
 
  Roger Dixon, Board Chair 

 

 
a. Approve February 28, 2019 Minutes 

 
a. Director’s Report 

b. Friends of Library Report 

 
 

a. Patron Behavior Policy – Donna Cardon 

b. Privacy Policy – Donna Cardon 

c. Board Member Job Description – Donna Cardon 

d. Strategic Plan Direction – Roger Dixon 

 
 

a. Relationship of the Library Board and The Friends of the Library –Wayne Tanaka 

b. Library Founders Event Proposal for October – Wayne Tanaka 

c. Should we allow adults with high fines to get a new library card for children? – 

Donna Cardon 

d. Website Redesign - What should be on the Library Board page – Donna Cardon 

 
 

a. Open Meetings Training at April Board Meeting 

 
 

Thursday, April 25, 2019 

 

 

 
 
 
In accordance with Americans with Disabilities Act, Highland City will make reasonable accommodations to participate in the meeting. 
Requests for assistance can be made by contacting the City Recorder at (801) 772-4505 at least three days in advance of the meeting. 
 

Members of the Library Board may participate electronically via telephone, Skype, or other electronic means during this meeting. 
 

I, Cindy Quick, the duly appointed City Recorder certify that the foregoing agenda was posted in three public places within Highland 
City limits. The agenda was also posted at the principal office of the public body, on the Utah State website (http://pmn.utah.gov) and 
on Highland City’s website (www.highlandcity.org). 
 

Please note the order of agenda items are subject to change in order to accommodate the needs of the Library Board, staff and public. 
 

 

http://pmn.utah.gov/
http://www.highlandcity.org/




 

 
Library Board Meeting – February 28, 2019 Page 1 of 7 

Library Board Meeting Agenda 
February 28, 2019 

Waiting Formal Approval 
 

Highland City, West Conference Room  
5400 West Civic Center Drive, Highland UT  84003 

 

PRESIDING:   Library Board Chair Roger Dixon 
 
LIBRARY BOARD  
MEMBERS PRESENT: Jessica Anderson, Mike Burns, Doug Cortney, Claude Jones, Nancy Pasaretti, City 

Council Rep Ed Dennis 
 
CITY STAFF PRESENT: Library Director Donna Cardon, Assistant City Administrator Erin Wells 
  
     
OTHERS:    Friends of the Highland City Library President Wayne Tanaka   
 

EXCUSED:   Lisa Bullington, Natalie Reed 

 

7:00 pm – Call to Order:  Roger Dixon, Board Chair 

A quorum of the Board being present, Board Chair Roger Dixon welcomed those in attendance and began the 
Library Board meeting at 7:05 pm as a regular meeting. The meeting agenda was posted on the Utah State 
Public Meeting Website at least 24 hours prior to the meeting. 

 
1. Public Comment: 
There were none. 
 
 
2. Consent Agenda:  

a. January 16, 2019 Minutes 
b. January 24, 2019 Minutes 
c. Engaging the Strategic Plan Committee 
d. Bylaw Revisions 
e. Operating Procedures Revisions 
f. Proposed Municipal Code Revisions 

Board Member Cortney asked for items 2(d) and 2(f) to be pulled for further discussion, and Mr. Dixon 
placed them at the beginning of the policy/action section of the agenda as items 4(a) and 4(b), 
respectively, and renumbering accordingly. 

Board Member Mike Burns MOVED to approve the consent agenda as updated. 
Jessica Anderson SECONDED the motion. 

The vote was recorded as follows: 
Board Member Jessica Anderson Yes 
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Board Member Mike Burns  Yes 
Board Member Doug Cortney Yes 
Board Chair Roger Dixon  Yes 
Board Member Claude Jones  absent 
Board Member Nancy Passaretti Yes 
The motion passed. 

 
 
3. Reports:  

a. Director’s Report – Donna Cardon  

Library Director Cardon discussed the year-over-year metrics for the library. Details included that 
interlibrary loans, book sales and donations had decreased; while collection, circulation, and programs 
increased. She mentioned Gretchen Homer and Sami Jones were doing a great job with children’s story 
times. Mr. Dixon commented on the library’s square footage and how it compares to industrial 
standards. Ms. Cardon stated that the Fairytale Ball event was in two weeks. The library would purchase 
50 literary kits using the LSTA grant money. Library Chairman Dixon asked about what literacy 
programs were run through the library and Ms. Cardon stated currently there were none but the “A 
Thousand Books Before Kindergarten” program begins in fall 2019.  
 
NOTE: City Council Representative Ed Dennis joined the meeting.  
 
Following questions presented by Board Member Nancy Passaretti, Ms. Cardon indicated that there was 
not much need for adult literacy programs and ESL programs in Highland City. Also, NUCLC bylaws 
did not regulate requirements, limiting program participation to only those within the City. 
 

b. Statistical Report – Doug Cortney 

Board Member Doug Cortney presented a statistical report dealing with trends in operating expenses, 
visits, circulation, and programs. Residential usage of the library, per-capita and per-item had declined 
since the year 2009. Ms. Cardon indicated the circulation graphs were designed to show total circulation 
versus per item circulation. The importance for per-item circulations weighed heavier for physical 
materials compared to electronic items. Most electronic materials were free to the library but they had 
started buying electronic materials. Mr. Dixon commented that some may see the usage decline, as 
evidence the library does not need to develop further. He found concern with not stating why visits were 
declining on reports. Ms. Cardon provided insight on the national decrease in Library usage as evidence 
of strong electronic usage of materials but decreased visits were a concern and a reason causing them to 
not look for a new library.  
 
NOTE: Board Member Claude Jones joined the meeting.  
 
The Board discussed whether circulation per item figures were meaningful since the library had been 
growing its collection. They felt there would be an uptick in statistical trends discussed and that weeding 
the collection and providing programs would impact the statistics.  
 
 

4. Action/Policy Items: 
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At the request of Mr. Dennis and with unanimous consent of the Board, Mr. Dixon moved item 4(d) 
“Dedicated Tax Recommendation” to the top of the Action/Policy Items section as 4(a), renumbering 
accordingly. 

 
a. Dedicated Tax Recommendation – Doug Cortney  

The committee findings and recommendations were reported in summary by Mr. Courtney. The board 
discussed at length the dedicated property tax and possible recommendations for the tax. Board Member 
Jessica Anderson suggested that the dedicated property tax not go into the general fund, because of its 
origin and she felt a truth in taxation hearing was necessary. Mr. Dennis clarified the City Council 
process for overhead charges, 40% was taken from overhead based on each department budgeted 
expenses. He referenced a tentative discussion about “truing up” the budget based on year end expenses. 
Assistant City Administrator Erin Wells stated the overhead charges were currently $11,000 - $12,000 
annually and it was important to avoid turmoil with the City in the future. Further, Mr. Dixon noted that 
there had not been a decision for or against a dedicated tax and Mr. Tanaka stated that the current 
process was working and should remain in place. 

  
Concluding, Ms. Cardon stated that the library would not see implications from any future cutbacks 
regarding the dedicated taxes since the cuts would come from other departments and the City would bear 
any of those type of burdens.  

Mr. Tanaka stated operating on dedicated tax was desired so that the library had stability. Ms. Passaretti 
indicated that the dedicated tax puts the responsibility on the City to operate within its budget. Finally, 
Mr. Burns addressed a concern for monies going in the general fund since there was a need for private 
donations if they were to cover capital expenses for a new library.  

Board Member Mike Burns MOVED to adopt the recommendation and findings of the library fund 
committee, adding Jessica’s truth-in-taxation argument if appropriate. 
Board Member Jessica Anderson SECONDED the motion. 

The vote was recorded as follows: 
Board Member Jessica Anderson Yes 
Board Member Mike Burns  Yes 
Board Member Doug Cortney Yes 
City Council Rep Ed Dennis  Yes 
Board Chair Roger Dixon  Yes 
Board Member Claude Jones  Yes 
Board Member Nancy Passaretti Yes 
The motion passed. 

There was conversation with staff regarding the March 5th City Council agenda and a need to amend the 
agenda or that their item could be placed on the March 19th agenda. There was concern about informing 
the public properly and to present before votes were made. A decision to wait until the March 19th 
meeting was made.  
 
NOTE: Mr. Dennis was excused and left the meeting. 
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b. Bylaw revision 

Item 2(d) Bylaw Revisions from the consent agenda was then discussed, as previously requested.  

Mr. Cortney clarified that City Council Member Brian Braithwaite specifically asked for the 
bylaws text about what to provide if no audio recording was available. He noted that the Operating 
Procedures text listed what was to appear in the minutes rather than specifically what the 
Secretary was to provide the City Recorder and had no objection to removing the text. He wanted 
to ensure everyone agreed that the Operating Procedures text was substantially the same and that 
removing the bylaws text would not cause problems with the City Council. 

The Board generally agreed that the two sections were not sufficiently different as to cause a 
problem and that a suggestion from one member of Council should not be considered binding. 

Board Member Doug Cortney MOVED to approve the Bylaw Revisions. 
Board Member Mike Burns SECONDED the motion. 

The vote was recorded as follows: 
Board Member Jessica Anderson Yes 
Board Member Mike Burns  Yes 
Board Member Doug Cortney Yes 
Board Chair Roger Dixon  Yes 
Board Member Claude Jones  Yes 
Board Member Nancy Passaretti Yes 
The motion passed. 
 

c. Municipal Code Revisions 
The board discussed item 2(f) Proposed Municipal Code Revisions. Mr. Cortney suggested updating 
part E to be clear that the policies established by the board deal with both use and operation of the 
library and that the operating procedures in part H deal with board operations. Ms. Anderson 
noted that the word “bylaws” does not contain a hyphen but that it appears with a hyphen twice in 
part H. 
 
Board Member Doug Cortney MOVED to amend part E by inserting the words “and operation” 
immediately after the words “policies concerning day to day use”; to amend part H by striking out the 
words “operating procedures documents” and replacing them with the words “board operating 
procedures”; to amend part H by twice striking out the word “by-laws” and replacing it with the word 
“bylaws”. 
Board Member Jessica Anderson SECONDED the motion. 
The vote was recorded as follows: 
Board Member Jessica Anderson Yes 
Board Member Mike Burns  Yes 
Board Member Doug Cortney Yes 
Board Chair Roger Dixon  Yes 
Board Member Claude Jones  Yes 
Board Member Nancy Passaretti Yes 
The motion passed. 
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Mr. Cortney noted that he omitted a key piece in his previous motion. 
 
Board Member Doug Cortney MOVED to recommend the proposed Municipal Code revisions to the 
City Council. 
Board Member Mike Burns SECONDED the motion. 
The vote was recorded as follows: 
Board Member Jessica Anderson Yes 
Board Member Mike Burns  Yes 
Board Member Doug Cortney Yes 
Board Chair Roger Dixon  Yes 
Board Member Claude Jones  Yes 
Board Member Nancy Passaretti Yes 
The motion passed. 

 
d. Circulation Policy Revisions – Donna Cardon 

Ms. Cardon discussed the major changes and reasoning behind the proposal. Some changes were 

• Delete obsolete text 

• Update and clarify NUCLC-related rules to current standards 

• Formatting errors 

She indicated patrons were concerned regarding the renewal of overdue items which led to library fines 
and the changes made to policy directly benefit library patrons. Ms. Anderson asked if electronic 
materials should be addressed. Ms. Cardon concurred and advocated naming the policy, “Physical Item 
Circulation Policy” and to make it a separate item. Ms. Anderson was concerned with item III(J), the 
collections fee compared the organization cost being lower. Ms. Wells explained the City contracted 
with a collection agency and the cost was a percentage of what they recover. Suggested changes were a 
correction from “four months” to “eight weeks” on item III(I)(2), but Ms. Cordon confirmed this had 
been corrected in the hard copies distributed today. Also, item III(I), was being changed to refer to 
“patrons with delinquent accounts” rather than “delinquent patrons” throughout the document. An 
additional suggestion was to change “patrons are delinquent” to “patron accounts are delinquent” in 
III(I). 

Board Member Jessica Anderson MOVED to adopt the Physical Item Circulation Policy with the 
amendments discussed. 
Board Member Nancy Passaretti SECONDED the motion. 

The vote was recorded as follows: 
Board Member Jessica Anderson Yes 
Board Member Mike Burns  Yes 
Board Member Doug Cortney Yes 
Board Chair Roger Dixon  Yes 
Board Member Claude Jones  Yes 
Board Member Nancy Passaretti Yes 

The motion passed. 
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The board clarified that the old policy would automatically replace the prior policy with the updated 
policy. 

 
e. Volunteer Policy Revisions – Donna Cardon 

The board indicated a volunteer policy was necessary to preclude court ordered service and “Friends of 
the Library” program with a concern for child safety. Their concern was to run background checks on 
volunteers but costs would prevent them from doing it, however, the library was small and volunteers 
were easily tracked by staff. They discussed sharing background checks with schools but Ms. Wells 
clarified sharing was not within the law and each jurisdiction must run their own background checks. 
80% of library volunteers were teens and a different percentage was older women. Updated information 
would be placed on the website regarding volunteer applications. 

Mr. Courtney asked about retention and categorization for the volunteer’s information. The data would 
be included in the updated City retention policy when completed. Mr. Cortney asked that identifiable 
information be considered when creating the new policy regarding parental consent. Mr. Dixon showed 
concern for the library accepting court ordered volunteers recommended by the court. The board 
discussed how the acceptance would complicate the policy and a court ordered volunteer was highly 
unlikely to occur. The final sentence found in the second paragraph that indicated all applications would 
be accepted but not all applicants would be approved to volunteer. Board discussed notes on 
compensation for medical and health benefits on the document, retention of volunteers and parental 
consent.  

Board Member Mike Burns MOVED to adopt the Volunteer Policy as corrected. 
Board Member Jessica Anderson SECONDED the motion. 

