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Appendix D 

United for Libraries Tip Sheets for Trustees 

1. The Role of Library Trustees 

2. The Role of the Friends Board 

3. Mission Statements  

4. Sample Memorandum of Understanding 

5. Library Support for Friends Activities 

6. Evaluating the Library Director 

7. Governing (Independent) Library Boards vs. Advisory Library Boards: Which are Better? 

8. When Friends Aren't Friendly  

9. Trustee Competencies  

10. How to Chair a Committee  

11. Twelve Golden Rules for Board Members 

12. Protecting Your Library's Collection 
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United for Libraries: Public Library Trustee Ethics Statement 

Official Statement from United for Libraries  

Public library Trustees are accountable for the resources of the library as well as to see that the 
library provides the best possible service to its community.  

Every Trustee makes a personal commitment to contribute the time and energy to faithfully 
carry out his/her duties and responsibilities effectively and with absolute truth, honor and 
integrity. 

• Trustees shall respect the opinions of their colleagues and not be critical or disrespectful 
when they disagree or oppose a viewpoint different than their own. 

• Trustees shall comply with all the laws, rules and regulations that apply to them and to 
their library. 

• Trustees, in fulfilling their responsibilities, shall not be swayed by partisan interests, 
public pressure or fear of criticism. 

• Trustees shall not engage in discrimination of any kind and shall uphold library patrons’ 
rights to privacy in the use of library resources. 

• Trustees must distinguish clearly in their actions and statements between their personal 
philosophies and attitudes and those of the library, acknowledging and supporting the 
formal position of the Board even if they disagree. 

• Trustees must respect the confidential nature of library business and not disclose such 
information to anyone. Trustees must also be aware of and in compliance with Freedom 
of Information laws 

• Trustees must avoid situations in which personal interests might be served or financial 
benefits gained as a result of their position or access to privileged library information, 
for either themselves or others. 

• A Trustee shall immediately disqualify him/herself whenever the appearance of or a 
conflict of interest exists. 

• Trustees shall not use their position to gain unwarranted privileges or advantages for 
themselves or others from the library or from those who do business with the library. 

• Trustees shall not interfere with the management responsibilities of the director or the 
supervision of library staff. 

• Trustees shall support the efforts of librarians in resisting censorship of library materials 
by groups or individuals.  

 

 

Signature____________________________________Date_____________________  

Approved by the United for Libraries Board in January 2012 
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Working Together: Roles and Responsibilities Guidelines 

 

 
Responsibilities of 

Library Director 
Responsibilities of 

Library Board 
Responsibilities of 

Library Friends 

General 
Administrativ
e 

 

Administer daily operation of the 
library including personnel, 
collection development, fiscal, 
physical plant and programmatic 
functions. Act as advisor to the 
board and provide support to the 
Friends and community groups. 

Recruit and employ a qualified 
library director; maintain an 
ongoing performance appraisal 
process for the director. 

Support quality library service in 
the community through fund 
raising, volunteerism and serving 
as advocates for the library. 

Policy  Apprise library board of need 
for new policies, as well as 
policy revisions. Implement 
the policies of the library as 
adopted by the library board. 

Identify and adopt written 
policies to govern the 
operation and program of the 
library. 

Support the policies of the 
library as adopted by the 
library board. 

Planning Coordinate and implement a 
strategic plan with library 
board, Friends, staff and 
community. 

Ensure that the library has a 
strategic plan with 
implementation and 
evaluation components. 

Provide input into the library’s 
strategic plan and support its 
implementation. 

Fiscal Prepare an annual budget for 
the library and present to the 
Board or Municipality for 
approval.  

Seek adequate funds to carry 
out library operations. Assist 
in the preparation and 
presentation of the annual 
budget. 

Conduct fund raising to 
support the library’s mission 
and plans. 

Advocacy Promote the mission of the 
library within the community. 
Educate the library board, 
Friends and community 
regarding local, state and 
federal issues that impact the 
library. 

Promote the mission of the 
library within the community. 
Advocate for the library to 
legislators and community 
members.  

Promote the mission of the 
library within the community. 
Advocate for the library to 
legislators and community 
members. 

Meetings Participate in library board 
and Friends meetings. Ensure 
that there is a liaison from the 
board to the Friends and vice 
versa. 

Participate in all board 
meetings. Appoint a liaison to 
the Friends Board and 
become a member of the 
Friends. 

Maintain a liaison to the 
library board. 

Networking Join state and national 
professional organizations 
and participate regularly in 
professional development 
activities.  

Join the Maine Library 
Trustees electronic discussion 
list –  

Melib-
Trustee@lists.maine.edu 

Join the Friends of Maine 
Libraries as a resource to 
better support the library – 

www.friendsofmainelibraries.
org  
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