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Plaoning sounds like an cominous term. To peoplé outside the
management profession, it has the same impact as the term, Library
of Congress (lassification System, to non-librarans. But when
you think abeout it, each has a very simple explanation. L.C. is
a letter/mumber designation that places materials om the same
topic together om the library shelf. In the same way, planning
is really deciding where you are, where you want to be, and how
you intend to get there. Neither concept is too difficult, given
proper explanation.

Develcpment of =z common sense attitude toward planning is
critical to the understanding of the concept and for the use of
the several techniques in planning strategy. We all plan in ocur
everyday lives. TFor example, we make the decision that we need
new shoes. We kmow "where we are" - in need of new shoes; we
know "where we want to be” - in possession of a new pair of
shoes. The only thing remaining is "how do we get there" -~ how
will we acquire the mew shoes?

In secquiring the new shoes we must decide what style we would

like, the color, height of the heel, what they will be made froq;'

and how much we are willing to pay for them. Then we must decide
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how we will pay for the shoes - cash or charge - and the pros
and cors of each approach. Once the decision is made and the
shoes purchased, we realize the decision procedure must be made
again in six to eight months! The process results in a circle.

This is essentially the same procedure you would apply to a
library situation -~ where are you, where do you want to be, and
how will you get there? You begin by looking at your individual
sitnation. What do you have, how well is your program working,
how long have you been doing it this way, whe made the original

decision and when, am I going anywhere,

or is there anywhere to
go? You now know "where you are."
Bearing these questions in mind, you must now choose "where

you are going.” Ian order to get somewhere, you must have goals

and objectives. These are the things you want to accomplish and
an estimate of how you will accomplish them. Goals indicate what
yoeu want te accomplish and objectives give you a measure upon
which to evaluate how cliose you came to meeting or exceeding the

goal(s).

To illustrate, if you have a goal to develop adult programs

in rural areas of your service area, how do you determine if the

programs you offer are successful? Will you be satisfied if a
program attracts twenty to thirty people? Your satisfaction is

influenced by the number you had previeously attracted. Perhaps

tive is to increase the attendance by 50% or by five people. In

if you attracted ten people at the last program, your new objecr




beth instances you have a taﬁgible means

of measuring vour

success.

Now that vou know where you want to be,

there? First, you begin by collecting informatien to help

determine the best route to a successful end. This might include

examining demographics, sampling residents, assessing in-house

procedures, or queryicg patrons. You must have a good idea of

what vou are trying to learn and collect data accerdingly. Don't

make the work too complex or you may find yourself with reams of

irrelevant information. When using the sampling method, make

sare your sample size is large enough to be valid and randomly

selected to prevent bias. Don't panic if the results you pro-

jected are different from those collected. Use those results to
revise. Took upon the results as new iaformation and use that

information for better planning.

Now vyou have a direction and infermation to mold yeur

movement. Tt's like baking a cake. You know you want to bake a

cake, but wyou don't know whether that cake will be spice or

chocolate until you assemble the ingredients. What remains is to

design the programs and/or services that fit your goals and abj-

ectives based on the information you have gathered.
After developing your programs and/or services, sericus con-

sideration will have to be given to the finsnces required  for

implementation: do you have adequate time to develop significant

funding, how much money will be reguired, have you been realistic

how do you get '

in your finauncial plan, and where will you get the funds? This
by ne means suggests that all projects‘will require additional
funding. Perhaps it might be a matter of redistribution of
current funds.  Nevertheless, dellars will enter imto your
design. Don't overlook staff time as a cost factor. Those
persons already emploved may be able to function in other
capacities, but what is it costing for them to work on this new
project? Being realistic about cests is an impertant element in
planning. Also be ready to explain why you have assigned the
various amounts to the wvarious tasks.

Now you're ready to present your program. Of importamce to
the step that follows is a means by which to assess the success
of your project. You can't wait until after the program is
totally compieted to acquire information about it. Data collec-
tion must be an ongoing process and may be done by using formal
gquestionnaires or informal ﬁiscussion, technigues. It is also
important to look at the ﬁroject as it progresses. There may be
things wvou will want to change before the program cencludes.
Don't hesitate to make changes as you go along. No plan is cast
in stome, mor can you anticipate all facters. Be ready to act
upon unexpected factors; be ready to act upoa unexpected events.
It is essential to modify the project to satisfy new occurrenc§s
so that the end result is a successful program. Always learn
from past experiences. The greatest hazard is not in making

mistakes, but in failing to learan from them.




The program is completed, and it is time to assess the re-

sults. Be honest about the results. You're always going to do

some things right and some things wrong. You must analyze the

degree of success of your program. What factors led to the ead

resuit? How could it have haen zore successful?  What would you

do differently the next time around? Wouyld yeu do it again?

Does it need to be repeated? Again, remember that one of the

most important factors is to leara from the experience. EKach

experience has an impact on how you apprcach future planning

procedures, Don't be afraid to learn. It feels good to grow.

The final step, onme that completes the planning cycle, is to

2nalyze the situation in terms of the just-completed program/

service to determine if it should be repeated, modified, or dis-

continued, The librarian/plapner is again at the stage of "Where

are we; where do we want to he?"
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