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POLITICS AND NETWORKING 

A SURVIVAL KIT FOR LIBRARIANS AND LIBRARY SUPPORTERS 
DAY TWO:  DEVELOP AND DELIVER YOUR MESSAGES 

 

Agenda 

 

Today you will: 

Á Discover how your values and ethics influence your political effectiveness 

Á Develop negotiation and conflict resolution skills 

Á Understand the process and impact of political surveys and campaigning 

Á Create convincing messages that will help you to implement your Political Action Plan  

Á Identify the most effective ways to deliver your messages 

Á Understand your relationship with the media and identify formal and informal ways 

to interact with local media 

Á Prepare for media interviews  

Á Be prepared to respond to difficult questions 

 

8:30 Questions from Day One 

 

8:45 Identify the Players ï Part II  

  What Happens When There Are Conflicts? 

  What Would You Do? 

 

  

 Create the Message  

  What Do You Need to Know About Surveys? 

 

 

12:00  Lunch  

 

1:00  Deliver the Message  

    How Can You Deliver Your Message? 

    What is News? 

    How Can You Develop More Effective Relationships with Your Local Media? 

  

 

  

 

   How Can You Become More Politically Effective?  

   CPLA Credit  

 

4:30 Adjourn 

 

Political Action Plan: Identify the Players, Parts D and E 

Political Action Plan: Create the Message, Parts A, B, C, and D 

Political Action Plan: Deliver the Message, Parts A and B 

Political Action Plan: Monitor Progress, Parts A and B 
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WHAT HAPPENS WHEN THERE ARE CONFLICTS? 
 

MOST NEGOTIATIONS REVOLVE AROUND ISSUES IN THESE FOUR 

CATEGORIES:1 

 

Á Facts ï These are the easiest issues to resolve because they can be verified; 

however, methodology may  be an issue. 

 

Á Goals ï Reaching agreement on goals is more difficult because goals reflect 

priorities, which in turn are based on personal observations and experiences. 

 

Á Methods ï Reaching agreement on methods can be harder still. There may be a 

number of ideas about how to implement change, with different costs and 

considerations for each one.  There will also be different probabilities of success, 

much speculation about methods (and remembrances of ones tried and rejected 

before).  Be careful not to get bogged down in endless "what if's" and hypotheticals. 

 

Á Values ï Values form the bases for most peopleôs belief system.  They are so 

personal that they are almost impossible to negotiate.  If the issue is one of value, it 

is important to identify what values are being discusses.  Would more specific 

definitions help?  Are there values you all can agree to? 

 

PRACTICAL TIPS TO REACH COMMON GROUND
 

 

Á Focus on interests, not positions.  

Á Talk about where you want to go, not where you have come from. 

Á Remember that ultimately conflict lies not in objective reality, but in people's heads. 

Á Listen carefully and show people you understand what they are saying.  

Understanding is not agreeing. 

Á Separate people from the problem. 

Á Deal with people as human beings and the problem on its merits. 

Á Identify multiple options for resolving the difference.  There is always more than one 

right answer.  

Á Always use objective criteria to evaluate possible solutions. 

Á Look for shared interests and mutual gain.  Differences aren't always resolved by 

win-lose solutions.  Sometimes both sides end up in a worse situation than they were 

when they started discussing the problem. 

1Diane Mayo and Jeanne Goodrich.  Staffing for Results:  A Guide to Working Smarter.  (Chicago: ALA, 
2002). 

2 Roger Fisher and William Ury.  Getting to Yes: Negotiating Agreement Without Giving In. (New York: 

Penguin Books, 1999). 
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WHAT WOULD YOU DO? 
 

CASE STUDY 1: COMPETITION  
 

For the past two years, the library has been trying to get a budget increase to provide 

programs and materials to day care centers and Head Start programs.  When the members 

of the city council did not approve the budget increase last year, the members of the library 

board and the Friends of the Library worked with the staff to develop an action plan to build 

the needed support.  The trustees and Friends have worked hard to implement the action 

plan and they were very hopeful that this year the library would get the needed budget 

increase.   

