SAMPLE 1

TERMS OF REFERENCE FORTHEAD HOC PLANNING COMMITTEE

TRILLIUM PUBLICLIBRARY BOARD
BY-LAW

TERMSOFREFERENCEFORTHE

PLANNINGCOMMITTEE
(Ad hoc)

Thisad hocplanning committeewasestablished by motion 93-12 of thelibrary board at itsmeeting on August 24,
1993. The formation of this committee isin direct response to arequest for a needs assessment of the Trillium
community. Section 20 of thePublicLibrariesAct, R.S.0. 1990, chapter P. 44 specifically identifiesthe need for
the library board to be responsive to community needs and we wish to ensure that our library service reflectsthe
community’ s unique needs.

Purpose

The purpose of the Planning Committeeisto facilitate a community needs assessment study within the next two
years. A needsassessment will providethebasisfor long-term planning and budgeting. Theinformation obtained
from aneeds assessment can providethecritical basisfor upcoming decisionswhich need to bemadeabout library
servicesintheTown of Trillium.

Resources
The committee hasthe support of the entire Library Board and the staff of the Trillium Public Library. The CEO,

amember of thecommittee, will act astheproject manager ensuring that the necessary dataiscollected and analy zed.
Up to twenty per cent of her time can be spent on the work of the committee.

Membership

The membership shall consist of two board representatives, one appointed as chairperson of the committee, two
staff representatives, including the chief executive officer, and at | east two membersfrom the community-at-large.

Specific duties and reporting schedule

1 Draft termsof referencefor the community needs assessment study for review by the board at itsregular
meetingonNovember 26, 1993.

2 Prepare an outline of the process to be used for the study (December 1993).

3 Arrange for acommunity needs assessment to be done (January to March 1994).
4, Draft surveys as needed (January to March 1994).

5 Final report to be prepared by June 1994.

Approved93-40



SAMPLE 2
SURVEY INFORMATION
Sample size *

Y ouhavetodecidethedegreeof confidenceyouwishtohaveintheresults; thisinturn
dependsontheover-all sizeof thegroupyouaresampling.

Diagram Sixindi catestheminimums zeof sampleneededtorepresent theover-all group
toadegreeof confidenceof 1 percent, 5percent and 10 percent respectively. Thistable
alsoassumestheanswersgivenby thesampleareaccuratewithin5 percent.

Theissueof samplingisfurther discussedin Appendix A.

(Editor’s note: Appendix A of Assessing Your Community for Library Planning is
reprinted in this Sourcebook. It can be found two pages over.)

Definitionsfor Diagram6:

Population: number of peopleoverall forwhomdata
isneeded.

Confidence level: number of responses needed to
ensure that the data received representsthe overall
population accurately towithin 1%, 5%, 10% prob-
ability.

Variationin sampler esults: theassumptionismade
that theresultswill beaccuratewithin5 percent.

* The information on this page and the next is taken from pages 20 - 21 of Assess-
ing Your Community for Library Planning. Published by the Ministry of Culture
and Communications, 1987.



SAMPLE 2

SURVEY INFORMATION (CONTINUED)

Diagram 6
Calculation of minimum required sample size
Populationsize Confidencelevel
1% 5%
10 10 10
25 25 24
50 50 a4
100 99 80
200 196 133
300 291 171
400 385 200
500 476 222
600 566 240
700 654 255
800 741 267
900 826 277
1,000 909 286
2,000 1,667 333
3,000 2,308 353
4,000 2,857 364
5,000 3,333 370
6,000 3,750 375
7,000 4,118 378
8,000 4,444 381
9,000 4,737 383
10,000 5,000 384
20,000 6,667 384
30,000 7,500 384
40,000 8,000 384
50,000 8,333 384
60,000 8,571 384
70,000 8,750 384
80,000 8,888 384
90,000 9,000 384
100,000 9,091 384
200,000 9,524 384
300,000 9,604 384
400,000 9,604 384
500,000 9,604 384

10%

20
33
50
67
75
80
83
86
88
89
90
91
91
96
96
96
96
96
96
96
96
96
96
96
96
96
96
96
96
96
96
96
96
96




