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Topeka & Shawnee County Public Library Program Toolkit: 

Collaborative Programs 
Updated 8.30.2022 

Collaborative Programs 
Collaborative programs are delivered in partnership with an outside organization. These 
collaborations can be short- or long-term but are relationships where no funds are exchanged 
for programming. The outside organization is generally the facilitator of collaborative programs, 
while library staff coordinate and host. 

Partners in Collaborative Programs 
Partners in collaborative programs are typically community organizations. Examples of current 
community collaborations include DCCA, the Jayhawk Area Agency on Aging, Childcare Aware, 
the Topeka Audubon Society, and the Topeka Genealogical Society. These organizations present 
and facilitate programs at TSCPL in our programming spaces with library staff support. 
Community collaborations can support existing TSCPL programs as well. Examples of 
collaborations that support TSCPL programming include our relationships with the local 
organizations who have booths at our annual Día celebration. 

Managing Relationships While Organizing Collaborative Programs 
The most important tool for library staff entering relationships with community organizations is 
open and clear communication. Ensure that all expectations both on the part of the library and 
the part of the community collaborator are agreed upon at the onset of the relationship, in 
writing if possible. Expectations can include things like who will provide program supplies, who 
will provide space for programs, who will host program registration, and who will promote and 
market the program (including titling the program, creating and disseminating promotional 
materials, etc.), among other things. If a recurring program or a program series is being offered 
in collaboration with an outside organization, it can be helpful to agree upon a plan to meet 
with that organization periodically to evaluate how the relationship is going. In the case of a 
community collaborator becoming inconsistent, unreliable, or otherwise difficult to work with, 
reach out to your supervisor immediately or the Program Manager about how to address the 
issues at hand. Waiting to address problems with collaborative programs can be detrimental, so 
reach out as soon as you notice issues. 

Checklist: How to Host a Collaborative Program 

o Communicate with the community organization or other partner to develop program 
idea, and select a date and time for their program and work out details of any 
associated costs (supplies, catering, etc.) and who will be covering them (the library or 
the partner). 

o Propose the program with date, time, and budget to Program Team. 
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o Enter the program in Communico by the appropriate deadline to secure space and 
promote the event. 

o Collaborating organizations may have input on the event’s title and description, 
but the final decision rests with library staff, including Communications & 
Marketing and the programmer themselves. 

o Collaborating organizations are expected to help promote the collaborative 
event to their constituents and stakeholders. 

o Coordinate a staff member to facilitate the partner’s arrival, setup, and any other needs 
on the day of the program. 

o Enter attendance counts into Communico and submit any pictures or anecdotes from 
the program to supervisor. 

o Complete any required evaluations. 

Note on Sales and Solicitation 
All parties using library meeting spaces are prohibited from certain activities by the library’s 
public meeting room and event spaces use policy as stated below: 

 “Sales of products or services, soliciting later sales, orders, or donations, charging 
admission or registration fees, and/or soliciting donations other than in conjunction 
with a program or event sponsored or hosted by the library, The Library Foundation, or 
the Friends of the Topeka and Shawnee County Public Library are prohibited in meeting 
rooms and event spaces, provided however, those hosting meetings or events may 
recover the actual cost of the printed materials, food and beverages distributed or 
served at the meeting or event.” 


