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The goals of a Public Relations Policy are to establish consistent and accurate information about 
the Lyon Township Public Library, and to ensure that the best possible image of the library is 
presented to the public.  The Library wishes to promote a good understanding of its objectives 
and services among governing officials, civic and business leaders, and the general public.  The 
Library wishes to promote active participation in the varied services offered by the library to   
people of all ages.  To that end, we establish these policies:   
   

1. The Board recognizes that public relations involve every person who has connection 
with the Library.  The Board urges its own members and every staff member to realize 
that he or she represents the library in every public contact.  Good service supports 
good public relations.   

   
2. All contacts with the media will be arranged by the Program & Marketing Coordinator or 

the Library Director.   
   

3. If needed, the Board of Trustees may designate additional representation to speak on 
behalf of the Board in special circumstances.   

     
4. The Program & Marketing Coordinator is responsible for promotional and informational 

materials produced by the Library to include flyers, brochures, bookmarks, public access 
channel updates, press releases, weekly updates to traditional print resources (i.e., 
newspapers) and websites, develop content for the library information monitor, website 
and outdoor sign and social media, and to create and disseminate other information and 
materials as needed. 
 

5. The library, under the direction of the Library Director and the Program & Marketing 
Coordinator will strive to participate in as many community events as possible to create 
strong community connections and to disseminate information about the library and its 
resources. The Program & Marketing Coordinator will maintain a list of events and 
coordinate staff to represent the library at these events. 

   
6. The Program & Marketing Coordinator must be sure that information that is given to the 

public by the Staff is accurate and up to date.   
   

7. The Board will establish a publications budget to cover costs related to printing, 
publication, supplies, and miscellaneous needs related to the public relations effort. 


