
 

GLOUCESTER LYCEUM AND SAWYER FREE LIBRARY 
PUBLIC PROGRAM POLICY 

 
Public Programs 

The Gloucester Lyceum and Sawyer Free Library’s mission is to cultivate connections across our 
community, power imaginations, inspire learning and provide a free, welcoming space for all. 
One of our main activities in achieving that purpose is hosting and participating in public 
programs. 
 
A public program is a free activity or an event in a virtual or in-person group setting, developed 
to meet the educational, social, recreational, cultural or informational needs of an audience 
that chooses to attend. Public programs may be a single event, a short series or recurring. 
 
Public programs may be, but are not limited to: lectures, forums, visual and performing art, 
interactive classes and workshops, fairs, discussion groups, technology programs, story times, 
hands-on afterschool activities, class visits, exhibits, and presentations. 
 
The Public Program Policy does not apply to: 

• Events that are developed for special purposes such as donor recognition, fund-raising 
or media conference 

• Events offered by other organizations on library premises where space is rented under 
the terms and conditions of the Community Room Rental Policy 

 
Goals, Objectives and Outcomes of Library Public Programs 
The goals and objectives for public programs are outlined in the library’s annual action plan and 
its public service plans.   
 
Outcomes focus on the change that people experience in their knowledge, skills, attitude, 
behavior or condition as a result of a public program. Public programs aim to: 

• Foster social interaction, cohesion, and civic engagement 

• Celebrate diverse cultures, languages and perspectives 

• Promote contemporary local culture and a shared sense of community identity 

• Encourage and inspire creativity and the active pursuit of optimal well-being 

• Promote interest in information literacy and research skills 

• Develop knowledge and skills that improve economic opportunity and educational 

attainment 

• Improve early literacy and socio-emotional skills in young children 

• Increase student reading motivation and reading comprehension  

• Support student success through skill-building in critical thinking, collaboration and 

communication   

By focusing on these outcomes, public programs directly contribute to building a healthier, 



 

more connected, and economically vital community. 
 
Responsibility for Library Public Programs 
Final authority for the determination of the policies in this document are vested in the 
Corporation.  They have delegated the responsibility of implementing this policy to the Library 
Director. Program decisions are the responsibility of the Library Director. The Library Director 
shall delegate on-going tasks for program planning and coordination to Sawyer Free Library 
staff as appropriate. The Library Director has the final authority regarding program selection. 
 
Library Public Program Planning Process 
Library staff are guided by this policy and utilize professional skills, experience, and expertise in 
the application of the following Criteria for planning programs. No single criterion can be 
applied to all programs, and various criteria carry different weights in different circumstances.  

Criteria for Library Public Program Selection 
When making decisions regarding program format, content and presenters, Library staff 
consider a variety of factors, including but not limited to: 

● Relevance to the Library’s mission, strategic plan, action plan, and public service plans 
● Potential to promote and encourage use of the Library’s collections and resources 
● Community demand, needs and interests 
● Availability of similar program content through other organizations in the community  
● Opportunity to collaborate and/or partner with other local groups and organizations 
● Connection to other programs, exhibits and events in the Library and in the community 
● Appropriateness for specific audience(s) 
● Presentation quality as determined by the presenter’s background, qualifications in the 

content area, and references 
● Program effectiveness 
● Staff time and capacity 
● Space requirements and availability 
● Level and source of funding  
● Cost and availability 

 
Co-sponsored and Partnership Programs 
The Library actively engages with local groups, organizations, educational and cultural 
institutions in order to amplify the quantity and quality of services, extend promotional 
outreach and deepen community engagement. 
 
The Library may collaborate with other community organizations on program content to be 
delivered in-house and may also provide program content and present programs at other 
venues. 
 
Due to operational capacity, the Library is not able to accept all program proposals from 
community stakeholders and will consider strategic relevance and the Criteria for Public 



 

Program Selection when responding to requests. 
 
Co-sponsored Programs 
A co-sponsored program is an event planned and presented jointly by the library and an outside 
group or organization, or multiple groups/organizations at a defined period of time.  The co-
sponsorship is a mutually beneficial collaboration with the co-sponsoring group/organization 
providing integral support in one or more of the following areas: program planning, promotion, 
presenters, materials, and funding. Groups or organizations that participate in co-sponsoring a 
library program receive acknowledgment in publicity materials. Any promotional materials 
created by a co-sponsor must be approved by the Library Director before publication or 
distribution. 
 