The vote was recorded as follows: 
Board Member Jessica Anderson Yes 
Board Member Mike Burns  Yes 
Board Member Doug Cortney Yes 
Board Chair Roger Dixon  Yes 
Board Member Claude Jones  Yes 
Board Member Nancy Passaretti Yes 

The motion passed. 
 
f. Budget Revisions – Donna Cardon 
Ms. Cardon stated that cross charges were still undecided and the mid-year budget was not approved with the 
other departments. The City Council had recommended to do some “pencil sharpening” with the budget and 
because they did there was $32,000. The adjustments were shown in the proposed revision, as well as, $12,000 of 
unallocated funds which would be impossible to spend by the end of the fiscal year. The next fiscal year budget 
would include $1,500 for transcription services. Book end costs had been lowered from approximately $300 to 
$50-$150 per book end. The board discussed that computers were not within their budget and a charging cart. The 
cost of Wi-Fi band width needed consideration for more laptops to function properly.  

Ms. Cardon indicated that the extra funds must be placed into a reserve fund or placed in the general fund and the 
topic would be brought to the City Council for input. They debated electronic books and book purchases with the 
implication of that there was not enough time to purchase $8,000 worth of books. Electronic books would be 
bought with the money left, due to limited time. They discussed the origin of the money was from grants and not 
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from Foundation money. The Foundation had agreed to buy a printer and thus this money was recommended for 
that purpose. The board discussed how to address the unallocated money. Ms. Cardon stated that 
Highland City Library staff was paid below prevailing wages for the area and that some of this was 
addressed in the proposed budget, while some will be addressed next fiscal year. 

Board Member Jessica Anderson MOVED to adopt the budget as presented. 
Board Member Mike Burns SECONDED the motion. 

The vote was recorded as follows: 
Board Member Jessica Anderson Yes 
Board Member Mike Burns  Yes 
Board Member Doug Cortney Yes 
Board Chair Roger Dixon  Yes 
Board Member Claude Jones  Yes 
Board Member Nancy Passaretti Yes 
The motion passed. 

 
5. Adjournment: 

Board Member Mike Burns MOVED to adjourn the Library Board meeting. 
Board Member Doug Cortney SECONDED the motion. 

The vote was recorded as follows: 
Board Member Jessica Anderson  Yes 
Board Member Mike Burns  Yes 
Board Member Doug Cortney  Yes 
Board Chair Roger Dixon   Yes 
Board Member Claude Jones  Yes 
Board Member Nancy Passaretti  Yes 
The motion passed. 
 
The meeting adjourned at 9:07 pm 

 
 
I, Doug Cortney, Highland City Library acting Board Secretary, hereby certify that the foregoing minutes represent a true, 
accurate and complete record of the meeting held on February 28, 2019.  This document constitutes the official minutes for 
the Highland City Library Board Meeting. 



The Library Board accept the revised Patron Behavior Policy 

The Library staff has had several incidents when young children were left unattended at 

the Library. Although the current Patron Behavior Policy directs what happens to 

unattended children at closing, it does not discuss the issue of unattended children during 

regular business hours. These revisions would address that issue, establishing an age at 

which a child could be left unattended in the Library, and establish the age, a child must 

be, to be considered a “caregiver” for other children. The revisions also update a few other 

behavior standards that have not been a problem at Highland, but that I have had 

experience with in my last position, as a kind of pre-emptive measure. 
 

Coming up with a specific age that a child can be unattended is difficult because of 

differences in maturity levels of children. The Utah State Law allows a child over 9 to be 

left alone in a car, and for a child age 12 to be left in charge of a younger child in a car 

(Utah Code 76-10-2202.). Other libraries have set other limits. Provo Library allows children over 9 to 

be unattended and to watch over younger children. The Springville Library requires that a child under 9 

be accompanied by an adult 18 or older. The Logan Library requires that a child be 12 years old to be 

left unattended. After considering all of these policies, I felt that having a 12 year old be the supervisor 

for those under 9 was a good balance. In addition, our policy still does allow us to address behavior 

issues no matter the age and ask the patron to leave if necessary.  

None 

I move that Library Board Approve the revised Patron Behavior policy.  

1. Patron Behavior Policy (track changes) 

2. Patron Behavior Policy (clean version) 



Highland City Library 

Patron Behavior Policy Statement 

All people are welcome to use the library and have access to information and library 
resources. In order to protect library users' right of access, ensure the safety of users 
and staff, and protect library resources and facilities, the library prohibits activities that 
are illegal, interfere with the use or enjoyment of the library by others, present health or 
security risks, damage library resources, or disrupt the normal flow of library operations. 

Patron Behavior (move this below the Behaviors and Conduct sections) 

If a patron behavior interferes with the use of the library or disrupts the normal flow of 
library operations, but does not require external intervention immediately,violates any of 
the behavior guidelines the library employee, with the assistance of another employee, 
will follow these steps: 

A. Inform the patron that the behavior is inappropriate and if it is not stopped, they 
will be asked to leave. 

B. Ask the patron to leave if the inappropriate behavior does not stop. 
C. Call Notify the police (911) if the patron refuses to leave or becomes threatening 

in any way. 
D. File an incident report with the director of the library. 

Behaviors That Are Prohibited or Inappropriate in the Library 

A. Destruction or abuse of property (either that of other patrons, staff, or the library). 
B. Physical abuse (such as an altercation between two patrons or physically 

abusive behavior directed at a staff member). 
C. Threatening or harassing others verbally or nonverbally; brandishing or 

displaying weapons. 
D. Exhibitionism, sexual advances acts or abuse, excessive public display of 

affection (making out) and lewdness. 
E. Theft. 
F. Extreme obscene language and verbal abuse. 
F.G. Exhibiting or watching pornography on library computers or on personal 

computers or devices in the library. 
G.H. Consuming liquor, smoking, vaping, or using illegal drugs on library 

premises. 
H.I. Intoxication. 
I.J. Soliciting for immoral purposes or for patronage (panhandling).of any kind 

without permission. 
J. Smoking or using tobacco products. 
K. Entering the library with Eexcessively wet, or dirty clothing or with extreme 

offensive body odor. 



Other Unacceptable Conduct in the Library 

A. Eating or and drinking anything except water in public areas. 
B. Conducting unauthorized sales or charitable solicitations in the library. 
C.B. Sleeping.  
D.C. Excessive noise or loud talking. 
E.D. Eccentric behavior.Unsafe running or horseplay. 
E. Leering/ or staring at other patrons or staff /loitering for long periods of time 

F.  

G.F. Animals in the library, with the exception of service animals or those 
authorized in library programs 

Disruptive ChildrenChildren in the Library 

The Highland City Library encourages children to use its facilities and services. 
However, children in the library are the responsibility of their parents. The library has 
neither the staff nor the legal authority to supervise children in the library. 

Therefore, parents and guardians should be aware of their responsibility to supervise 
their children while they are in the library. Children under 9 years of age must be 
accompanied by a responsible adult or babysittercaregiver. BabysittersCaregivers must 
be at least 12 years old, stay in the same room as the child, and supervise children 
under age 9 at all times. 

If a child under age 9 is found to be unattended in the library (that is, if the responsible 
adult or babysitter caregiver is not on the library premises) at closing time, or if an 
unattended child becomes disruptive at any time, the library may take action necessary 
to resolve the situation. If necessary, the library may ask the police or child protective 
services to take the child into custody for the child's protection. 

A. Disruptive behavior is any behavior within the library that infringes on the rights of 
others using the library. 

B. This policy applies to any child twelve years of age or younger. Older minors who 
become disruptive will be asked to leave the library premises and failure to 
comply may result in the police being called. 

Guidelines for Staff Members 

D.A. Dealing with Disruptive Children 

If a young child is being disruptive (prolonged noise making; running up and 
down aisles; damaging library property; or bothering other library patrons), library 
staff may do the following 

1. Rremind the child that they should be quiet (should not run around, etc.) in 
a library.  



2. If the behavior continues, library staff will attempt to locate the child's 
parent or caregiver. If  

3. When the parent/caregiver is located in the library, staff will explain that 
the child's behavior is disturbing other library patrons, and will ask the 
parent/caregiver to deal with the problem.  

 If the parent/caregiver refuses or is unable to control the child, they may 
be asked to remove the child from the library until the problem is resolved. 

If the child is unattended (parent or caregiver cannot be located within the 
library), law enforcement personnel or child protective services may be contacted 
to pick up the child for the child's protection and safety. 

If an older child (above 9 years old) is disruptive, the child should be informed 
that he/she is behaving inappropriately and asked to behave in a more 
appropriate manner. If the disruptive behavior continues, library staff will: 

1. Attempt to locate a parent/caregiver to deal with the problem. 
1.2. Ask the child to leave the library. Library staff members are to use 

their discretion in such situations. (Is the child old enough to leave on 
his/her own; does he/she live within walking distance; is it light or dark out; 
etc.) 

2.3. Attempt to locate a parent/caregiver to deal with the problem. If a 
parent/caregiver cannot be located within the library and, the disruption is 
sufficiently severe, and the staff feels it would be unsafe to require the 
child to leave the library, the police or child protective services may be 
called to deal with the situation.  

E. Disruptive Attended Children 

If a child is disruptive with a parent/caregiver nearby, library staff may speak 
directly to the child or may inform the parent/caregiver that the child is behaving 
inappropriately and ask the parent/caregiver to correct the behavior. Staff 
members are to use their discretion in such situations. If the parent/caregiver 
refuses or is unable to control the child, they may be asked to remove the child 
from the library until the problem is resolved. 

G.B. Unattended Children at Closing 

Library staff will not remain after hours with an unattended child and are not 
permitted, under any circumstances, to give him/her a ride home. If a child's 
transportation is not available within 15 minutes after closing, and the staff feels it 
would be unsafe to leave the child alone, the police may be called to escort the 
child home or keep the child until parents can be reached. 

The library is not responsible for children outside the building who await 
transportation or who are socializing. 



Remember that parents and caregivers, not library staff, are responsible for the 
safety and behavior of children within the library. 

Approved by Library Board January 28, 2009 
Revised by Library Board March 28, 2012 



Highland City Library 

Patron Behavior Policy Statement 

All people are welcome to use the library and have access to information and library 

resources. In order to protect library users' right of access, ensure the safety of users 

and staff, and protect library resources and facilities, the library prohibits activities 

that are illegal, interfere with the use or enjoyment of the library by others, present 

health or security risks, damage library resources, or disrupt the normal flow of 

library operations. 

Behaviors That Are Prohibited or Inappropriate in the Library 

A. Destruction or abuse of property (either that of other patrons, staff, or the 

library). 

B. Physical abuse (such as an altercation between two patrons or physically 

abusive behavior directed at a staff member). 

C. Threatening or harassing others verbally or nonverbally  

D. Exhibitionism, sexual acts or abuse, excessive public display of affection 

(making out) and lewdness. 

E. Theft. 

F. Exhibiting or watching pornography on library computers or on personal 

computers or devices in the library. 

G. Consuming liquor, smoking, vaping, or using illegal drugs on library 

premises. 

H. Intoxication. 

I. Soliciting of any kind without permission. 

J. Entering the library with excessively wet or dirty clothing, or with extreme 

offensive body odor. 

Other Unacceptable Conduct in the Library 

A. Eating or drinking anything except water in public areas. 

B. Sleeping.  

C. Excessive noise or loud talking. 

D. Unsafe running or horseplay. 

E. Leering or staring at other patrons or staff. 

F. Bringing animals in the library, with the exception of service animals or 

those authorized in library programs 

Patron Behavior  

If a patron violates any of the behavior guidelines the library employee, with the 

assistance of another employee, will follow these steps: 



A. Inform the patron that the behavior is inappropriate and if it is not stopped, 

they will be asked to leave. 

B. Ask the patron to leave if the inappropriate behavior does not stop. 

C. Notify the police if the patron refuses to leave or becomes threatening in any 

way. 

D. File an incident report with the director of the library. 

Children in the Library 

The Highland City Library encourages children to use its facilities and services. 

However, children in the library are the responsibility of their parents. The library 

has neither the staff nor the legal authority to supervise children in the library. 

Children under 9 years of age must be accompanied by a responsible adult or 

caregiver. Caregivers must be at least 12 years old, stay in the same room as the 

child, and supervise children under age 9 at all times. 

If a child under age 9 is found to be unattended in the library (that is, if the 

responsible adult or caregiver is not on the library premises) the library may take 

action necessary to resolve the situation. If necessary, the library may ask the police 

or child protective services to take the child into custody for the child's protection. 

A. Dealing with Disruptive Children 

If a young child is being disruptive (prolonged noise making; running up and 

down aisles; damaging library property; or bothering other library patrons), 

library staff may do the following: 

1. Remind the child that they should be quiet (should not run around, 

etc.) in a library.  

2. If the behavior continues, library staff will attempt to locate the child's 

parent or caregiver. When the parent/caregiver is located in the 

library, staff will explain that the child's behavior is disturbing other 

library patrons, and will ask the parent/caregiver to deal with the 

problem.  

3. If the parent/caregiver refuses or is unable to control the child, they 

may be asked to remove the child from the library until the problem is 

resolved. 

If an older child (above 9 years old) is disruptive, the child should be informed 

that he/she is behaving inappropriately and asked to behave in a more 

appropriate manner. If the disruptive behavior continues, library staff may: 

1. Attempt to locate a parent/caregiver to deal with the problem. 



2. Ask the child to leave the library. Library staff members are to use 

their discretion in such situations. (Is the child old enough to leave on 

his/her own; does he/she live within walking distance; is it light or 

dark out; etc.) 

3. If a parent/caregiver cannot be located within the library, the 

disruption is sufficiently severe, and the staff feels it would be unsafe 

to require the child to leave the library, the police or child protective 

services may be called to deal with the situation.  

B. Unattended Children at Closing 

Library staff will not remain after hours with an unattended child and are 

not permitted, under any circumstances, to give him/her a ride home. If a 

child's transportation is not available within 15 minutes after closing, and 

the staff feels it would be unsafe to leave the child alone, the police may be 

called to escort the child home or keep the child until parents can be reached. 

The library is not responsible for children outside the building who await 

transportation or who are socializing. 

Remember that parents and caregivers, not library staff, are responsible for 

the safety and behavior of children within the library. 

 



Library Board approve the Library’s Privacy Policy  

The Library staff has had several instances when they did not know what information 

they should give to patrons, spouses, or parents of patrons and if guidelines were different 

if a person was requesting information in person, on the phone, or via email. We decided it 

was time for the Library to have a published privacy policy to let patrons know what the 

Library does with the personal information we collect about them, and to give the staff 

direction on when, and when not, to share information.   