 

The budget hearings are less than two months away.  Yesterday the library supporters read 

in the newspaper that the Parks and Recreation Department was planning to request funds 

to provide programs and services to local day care centers and Head Start programs.  They 

are VERY upset.   

 

If you were the library director, what would you do? 

 

 ________________________________________________________________________  

 ________________________________________________________________________  

 ________________________________________________________________________  

 ________________________________________________________________________  

 

 

CASE STUDY 2: PARTNERSHIP PROBLEMS 
 

The library has been in a partnership with the County Extension Service for at least 10 

years.  Every year, staff from the Extension Service present four to six programs at the 

library on a topics of general interest.  Initially, staff from the library and the Extension 

service shared the responsibility for planning, scheduling, and marketing the programs.   

 

However, over the past couple of years things have changed.  The staff from the Extension 

Service now call the library and tell the staff that they have planned a program on a topic 

and would like to present the program on a specified day.  The Extension staff expect the 

library staff to handle all of the logistics (schedule the meeting room, set-up the meeting 

room, provide refreshments, etc.) and market the program.  The speakers never 

acknowledge the libraryôs role in the program during their presentations.  The library staff 

members who work with the County Extension Service are angry and frustrated. 

 

If you were the library director, what would you do? 

 

 ________________________________________________________________________  

 ________________________________________________________________________  

 ________________________________________________________________________  

 ________________________________________________________________________  
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WHAT DO YOU NEED TO KNOW ABOUT SURVEYS? 
 

1. WHY ARE YOU DOING THE SURVEY?  

What do you want to learn? How do you plan to use the data?  When do you plan to 

use the data? 

2. WHOM WILL YOU INTERVIEW?  

How will you determine the sample size?  Is it important that the sample be 

statistically valid?  If so, how will you ensure that the sample is statistically valid? 

3. HOW WILL YOU INTERVIEW?  

Will you do a telephone interview, face-to-face interviews, Web interviews, or mail 

interviews? Who will do the interviewing?  How will you ensure that all people doing 

the interviewing are trained?   

4. WHAT YOU WILL ASK?   

Do your questions provide the answers you identified in question 1?  Are you asking 

value-neutral questions? Are you considering the ease of tabulation when you 

develop your questions?  Are you providing some opportunities to respondents to 

provide open-ended answers? 

5. HOW WILL YOU TEST THE QUESTIONS?  

How will you select the test respondents?  Who will review the responses to the test 

questions?  Who will decide what changes, if any, need to be made in the survey 

instrument? 

6. WHO WILL MANAGE THE INTERVIEW PROCESS?   

Who will coordinate the responses to be sure that the respondents match your 

statistically valid sample? How will you ensure quality control? How will ensure that 

the process stays on schedule? 

7. WHO WILL MANAGE THE DATA? 

Who will validate the data? Who will categorize the responses to the open-ended 

questions?  What software program will you use to analyze the data? Who will enter 

the data into the software program?  Who will analyze the data? 

8. HOW WILL YOU DEVELOP THE FINAL REPORT? 

Who will receive the final report?  What will the final report include?  Who will 

produce the report? How will the report be disseminated?  