SAMPLE 2

SURVEY INFORMATION (CONTINUED)
APPENDIX A: SURVEY/QUESTIONNAIRES*

When planningasurvey/questionnaire, itisimportant that you chooseasamplethatis
themost appropriatesizeandtype. If your sampleistoosmall, thenyour resultscanbe
attacked onthegroundsthat they arenot sufficiently representativeof thepopul ation.
Thiswill beevenmoresoif therangeof answerstoaquestionisbroad. 1f, ontheother
hand, your samplesizeistoolarge, thenyou havespent timeand money needlessly on
collectingdatathat youdonot require. Further, if your sampleconsi stsof agroup of
peoplewhosecharacteristicsaresignificantly different fromthoseof thepopul ationat
large, then, again, you can beaccused of producing non-representativestatistics.

If possible, makesurethat personswhofall under thespecia servicescategoriescanfill
outthesurvey. If not, ensurethat their needsareassessed throughinterviews, focus
groupsand publicmeetings.

SAMPLERESULTS

Oneof thefirst thingsyou needto determineishow widearangeof variationyou can
tolerateinyour sampleresults. Canyoulivewitharesult that tellsyouwhat youwant
toknow withinplusor minus 10 percent? Or doyou need tobemorespecific, andbe
certainthat theinformationiscorrect withinaplusor minus5 percentinterval ? Y our
needsmight bevery demanding, requiringresultsaccuratewithinaplusor minus1
percentinterval. For most purposes, aplusor minus5percentinterval istheacceptable
norm.

Example

If youask fiveindividual saquestion, theaverageof theanswersyougetwill be
lesscertainof representing theviewsof any oneindividual thanif youask 20
individual sthesamequestionsand cal cul atetheaverage. Thatis, theinfluence
of theanswer of oneindividual will bemuchgreaterinasampleof fivethanit
will beinasampleof 20.

REPRESENTATIVENESSOF THE GENERAL POPULATION

Y ou need to decide the degree to which the results of the survey represent the
community. Do you need to be 100 percent certain? If so, you haveto interview
everybody, whichwould beaformidabletask inacommunity of 50,000. Canyouget
by being only 95 percent certainthat thesamplerepresentsthegeneral population?|s
90 percent confidencetol erable? For most purposes, 95 percentisanacceptablenorm.

* The information on this page and the next two istaken from pages 27 - 28 of Assess-
ing Your Community for Library Planning. Published by the Ministry of Culture and
Communications, 1987.



SAMPLE 2

SURVEY INFORMATION (CONTINUED)

Example

If you ask 10 individualsin apopulation of 1,000 what they think, their
averagedanswerswill befar lessrepresentativeof thetotal popul ationthan
if youtook theaveraged answersfrom 100individuals.

Onceyou havethought out thesefactors, itispossibletocal culatethesamplesizeyou
requireusingare atively complex mathematical formula. Diagram Sixinthemanual
indicatesthesamplesizerequiredfor differentlevel sof confidenceinthesampledata,
for a95 percent representativenessof thecommunity.

Notethat asthe popul ation sizeincreases, therequired samplesizedecreasesasa
proportionof thepopulation. Thiseffectallowsyoutobestatistically representative
andaccuratefor largepopul ationswithrel atively small samplesizes. Forexample, a
sample size of about 400 permits accuracy to within plus or minus 5 percent,
representing theparent popul ation 95 percent of thetime, for very largepopul ation
Szes

QUALITY OFTHESAMPLE

Itisnousechoosingasampl ethat appearstogiveyou sufficient narrownessintherange
of results, and sufficient quantitativerepresentativenessof thegeneral population,ifin
factthekind of peopleyouaresamplingarenot thesamekind of peopleasthegenera
population. Y ouneedtochooseyour samplesothatitisrandom. If youdo, itisvery
likely that your samplewill havethecharacteristicsof thegenera population. Y ou
shoulda sobuildinquestionsthat enableyouto check whether or not you havebeen
successful.

Example

If your survey isansweredlargely by teenagers, itisnot likely torepresent the
viewsof apopul ationwhosecompositionhasamuch smaller percentageof
teenagersthanexistsinthesample. Thefactorsyoushouldwatchforwill very
much depend onthekindsof questionsyou areasking, and theimpact that
decisonsmadeasaresult of thesurvey will haveonthepopulation. Themost
common factors to watch out for are: age, sex, education level, home
ownershipversustenancy, marita or equivaentlivingstatus, childrenlivingat
home(andtheir ages).