 

The Library Board Policy Committee researched the question using the ALA privacy 

website and other resources and made recommendations to me about what might be 

included in a privacy policy. Assistant City Administrator Erin Wells also looked over my 

first draft and made good recommendations. The attached policy reflects that input and 

also current practices of the library regarding privacy. 

None 

I move that Library Board approve the Library Privacy Policy  

 

The Library board approve the Library Privacy Policy as amended. 

1. Library Privacy Policy Draft 



 

 

Draft of Privacy Policy of the Highland City Library 

General 

The Highland City Library is committed to protect patron’s personally identifiable 

information. Librarians will not give circulation information to anyone except for the 

library card holder or to their legal parent/guardian if they are a minor. Patrons can 

request that their information be made available to a third party (such as a spouse, or 

caregiver) by contacting the circulation desk. The Highland City Library does not sell 

patron information to any third party.  Patrons are responsible to keep their library card 

and pin private to prevent unauthorized use. 

Registration Information 

At the time a patron registers themselves or a minor child for a library card, they will be 

asked to show a valid photo ID and proof of residency. They will be asked to fill out a 

registration application and provide a current phone number, email address, and physical 

address. Information given at the time a patron registers to get a library card is stored in 

our patron management system during the time the patron has an active account plus 2 

years.  An account may remain active, after this period if the patron has outstanding fines.  

Registration information is used for internal function of the library and is not shared with 

any third party except as discussed in the “Information about Fines” section.   

Patron Email 

Patron email addresses collected at the time a patron registers for a Library Card will only 

be used to conduct library related functions.  No email addresses will be disclosed to third 

parties except as discussed in the “Information about Fines” section. 

Circulation Information 

Patrons have the option at the time of registration to direct the Library to save their 

circulation history or not. A patron can change their preference on this matter at any time 

through the online catalog, or by making a request of a library staff member. Parents may 

have access to the circulation history of minor children. Circulation histories are not shared 

with any third party except as discussed in the “Law Enforcement Requests for 

Information” section.  

Information about Fines 

Information about library fines accrued will only be given to the library account holder, 

their parent/guardian if they are a minor, or a person the card holder has predesignated to 

have access to that information. If a patron has fines over $50, the Library may inform the 

patron that their fines must be resolved or they will be sent to a collection agency. If a 

collection agency is used, they will only be given the information they need to collect the 

fines. This information may include phone number, email address, physical address, and 

total amount owing. 

Computer Use information 



 

 

The Library keeps a record of public access computer use for statistical purposes and to 

check compliance with Library computer use policy. Patrons should remember that the 

Library computers are on an open network.  Any information they enter into Library 

computers may be accessible to a third party.  Patrons use library computers at their own 

risk.  

Law Enforcement Requests for Information 

The Library will comply with Law Enforcement request for information about patrons and 

their circulation history or computer use if served with a valid search warrant.  

Information given over a phone or email 

The Library does not accept payment of fines with a credit/debit card over the phone or 

through email.  Librarians will not give circulation information to anyone over the phone or 

through email except to the library card holder or to their legal parent/guardian if they are 

a minor, or a person the card holder has predesignated to have access to that information 

Identity of a caller will be established by their giving the librarian their library card 

number and pin.  

Library Programs 

Library programs are considered public events.  Library employees or volunteers may take 

photographs at library events that may be posted on the Library website, the City website, 

or on social media.  Any patron who would not like their image to be used in this way must 

inform the library employee who is overseeing the Library event that they do not want their 

image used in these ways. 

Security Cameras 

The Library has security cameras that are in use at all times.  The images from the security 

cameras will only be used for law enforcement and Library security. 

 

 

 

 



Library Board approve the Library Board Member Job Description  

According to the Library Board Bylaws and State Code, new Board members are 

appointed each July to fill vacancies of Library Board Members who have finished their 

term of service. Because of all of the recent changes to the Library Bylaws and Municipal 

Code, we believe it is appropriate that we review the job description before advertising the 

opening position. 

None 

I move that the Library Board approve the Library Board Member Job Description and 

authorize it to be posted at the appropriate time to recruit new Board members. 

 

I move that the Library Board approve the Library Board Member Job Description as 

amended and authorize it to be posted at the appropriate time to recruit new Board 

members. 

1. Library Board Job Description 



Highland City Library 

Job Description Library Board Members1  

In general, candidates for the Library Board should be familiar with: 
1) The Bylaws of the Highland City Library Board,  
2) The Bylaws of the Highland City Library Foundation,  
3) The Highland City Library Strategic Ten-Year Plan, 2016-2025, and  
4) The Memorandum of Agreement between the Highland City Library Board, Highland City 

Library Foundation, and the Friends of the Highland City Library. 
 
Candidates should understand that the Library seeks to achieve three broad goals.  

1) Provide residents with access to information that educates, inspires, and entertains.  

2) Provide residents with a gathering place that creates a sense of community and enhances 
the quality of life.  

3) Work with other committees and groups to enhance the services all provide to the 
Highland community. 

To implement these goals the Library pursues four strategies:  
1) promote lifelong learning in the community;  
2) deliver personalized, consistent, high quality service to patrons and protect their privacy;  
3) maintain a well-managed community service; and  
4) seek to build and maintain a facility that will adequately house the Library and other 
community functions. 

 
Specific Responsibilities of Library Board Members:2 

o Attend all Board meetings; attend Library events as appropriate. 
o Review and approve all meeting minutes and reports. 
o Understand the bylaws.   
o Establish, review, and revise policies that govern the Library.  
o Annually review the Library long-range plan and reports from the Library Director.  
o Understand local and state laws affecting libraries and ensure Library services 

conform to Utah statutes. 
o Serve on the Library Foundation Board. 
o Hold office within the Library Board, the Foundation Board, or both. 

 
Attributes of candidates: 

1) A lifelong learner. 
2) Someone who values building the community of Highland. 
3) Someone who supports the Library as a community asset. 
4) An objective critical thinker. 
5) Someone who will commit the time necessary to improve the Library as a community 

asset. 

                                                           
1 Note. We do not use the term trustee in our Bylaws. We could change that if we wish. In the meantime, we 
should stick to the term “member” to avoid confusion. 
2 Only the responsibilities listed in the Bylaws of the Library Board are listed here. 



Library Board approve certain items that will be included in the Strategic Plan. 

The Strategic Plan committee met on March 26 and discussed the first steps we need to 

take in revising the strategic plan. We found five areas that need immediate attention 

before we can go on with a major revision.   
 

1. We need to decide if our ultimate goal is to eventually establish a Highland only or 

a Tri-City Library. 

2. Choose from the many suggestions in the old Strategic Plan which items we want to 

pursue in short term and in longer term. 

3. Discuss revising the Mission Statement of the Library as stated in the Strategic 

Plan. 

4. Look at the City survey in relation to the Strategic Plan. 
 

Once we have made some of these decisions, the Strategic Plan committee can go forward 

with revisions.

Revising the Strategic Plan has no immediate fiscal impact, but enacting items included in 

the strategic plan will have an impact and must fall within available budget.    

I move that Library Board approve a plan to include the items discussed in the 

preparation of the Strategic Plan. 

 

1. Current Strategic Plan 
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Executive Summary 

The Strategic Long-Range Plan has been developed by the Library Board at the request of the Highland City Council. The plan supports the Library 

mission statement by providing residents with access to a broad range of information, involves the community through outreach programs, and 

prepares for the future growth of a successful library. It also considers the Arts Council mission statement, which is to enrich lives through the arts. 

 

The plan is built on needs that emerge as the community grows and as the Library and Arts Council provide activities that are highly valued by the 

communities involved. Activities are outlined in the plan that increase the Library services in response to community needs, involve the community 

through outreach programs which will help residents understand the benefits of a community library, and enrich community, family and home life 

through the arts. Our community history has demonstrated that by providing quality library and arts programs there is an increase in demand for 

these same services. Several approaches for funding and expanding the library and/or community space are presented in this strategic plan. 

Library usage has continued to increase steadily since its inception in the Highland City Hall. Recent changes under the new Library Director and 

staff have attracted even more patrons to a variety of activities. The Library has outgrown its physical space. Generally, libraries use a measure of 

approximately .7 square feet per resident as a working estimate of the optimal size a facility should be to house the resources necessary to meet 

community needs. This measure varies from .5 to 1.3 square feet, depending on the needs of the community. Presently Highland has a population 

of just over 17,000 residents and using .7 square feet per resident as a guideline, the Library space should equal about 12,000 square feet. The 

Library currently occupies just under 4,000 square feet. Even using the minimum standard of .5 square feet, the square footage should be about 

8,500 square feet. 

The plan contemplates heightened fund-raising activity by the Friends of the Library to supplement the Library budget in programs, supplies, and 

equipment. It also contemplates increased fund-raising activity by the Library Foundation as the need for facilities increases.  

The plan represents several developmental stages: surveying the needs of the Highland community, gauging the interest of neighboring 

communities (Alpine and Cedar Hills) in collectively addressing the needs identified, seeking funding sources that would contribute to meeting the 

needs identified, connecting with people and groups that would actively support efforts to meet the community needs, and providing the space 

necessary to support the identified needs. 
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Introduction 

Public libraries have long been an important aspect of American life. From the early days of the Republic, libraries were valued by Americans. In 
fact, Benjamin Franklin founded the first subscription library in Philadelphia in 1732 with fifty members to make books more available for citizens 
of the young nation.1 Later, libraries became the hallmark of a well-organized community. 

Library service has long been important to the residents of Highland.  From 1994 to 2001, residents of Highland and Alpine were served by a joint-
use facility at Mountain Ridge Junior High School.  That arrangement was eventually terminated and in  2001 the entire library collection was re-
located to the old Highland City building for storage.  In 2008, Highland City built a new city hall and dedicated a portion of the building for a city 
Library.  In the spring of 2016, a renovation initiative branded “Room For Everyone” took place with the purpose to make best use of the building’s 
current footprint, to free up space to allow additions to the collections, and to add gathering spaces for patrons. The Library is supported by three 
constituent bodies: the Library Board;2 Friends of the Library;3 and the Library Foundation.4 

The Library joined the North Utah County Library Cooperative (NUCLC) April 1, 2012 as an associate member.  NUCLC is a reciprocal borrowing 
system that allows library card holders from participating libraries to check out materials from other participating libraries. It is not a county library 
system. Each participating library maintains its own policies, budget, administration, non-resident fees, etc. Becoming a full member of NUCLC 
requires that the collection grow by about 12,000 titles.  Recent donations have increased the collection by about 2,000 usable titles that are being 
added to the collection. 

                                                           
1 This library’s motto was “to support the common good is divine” (“The Tree of Knowledge,” 2011).  From http://firstmonday.org/ojs/index.php/fm/article/view/3765/3074 
 
2 The Library Board oversees the operation of the Library. It consists of nine persons, eight appointed for three year terms and a representative from the City Council. All meetings 

are held in the Highland City Hall. Minutes of the Library Board are available from the City. 

3 Friends of the Library contribute in the following ways: increase Library awareness and membership, keep the community and Library connected, increase volunteerism to support 
and supplement Library resources, support Library services including story time, displays, and shelving, fundraise through sales and grants, and assist with used book sales. 

4 The Library Foundation is a nonprofit, tax-exempt foundation dedicated to assisting the Highland City Library with fund-raising and additional support. Charitable bequests to the 
Library help the Library fulfill its mission. Bequests to the Library are not subject to estate tax.  Donations of $500 or more will be recognized on the plaques in the Library.   
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Long-Term Vision Statement 

The Highland City Library seeks to provide a versatile community space which evolves with changing technology and social trends to empower 

unique learning opportunities, literacy, and lifelong education. 

 

Mission Statement 

The mission of the Highland City Library includes the following goals:  

1. provide residents with access to information that educates, inspires, and entertains; 
2. involve the community through outreach programs to help residents understand the benefits of a community library; and  
3. prepare for the future growth of a successful library. 

 

Values 

To realize our vision and fulfill our mission, the following ideals direct us in our service to the Highland community: 

1. High quality of service: dependable, reliable, and always there to help users meet their needs.  
2. Effective communication: clear, concise, collaborative, and ongoing.  
3. Welcoming environment: a comfortable place for learning, relaxation, and entertainment that is inviting to all. 
4. Responsive to user needs: flexible service that is sensitive to the needs of the user community. 
5. Competent staff: respectful, polite, relevant, effective, efficient, and professional. 

 

Core Competencies 

The value-added, core services and functions we offer the Highland community are: 

1. Training to create a professional staff which meets the unique and diverse needs of all Highland residents.  
2. Building and maintaining vital and interactive partnerships. 
3. Providing relevant informational, cultural, and entertaining programs for people of all ages and interests.  
4. Building and maintaining vital connections and close bonds to the user community to ensure an understanding of the breadth and depth 

of library services offered by the Library.  
5. Maintaining a pleasant physical environment to meet, be entertained, and seek relevant information. 
6. Providing up-to-date technology that meets the needs of the user community to use library programs, services, and resources. 
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Community Benefits Provided by a Public Library 

 Many individuals in the community aspire to engage in continuing education, or ‘learning for leisure’. There is a growing emphasis on 
developing new skills and interests, such as mastering Oriental cooking, taking up photography, car repair, or learning a new language. The 
public library provides lifelong learning opportunities that are affordable and accessible.  

 The public library supplements the resources found in school libraries. In addition, the public library offers study space for individual and 
group work with evening and weekend hours an added benefit for study. 

 Public libraries support literacy skills including reading readiness for pre-school children, maintenance of reading skills through summer 
vacations, and adult literacy. Research shows that early exposure to reading lays the foundation for future success in formal education. 

 Recreational reading and viewing or listening to audio-visual material is one of the most used services offered by the public library. A 
large proportion of the population values the public library’s role in filling leisure time and stimulating mental and spiritual well-being. 

 The public library is a source of affordable information for small businesses. The information covers business decisions such as: 
following government procedures and regulations, marketing by analyzing demographic information, new product development, the 
development of business plans, and improved management practices.  

 The public library supports the entrepreneur with information such as regulations, business registration, training programs, or accessing 
business resources.  