Adapted from:  The Survey System: http://www.surveysystem.com/sdesign.htm 

 

OTHER EXCELLENT ONLINE RESOURCES: 
 

The Creation and Implementation of Educational Surveys 

 http://oea.uchc.edu/OEAwebpage/tips_goodsurveys.htm 

Questionnaire Design and Surveys Sampling 

 http://home.ubalt.edu/ntsbarsh/Business-stat/stat-data/Surveys.htm 

 Library Surveys and Questionnaires on the Internet 

 http://web.syr.edu/~jryan/infopro/survey.html 

How to Write a Good Survey 

 http://www.accesscable.net/~infopoll/tips.htm 

http://www.surveysystem.com/sdesign.htm
http://oea.uchc.edu/OEAwebpage/tips_goodsurveys.htm
http://home.ubalt.edu/ntsbarsh/Business-stat/stat-data/Surveys.htm
http://web.syr.edu/~jryan/infopro/survey.html
http://www.accesscable.net/~infopoll/tips.htm
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HOW CAN YOU DELIVER YOUR MESSAGES 
 

 BENEFITS DRAWBACKS 

Personal Visit   

Personal Telephone Call   

Telephone Tree   

Email   

Presentations to Community 
Organizations 

  

News Release or Media Advisory   

Non-Library Publications   

Library Publications   
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Op-eds and Letters-to-the-
Editor 

  

Public Service Announcements 
(PSAs) 

  

Radio and Television Talk Shows   

Special Events and Promotions   

The Web and Internet   

Blogs   

Wikis   

Podcasts   

Lobbyists   
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IS IT NEWS? 
 
Á New innovative services and programs 

Example:  _____________________________________________________________  

 _____________________________________________________________________  

Á Fundraising campaigns or success stories 

Example:  _____________________________________________________________  

 _____________________________________________________________________  

Á Human interest stories 

Example:  _____________________________________________________________  

 _____________________________________________________________________  

Á Significant new partnerships 

Example:  _____________________________________________________________  

 _____________________________________________________________________  

Á New planning documents or studies 

Example:  _____________________________________________________________  

 _____________________________________________________________________  

Á Operational changes 

Example:  _____________________________________________________________  

 _____________________________________________________________________  

Á Information about volunteers, staff, or board members 

Example:  _____________________________________________________________  

 _____________________________________________________________________  

Á Other:  _________________________________________________________  

Example:  _____________________________________________________________  

 _____________________________________________________________________  

Á Other:  _________________________________________________________  

Example:  _____________________________________________________________  

 _____________________________________________________________________  

Á Other:  _________________________________________________________  

Example:  _____________________________________________________________  

 _____________________________________________________________________  

 

For more information see The  Working with the Media Nonprofit Toolkit  from the Colorado 

Nonprofit Association [http://www.coloradononprofits.org/media%20toolkit.pdf]. 
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HOW CAN YOU DEVELOP EFFECTIVE 

RELATIONSHIPS WITH YOUR LOCAL MEDIA? 
 

MEDIA OUTLET _________________________________________________  

 
WHAT IS YOUR RELATIONSHIP WITH THE OUTLET? 
 

_____ We have an excellent working relationship with this outlet.  

   How do you know? 

  ______________________________________________________________  

  ______________________________________________________________  

   What could you do to ensure that you maintain this relationship? 

  ______________________________________________________________  

  ______________________________________________________________  

_____ We have a good working relationship with the outlet. 

   How do you know? 

  ______________________________________________________________  

  ______________________________________________________________  

 

   What could you do to improve this relationship? 

  ______________________________________________________________  

  ______________________________________________________________  

_____ We have a very poor working relationship with this outlet. 

   How do you know? 

  ______________________________________________________________  

  ______________________________________________________________  

   What could you do to improve this relationship? 

  ______________________________________________________________  

  ______________________________________________________________  

 _____ We donôt have a relationship with the outlet. 

   How do you know? 

  ______________________________________________________________  

  ______________________________________________________________  

   What could you do to build this relationship? 

  ______________________________________________________________  

  ______________________________________________________________  

Working with the Media: Nonprofit Toolkit 
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MEDIA OUTLET _________________________________________________  

 
WHAT IS YOUR RELATIONSHIP WITH THE OUTLET? 
 

_____ We have an excellent working relationship with this outlet.  

   How do you know? 

  ______________________________________________________________  

  ______________________________________________________________  

   What could you do to ensure that you maintain this relationship? 