SAMPLE 2

SURVEY INFORMATION (CONTINUED)

WATCHOUT FORBIAS!

“Bias’ occurswhenthesampleyou select doesnot truly represent thecharacteristicsof
thepeopleyouaresurveying. Thiscanserioudy distort theresultsof your survey, and
thereforethepl anning-rel ated conclusionsyoudraw fromthedata.

Belowweindicatethemajor typesof bias, andwhat you shouldbewatchingfortoavoid
gettingintothese“traps’.

Non-responsebias

Non-response bias occurswhen the people who choose to answer your survey are
differentfromthegenera population. Forexample, if youweredoingamail question-
naire, only avidlibrary usersmight takethetroubletorespond. Thiswouldgiveyoua
non-response biasbecause you would have no information about thenon-users. A
better approach might beto do atel ephonesurvey, wheremost peoplecalled, library
usersor not, will giveyouanswers.

Selection bias

Thisisanother typeof biasthat may beencountered asaresult of how you select people
torespondtoyour survey. Intheexampleabove, only househol dswithtel ephoneswere
eligibletorespondtothesurvey. If therewere many househol dsinthecommunity
without tel ephones, then clearly thesurvey woul d not berepresentative(it probably
would not contai ninformation about lower-incomegroupsinthecommunity). The
classicexampleof thistypeof biasistheyoungmandoing“ manonthestregtinterviews’,
whosurveysonly pretty younggirls. Y oumust designyour survey tominimizesalection
bias.

Response bias

Thisoccurswhentherespondent’ sanswer andthe* true” answersarenotthesame. For
example, threatening or uncomfortablequestions(e.g., about therespondents sincome
or age) canproduceresponsebias. Also, if thequestionsareunclear or ambiguous, this
typeof biascanresult. For example, thequestion“What isthelength of your residence
inCanada?’, canproduceanswerslike” 25feet” whenreally what youwant toknow
ishow longthepersonhasbeenlivinginCanada. Tominimizeresponsebias, makesure
that you pretest thequestionnairethoroughly.



SAMPLE 3

MISSIONSTATEMENT

Trillium PublicLibrary

Mission Satement

Themissionof theTrilliumPublicLibraryistoprovideindividual learnerswithaccess
totheresourcesof informationor experienceswhichthey findrelevant tothechanges,
choicesanddecisionsof theirlives.

Webdlievethat our library must meet thecultural, informational, educational, and
recreational needsof our community. Weattempt todothisby providing accessto
anorganized collectionincorporating both printand non-print materials.

Weattempt toprovideaccessto currentinformationaswell astheideas, thoughts, and
opinionsof thepast. Thelibrary isaplacefor lifelonglearning.

Weal sorecognizetheneedto co-operatewith other librariesin networks, now and
inthefuture, to shareresourcesto providethebest possibleserviceto our patrons.

Wead sointendtocarry onanactiverol einmakingthecommunity awareof resources,
andtheservicewehavetooffer.



SAMPLE 4

ROLE SELECTIONPROCESS

Service Roles*

In preparing this long-range plan the Library Board discussed the eight
possiblelibrary servicerolesoutlined in Planning and Role Setting for Public
Libraries. Theseconceptual servicerolesweredevel opedtoassistinplanningand
priority setting. They arenot definitionsof thisor any publiclibrary’ sactual service
programme. A brief summary of therolesisprovidedinFigure1l. A moreextensive
description of each of theservicerolesiscontainedin Appendix C.

(Editor’ snote: Figure1 and A ppendix C of theNewcastlereport have not beenincluded sincethe
information in Figure 1 can also be found on page 13 of this Sourcebook.)

Membersof theBoard discussed each of theeight rolesand used thepoint
all ocationtechniqueoutlinedintheplanningguideto select and prioritizeappropriate
rolesfortheNewcastlePublicLibrary. Throughoutthisprocess, theBoardwasaware
that it wasabsol utel y necessary to sel ect someareasfor devel opment andidentify
someareasfor non-development.