 Public libraries contribute to the quality of life factors that attract businesses to a community.  
 Public libraries provide resources that help individuals investigate career interests, pursue employment, or upgrade skills related to 

their occupation. Resources include databases of job listings and employment opportunities, publications and programs on preparing 
résumés and making career choices, and word processors for writing résumés. 

 The public library provides a safe and comfortable environment where members of the community meet and interact. Residents with 
common interests can meet like-minded people through the programs and services offered by the library. Programs for parents, younger 
children, and older adults play an important role in promoting a sense of community. Also, the public library provides outreach programs 
to those confined to their homes or institutions. 

 The public library has a role in keeping residents informed and involved in community affairs. The public library provides access to 
community information and links to other agencies and services. The public library may play a role in preserving and maintaining the 
community’s history by being a repository of archives, local history collections, and genealogical resources. 5 

 People prefer to live near a public library if they have a choice, and often perceive library access as part of an enhanced quality of life. 6 
 In addition, our experience shows that public libraries support literacy skills including reading readiness for pre-school children, 

maintenance of reading skills during academic vacations, and adult literacy.  

                                                           
5 From https://biblioblogaroni.wordpress.com/2007/09/28/the-librarys-contribution-to-the-community/ 

6 http://www.ala.org/research/librariesmatter/taxonomy/term/143 
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Narrative Summary of the Library Plan 

Background 

The first long-range plan for the Library (2010-2012) focused on basic services, expanded the Highland City Library, and established traditions and 

services that would serve well through the coming years.  It also stretched the Library staff to provide services that were beyond the basics, and 

began to provide the community with enhanced library services. 

 

The next long-range plan for the Library (2013-2015) focused on improving existing services, looked for more efficiencies in the processes and 

procedures, improved customer service, and maintained the rights of the patron. 

 

The current Strategic Long-Range Plan for the Library (2016-2025) is presented below and focuses on continuing to improve services and products, 

exploring new technologies, and planning for a new facility as the need for library services expands within the community. 

 

In the Strategic Long-Range Plan presented here, we use the following terminology; 

 

A goal is a broad outcome. 
 
A strategy is the general approach taken to achieve a goal. 
 
An objective is a step or steps taken to achieve a strategy. 
 
An activity is a measurable step which contributes to the achievement of a specific objective or strategy.  

 
Overall Approach 

The guidelines that have informed the preparation of this document are: 1) ensure that the legitimate library and cultural needs of the Highland 

community are met in a timely fashion, and 2) seek a solution that, if possible, includes a collaborative effort with, and responds to, the needs of our 

neighbors, Alpine and Cedar Hills. 
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Increasing Library Services in Response to Community Needs 

To bring the mission statement into reality, the Strategic Long-Range Plan focuses on providing information that educates, inspires, and entertains 

the residents of Highland. Community demands for library services are the principal measure for determining what the Library should offer. The 

Library constantly seeks public input to provide patron-driven collections, programs and services. Based on community needs already identified, 

we detail the following objectives and activities in this plan.  

 

Our experience is that Library patrons favor programs that foster literacy and lifelong learning, such as story time programs for children and 

their parents, summer reading programs, and family time events. Patrons also look for unique learning opportunities that require unique spaces 

and resources. Patrons are especially interested in electronic resources which enhance continuing education through educational databases. In 

addition, there is an increasing demand to add e-books and audiobooks to the collection. 

 

The plan also addresses professional development opportunities for the Library staff to increase training, and staffing levels that meet or exceed 

state certification benchmarks. 

 

The Library is currently an associate member of the North Utah County Library Cooperative (NUCLC), which allows patron access to the collections 

of other Northern Utah County libraries. The Library is working to meet the criteria for full membership. The Library will also continue to 

collaborate with other libraries in the area, state and nation to share resources and maximize networking.   

 

The Library is collaborating with the City effort to preserve and make available current documents relating to the history of Highland City and 

northern Utah County. 

 

Community Outreach  

Another aspect of the mission statement encourages the Library to involve the community through outreach programs to help residents 
understand the benefits of a community library.  The plan outlines activities that will involve local businesses in programming. The Library will 

also participate in local school activities, such as Battle of the Books, and provide volunteer opportunities for students seeking class credit.   

 

The Library will use social networking sites and community newsletters to communicate Library news to Highland residents. It will also provide 

scouts, students and other members of the community with opportunities to volunteer for service projects. The Library will recruit community 

members to host and teach programs and will provide tours for interested groups. 
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Approaches for Funding and Expanding the Library 

The third aspect of the mission statement calls on the Library and staff to prepare for the future growth of a successful library. It is natural to 

expect that increasing library services to meet community needs will increase demand on library services. This will, in turn, create a demand for 

larger and more extensive facilities. In fact, the Library has already outgrown its physical space. Typically, libraries use a measure of approximately 

.7 square feet per resident to give a working estimate of the optimal size a facility should be to house the resources necessary to meet community 

needs, although this may vary from .5 to 1.3 square feet depending on the needs of the community. Presently, Highland has a population of just over 

17,000 residents and using .7 square feet per resident as a guideline, the Library space should equal about 12,000 square feet. The Library currently 

occupies just under 4,000 square feet. Even using the minimum standard of .5 square feet, the square footage should be about 8,500 square feet. 

 

We have identified three approaches to expansion. The extent of the expansion would be determined by the needs expressed by the participating 

communities and driven by the metrics outlined in this plan. 

 

Approach 1: Library space only 

Option A. Highland only (Highland City Library) 

Option B. Alpine, Cedar Hills, and Highland (Lone Peak Library) 

Option C. Expand the current Library space within the City Hall. This plan was considered a few years ago, and could meet Library needs 

on an interim basis. 

Option D. Push back the exterior walls of the City Hall and expand the physical size of the Library which could meet Library needs on an 

interim basis. 

 

Approach 2: Space for the Library and other community needs 

Option A. Highland only (Highland City Library and Community Center) 

Option B. Alpine, Cedar Hills, and Highland (Lone Peak Library and a medium-sized Community Center) 

 

Approach 3: Space for the Library and other community needs 

Option A. Highland only (Highland City Library and Community Center) 

Option B. Alpine, Cedar Hills, and Highland (Lone Peak Library and a larger-sized Community Center) 

 

We can even contemplate the possibility that different cities would each house a separate space, for example: the Library in Highland; an arts and 

music facility in Alpine; and a recreational and senior center in Cedar Hills. 
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Funding the Project 

To move ahead effectively with the Strategic Long-Range Plan, it will be necessary to procure estimates on cost and at the same time gauge the 

collective community appetite for any expansion. At some point, it may also be necessary to carry out environmental studies, traffic studies, fees 

for cost estimates, etc. To do this, we will need some up-front money. Below we lay out several options to make funds available from existing 

resources. 

 

To establish the need, it will be necessary to conduct some surveys of the various populations involved, which will require some funding. Once the 

need has been established and a way forward has been chosen, certain costs will need to be financed, such as: architectural fees, environmental 

impact statements, a building advisor, etc. Therefore, we propose the following two options:  

 

Highland Fund option totaling $40K 

 The Highland Library Foundation provides up to $20K for the project. 

 The City Council matches up to $20K to represent the Arts Council’s interests. 
 

Lone Peak Fund option totaling $90K 

 

 The population of Highland is about 17,000. If Highland provides $40K, that would average about $2.5 per resident. 

 The populations of Alpine and Cedar Hills equal about 10,000 each. We could ask each City to commit up to $25K, or $2.5 per resident.  

 
Regardless of which way forward is chosen, at some point it will be necessary to engage in substantial fund-raising efforts in all participating cities. 

Some of the possible ways in which funds could be raised: 

 

 Donations from residents and businesses. To encourage donors, we could offer the possibility that various rooms or the Library itself, could 

be named in honor of the most significant donors.  

 Sale of surplus city-owned property 

 Grants from institutions that support libraries 

 Municipal bonds 
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Years one and two: 2016-2017 

Goal 1. Provide residents with access to information that educates, inspires, and entertains. 

 

Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.1 Provide programs that foster literacy and lifelong learning. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.1.1 Increase story time programs for children Increase from 2/week to 4/week by end 
of 2017 

Programming 
Asst. (Teresa 
McKitrick) 

Published Library 
calendar 

1.1.1.2 Modify Summer Reading Program to focus on 
reading, not programs 
 

Implement new program by May 2017 
 

Program Dir. 
(Carol Rice) 

Program materials 
& attendance 

1.1.1.3 Expand Summer Reading Programs for teens and 
adults 
 

Implement new program by May 2017 
 

Program Dir. 
(Carol Rice) 

Program materials 
& attendance 

1.1.1.4 Create Summer Reading program for preschool 
age children 
 

Implement new program by May 2017 
 

Program Dir. 
(Carol Rice) 

Program materials 
& attendance 

1.1.1.5 Increase number of adult and teen programs 
 

 

Increase from 0/month to 4-8/month by 
end of first quarter 2017 

Program Dir. 
(Carol Rice) 

Published Library 
calendar 

1.1.1.6 Increase number of family time events 
 
 

Increase from 0/month to 1/month by 
end of first quarter 2017 

Program Dir. 
(Carol Rice) 

Published Library 
calendar 

1.1.1.7 Offer programs for patrons that focus on lifelong 
learning 
 

Increase from 0/month to 2/month by 
end of first quarter 2017 

Program Dir. 
(Carol Rice) 

Published Library 
calendar 

1.1.1.8 Implement process to incorporate programming 
requests from patrons 
 

Create, distribute, & analyze patron 
survey by end of 2016 

Program Dir. 
(Carol Rice) 

Survey results 
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Years one and two: 2016-2017 

 
Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.2 Provide a center for unique learning opportunities. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.2.1 Create study and gathering spaces in present 
Library area 

 

In progress and ongoing efforts in 
workflow of Program Director 

Program Dir. 
(Carol Rice) 

Physical verification 

 

 

Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.3 Provide electronic resources to enhance continuing education. 

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.3.1 Provide educational databases for patrons Implement affordable educational 
databases on an ongoing basis  
(determine use stats and reassess as 
necessary) 

 

Director 
(Janae 
Wahnschaffe) 

 

Databases available 

 

1.1.3.2 Increase audiobook collection Increase portion of book budget to 20% 
toward purchase of audiobooks by May of 
2017 

 

Director 
(Janae 
Wahnschaffe) 

 

More audiobooks 
available in catalog 

 

1.1.3.3 Improve access to online resources Offer programs instructing patrons how 
to successfully create and use accounts 
for online resources by end of 2016 

Program Dir. 
(Carol Rice) 

Online use increase 
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Years one and two: 2016-2017 

 
Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.1 Enforce Library policies and practices consistently. 

 

Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.2 Provide professional development opportunities for the Library staff.  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.2.1 Increase staffing levels to meet or exceed state 
certification benchmarks 

Send staff to relevant trainings provided 
by the state and conferences by June 2017 
 

Director 
(Janae 
Wahnschaffe) 

 

Training attendance 
log 
 

1.2.2.2 Work with Board Chair, Outreach Director, and 
patrons to develop training topics that will be of 
interest and valuable to the Library 

 

Schedule training planning meetings with 
Chair and Outreach Director by June 2017 

 

Director 
(Janae 
Wahnschaffe) 

 

Training schedule 

1.2.2.3 Work toward full time executive assistants to 

efficiently operate library 
 
 

Executive assistants are identified and 
appointed by end of 2017 

 

Director 
(Janae 
Wahnschaffe), 
Highland City 
Council 

Operating budget 

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.1.1 Review & adjust the Strategic Long-Range Plan 
quarterly 

Library Board agenda item April, July, 
October 2017 

Board Chair 
(Blythe Shupe) 

Board minutes 

1.2.1.2 Review Open Meetings Act annually to ensure 
compliance 

Library Board agenda item January 2017 Board Chair 
(Blythe Shupe) 

Board minutes 
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Years one and two: 2016-2017 
 
Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.3 Provide current technology training to staff.  

 

  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.3.1 Train staff to use library digital resources for all 
devices 

 

Hold regular training meetings for staff 
members specific to digital resources by 
June 2017  
 

Director 
(Janae 
Wahnschaffe) 
 

Track training hours 
for staff 
 
 

1.2.3.2 Improve book cataloguing process by additional 
training and count expectations 

Increase monthly item creation records 
by May 2017 

Director 
(Janae 
Wahnschaffe), 
Programming 
Asst. (Teresa 
McKitrick) 

 

ILS reports 
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Years one and two: 2016-2017 
 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.1 Seek public input to provide patron-driven collections, programs and services.  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.1.1 Increase collection for NUCLC membership 

 
50,000 holdings by end of 2017 Director 

(Janae 
Wahnschaffe) 

 

Catalog 

1.3.1.2 Continue to correctly label series and sequels list, 
and standardize entries in database to ensure 
easy access 

Spine labels consistent on shelves & 
discoverability increased by end of 2017 
 

Director 
(Janae 
Wahnschaffe) 
 

Physical verification 
 

1.3.1.3 Provide a patron-driven collection by offering 
avenues for requests 

 

Completed second quarter 2016 
 

Programming 
Asst. (Teresa 
McKitrick) 

Link on website, in 
library forms; 
Responding to 
requests 

1.3.1.4 Provide reading levels for elementary aged 
chapter books 

In progress and database completed by 
end of 2017 
 

Director 
(Janae 
Wahnschaffe) 

 

Physical verification 

 

1.3.1.5 Create updated and relevant signage for easy 
navigation of library 

 

Color code spine labels in junior and 
children collection by end of first quarter 
2017 
 

Programming 
Asst. (Teresa 
McKitrick) 

Physical verification 
 

1.3.1.6 Offer suggestion box and distribute surveys for 
patron input regarding programming 

 

Feedback provided to patrons within a 
month of receiving suggestion as to the 
practicality of the suggestion 
 

Program Dir. 
(Carol Rice) 

Notifications to 
patrons  
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Years one and two: 2016-2017 
 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.2 Maintain good relationships with other libraries in the area and across the state to share resources and maximize 
networking. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.2.1 Continue to participate with other libraries in the 
area, state and nation 

Attend conferences, summits, trainings 
and workshops, as budget allows 

Director 
(Janae 
Wahnschaffe) 
 

Log hours of 
attendance, monthly 
statistics 
 

1.3.2.2 Work to enhance our profile within the North 
Utah County Library Cooperative 

 

Attend quarterly meetings, seek input, 
work collaboratively 

Director 
(Janae 
Wahnschaffe) 
 

Meeting minutes 
 

 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.3 Work with the Highland City Council, Library Foundation, Friends of the Library, donors, grant makers, and others to 
ensure adequate revenues to increase Library services.   