  ______________________________________________________________  

  ______________________________________________________________  

_____ We have a good working relationship with the outlet. 

   How do you know? 

  ______________________________________________________________  

  ______________________________________________________________  

 

   What could you do to improve this relationship? 

  ______________________________________________________________  

  ______________________________________________________________  

_____ We have a very poor working relationship with this outlet. 

   How do you know? 

  ______________________________________________________________  

  ______________________________________________________________  

   What could you do to improve this relationship? 

  ______________________________________________________________  

  ______________________________________________________________  

 _____ We donôt have a relationship with the outlet. 

   How do you know? 

  ______________________________________________________________  

  ______________________________________________________________  

   What could you do to build this relationship? 

  ______________________________________________________________  

  ______________________________________________________________  
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HOW CAN YOU HANDLE HARD QUESTIONS? 
 

 
Anticipate difficult questions and develop answers ahead of time.  If you know youôll be 

facing hostile questioning, role-play beforehand with a colleague. Answer the worst 

questions you can imagine.  Also practice some easy ones so you wonôt be caught off guard.  

 

Listen. Really listen. Donôt judge. Try to identify and address the real concern, fear or issue 

being expressed.  

 

Acknowledge. Pause to show youôve given the question serious consideration.  Frame your 

answer with a positive. For example, ñYou evidently have strong feelings about this, òor ñI 

respect your views, but let me give you another perspective, òor ñWe share your concern for 

children, but our approach is ....ò  

 

 Donôt repeat negative or inflammatory words. If asked, ñWhy do librarians let children look 

at smut?  òDonôt repeat the word ñsmutò in your answer.  

 

Rephrase the question in a more positive way. Strip away the loaded words. For example: 

Q. Wonôt the Internet put the library out of business? A. I think what youôre really asking is: 

ñWill people still need libraries? The answer is, of course, weôll need them more than ever...ò  

 

Keep your answers brief. Donôt volunteer more information than is asked.  

 

Be truthful Speak from your own experience. ñIn our library, we have not...òOr ñMy 

experience is...òIf you are asked a question you canôt answer or are surprised with an 

unfavorable statistic or claim, simply say ñI hadnôt heard that. What I do know is...ò(bridge 

to positive statement).  

 

Donôt assume anything you say is ñoff the record. ò It can and may be used.  

 

Never say ñNo comment.ò Maintain an open, positive attitude. If you are waiting for 

direction from your board or need time to study the issue, say so.  

 

Feel free to say, ñIôd like to finish answering your last questionò if you are interrupted. 

  

Correct any factual misstatements you feel are critical to the discussion.  

 

Remember itôs not just what you say, but how you say it. Keep your voice and body 

language calm and open (no crossed arms, tapping feet). It may be appropriate to sound 

indignant or concerned. You do not want to appear defensive or out of control.  A smile at 

the right moment can be disarming.  

 

 
http://www.ala.org/ala/issues/2008lah.pdf 
 
 

http://today.uci.edu/resources/diff_situations.asp  University of California Irvine 

 
 

 
  

http://today.uci.edu/resources/diff_situations.asp
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HOW CAN YOU BECOME MORE POLITICALLY 

EFFECTIVE? 
 

UNDERSTAND YOUR GOVERNMENTAL STRUCTURE 

Á Become familiar with the structure and reporting relationships of local government. 

Á Become familiar with the procedures, policies, laws and regulations of local government 

and other applicable jurisdictions. 

Á Learn the unwritten rules of the organization by observing others. When possible, obtain 

advice from your effective colleagues in other city departments who have had more 

experience and might be willing to share their expertise. 

Á Recognize that each local government has its own ñcultureò and that it must be 

understood and respected if one is to be effective.  

Á Attend Council meetings, community events, etc. whenever and wherever appropriate. 

Resist the urge to share how your previous city or library was superior or accomplished 

tasks in a more efficient and effective manner. 