Notevenalarge, well-fundedlibrary systemcanaccomplishal eightroleswith
any degreeof excellence. Theseriousresourceinadequaci esof theNewcastleLibrary
outlinedintheprevioussectionmakeitimperativethat theLibrary tightly focusthose
resoucesithas. Highquality serviceinany areaat a | requiresidentifyingthoseaspects
of servicewhicharetoreceivepriority.

TheLibrary Boardchosefour roleswhichwill receivepriority fortheLibrary’s
effortanditsresourceallocation over thenext fiveyears. Theseroles, inorder of
priority,are:

o0 Community InformationCentre
o PopularMateriasLibrary
0 ReferenceLibrary

0 IndependentLife-LongLearning Centre.

* Theinformationin Sample 4 istaken from pages8to 15 and 17 of Building the Network:
A Plan for the Newcastle Public Library, 1992 - 1996. Town of Bowmanville: Town of
NewcastlePublicLibrary Board, 1992.



SAMPLE 4

ROLE SELECTION PROCESS (CONTINUED)

Twoadditional roleshavebeen sel ected aslesser priority roles. Thesewill be
mai ntai ned but strengthened only asopportunitiesandresourcesal low over thenextfive
years. Theseroles, inorder of importance, are:

0 Preschooler’ sDoortolLearning
0 Formal Education Support Centre.

Finally, two possible roles have been rejected as inappropriate for the
NewcastleLibrary duringthisfive-year phaseinitsdevelopment. Currently all ocated
resourceswill bere-directed wherepossibleand no new initiativesor new resource
allocationswill bemade. Theserolesare:

o Community Activity Centre

0 ResearchCentre.

Exposition of the Mission and Role Choices

Citizensincreasingly recognizethat they requireinformationto copesuccess-
fullywiththedaily decisonsof boththeirwork andpersond lives. TheLibrary facilitates
effectivecontact betweenitsusersandresourcesof expression, experience, inspiration
andknowledgewhichmeettheirindividua requirements.

Newcastle' s*Network’ Library will beorganized, bothinternally andthrough
itsrelationshi pswithother ingtitutionsbothinsi deand external tothe Town, totakefull
advantageof avail ableresources, minimizeduplicationof effortwithinthemunicipality
and maximize access to abroad range of information resources beyond its own
collections. Inpursuingitssel ectedrolestheNewcastleLibrary will look for thosekey
opportunitieswhererolesoverlapandwheremodest investment in serviceimprove-
ment can providethegreatest possiblereturnsfor library users.

Thechoiceof Community I nfor mation Centr easthefirst priority rolemay
seemsurprising at first. TheBoardisvery much aware, however, of the extent of
popul ationchangewhi chisexpectedfor themunicipality inthenext fivetotenyears.
Thenumber of residentswill increaserapidly and thenewcomer residentswill havea
primarily urban orientation. Traditional methodsof accessinginformationabout the
community will not beadequateaschangeaccel erates. Askinganeighbour for advice
on nursery school optionsfor your children simply doesn’t work well when your
neighbours moved in just weeks beforeyou. The Newcastle Library can makea
valuableand positivecontributiontothe Town’ sdevel opment by acting asabroker or
clearing-housefor informationabout thepeopl e, clubs, agencies, eventsandresources
that makeupthecommunity of communitiesthatisthe Town of Newcastle.



SAMPLE 4

ROLE SELECTION PROCESS (CONTINUED)

TheNewcastlePublicLibrary will work asthehub of aninformationaccess
network for residentsof themunicipality. Asacommunity information centrethe
Librarywill organizeor createsomeinformationfilesin-house. Inaddition, theLibrary
expectsthat other nodesof theinformation network (organi zationsand agencies) will
asobeinformationcreators. The Library will strivetoputitsinformationdistribution
and delivery strengthsintofull servicefor themunicipality initsroleof broker or
network hub, makingall publicinformationeasily accessiblebothtothepublicatlarge
andtoall of thenodesinthenetwork.

Theroleof Popular MaterialsLibrary commitstheNewcastleLibrary to
providingthecollectionresourceswhichitscard-holderswishtouse. Thismeansan
up-to-datehigh-turnover collection, selectedfor current userather thanalong-term
book preservationwarehouse. Popular materia sincludeboththefictionbest-sellers
whichmost woul d expect and the persistent non-fiction* hot topics' suchasresume
preparationmanual sand homeimprovement guides.