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.3.1 Continue to explore grants and opportunities for 
additional funding 

Submit 2 grants by end of 2017 Library Board 
(Nancy 
Passeritti) 

Grant applications 

1.3.3.2 Develop a reserve fund Policy proposal submitted to City Council 
by end of 2017 

Board Chair 
(Blythe Shupe) 

City Council minutes 
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Years one and two, 2016-2017 
 

Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.4 Prepare a fiscally responsible annual budget. 

 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.5 Prepare all required reports. 

 

 

Goal 2. Involve the community through outreach programs to help residents understand the benefits of a community library. 

 

Strategy 2.1 Create and maintain relationships with local businesses, cities, & NGO’s. 
Objective 2.1.1 Create positive relationships with local businesses. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.1.1.1 Recruit local businesses to offer free classes in 
their area of expertise 

Currently in progress and inviting 
businesses with one class scheduled by 
end of 2017 

Program Dir. 
(Carol Rice) 

Published Library 
calendar 

 

  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.4.1 Develop annual budget Budget submitted on time 2016, 2017 Director (Janae 
Wahnschaffe) 

Budget 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.5.1 Run monthly reports and have spreadsheet of 
information available 

 

Monthly reports submitted on time Director (Janae 
Wahnschaffe) 

Reports on file 
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Years one and two: 2016-2017 
 
Strategy 2.1 Create and maintain relationships with local businesses, cities, & NGO’s. 
Objective 2.1.2 Create positive relationships with local cities. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.1.2.1 Obtain calendar from Highland City with 
scheduled city events and determine how to 
participate and assist in those events 

 

Collaborate with Highland City to 
participate in city events beginning in 
2017 
 

Program Dir. 
(Carol Rice) 

Acknowledgement of 
Library participation 
from City 

2.1.2.2 Hold an Open House for city leaders from 
Highland, Alpine, and Cedar Hills to tour Library 
and ask questions 

Open House held in third quarter 2017 Board Chair 
(Blythe Shupe), 
Director (Janae 
Wahnschaffe) 

Library Board 
minutes 

 
Strategy 2.2 Create and maintain relationships with local educational institutions. 
Objective 2.2.1 Create positive relationships with local educational institutions. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.2.1.1 Increase outreach efforts by participating in local 
school activities, such as Battle of the Books, 
volunteer opportunities for class credit, reports, 
etc.   

 

Participate in 5 local school activities by 
end of 2017  
 

Director (Janae 
Wahnschaffe) 

Reports on file 

2.2.1.2 Create partnership with Alpine School District by 
meeting with Alpine School Board Members & 
District administration to find partnering 
opportunities 

 

Schedule meeting by end of second 
quarter 2017 

Director (Janae 
Wahnschaffe) 

Library Board 
minutes 
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Years one and two: 2016-2017 
 

Strategy 2.3 Create and maintain relationships with community members. 

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.3.1 Use other social networking sites and community 
newsletters to communicate Library news 

In progress, monthly article in Highland 
and Alpine newsletters and social 
networking sites 

 

Program Dir. 
(Carol Rice) 

Websites, 
newsletters on file 

2.3.2 Encourage scouts and other community members 
the opportunity to volunteer in the Library 

 

3-5 unique volunteers by end of 2017 Director (Janae 
Wahnschaffe) 

Reports on file 

2.3.3 Provide tours for interested groups 
 

3-5 tours by end of 2017 Director (Janae 
Wahnschaffe) 

Reports on file 

2.3.4 Recruit community members to host and teach 
programs 

2 new program hosts by end of 2017 Program Dir. 
(Carol Rice) 

Reports on file 

2.3.5 Increase resident card holders  
 

10% increase by end of 2017 Director (Janae 
Wahnschaffe) 

Reports on file 

2.3.6 Increase non-resident card holders 
 

5% increase by end of 2017 Director (Janae 
Wahnschaffe) 

Reports on file 

2.3.7 Identify possible partner groups Board chair make initial meeting; appoint 
Library Board member to be liaison by 
end of 2017 

Board Chair 
(Blythe Shupe) 

Board minutes 
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Years one and two: 2016-2017 
 

Goal 3. Provide residents with a gathering place that creates a sense of community 
and enhances the quality of life while preparing for future growth. 

 
Strategy 3.1 Continue to improve the existing Library space to promote gathering and facilitate learning. 
Objective 3.1.1 Better signage to promote gathering. 

 
Strategy 3.1 Continue to improve the existing Library space to promote gathering and facilitate learning. 
Objective 3.1.2 Additional spaces in Library to facilitate learning. 

 

  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.1.1.1 Street signage identifying the Library Presentation to Highland City Council and 
vote by Council by end of 2017 

Library Board Highland City 
Council minutes, 
outdoor signs placed 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.1.2.1 Create media center 
 

Additional square footage added to 
existing building as approved by Highland 
City Council 

Library Board, 
Highland City 
Council 
 

Board & City Council 
minutes 

3.1.2.2 Create children’s library Additional square footage added to 
existing building as approved by Highland 
City Council 

Library Board, 
Highland City 
Council 
 

Board & City Council 
minutes 
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Years one and two: 2016-2017 
 

Phase I Defining the Need 
 

Strategy 3.2 Provide a facility that will meet current and future Library operations. 
Objective 3.2.1 Work with the communities of Alpine, Cedar Hills, and Highland, and other partners, to provide a facility that serves 

all participating communities. 

 

  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.2.1.1 Prepare long-range expansion plan for review and 
approval by the Library Board 

 

Plan approved by the Highland Library 
Board December 2016 

Board sub-
committee 
(Roger Dixon, 
Tiffany Whiting, 
Sue Carey) 
 

Library Board 
Minutes 

3.2.1.2 Involve the Highland Arts Council in the 
preparation of a long-range expansion plan 

Meet with the Chair of the Arts Council 
and explain the approach and need for 
their involvement October 2016 

Board Chair 
(Blythe Shupe) 

Joint 
recommendation 
from Library Board 
and Arts Council 

3.2.1.3 Prepare Strategic Long-Range Plan 2016-2025 
for presentation to the City Council 

 

Plan approved by the Highland City 
Council February 2017 

Board Chair 
(Blythe Shupe) 
 

Highland City Council 
Minutes 

3.2.1.4 Discuss Strategic Long-Range Plan 2016-2025 
with the city authorities in Alpine and Cedar Hills 
to establish strategic partners to help fund 
operations 

 

Meetings held with city authorities in 
Alpine and Cedar Hills May 2017 

Board Chair 
(Blythe Shupe) 
and designated 
City Council 
members 
 

Results of the 
meetings 
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Years one and two: 2016-2017 
 

 

Strategy 3.3 Develop a viable financial strategy for future growth. 
Objective 3.3.1 Develop a financial plan for programs. 

 

3.2.1.5 Establish a Community Needs Committee to 
guide the needs survey for library and 
community center. (If Alpine and/or Cedar Hills 
chose to opt out, then the committee would 
consist of representatives from one or two 
communities.) 

 

Each community commits (or not) to 
participation and resources for the needs 
survey by July 2017 

City Council of 
each 
community 

Commitment 
reflected in the 
minutes of the 
respective City 
Council meetings 

3.2.1.6 Survey the citizens of the participating 
communities  

Needs survey results available for review 
by February 2018 
 

Community 
Needs 
Committee  

Report from survey 
company 
 

3.2.1.7 Review results of needs survey and prepare 
options for presentation to the participating City 
Council(s) on next steps  

Present options to the respective City 
Councils by May 2018 

Community 
Needs 
Committee  

Minutes of the 
respective City 
Councils  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.3.1.1 Revitalize the Friends of the Library to develop a 
fund-raising plan to support Library programs  

 
 

Library Board approves Friends of the 
Library fund-raising program by March 
2017 
 

Library Board 
 

Library Board 
Minutes  

3.3.1.2 Friends of the Library organize a book drive for 
used books using community help, such as Eagle 
Scout candidates 

Book drive finished by May 2017 Library Board 
 

Library Board 
minutes  
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Years one and two: 2016-2017 
 

 
Strategy 3.3 Develop a viable financial strategy for future growth. 
Objective 3.3.2 Develop a financial plan for facilities that accommodate Library needs. 

 
  

3.3.1.3 Friends of the Library sell used books in booth at 
Cedar Hills Family Festival 

Booth set up and manned at Festival in 
June 2017 

Library Board Library Board 
minutes  

3.3.1.4 Friends of the Library sell used books in booth at 
Highland Fling 

Booth set up and manned at Fling in 
August 2017 

Library Board 
 

Library Board 
minutes  

3.3.1.5 Friends of the Library sell used books in booth at 
Alpine Days 

Booth set up and manned at Alpine Days 
in August 2017 

Library Board 
 

Library Board 
minutes  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

There are no fund-raising activities since needs are being 
determined during this period 
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Years three through five: 2018-2020 

Goal 1. Provide residents with access to information that educates, inspires, and entertains. 

 

Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.1 Provide programs that foster literacy and lifelong learning. 

 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.1.1 Organize a tutoring program that provides 
library space and volunteer tutors 

 

Recruit tutors by end of first quarter 2018 
 

Director Advertise in library, 
website, social media 
 

1.1.1.2 Purchase home school lesson supplements to 
support home school students 

Make purchase of supplements in one 
subject area in 2018, 2019, 2020 

Director Catalog, Signage in 
library 
 

1.1.1.3 Sponsor writing contest for middle school 
students 

Contest runs first quarter 2018 Program 
Director 

Published Library 
calendar  

1.1.1.4 Develop a storytelling program to teach local 5th 
grade students storytelling skills 

5th grade storytelling program begins 
third quarter 2018 

Program 
Director 

Published Library 
calendar  

1.1.1.5 Organize a quarterly book club for adults Meetings once/quarter in 2018 Program 
Director 

Published Library 
calendar  

1.1.1.6 Develop a storytelling program to teach local 6th 
grade students storytelling skills 

 

6th grade storytelling program begins 
third quarter 2019 

Program 
Director 

Published Library 
calendar  

1.1.1.7 Organize a quarterly book club for middle school 
students 

Meetings once/quarter in 2019 Program 
Director 

Published Library 
calendar  

1.1.1.8 Provide series of parenting classes 5 classes taught during 2019 Program 
Director  

Published Library 
calendar  
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Years three through five: 2018-2020 
 

 

  

1.1.1.9 Provide series of Shakespeare workshops for high 
school students 

4 classes taught during 2019 Program 
Director  

Published Library 
calendar  

1.1.1.10 Develop a storytelling program to teach local 
middle school students storytelling skills 

 

Middle school storytelling program 
begins third quarter 2020 

Program 
Director 

Published Library 
calendar  

1.1.1.11 Organize a quarterly book club for 4th-6th grade 
students 

Meetings once/quarter in 2020 Program 
Director 

Published Library 
calendar  

1.1.1.12 Sponsor art contest for high school students Contest runs first quarter 2020 Program 
Director  

Published Library 
calendar  

1.1.1.13 Provide series of family history classes 6 classes taught during 2020 Program 
Director  

Published Library 
calendar  

1.1.1.14 Present book reviews for YA books 3 times/year during 2020 Program 
Director  

Published Library 
calendar  

1.1.1.15 Present book reviews for adult fiction 3 times/year during 2020 Program 
Director 

Published Library 
calendar 
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Years three through five: 2018-2020 
 
Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.2 Provide a center for unique learning opportunities. 

 
Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.3 Provide electronic resources to enhance continuing education. 

 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.2.1 Organize a Literacy Center for early childhood 
literacy 

 

Resource material purchased by end of 
second quarter 2018 
 

Director Resource material in 
library 
 

1.1.2.2 Organize a Senior recipe sharing club Club meets once/month beginning 2018 Program 
Director  

Published Library 
calendar  

1.1.2.3 Develop “danger camps” that use STEM 
educational resources 

One camp begins third quarter 2018 Program 
Director  

Program materials 
 

1.1.2.4 Start a LEGO club for ages 10-14 Club meets once/month beginning 2019 Program 
Director  

Published Library 
calendar  

1.1.2.5 Organize Battle of the Bands event for high school 
students 

Event occurs by end of 2019 Program 
Director 

Published Library 
calendar  

1.1.2.6 Provide series of nutrition/health classes 4 class series presented by end of 2020 Program 
Director 

Published Library 
calendar  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.3.1 Acquire test preparation materials for a variety of 
tests from high school through graduate school 

Purchase made for 2 unique tests by end 
of 2019 
 

Director 
 

Catalog; Advertise in 
library, website, 
social media 

1.1.3.2 Start a Computer Coding Club for ages 12-16 Club meets once/month beginning 2019 Program 
Director  

Published Library 
calendar  
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Years three through five: 2018-2020 
 
Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.1 Enforce Library policies and practices consistently. 

 
Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.2 Provide professional development opportunities for the Library staff.  

 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.1.1 Review & adjust the Strategic Long-Range Plan 
quarterly 

Library Board agenda item Jan, April, July, 
October 2018, 2019, 2020 

Board Chair Board minutes 

1.2.1.2 Library Board appoint sub-committee to 
thoroughly review Strategic Long-Range Plan and 
make recommendations 

 

Recommendations to Library Board by 
end of 2019 

Board Chair Board minutes 

1.2.1.3 Review all Library policies Library Board agenda item each month 
2018 and completed by end of 2018 

Board Chair Board minutes 

1.2.1.4 Review Open Meetings Act annually to ensure 
compliance 

Library Board agenda item January 2018, 
2019, 2020 

Board Chair Board minutes 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.2.1 Evaluate Library staff to determine needed 
trainings 

Provide one professional development 
opportunity to each staff member in 
2018, 2019, 2020 

 

Director 

 
Training attendance 
log 
 

1.2.2.2 Develop training modules to allow cross-training 
of staff 

 

Modules developed by end of 2019 

 
Director 

 
Training schedule 

1.2.2.3 Implement cross-training modules Schedule staff throughout 2020 Director Training schedule 
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Years three through five: 2018-2020 
 
Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.3 Provide current technology training to staff.  

