Uniform Requirements & Responsibilities

Q2 Midpoint Compliance Checklist

Library Name:

Administrator’'s Review Date:
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The System Administrator will use this checklist to review a library's compliance with the items specified below and
then communicate as needed with the library's director.

Item| Tracked by BCPL System Office Throughout the Current Year: Midpoint Compliance?

1. | Events and board meetings posted on berkslibraries.org events
calendar

2. | Approved Board Meeting Minutes for the current year are
posted on berkslibraries.org website

3. | AccessPA payment made to HSLC (usually completed by
June 30 annually)

4. | BCPL Advisory Board/Director/Youth Services Meeting
Atftendance

5. | System/District Trustee Orientation participation
Table 1 Midpoint BCPL Tracked Items

ltem| Documents to Email to BCPL System Administrator As Updated: | Midpoint Compliance?
1. | The library’'s audittibrary's-Audit/FinancialReview for the

previous calendar year is; due by September 15 and should be
underway with the library’s auditing firm-
2. | Library Board Bylaws

3. | Long Range/Strategic Plan- (When a new plan is
implemented - for example 2025-2027)

4. | Mission/Vision Statement

Personnel Policy

6. | Director Certification- Certificate from the PA Dept. of
Education showing Library Assistant, Provisional, or Professional

status
Table 2 Midpoint Documents to Email




Q4 End of Year Compliance Checklist

Library Name:

Administrator’'s Review Date:

The library director should use this checklist to €complete the items below by the deadlines listed. -and

Ceontact the System Administrator with questions.

To upload documents to your URR Google folder:

Option 1: In your Google Drive, click on “Shared with me” on the left side. Your folder will be named

“Library Code URR 2025.” For example, SBE URR 2025. Open the folder and upload your URR documents.

Option 2: On the HQ, (https://sites.google.com/view/bcpl-hg/home), click “Member Libraries” on the

top right-side of the page and select your library. Click on #2025 URR Compliance Checklist
Documents.” Upload each file to be submitted to your library’s Google Drive. To upload a file, click the
“+New" button on the left side of the screen, then select “File Upload.” Find your file on your computer

and click “Open.”

Contact the Deputy Administrator for assistance.

Item | Documents to Post on Your Library’s Page on the HQ: Due Linked:
1. Schedule of the upcoming year's holiday closures & operating hours 11/30
(board-approved)
2. Policy Review Cycle Spreadsheet for the current calendar year 12/29
3. Long Range/Strategic Plan progress on library letterhead 12/29
4, Proof of Directors & Officers insurance coverage during current calendar | 12/29
year (one page from your policy showing this coverage is sufficient)

Table 3 Posted on HQ

1.

The upcoming year's Board Meetings are posted on berkslibraries.org
events calendar

12/29

Table 4 BCPL Website/Events Calendar

dates to the System Administrator

1. Email the current calendar year's Continuing Education Record for 1/30
Board/Director/Staff to the System Administrator
2. Email the Board Meeting Public Notice of the upcoming year's meeting | 1/30



https://sites.google.com/view/bcpl-hq/home
https://sites.google.com/view/bcpl-hq/home

Table 5 Final Documents to Email