 
CREATE POSITIVE PERCEPTION OF THE LIBRARY BY ELECTED AND APPOINTED OFFICIALS 

Á Invite local elected and appointed officials to participate in various library activities. 

Á Provide elected and appointed officials with timely, relevant and accurate reports. 

Á Respond to requests for information in a factual and timely manner. 

Á Serve on or chair local government committees to accomplish interdepartmental 

objectives. 

Á Demonstrate through words and actions that the library is a vital part of the community. 

Á Thank elected and appointed officials for their support of library activities. When 

appropriate, do so in a public setting. 

Á Participate in community organizations and encourage library staff to do the same. 

 

BEHAVE ETHICALLY 

Á Insure that library policies and practices reflect professional values and ethics. 

Á Understand that compromise is an essential part of the political process. 

Á Recognize that there might come a time when you will need to act with courage if you 

are to remain true to yourself and/or to the organization you lead. Be prepared to be 

brave. 

 

COMMUNICATE 

Á Recognize the importance of keeping elected and appointed officials (especially those to 

whom one reports) informed on key issues and sensitive manners.  

Á Balance honesty and confidentiality in a manner that reflects your personal integrity and 

a respect for others. 

Á Prepare reports and publications which are clear, concise and responsive to the 

information needs of the intended audience. 

Á Create an organizational culture which values diverse opinions and encourages their 

constructive expression. 

Á Communicate the libraryôs accomplishments. 

Á Implement a publications program which describes library services and promotes their 

use. 
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PLAN 

Á Recognize that planning is an essential management function and one that should be an 

integral part of library operations. 

Á Develop strategic or long-range plans which are realistic and responsive to community 

needs. 

Á Involve elected and appointed officials, if possible and appropriate, in the development 

of strategic or long-range plans. 

Á Involve community representatives in the development of strategic or long-range plans. 

Á Secure approval or endorsement of strategic or long-range plans from the appropriate 

governing body. 

Á Implement the plan, but be prepared to respond to opportunities as they arise. 

Á Monitor, evaluate and communicate progress on the goals and objectives contained in 

the plan. 

Á Participate, in a constructive and collegial manner, in city-wide planning efforts. When 

appropriate, coordinate library planning efforts with those of local government. 

 

MANAGE THE LIBRARY FINANCES RESPONSIBLY 

Á Develop realistic budget requests which reflect the true cost of providing current, new 

and or expanded services. Prioritize requests and provide rationale to support 

recommendations. 

Á Allocate financial resources in a manner consistent with library goals and objectives 

which are based on community needs. 

Á Expend allocated funds in accordance with relevant local procedures and policies, but 

recommend changes whenever those policies are a barrier to effective management. 

Á Obtain funds from other sources (grants, partnerships, gifts, etc.) to support or expand 

library service programs.  Achieve consensus on the appropriate use for non-

governmental funds. 

Á Recognize that local government never has enough money to fund all the services 

desired by community residents, but be a persuasive advocate for the resources the 

library needs to deliver the most needed and wanted services. Do not whine. 

 

PROVIDE EFFECTIVE SERVICES AND PROGRAMS 

Á Develop services which strive to provide customers of all ages with the materials and 

services they need to meet their needs. 

Á Recognize that every service program has a life cycle, and that eliminating some 

programs may be necessary for others to thrive. If programs appear to be targeted for 

elimination solely because they are associated with the previous administration, assess 

whether defending the program is in the best interests of the community. 

Á Seek opportunities to develop new service programs (or expand existing ones) which 

respond to community needs which have been identified as a high priority area by 

elected and appointed officials. 

Á Participate in joint ventures or partnerships when such methods are an effective means 

to accomplish the libraryôs goals and objectives. 