 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.1 Seek public input to provide patron-driven collections, programs and services.  

 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.2 Maintain good relationships with other libraries in the area and across the state to share resources and maximize 
networking.   

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.3.1 Train staff to use library digital resources for all 
devices 

Hold quarterly training meetings for staff 
members in 2018 

Director Track training hours 
for staff 

1.2.3.2 Send a staff member to outside technology 
training 

Training completed by end of 2019 Director 

 
Training schedule 

1.2.3.3 Staff member trained in 1.2.3.2 present in-service 
training to Library staff on technology training 
attended 

 

In-service training completed by end of 
2020 

Director Training schedule 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.1.1 Distribute surveys for patron input regarding 
programming 

Two times each year via email system in 
2018, 2019, 2020 

Program 
Director 

Reports on file  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.2.1 Continue to participate with other libraries in the 
area, state and nation 

Attend conferences, summits, trainings 
and workshops as budget allows 

Director 
 

Attendance hours, 
monthly statistics 
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Years three through five: 2018-2020 
 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.3 Work with the Highland City Council, Library Foundation, Friends of the Library, donors, grant makers, and others to 
ensure adequate revenues to increase Library services.   

 

Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.4 Prepare a fiscally responsible annual budget. 

 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.5 Prepare all required reports. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.3.1 Replace printer/copier with a color copier Purchase by end of first quarter 2018 Library 
Foundation 

Library Foundation 
minutes 

1.3.3.2 Replace two computers Purchase by end of first quarter 2018 Friends of the 
Library 

Friends of the 
Library minutes 

1.3.3.3 Replace another two computers Purchase by end of first quarter 2019 Friends of the 
Library 

Friends of the 
Library minutes 

1.3.3.4 Replace an additional two computers Purchase by end of first quarter 2020 Friends of the 
Library 

Friends of the 
Library minutes 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.4.1 Develop annual budget Budget submitted on time 2018, 2019, 
2020 

Director Budget 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.5.1 Run monthly reports and have spreadsheet of 
information available 

 

Monthly reports submitted on time Director Reports on file 
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Years three through five: 2018-2020 
 

Goal 2. Involve the community through outreach programs to help residents understand the benefits of a community library. 
 

Strategy 2.1 Create and maintain relationships with local businesses, cities, & NGO’s. 
Objective 2.1.1 Create positive relationships with local businesses. 

 

Strategy 2.1 Create and maintain relationships with local businesses, cities, & NGO’s. 
Objective 2.1.2 Create positive relationships with local cities. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.1.2.1 Have a presence at Highland Fling, Cedar Hills 
Family Festival, and Alpine Days through Friends 
of Library used book sale (Strategy 3.3) 

 

Annual booths 2018, 2019, 2020 Library Board 
 

Library Board 
minutes  

2.1.2.2 Hold an Open House for city leaders from 
Highland, Alpine, and Cedar Hills to tour Library 
and ask questions 

 

Open House held in first quarter 2019 Board Chair, 
Director 
 

Library Board 
minutes 

  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.1.1.1 Recruit local businesses to offer free classes in 
their area of expertise 

One more unique class scheduled by end 
of 2018, 2019, 2020 

Program 
Director 

Published Library 
calendar  
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Years three through five: 2018-2020 
 
Strategy 2.2 Create and maintain relationships with local educational institutions. 
Objective 2.2.1 Create positive relationships with local educational institutions. 

 

Strategy 2.3 Create and maintain relationships with community members. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.2.1.1 Expand partnership with Alpine School District 
by sharing curriculum and providing curriculum 
supports 

Provide curriculum supports by end of 
first quarter 2018 

Director 
 

Material available in 
library 

2.2.1.2 Host an after-school program in partnership with 
Alpine School District 

Begin program third quarter 2019 Director 
 

Students enrolled in 
program 

2.2.1.3 Partner with local school writing, art, and music 
contests, like Reflections program 

Make contacts with local school 
chairpersons by end of third quarter 2018 

Program 
Director 

Reports on file 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.3.1 Recruit community members to host and teach 
programs 

2 new program hosts by end of 2019 Program 
Director 

Reports on file 

2.3.2 Increase resident card holders  
 

10% increase by end of 2019 Director Reports on file 

2.3.3 Increase non-resident card holders 5% increase by end of 2019 Director Reports on file 

2.3.4 Organize an annual toy exchange for families Hold exchange in third quarter of 2018, 
2019, 2020 

Program 
Director 

Published Library 
calendar  

2.3.5 Hold Pizza and Movie Night for upper elementary 
students 

Two activities by end of year 2018 Program 
Director 

Published Library 
calendar  

2.3.6 Hold a Library Comic Convention event Event held by end of 2019 Program 
Director 

Published Library 
calendar  
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Years three through five: 2018-2020 
 

Goal 3. Provide residents with a gathering place that creates a sense of community 
and enhances the quality of life while preparing for future growth. 

 

Strategy 3.1 Continue to improve the existing Library space to promote gathering and facilitate learning. 
Objective 3.1.1 Better signage to promote gathering. 

 

Strategy 3.1 Continue to improve the existing Library space to promote gathering and facilitate learning. 
Objective 3.1.2 Additional spaces in Library to facilitate learning. 

 

  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.1.1.1 Street signage identifying the Library Completed in 2017   

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.1.2.1 Make a dedicated space for the Literacy Center 
materials acquired in 1.1.2.1 

Space created by end of third quarter 
2018 

Director 
 

Visual confirmation 
 

3.1.2.2 Create a Homework Zone with tables and 
supplies to facilitate successful homework 
completion and collaboration 

Space created with appropriate signage 
by end of 2019 
 

Director 
 

Visual confirmation 
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Years three through five, 2018-2020 
 

Phase II Defining the Scope 

 

Strategy 3.2 Provide a facility that will meet current and future Library operations. 

Objective 3.2.1 Work with the communities of Alpine, Cedar Hills, and Highland, and other partners, to provide a facility that serves 

all participating communities.  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.2.1.1 Decision by the participating City Councils as to 
which option to pursue 

 
This decision would trigger the fund-raising activities 
outlined in Objective 3.3.2. As a part of this activity, we 
need to seek the approval of the participating City Councils 
to: 1) seek grants; 2) seek donors; and 3) seek bonds. 

Decision on expansion options and plans 
by November 2018 

Participating 
City Councils 

Minutes of the 
participating City 
Councils 

3.2.1.2 Complete environmental, architectural, and 
traffic studies, etc.  

Studies completed by March 2019 Community 
Needs 
Committee  

Studies on file in the 
participating City 
offices 

3.2.1.3 Hire a specialized building consultant, solicit 
applications, and rank the applicants 

Job opening announcement by June 2019 Community 
Needs 
Committee  

Job announcement 
on file with the City 

3.2.1.4 Hire a building consultant to review space needs 
and recommend a layout for the purposes 
envisioned by the Board 

 
At a minimum, the consultant will look at the community 
data, consult with the Community Needs Committee and 
apply data to recommendations including location and 
size of the building, as well as provide general guidance to 
the architect. 
 

Decision to hire a building consultant by 
August 2019 
 

Community 
Needs 
Committee  

Contract with the 
building consultant 
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Years three through five: 2018-2020 
 

 

Strategy 3.3 Develop a viable financial strategy for future growth. 
Objective 3.3.1 Develop a financial plan for programs. 

 

3.2.1.5 Building consultant makes recommendations to 
the Community Needs Committee 

Decision by the Community Needs 
Committee of recommendations to the 
participating City Councils by January 
2020 

Building 
consultant 

Minutes of the 
Community Needs 
Committee 

3.2.1.6 Present initial expansion plan to participating 
City Councils 

 

Expansion plan approved by the 
participating City Councils by May 2020 

Community 
Needs 
Committee 

Minutes of the 
respective City 
Council meetings 

3.2.1.7 Establish a Community Center Committee to 
oversee the building process 

 
This could be a continuation of the Community Needs 
Committee or a new skill set may be advisable. 

Committee approved by the city councils 
of the participating cities by June 2020 
 

Participating 
City Councils 
 

Minutes of the 
participating City 
Councils 
 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.3.1.1 Friends of the Library organize an annual book 
drive for used books using community help, such 
as Eagle Scout candidates 

Book drive finished by May 2018, 2019, 
2020 

Library Board 
 

Library Board 
minutes 

3.3.1.2 Friends of the Library sell used books annually in 
booth at Cedar Hills Family Festival 

Booth set up and manned at Festival in 
June 2018, 2019, 2020 

Library Board 
 

Library Board 
minutes 

3.3.1.3 Friends of the Library sell used books annually in 
booth at Highland Fling 

Booth set up and manned at Fling in 
August 2018, 2019, 2020 

Library Board 
 

Library Board 
minutes  
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Years three through five: 2018-2020 
 

 
Strategy 3.3 Develop a viable financial strategy for future growth. 
Objective 3.3.2 Develop a financial plan for facilities that accommodate Library needs. 

 
  

3.3.1.4 Friends of the Library sell used books annually in 
booth at Alpine Days 

Booth set up and manned at Alpine Days 
in August 2018, 2019, 2020 

Library Board Library Board 
minutes  

3.3.1.5 Friends of the Library hold a silent auction Auction held by end of 2019 Library Board 
 

Library Board 
minutes  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.3.2.1 Begin grant seeking activities once the cities have 
determined which expansion option to follow 
(See Objective 3.2.1.1, November 2018) 

 

Grants for expansion are approved by 
other entities. Deadline for grants May 
2020 
 
(See 3.2.1.5 Building consultant makes 
recommendations to the Community 
Needs Committee) 

Library Board 
and other 
participating 
cities 

Grants received 

3.3.2.2 Begin donor seeking activities. Once the cities 
have determined which expansion option to 
follow (See Objective 3.2.1.1, November 2018) 

 
Approval needed by the participating City Councils to 
name rooms within the Library after donors per the 
amount of their donation. Criteria to be determined. 

Donations for expansion are approved by 
other entities. Deadline for donations May 
2020   
 
(See 3.2.2.5 Building consultant makes 
recommendations to the Community 
Needs Committee.) 

Library 
Foundation, 
Friends of the 
Library, Arts 
Council; 
participating 
cities 

Donations received 
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Years three through five: 2018-2020 
 

 

  

3.3.2.3 Begin bond seeking activities once the cities have 
determined which expansion option to follow 
(See Objective 3.2.1.1, November 2018) 

Bonds for expansion approved by other 
entities. Deadline for bonds May 2020   
 
(See 3.2.1.5 Building consultant makes 
recommendations to the Community 
Needs Committee.) 

Highland City 
Administration; 
Administrations 
of other 
participating 
cities 

Bonds approved 

3.3.2.4 Seek to sell surplus city-owned property once the 
cities have determined which expansion option to 
follow (See Objective 3.2.1.1, November 2018) 

 

Properties are sold by May 2020   
 
(See 3.2.1.5 Building consultant makes 
recommendations to the Community 
Needs Committee.) 

Highland City 
Administration 

Funds on hand 

3.3.2.5 Arts Council actively raising funds for the 
expansion project once the cities have 
determined which option to follow (See Objective 
3.2.1.1, November 2018) 

Arts Council raises a proportional amount 
by May 2020   

Arts Council Arts Council meeting 
minutes 
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Years six through eight: 2021-2023 

Goal 1. Provide residents with access to information that educates, inspires, and entertains. 

Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.1 Provide programs that foster literacy and lifelong learning. 

 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.1.1 Develop adult literacy tutoring program Program begins first quarter 2021 Director Program enrolls 
students 

1.1.1.2 Provide classes to teach resume building, 
interview tips, and job searching skills 

One class in each topic provided in 2021 Program 
Director 

Published Library 
calendar 
 

1.1.1.3 Provide series of parenting classes 5 classes taught during 2021 Program 
Director  

Published Library 
calendar 

1.1.1.4 Present book reviews for YA books 3 times/year during 2021 Program 
Director  

Published Library 
calendar 

1.1.1.5 Present book reviews for adult fiction 3 times/year during 2021 Program 
Director  

Published Library 
calendar 

1.1.1.6 Expand writing contest for middle school 
students to include high school students 

Contest runs first quarter 2021 Program 
Director  

Published Library 
calendar 

1.1.1.7 Organize a quarterly book club for seniors Meetings once/quarter in 2021 Program 
Director 

Published Library 
calendar 

1.1.1.8 Provide series of family history classes 6 classes taught during 2022 Program 
Director  

Published Library 
calendar 

1.1.1.9 Expand series of Shakespeare workshops for high 
school students to include series for middle 
school students 

4 classes taught during 2021 and 2023 Program 
Director  

Published Library 
calendar 
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Years six through eight: 2021-2023 
 

 

Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.2 Provide a center for unique learning opportunities. 

 
  

1.1.1.10 Expand art contest for high school students to 
include middle school students 

Contest runs first quarter 2022 Program 
Director  

Published Library 
calendar 

1.1.1.11 Provide series of local hiking information 5 class series by end of 2022 Program 
Director  

Published Library 
calendar 

1.1.1.12 Provide series of classes on stress management 
and time management 

4 class series by end of 2023 Program 
Director  

Published Library 
calendar 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.2.1 Expand storytelling program to include more 
students in grades 5-9 

Expansion begins third quarter 2021 Program 
Director 

Published Library 
calendar 

1.1.2.2 Expand “danger camps” that use STEM 
educational resources 

Second camp begins third quarter 2021; 
third camp begins third quarter 2023 

Program 
Director  

Program materials 
 

1.1.2.3 Organize a comic book club for middle school 
students 

Group meets monthly beginning 2022 Program 
Director 

Published Library 
calendar 

1.1.2.4 Organize yoga or other similar class Begin one class by first quarter 2022 Program 
Director  

Published Library 
calendar 

1.1.2.5 Organize knit/crochet group in which seniors 
teach younger generations 

Group meets monthly beginning 2023 Program 
Director  

Published Library 
calendar 

1.1.2.6 Organize a Skit Night event for families Event held in 2023 Program 
Director  

Published Library 
calendar 
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Years six through eight: 2021-2023 
 

Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.3 Provide electronic resources to enhance continuing education. 

