prepare the Transfer Calculation Form to establish if the library has excess funds to
return to the municipality. The required documents and further information about the process
may be found at https://www.njstatelib.org/services_for_libraries/library-

development/library _law/ under the heading Packet for Proposed Return of Taxpayer Funds. The
State Librarian must approve all applications to return funds. (https://law.justia.com/codes/new-
jersey/title-40/section-40-54-15/)

Minimum Standards for Distribution of Per Capita State Aid
(N.J.A.C. 15:21)

Per Capita State Aid regulations outline minimum standards for public libraries. These
regulations are reviewed and subject to revision every five years. For access to Per Capita State
Aid regulations and minimum standards please visit
https://www.law.cornell.edu/regulations/new-jersey/title-15/chapter-21.
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Other State Laws and Local Laws

e Libraries are required to provide and display voter registration forms. (N.J.S.A. 40:54-
12.2) (N.J.S.A. 40:33-8.2).

e Gifts and Donations made to the library may be accepted by the trustees, but the trustees
may not use library funding to give gifts and donations. (N.J.S.A. 40:54-19,19.1, 20, 21)
(N.J.S.A. 40:33-8)

e New Jersey requires that public employees be residents of New Jersey and municipalities
and counties may also establish a residency requirement. (NJSA 52:14-7)

e Trustees take an oath of office and submit an annual financial disclosure. (NJSA 40A:5-
33) (NJSA 40:54-15)

e The library accounts must be audited annually (NJAC 5:30-6.1) Appropriate processes of
purchasing and discarding of property must be followed.

Trustees of municipal and joint libraries may review the provisions of NJAC 15:21-12 regarding
permissible uses of library funding and clarification of reports and audits.

Selected Federal Laws

Americans with Disabilities Act (ADA)

It is not unusual for boards to have questions about the federal 1990 Americans with Disabilities
Act (ADA). This major piece of civil rights legislation made it illegal to discriminate against
people with physical, mental or emotional disabilities. It requires public facilities, such as public
libraries, to make reasonable modifications or accommodations to ensure equal access for these
individuals. For more information on ADA, visit www.ada.gov.

Employment Laws

Libraries must abide by federal and state laws that prohibit discrimination in relation to hiring,
promotion and all other working conditions of employment. It is illegal to discriminate against
qualified applicants on the basis of sex, race, creed, color, religion, age, country of origin,
individual lifestyle, or physical or mental disability. Stated policies may demonstrate that the
library board makes every effort not to discriminate.

Most library employees fall under minimum wage and fair labor standards laws. Boards may
consult with the library attorney regarding how these and other federal laws affect the library.

Children’s Internet Protection Act (CIPA)

CIPA requires libraries that receive e-rate discounts or Library Services and Technology Act
funds for Internet connectivity, Internet access, or computer purchases, to filter all computers
including staff computers. Filters must block certain defined categories of IMAGES, not text.
For more information visit_https://www.fcc.gov/consumers/guides/childrens-internet-protection-
act
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E-Rate (Telecommunications Act of 1996)

In 1997, the Federal Communications Commission (FCC) adopted a Universal Service Order
implementing the Telecommunications Act of 1996. The order is designed to ensure that all
eligible schools and libraries have affordable access to modern telecommunications and
information services. Each year, as funding is authorized by Congress, eligible schools and
libraries are provided with discounts on authorized services. These discounts are often referred to
as the “E-Rate.” For more information on E-Rate, visit https://www.usac.org/e-rate/get-started/
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