PUEBLO CITY-COUNTY
LC] Library District

Library Programs and Public Relations

03.07.03.G1 Guiding Principles of Communication

PCCLD recognizes that effective communication is essential to providing high-quality customer service
and publicizing the library’s programs and services. The purpose of the Communications Policy is to
affrm and promote the library’s commitment to effective communication with its stakeholders.
Communications with library customers, community members, governmental organizations and news
media will be based on the library’s Communications Plan and Guide. The Community Relations Office
(CRO) will develop and implement the plan, as approved by the Executive Director, and work with
PCCLD staff throughout the district to make sure the procedures are understood. Official communication
of library positions, services, routine issues, activities, or events is the responsibility of the Director of
Community Relations under the Executive Director’s direction.

The CRO has a staff of professionals whose expertise includes: writing, graphic art, fundraising, video
production, event planning and coordination, design and printing. These professionals are able to advise
staff and produce materials that meet this policy. Other departments are strongly encouraged to work
with CRO in planning communications to meet the communications policy, as well as to ensure that
library resources are used in the most cost-effective manner.

The CRO only publicizes library events or partnership events. Events by other organizations can be
posted on PCCLD’s community bulletin boards with approval from the CRO, as well as in the community
literature racks per the library’s posting and literature distribution policies.

The Community Relations Office (CRO) uses the Communico system to promote programs. The graphic
below is a simple graphic that demonstrates how requests to promote programs or events should be
submitted to CRO. All employees hosting programs should follow these procedures to request and
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Promoting your programs

Four points to keep in mind

DEADLINE

1st day of the month

It is now required that the program
is entered into Communico by the
programmer, then published by the
branch or department manager.

NOTES FIELD
Requesting social media and
or additional print assets

Branch Feature with a note: If social
media is requested, within the notes
field, add “Social Media Requested”
and state the preference for the
program to be posted to Facebook
either 14 days or five days from the
program date.

If specific marketing needs are required
(ie. fiyers sent to every branch,
bookmarks, or anything outside of
what is provided within the Branch
feature), please add the words “Special
Feature” in the notes tab and detail
what is needed and by when.
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MARKETING
DESIGNATION
Request marketing

Global Feature: this is a feature used
only for multi-branch, district-wide
programs. This feature listing should
be used in coordination with CRO to
develop a marketing plan specifically
for this event/program.

Branch Feature: These programs will
receive posters, flyers, a newsletter
listing, and an online calendar listing
ie. @ reCurring program or program
using the monthly theme, or a one-
time program).

PUBLISHING
Manager will publish
The branch or department manager

will review then publish the program
or event into Communico.
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