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.3.1 Purchase language learning program 
supplements 

Purchase of one program supplement by 
end of 2021 

Director 
 

Catalog 

1.1.3.2 Acquire test preparation materials for a variety of 
tests from high school through graduate school 

Purchase of 2 additional unique tests by 
end of 2022 

Director Catalog; Advertise in 
library, website, 
social media 

1.1.3.3 Provide a 3D printing program for high school 
students 

4 classes taught during 2022 Program 
Director  

Published Library 
calendar 

1.1.3.4 Expand 3D printing program for high school 
students to include middle school students 

4 additional classes taught during 2023 Program 
Director  

Published Library 
calendar 
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Years six through eight: 2021-2023 
 
Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.1 Enforce Library policies and practices consistently. 

 

Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 

Objective 1.2.2 Provide professional development opportunities for the Library staff.  

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.1.1 Review & adjust the Strategic Long-Range Plan 
quarterly 

Library Board agenda item Jan, April, July, 
October 2021 and 2023 

Board Chair Board minutes 

1.2.1.2 Review all Library policies Library Board agenda item each month 
2021 and 2023 and completed by end of 
2021 and 2023 

Board Chair Board minutes 

1.2.1.3 Library Board appoints sub-committee to 
thoroughly review Strategic Long-Range Plan and 
make recommendations 

Recommendations to Library Board by 
end of 2022 

Board Chair Board minutes 

1.2.1.4 Review Open Meetings Act annually to ensure 
compliance 

Library Board agenda item January 2018, 
2019, 2020 

Board Chair Board minutes 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.2.1 Evaluate Library staff to determine needed 
trainings 

Provide one professional development 
opportunity to each staff member in 
2021, 2022, 2023 

Director Training attendance 
log 

1.2.2.2 Continue cross-training modules for staff Schedule staff throughout 2021 and 2023 Director Training schedule 
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Years six through eight: 2021-2023 
 
Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.3 Provide current technology training to staff.  

 

Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.1 Seek public input to provide patron-driven collections, programs and services.  

 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.2 Maintain good relationships with other libraries in the area and across the state to share resources and maximize 
networking.   

 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.3.1 Train staff to use library digital resources for all 
devices 

Hold quarterly training meetings for staff 
members in 2021 

Director Track training hours 
for staff 

1.2.3.2 Send a staff member to outside technology 
training 

Training completed by end of 2021 Director Training schedule 

1.2.3.3 Staff member trained in 1.2.3.2 present in-service 
training to Library staff on technology training 
attended 

In-service training completed by end of 
2022 

Director Training schedule 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.1.1 Distribute surveys for patron input regarding 
programming 

Two times each year via email system in 
2021, 2022, 2023 

Program 
Director 

Reports on file  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.2.1 Continue to participate with other libraries in the 
area, state and nation 

Attend conferences, summits, trainings 
and workshops as budget allows 

Director 
 

Attendance hours, 
monthly statistics 



Highland City Library Strategic Long-Range Plan, 2016-2025 

 

41 

 

Years six through eight: 2021-2023 
 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.3 Work with the Highland City Council, Library Foundation, Friends of the Library, donors, grant makers, and others to 
ensure adequate revenues to increase Library services.   

 

Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.4 Prepare a fiscally responsible annual budget. 

 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.5 Prepare all required reports. 

 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.3.1 Purchase a 3D printer for program activities Purchase by end of first quarter 2021 Friends of the 
Library 

Friends of the 
Library minutes 

1.3.3.2 Replace an additional two computers Purchase by end of first quarter 2022 
 

Friends of the 
Library 

Friends of the 
Library minutes 

1.3.3.3 Replace an additional two computers Purchase by end of first quarter 2023 
 

Friends of the 
Library 

Friends of the 
Library minutes 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.4.1 Develop annual budget Budget submitted on time 2021, 2022, 
2023 

Director Budget 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.5.1 Run monthly reports and have spreadsheet of 
information available 

Monthly reports submitted on time Director Reports on file 
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Years six through eight: 2021-2023 
 

Goal 2. Involve the community through outreach programs to help residents understand the benefits of a community library. 
 

Strategy 2.1 Create and maintain relationships with local businesses, cities, & NGO’s. 
Objective 2.1.1 Create positive relationships with local businesses. 

 
Strategy 2.1 Create and maintain relationships with local businesses, cities, & NGO’s. 
Objective 2.1.2 Create positive relationships with local cities. 

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.1.1.1 Recruit local businesses to offer free classes in 
their area of expertise 

One more unique class scheduled by end 
of 2021, 2022, 2023 

Program 
Director 

Advertise in library, 
website, social media 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.1.2.1 Have a presence at Highland Fling, Cedar Hills 
Family Festival, and Alpine Days through Friends 
of Library used book sale (Strategy 3.3) 

Annual booths 2021, 2022, 2023 Library Board 
 

Library Board 
minutes  

2.1.2.2 Hold an Open House for city leaders from 
Highland, Alpine, and Cedar Hills to tour Library 
and ask questions 

Open House held in first quarter 2021, 
2023 

Board Chair, 
Director 
 

Library Board 
minutes 
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Years six through eight: 2021-2023 
 

Strategy 2.2 Create and maintain relationships with local educational institutions. 
Objective 2.2.1 Create positive relationships with local educational institutions. 

 

Strategy 2.3 Create and maintain relationships with community members. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.2.1.1 Organize a meeting of local school media 
specialists to explore ways to collaborate 

Meeting held by end of 2021 Director Library Board 
minutes 

2.2.1.2 Implement collaboration ideas from meeting with 
media specialists 

One new collaboration implemented by 
end of 2022, 2023 

Director Library Board 
minutes 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.3.1 Recruit community members to host and teach 
programs 

2 new program hosts by end of 2021 Program 
Director 

Reports on file 

2.3.2 Increase resident card holders  10% increase by end of 2021 Director Reports on file 

2.3.3 Increase non-resident card holders 
 

5% increase by end of 2021 Director Reports on file 

2.3.4 Organize an annual toy exchange for families Hold exchange in third quarter of 2021, 
2022, 2023 

Program 
Director 

Published Library 
calendar 

2.3.5 Hold Gaming Night for middle school students 2 activities by end of year 2021 Program 
Director 

Published Library 
calendar 

2.3.6 Organize duct tape craft contests 2 activities by end of year 2022 Program 
Director 

Published Library 
calendar 

2.3.7 Organize Senior Game Night 6 activities by end of year 2023 Program 
Director 

Published Library 
calendar 
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Years six through eight: 2021-2023 
 

Goal 3. Provide residents with a gathering place that creates a sense of community 
and enhances the quality of life while preparing for future growth. 

 
Strategy 3.1 Continue to improve the existing Library space to promote gathering and facilitate learning. 
Objective 3.1.1 Better signage to promote gathering. 

 
Strategy 3.1 Continue to improve the existing Library space to promote gathering and facilitate learning. 
Objective 3.1.2 Additional spaces in Library to facilitate learning. 

 

  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.1.1.1 Street signage identifying the Library Completed in 2017   

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.1.2.1 Create a computer literacy center to promote 
computing skills 

Space created with appropriate signage 
by end of 2022 

Director 
 

Visual confirmation 
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Years six through eight: 2021-2023 
 

Phase III Begin Construction 
 
Strategy 3.2 Provide a facility that will meet current and future Library operations. 
Objective 3.2.1 Work with the communities of Alpine, Cedar Hills, and Highland, and other partners, to provide a facility that serves 
all participating communities.  

 

  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.2.1.1 Hire an architect, solicit applications, rank the 
applicants 

 

Invitation to bid sent out. Decision 
announced by January 2021 

Community 
Center 
Committee  

Bid notice on file 
with the City 
 

3.2.1.2 Enter negotiations with the top choice, conduct 
personal interviews with the person or firm that 
interests the Library Board, and check references 

 
Legal counsel should be sought on an appropriate 
contract.  

Decision on architect made by March 
2021 
 

Community 
Center 
Committee  

Contract with 
architect 
 

3.2.1.3 Architectural plans prepared and submitted to 
the Community Center Committee 

Review and approval of architectural plan 
by September 2021 

Community 
Center 
Committee 

Minutes of the 
Community Center 
Committee 

3.2.1.4 Architectural plans prepared and submitted to 
the participating City Councils 

Review and approval of architectural plan 
by December 2021 

Participating 
City Councils 

Minutes of the 
participating City 
Councils 

3.2.1.5 Begin process to select a contractor 
 

Invitation to bid sent out by January 2022 
 

Community 
Center 
Committee  

Bid notice on file 
with the 
participating cities 
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Years six through eight: 2021-2023 
 

3.2.1.6 Select a contractor for expansion project 
 
Specifications by an architect will be submitted to 
contractors for bids. It is wise for the Community Center 
Committee to have the specifications include several 
options so that it can add or subtract as cost is known. 
Multiple bids are needed, but an overly long list may not 
add to the Committee’s ability to make the decision. Low 
bid is one factor, probably the most important, but value 
and evidence of good work elsewhere are additional 
considerations. 

Bid awarded by April 2022 
 

Community 
Center 
Committee 
 

Duly signed contract 
on file with the 
participating cities 
 

3.2.1.7 Begin construction 
 
The Community Center Committee is the link between the 
architect and builder to bring decisions on changes as well 
as regular progress reports to the participating City 
Councils. The better the original plans and more precise 
the specifications, the more likely construction will run 
smoothly. 

Construction begun by June 2022 
 
 

Community 
Center 
Committee 
monitors 
construction 
and files 
reports 
 

Progress reports on 
file with the 
participating cities 
 

3.2.1.8 Hold special events to maintain public interest 
such as groundbreaking, cornerstone laying 
(perhaps with a time capsule), setting the first 
brick, and topping off. Issue regular press 
releases, and identify times during the process 
when special events can be held 

Special progress events are announced as 
appropriate 
 

Community 
Center 
Committee 
 

Copies of press 
releases and press 
coverage of events 
on file in the Library 

3.2.1.9 Issue press releases on a regular basis that notify 
the public of special events and general progress 
on the expansion project 

Regular press releases at least bimonthly 
 

Community 
Center 
Committee 
 

Copies of press 
releases and press 
coverage of events 
on file in the Library 
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Years six through eight: 2021-2023 
 

Strategy 3.3 Develop a viable financial strategy for future growth. 
Objective 3.3.1 Develop a financial plan for programs. 

 

Strategy 3.3 Develop a viable financial strategy for future growth. 
Objective 3.3.2 Develop a financial plan for facilities that accommodate Library needs. 

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.3.1.1 Friends of the Library organize an annual book 
drive for used books using community help, such 
as Eagle Scout candidates 

Book drive finished by May 2021, 2022, 
2023 

Library Board 
 

Library Board 
minutes  

3.3.1.2 Friends of the Library sell used books annually in 
booth at Cedar Hills Family Festival 

Booth set up and manned at Festival in 
June 2021, 2022, 2023 

Library Board 
 

Library Board 
minutes  

3.3.1.3 Friends of the Library sell used books annually in 
booth at Highland Fling 

Booth set up and manned at Fling in 
August 2021, 2022, 2023 

Library Board 
 

Library Board 
minutes  

3.3.1.4 Friends of the Library sell used books annually in 
booth at Alpine Days 

Booth set up and manned at Alpine Days 
in August 2021, 2022, 2023 

Library Board 
 

Library Board 
minutes  

3.3.1.5 Friends of the Library hold a Dinner Theatre Production held by end of 2022 Library Board 
 

Library Board 
minutes  

 ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.3.2.1 Funds are disbursed for construction 
 
 

Invoices submitted to Community Center 
Committee 
 

Community 
Center 
Committee 

Paid invoices on file 
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Years nine and ten: 2024-2025 
 

Goal 1. Provide residents with access to information that educates, inspires, and entertains. 

Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.1 Provide programs that foster literacy and lifelong learning. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.1.1 Provide class series in public speaking skills 
 

Class series occurs during 2024 
 

Program 
Director 

Published Library 
calendar 

1.1.1.2 Organize an Author Camp Camp runs third quarter 2024 Program 
Director  

Published Library 
calendar 

1.1.1.3 Expand writing contest for middle school & high 
school students to include adults 

Contest runs first quarter 2024 Program 
Director  

Published Library 
calendar 

1.1.1.4 Expand storytelling program to include more 
students in grades 10-12 

 

Expansion begins third quarter 2024 Program 
Director 

Published Library 
calendar 

1.1.1.5 Expand storytelling program to include Senior 
Storytelling 

Expansion begins third quarter 2025 Program 
Director 

Published Library 
calendar 

1.1.1.6 Provide class series in helps and tips for popular 
business software programs 

5 class series by end of 2025 
 

Program 
Director  

Published Library 
calendar 

1.1.1.7 Expand series of Shakespeare workshops for high 
school & middle school students to include series 
for 5th & 6th grade students 

4 classes taught by end of first quarter 
2025 

Program 
Director  

Published Library 
calendar 

1.1.1.8 Expand art contest for high school & middle 
school students to include adults 

Contest runs first quarter 2025 Program 
Director 

Published Library 
calendar 

1.1.1.9 Provide class series on home organization tips 3 class series by end of 2025 
 

Program 
Director  

Published Library 
calendar 
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Years nine and ten: 2024-2025 

Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.2 Provide a center for unique learning opportunities. 

 

Strategy 1.1 Promote lifelong learning in the community. 
Objective 1.1.3 Provide electronic resources to enhance continuing education. 

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.2.1 Organize a summer camp for ages 8-10 Camp runs third quarter 2025 Program 
Director  

Published Library 
calendar 

1.1.2.2 Organize a summer camp for ages 11-12 Camp runs third quarter 2025 Program 
Director  

Published Library 
calendar 

1.1.2.3 Organize Senior Exercise class Class runs weekly beginning 2025 Program 
Director  

Published Library 
calendar 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.1.3.1 Acquire test preparation materials for a variety of 
tests from high school through graduate school 

Purchase of 2 additional unique tests by 
end of 2024 
 

Director Catalog; Advertise in 
library, website, 
social media 
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Years nine and ten: 2024-2025 

Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.1 Enforce Library policies and practices consistently. 

 
Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.2 Provide professional development opportunities for the Library staff.  