Partnership Programs 
A partnership program is a sustained working relationship over time to deliver a continuous and 
regular schedule of programs. Groups or organizations that participate at a partnership level 
are engaged with program design, program impact and capacity building beyond the level of a 
co-sponsor.  
 
The Library considers partnerships with groups or organizations that: 

• Align with our organizational mission, vision, values, goals and operational objectives 

• Enhance and do not compromise the Library’s image in the community 

• Are committed to ongoing evaluation of progress and continuous improvement 

• Seek long-term strategies and not short-term solutions 

• Acknowledge partner contributions through appropriate forms of recognition 

• Demonstrate an inclusive approach toward showcasing collective success 
 
Partnering organizations enter into mutually agreed upon cross-promotional strategies to 
expand audience reach and increase visibility. These strategies are to be designed for reciprocal 
benefits with names and logos having equal prominence. All marketing materials require 
approval from each party prior to use. 
 
Meeting Room Use 
Public use of the Library’s meeting rooms is governed by the Public Spaces Policy. Meeting 
rooms reserved by individuals and groups under the Public Spaces Policy are not Library 
programs, co-sponsored or partnership programs. Meeting room reservations for the 
Community Room and the Conference Room will appear on the Library’s website calendar and 
the room scheduler, but will not otherwise be promoted by the Library. 
 
Open Access 
All programs held in the Library’s program spaces during public service hours are open to the 
public. 
 
In alignment with our mission to provide a free, welcoming space for all, the Library embraces 



 

the spirit of the Americans with Disability Act (ADA) in our commitment to assuring that all 
members of our community can participate as fully as possible in our public programs. 
Reasonable accommodations are available for program participants.  Individuals are requested 
to contact the Library in advance. With advanced notice, the Library can provide reserved 
seating, auditory support devices in the Community Room, and closed captioning for Zoom 
meetings. 
 
Public programs may be designed for specific audiences, such as those intended for children 
and teens that are geared to their interests and needs. Public programs for specific audiences 
are publicized as such and program participants who are not within the specified age range will 
not be allowed to participate. 
 
The Library reserves the right to deny attendance to, or remove from, a public program anyone 
who is violating a Library policy. 

 
Advanced Registration 
Certain public programs require advanced registration. Registration will be used to ensure: 

• Attendance will not exceed the capacity of the space 

• The audience meets program requirements for specific audiences 

• Adequate materials are prepared for the number of people attending. 

When registration is required, each participant must be registered. Registrants who are more 
than 10 minutes late forfeit their registrations. 

Walk-ins at the door will only be permitted to enter if spaces are available after all registered 
participants have been admitted. Decisions concerning registration, capacity, late arrivals and 
allowable walk-ins will be made by the Library staff onsite. 

Cancellations 
Public programs may be cancelled for a variety of reasons, such as severe weather, absence of 
the presenter or low registration. When possible, advanced notification of program 
cancellations will be made on the Library’s online calendar and a cancellation notice will be sent 
to program registrants. 

Right of Refusal 
The Library reserves the right to decline proposals for a public program for a variety of reasons, 
including, but not limited to, staffing, budgetary constraints, space or scheduling. 

The Library reserves the right to terminate or withdraw from co-sponsored or partnership 
programs for reasons such as, but not limited to: 

• The group or organization uses the Library’s name and/or branding outside the 
parameters of the agreed upon association and without prior consent 



 

• The group or organization develops a public image inappropriate to the Library’s 
services and/or objectives 

• The failure of the group or organization to deliver the agreed upon resources and/or 
services 

• Lack of Library or group/organization capacity, including staff time, space or resources 

• Lack of strategic alignment between the group/organization and the Library’s strategic 
and operational plans 

 
Intellectual Freedom 
The Gloucester Lyceum and Sawyer Free Library does not promote particular beliefs or views. 
Rather, it provides a resource for the various opinions which apply to important, complex, and 
controversial questions, including unpopular and unorthodox positions. Program topics, 
speakers, language, or situations that may be offensive to some community members are not 
excluded from the Library because of possible controversy.  

Individuals who have a concern regarding a specific program should direct the concern to 
Library staff. See the Reconsideration of Public Program Policy for more detail. 

Approved by the Board of Trustees May 26, 2026. 