 

 
June Garcia, Sue Sutherland. Public Library Administrators in the Political Arena  (Gütersloh, Germany: 
Bertelsmann Foundation Publishers, 1999) 
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CPLA CREDIT 
 

If you are taking this course for CPLA credit you must complete a post-test and two 

assignments, which are described below.  Both the post-test and the assignments must 

be completed by June 15, 2008 unless you receive permission from the instructors 

to complete them at a later date. 

 

Log-in: 

The post-test and assignments are available at http://e-learnlibraries.mrooms.net. To 

access the post test and assignments follow these instructions: 

1. Go to http://e-learnlibraries.mrooms.net/ 

2. Create a new Moodle account.  Click on the "Create a new account" link in the Login 

box on the upper right side of the page and fill in the blanks. (If you already have an 

E-Learn Libraries Moodle account, you can start with number 4 below.)  

3. When you have created your Moodle account, you will be directed to open your email 

account to confirm your registration.  You will find a message from me with a link to 

click.  When you click that link you will be sent to a page with a list of the E-Learn 

Libraries courses.  Occasionally, the Moodle confirmation message gets hung up in a 

libraryôs spam filter. If you donôt receive the confirmation email within 30 minutes, 

email Sandra Nelson (sandra-nelson@comcast.net) and she will manually confirm 

your account within 24 hours. She will email you when your account has been 

confirmed.  

4. Scroll down the page to the "CPLA" category. 

5. Click on ñPolitics and Networking Post-Test and Assignments.ò 

6. You will then be asked for an "enrollment key," a one-time password you will need to 

enter the test site.  The enrollment key is cpla-pol. 

7. Once you enter the enrollment key, the course will open and you will see a link to 

the post-test and the two assignments. 

8. To access the site after your first visit, you will just need to log-in using your Moodle 

user name and password and click on the course title.  You should not need the 

enrollment key again. 

Post-Test: 

 CPLA candidates are required to complete an online post-test. Successful CPLA 

candidates will be expected to answer at least 80% of the questions on the post-test 

correctly.  You may take the test 5 times.   

Post-Workshop Assignments: 

 Assignment 1   

Describe the current political environment in your community and assess the 

political strength of the library (700-1,000 words).  

 

Your assessment is due within 30 days of the time you completed the CPLA 

course unless you make special arrangements with Sandra Nelson or June 

Garcia, the instructors.  Sandra and June will be available via email to answer 

questions, as needed (sandra-nelson@comcast.com; june@junegarcia.com). 

 

http://e-learnlibraries.mrooms.net/
http://e-learnlibraries.mrooms.net/
mailto:sandra-nelson%40comcast.com
mailto:june@junegarcia.com
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When you have completed the assignment, upload the file to this site.  Sandra 

and June will be notified automatically that the file is available for review and 

you will receive an email with a link to their comments and your grade for the 

assignment within a week.  

  

 Assignment 2:  

  Use the Political Action Plan template to develop an action plan to address an issue 

facing your library. You can download a copy of the Political Action Plan template 

here. Save the file to your computer before you begin to complete it.  Your answers 

will NOT be saved on the e-learning@pla website. 

The action plan will be due within 30 days of the time you completed the the CPLA 

course unless you make special arrangements with June Garcia and Sandra Nelson, 

the instructors. June and Sandra will be available via email to answer questions, as 
needed (jgarcia@dubberlygarcia.com; sandra-nelson@comcast.net).  

When you have completed the assignment, upload the file to this site.  Sandra and 

June will be notified automatically that the file is available for review and you will 

receive an email with a link to their comments and your grade for the assignment 
within a week.  

Other CPLA Information 

For more information about the CPLA program, go to the ALA-APA Certification site 

(http://www.ala-apa.org/certification/cplaapplication.html.) 

 

http://e-learnlibraries.mrooms.net/file.php/48/political_action_plan.doc
mailto:jgarcia@dubberlygarcia.com
mailto:sandra-nelson@comcast.net
http://www.ala-apa.org/certification/cplaapplication.html