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.1.1 Review all Library policies Library Board agenda item each month 
2025 and completed by end of 2025 

Board Chair Board minutes 

1.2.1.2 Review Open Meetings Act annually to ensure 
compliance 

Library Board agenda item January 2024, 
2025 

Board Chair Board minutes 

1.2.1.3 Library Board appoints sub-committee to 
thoroughly review Strategic Long-Range Plan and 
make recommendations 

Recommendations to Library Board by 
end of 2024 

Board Chair Board minutes 

1.2.1.4 Library Board write and approve new Strategic 
Long-Range Plan 2026-2035 

Library Board approves new plan by end 
of third quarter 2025 

Board Chair Board minutes 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.2.1 Evaluate Library staff to determine needed 
trainings 

Provide one professional development 
opportunity to each staff member in 
2024, 2025 

Director 

 
Training attendance 
log 
 

1.2.2.2 Implement cross-training modules Schedule staff throughout 2020 Director Training schedule 
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Years nine and ten: 2024-2025 

Strategy 1.2 Deliver personalized, consistent, high-quality service to patrons while protecting their privacy. 
Objective 1.2.3 Provide current technology training to staff.  

 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.1 Seek public input to provide patron-driven collections, programs and services.  

 

Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.2 Maintain good relationships with other libraries in the area and across the state to share resources and maximize 
networking.   

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.2.3.1 Train staff to use library digital resources for all 
devices 

Hold quarterly training meetings for staff 
members in 2024 

Director Track training hours 
for staff 

1.2.3.2 Send a staff member to outside technology 
training 

Training completed by end of 2024 Director Training schedule 

1.2.3.3 Staff member trained in 1.2.3.2 present in-service 
training to Library staff on technology training 
attended 

In-service training completed by end of 
2025 

Director Training schedule 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.1.1 Distribute surveys for patron input regarding 
programming 

Two times each year via email system in 
2024, 2025 

Program 
Director  

Reports on file  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.2.1 Continue to participate with other libraries in the 
area, state and nation 

Attend conferences, summits, trainings 
and workshops as budget allows 

Director 
 

Attendance hours, 
monthly statistics 
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Years nine and ten: 2024-2025 

Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.3 Work with the Highland City Council, Library Foundation, Friends of the Library, donors, grant makers, and others to 
ensure adequate revenues to increase Library services.   

 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.4 Prepare a fiscally responsible annual budget. 

 
Strategy 1.3 Maintain a well-operated library. 
Objective 1.3.5 Prepare all required reports. 

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.3.1 Replace an additional two computers Purchase by end of first quarter 2024 Friends of the 
Library 

Friends of the 
Library minutes 

1.3.3.2 Replace an additional two computers Purchase by end of first quarter 2025 Friends of the 
Library 

Friends of the 
Library minutes 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.4.1 Develop annual budget Budget submitted on time 2024, 2025 Director  Budget 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

1.3.5.1 Run monthly reports and have spreadsheet of 
information available 

Monthly reports submitted on time Director Reports on file 
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Years nine and ten: 2024-2025 

 

Goal 2. Involve the community through outreach programs to help residents understand the benefits of a community library. 
 

Strategy 2.1 Create and maintain relationships with local businesses, cities, & NGO’s. 
Objective 2.1.1 Create positive relationships with local businesses. 

 
Strategy 2.1 Create and maintain relationships with local businesses, cities, & NGO’s. 
Objective 2.1.2 Create positive relationships with local cities. 

 

Strategy 2.2 Create and maintain relationships with local educational institutions. 
Objective 2.2.1 Create positive relationships with local educational institutions. 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.1.1.1 Recruit local businesses to offer free classes in 
their area of expertise 

One more unique class scheduled by end 
of 2024, 2025 

Program 
Director  

Published Library 
calendar 
 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.1.2.1 Have a presence at Highland Fling, Cedar Hills 
Family Festival, and Alpine Days through Friends 
of Library used book sale (Strategy 3.3) 

Annual booths 2024, 2025 Library Board 
 

Library Board 
minutes  

2.1.2.2 Hold an Open House for city leaders from 
Highland, Alpine, and Cedar Hills to tour Library 
and ask questions 

Open House held in first quarter 2025 Board Chair, 
Director 
 

Library Board 
minutes 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.2.1.1 Implement collaboration ideas from meeting with 
local school media specialists 

One new collaboration implemented by 
end of 2024, 2025 

Director 
 

Library Board 
minutes 
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Years nine and ten: 2024-2025 

Strategy 2.3 Create and maintain relationships with community members. 

 

Goal 3. Provide residents with a gathering place that creates a sense of community 
and enhances the quality of life while preparing for future growth. 

 
Strategy 3.1 Continue to improve the existing Library space to promote gathering and facilitate learning. 
Objective 3.1.1 Better signage to promote gathering. 

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

2.3.1 Recruit community members to host and teach 
programs 

2 new program hosts by end of 2024 Program 
Director  

Published Library 
calendar 

2.3.2 Increase resident card holders  10% increase by end of 2024 Director Reports on file 

2.3.3 Increase non-resident card holders 5% increase by end of 2024 Director Reports on file 

2.3.4 Organize an annual toy exchange for families Hold exchange in third quarter of 2024, 
2025 

Program 
Director  

Published Library 
calendar 

2.3.5 Organize Senior Craft Day 6 events by end of 2024 Program 
Director  

Published Library 
calendar 

2.3.6 Provide animal care and wildlife programs 1 program by end of 2025 Program 
Director  

Published Library 
calendar 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.1.1.1 Street signage identifying the Library Completed in 2017   
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Years nine and ten: 2024-2025 
 

Strategy 3.1 Continue to improve the existing Library space to promote gathering and facilitate learning. 
Objective 3.1.2 Additional spaces in Library to facilitate learning. 

 
Phase IV Complete Construction 

 
Strategy 3.2 Provide a facility that will meet current and future Library operations. 
Objective 3.2.1 Work with the communities of Alpine, Cedar Hills, and Highland, and other partners, to provide a facility that serves 
all participating communities.  

 
  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.1.2.1 Create an enhanced children’s reading area Space created by end of 2025 Director Visual confirmation 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.2.1.1 Monitor construction until expansion is 
completed 

Expansion project completed by February 
2024 

Community 
Center 
Committee 

Final inspection 
documents are on 
file in the 
participating cities 
 

3.2.1.2 Plan and announce an occupancy date when the 
public can view the completed project 

 
 

Public invited to view the new facility 
March 2024 
 
 

Community 
Center 
Committee  

Invitation on file in 
the Library 
 
 

3.2.1.3 Plan and announce an Open House and 
Dedication of the new facility 

 
 

Public invited to Open House and 
Dedication April 2024 
 
 

Community 
Center 
Committee  
 

Invitation on file in 
the Library 
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Years nine and ten: 2024-2025 
 

Strategy 3.3 Develop a viable financial strategy for future growth. 
Objective 3.3.1 Develop a financial plan for programs. 

 
Strategy 3.3 Develop a viable financial strategy for future growth. 
Objective 3.3.2 Develop a financial plan for facilities that accommodate Library needs. 

 

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.3.1.1 Friends of the Library organize an annual book 
drive for used books using community help, such 
as Eagle Scout candidates 

Book drive finished by May 2024, 2025 Library Board 
 

Library Board 
minutes  

3.3.1.2 Friends of the Library sell used books annually in 
booth at Cedar Hills Family Festival 

Booth set up and manned at Festival in 
June 2024, 2025 

Library Board Library Board 
minutes  

3.3.1.3 Friends of the Library sell used books annually in 
booth at Highland Fling 

Booth set up and manned at Fling in 
August 2024, 2025 

Library Board Library Board 
minutes 

3.3.1.4 Friends of the Library sell used books annually in 
booth at Alpine Days 

Booth set up and manned at Alpine Days 
in August 2024, 2025 

Library Board 
 

Library Board 
minutes 

3.3.1.5 Friends of the Library hold a silent auction Auction held by end of 2024 Library Board 
 

Library Board 
minutes  

ACTIVITIES INDICATORS OF SUCCESS 
 

RESPONSIBLE 
PERSON 

VERIFICATION 

3.3.2.1 Funds are disbursed for construction 
 

Invoices submitted to Community Center 
Committee 

Community 
Center 
Committee 

Paid invoices on file 
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Narrative Summary of the Arts Council Activities 

The Highland Arts Council was first organized in 1990 and is now a charitable 501(c)3 organization. Its mission is to bring the arts to the 

Highland community and surrounding cities through exhibits, education, art fairs, literary readings, theater, and music programs. The events 

sponsored by the Arts Council are family and community oriented.  

The Arts Council’s biggest events are the concerts presented by the Timpanogos Symphony Orchestra. Typically, 600 to 800 people attend each 

concert. The Children’s Choir has 150 to 200 people attending each of its presentations, and other choirs and musical groups have been organized 

recently. The plays sponsored by the Arts Council usually attract about 100 people. The Shakespeare Workshops attract 80 to 100 people. Many 

other concerts and events attract about the same number of people as the Shakespeare Workshops. 

Other events sponsored by the Arts Council include:  Art in the Park (11th year), Art of Soul Workshops (2nd year), Street Art Festival’s Art Expo 

(12th year), the Hard Road Theatre, the Highland Community Chorus, art exhibits in local historical buildings, and exhibits of local artists in local 

retail stores. The Council has also sponsored Craft Day with Santa, artisan classes, and guest artist presentations. The Arts Council sponsors an art 

show, which is a traditional feature of the annual Highland Fling and serves to showcase the work of artists in the community. The Council also 

sponsors art classes and music classes. 

The Arts Council has also worked with Tom Holdman of Holdman Studios to display art from Highland Elementary students that was produced 

into stained glass sculptures. One of the Arts Council’s biggest achievements was the purchase of a new Yamaha piano which allows the 

community to hold recitals, plays, and concerts. 

Many high-quality events are planned and will be detailed in a Highland Arts Council long-range plan soon. 

 

 
 

 





Memorandum of Agreement between 

the Highland City Library, 

 

the Highland City Library Board, 

the Highland City Library Foundation, and 

the Friends of the Highland City Library. 
 
The following constitutes an operating agreement between the Friends of the Highland City Library 
hereafter referred to as the Friends, (the Friends may have a board hereafter referred to as the 
Friends Board), the Highland City Library Board hereafter referred to as the Library Board, and 
the Highland City Library Foundation, hereafter referred to as the Foundation, and the Highland 
City Library hereafter referred to as the Library.  ItThis Memorandum of Agreement will stand 
until modified by mutual agreementagreement of all parties. 
 
The Library Highland City Library Board recognizes the important value of the Friends to the health 
of the Highland City Library. 
 
The Highland City Library Foundation exists as a non-profit charitable 501 (c) 3 organization to 
assist the Highland City Library and the Friends to raise necessary funds to carry out the mission of 
the Library. The Foundation recognizes the Friends as partners in fundraising and advocacy efforts 
to complete these goals. 
 
The Friends exists as a non-profit organization which is separate from the Highland City Library 
Board. The Friends recognizes that the administration of the Highland City Library is the 
responsibility of the Library Library Board. 
 
The goal of the Friends is to provide appropriate support of the Highland City Library in the 
attainment of its designated goals. 
 
Finances 
 
Friends of the Library funds shall be accounted for separately from the Highland City Library 
Foundation account and shall be dispersed by the Friends according to its bylaws. Funds shall be 
deposited to the Highland City Library Foundation account. The Friends may use the Foundation as 
a tax-exempt donation source, should donors wish.  
 
The Library will supply the Friends a “wishlist” each year that indicates the anticipated needs for 
Friends support. The Friends will consider requests for funds made by the Library Director. 
 
The Friends agree that any and allall monies raised will be spent exclusively for Llibrary programs, 
services, and other Library defined needs unless agreed to by both the Friends Board Board and the 
Library Foundation Library Board. 



 
The Friends agree that the Library Director has the final say in accepting or declining any and allall 
gifts made to the Friends. 
 
Meetings 
 
The President of the Friends of the Highland City Library will serve as an ex-officio, non-voting 
member of the Library Highland City Library Board, and may attend meetings of the Library Library 
Board and receive Library Library Board correspondencemailings. Meetings of the Library Board 
are open to all members of the public. The Library Board will allow room on itsthe agenda for 
Friends reports.  
 
The President of the Friends will also be invited to attend Foundation meetings and may participate 
in the meetings as determined by the rules of the Foundation. 
 
The Library Director will serve as an ex-officio, non-voting member of the Friends Board and will 
attend meetings of the Friends Board and receive Friends Board mailings. A member of the Library 
Board will be designated as a liaison to the Friends Board and will be invited to attend all meetings 
of the Friends Board and shall receive all Friends Board correspondence. The Friends Board will 
allow room on itsthe agenda for Library reports. 
 
Membership 
 
All members of the Library Library Board and the Library Director are strongly encouraged to be 
members of the Friends but shall not hold office nor serve on the Friends Board while they are 
members of the Library Board. 
 
Library staff are encouraged to become members of the Friends but shall not hold office nor serve 
on the Friends Board while they are a member of the Highland City Library staff. 
 
The Friends of the Library shall share their membership list with the Highland City Public Library 
Board. 
 
Support and Supplies 
 
The Library will provide limited storage space for the supplies and archives of the Friends. The 
Friends are responsible for maintaining their archives. 
 
All postage costs of the Friends, including mailing the Friends newsletter, shall be paid for by the 
Friends. 
 
The Friends provide most of the clerical support for their activities: mailing agenda and minutes, 
processing membership applications, maintaining files, etc. 
 
The Friends of the Library are welcome to use the Library photocopy machine for Friends business.  
Other than photocopies, the Friends provide their own supplies, paper goods and refreshments. 
 
The Library will provide public space for the Friends for promotional materials, membership 
information, volunteer activities, and fundraising efforts. 
 



Fundraising 
 
Fundraising efforts of the Friends are directed at funding current programs and projects of the 
Library. 
 
Fundraising efforts of the Library Board are focused on the long-range goals of the Library. 
 
Advocacy 



The Friends support the Library Board goals, policies and budget requests. 
 
Dissolution 
 
The Friends agree that if they cease to actively fundraise and promote the Library, they will 
disband, allowing for a new Friends group to be established in the future.  
 
Approved by the Highland City Public Library Board 
DATE  
 
Approved by the Highland City Library Foundation 
DATE 
 
Approved by the Friends of the Highland City Library 
DATE 

Approved by the Highland City Library 
DATE 
 