TheNewcastleLibrary hasbeend owly growingover thepast few yearsinto
aLibrary whichprovidesbasi creferenceservice. Selectionof theroleof Refer ence
L ibrary meansthat theBoard haschosento continuethisprocess. TheLibrary will
continuetol ook for appropriatewaystoincreaseitscapabilitiesinprovidingtimely,
accurateanduseful informationtoresidents.

Selectionof theroleof | ndependent Life-L ongL ear ning Centr ereflects
theexpectionthat persona knowledgedevel opment will continuetogrow inimpor-
tanceinthelivesof many Newcastlecitizens. Insomecircumstances, learnerswill
choosetoundertakeaformal courseof instruction. Inother circumstances, learners
will choosetocreatetheir own’ course’ withtheLibrary’ sassi stanceand accept that
theonly examinationnecessary iswhether they cansuccessfully apply new knowledge
intheway they wishtodosoineither their work or personal lives.

A major aspect of theL ibrary’ sinterpretation of thisserviceroleistofoster
thebasi ¢, essentia tool for life-longlearning-- literacy. Givenitsresourcecongtraints,
theLibrary will direct effortstoward support of literacy activitieswithinthefamily
setting. Forthisplanningcycle, theLibrary will target both preschool and ol der children
but not adults. TheL ibrary isawarethat asignificant contributiontothefuturesocial
andeconomicwell-beingof themunicipaity canbemadethrougheffortstoensurethat
every child canread and every child experiencestheempowerment of reading.



SAMPLE 4

ROLE SELECTION PROCESS (CONTINUED)

Tworolesnot sel ectedfor devel opmentinthisplanning period requiresome
comment. The Preschoolers Door to L ear ning roleis ademanding one which
focuses service on parentsand on outreach to other agencies serving preschool ers.
WhiletheNewcastleL ibrary cannot undertakesuchanarrowly specializedroleat this
time, itfully expectstoservetheneedsof preschool ersdirectly throughthefour rolesthat
havebeen sdlectedfor devel opment. Inmany ways, thereading readinessandreading
enjoyment aspectsof thisrolehavebeen subsumedintotheLibrary’ sinterpretation of
thelndependent Life-Long L earning Centrerole. Aslibrary users, preschoolersare
smply our youngestindependent |earners.

Theroleof Formal Education Support Centrewill also not be pursued.
Resourcematerial supportfor curriculum needsistheresponsi bility of thetwo school
boardsthrough school libraries or of academic librariesin the case of college and
university courses. Thevery limitedresourcesof theNewcastleLibrary for thisfive-year
planwill bedirectedtoroleswheretheLibrary hassoleresponsibility for meetinguser
needs. Theonly exceptiontonotinvestingLibrary resourcesinthisrolewouldbeinareas
wheretheNewcastleL ibrary canassi stinbroadeningtheimplementation by either or
both school boards of the principlesoutlined in Partnersin Action: TheLibrary
Resource Centre in the School Curriculum.

1 Ontario. Ministry of Education. Partnersin Action: The Library Resource Centrein the
School Curriculum. (Toronto: Ontario Ministry of Education, 1982).
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ROLE SELECTION PROCESS (CONTINUED)

Tablel
ROLEPRIORITIESFORNEWCASTLE' S‘'NETWORK’ LIBRARY
Library Man Area Community
System Branch Branch Access
Network Branch
Community ActivitiesCentre X X X X
Community InformationCentre 33 33 3 X
Formal Education Support Centre X X X X
Independent Life-Long 3 33 3 3
LearningCentre
Popular MateriasLibrary 33 3 33 33
Preschoolers Door toL earning X X X X
ReferenceLibrary 3 33 3 3
Research Centre X X X X

33 = PrimaryPriority - toreceivemost of theorganization’ seffort

3 = Secondary Priority - toreceiveonly amodest shareof the
organization’ sdevelopment effort

X = Non-priority -tobemaintained, if possible, withoutinvesting

additional resources; nonewinitiatives

X = Noactivity - nonewinitiatives; current effortsto bephased out



