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The following steps are really just suggestions based on my personal experience of founding and running 

an effective parish library and witnessing the running of others. These instructions are meant to be 

adapted to your own personal situation. 

1. Read over these instructions thoroughly so you have a good grasp of what it will take to build an 

effective parish library, pray to St. Jerome, Patron Saint of Librarians, and approach your pastor 

about the idea. You may wish to attract others to your cause before approaching him. Take the 

“Parish Library Overview” and this document with you and a copy of each for him. Please be 

patient and mindful that the pastor holds the keys, so to speak, to the library. The founding 

decisions rest with him. 

2. Form a few key decisions with your pastor, including: where the library will be housed, where to 

obtain the shelving units and who might help put them in place, what level of security will be 

needed (locks?), who might be tapped for facilitator duties, who could help with the cataloging 

of materials that come in, and who with artistic ability can help with banners and signs. You will 

need a team to get the project off the ground, but steps 3, 7, and 11 will make that task much 

easier than you might otherwise think. 

3. Write an announcement for your parish bulletin and make a brief pitch from the pulpit about 

your project. For example, “We at [your parish name] are very excited to announce that we will 

be building a new parish library! An outside donor called the St. James Project is willing to match 

us in donations up to $1000 and will also offer us significant discounts from its participating 

distributors, including Ignatius Press. We are hoping to have tons of relevant and faithful 

Catholic DVDs, CDs, and books available for parishioners to check-out for free. Although we’ll 

get $1000 in straight donation money, we would really like to have $3000 to play with, so we 

would love it if you could contribute something today. If you wish to make a larger donation by 

check or credit card, please contact the rectory office. More details will be coming soon, but 

what we’re looking for now is at least $1000 to get the matching grant. Please be generous, as 

this project will go a long ways toward providing continuing education in the faith for all of us, 

including especially our children and those just beginning their faith journey. Just imagine if 

every CCD student and every RCIA candidate had access to tons of free Catholic movies, audio 

recordings, and books to help them form their faith. Thank you for your time and May God bless 

you.” Of course, feel free to modify this. 

4. After procuring the necessary funds from your parish, look over the materials offered by our 

respective principal partners (Dynamic Catholic, Emmaus Road Publishing, Ignatius Press, 

MyConseration.org, St. Joseph’s Communications, Word on Fire) and other faithful Catholic 

distributors (you’ll want multiple copies of the Catechism of the Catholic Church), and itemize 

your list.  

5. Send the list to the St. James Project for review and for funding. We can forward the list to our 

distributing partners to obtain special rates and pay for $1000 of it directly; you would be 

responsible for purchasing the other materials. 



6. In the meantime, consider contacting The Library Store (http://www.thelibrarystore.com/). They 

have everything you need, including shelving units, book pockets, library cards, and date 

stamps. 

7. Once you receive the materials, write another announcement for your parish bulletin about 

gathering volunteers for a library cataloging-pizza party at the rectory (just an idea!). You may 

want to encourage certain persons individually. 

8. Regarding cataloging the materials, this can be done in a variety of ways. Because our library 

was on the smaller end (approx. $2500 worth of products), we decided to catalog in the fashion 

video stores used to. Materials were arranged alphabetically according to title within certain 

subject categories, e.g. Mary, Children’s Movies, Saints, etc. This method allowed for simply 

listing the title and the category on the library cards (not even the author’s name was 

necessary). To refile, one simply needed to locate the category and alphabetize the item 

according to title (you may wish to use the author’s last name instead). A master list was kept of 

all the materials in the library according to category and title. 

9. You will need to draft some rules and steps for checking materials out. These can be publicized 

on banners near the library, which is what we did until they fell down (make them attractive as 

possible, but make sure you use a strong adhesive too). The following lists of rules and steps are 

what we drew up. Feel free to adapt these to your own needs. 

 

RULES FOR BORROWING (one banner) 

 

 Borrower must be a registered member of [your parish name] (the librarian can sign you 

up).  

 All DVD's are due by the next Sunday from the date of check-out. 

 All books are due by the 4th Sunday from the date of check-out.   

 Borrowers may check-out a maximum of two items (videos and/or books) at any given 

time. 

 Borrowers may renew an item, but only after returning it and checking it out again. 

 Lost, stolen, or damaged items need to be replaced at the borrower's expense. Said 

borrower may not check-out or renew any other item until the item has been replaced. 

 

STEPS FOR BORROWING (second banner) 

 

 Take the library card from the pocket attached to the book or movie. 

 Print your name clearly in the space provided. 

 Use the appropriate (book or movie) stamp to date the card. [We used one stamp for 

movies with a one-week checkout, and another for books with a four-week checkout]. 

 Return the item in the allotted time.  

 

10. Place a parish membership roster and sign-up sheet in the library for easy access. For any new 

borrower, make sure you have their correct phone number and address on the roster. If they 

http://www.thelibrarystore.com/


are not already a member of the parish, tell them this is necessary for checking out free 

materials and sign them up. (You can ask them if they would like envelopes sent to their place of 

residence to help your pastor out.) When you get a number of new sign-ups and/or changes in 

the parish roster, bring them to the parish office to update them. 

11. If you haven’t acquired library facilitators at this point, you could tape a sign-up sheet to the 

library and/or place a notice seeking volunteers in the parish bulletin. 

12. It was our decision not to phone or e-mail borrowers who were delinquent, although this can 

certainly be done, but to remind them in person at a later coffee hour. Because a patron could 

only have out two materials at any given time, delinquency was not a serious drain on the 

library. 

13. Be especially mindful of keeping the library well organized, clean, and attractive. It’s the 

facilitator’s responsibility to re-shelve items and lock-up the library (if necessary). Do not accept 

outdated and questionable materials or pamphlets that cannot be shelved in an attractive 

manner. People will want to dump their old books on you, so be sure to be very selective about 

these. A patron who knows that anything he or she selects is going to be worthwhile, is a happy 

patron. 

14. Name your library after a saint and place this nomenclature on a large sign or banner near the 

library.  

15. Make an announcement in the bulletin and at the pulpit (the priest can do this) for the grand 

opening of the library. We provided coffee and donuts for free, and had balloons, etc. for this. 

Have your pastor bless the library at the opening. 

 

You’re ready to run an effective parish library.  

Congratulations and thank you for partnering with the St. James Project! 

 

 

 

 


