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Chapter 1  

Duties of the Director and Library Board  

New Public Library standards were drafted in the spring of 2009 and became effective 
January 1, 2011. The standards define the role of the director and board members (see 
Chapter 3). 

A.  Library Director and Library Board 

The library board is responsible for hiring a full-time library director with the education 
and experience required by the Librarian Certification Rule (590 IAC 5). 

The director is the administrative head of the library and is responsible to the library 
board for the operation and management of the library. 

The library board and director shall maintain their functions as follows: 

(1) The board is responsible for governance and policy. 

(2) The director is responsible for administration, and is responsible to 
library board for the operation and management of the library. 

IN the Public Trust is the trustee manual. According to page D-2, the director has the 
responsibility to: 

• Implement board policies 

• Represent the library in negotiations, public relations and other public events 

• Recommend staff for hiring 

• Direct, supervise, educate, evaluate and discipline all staff  

• Prepare the annual budget for approval by the board 

• Manage the finances of the library 

• Oversee the assets of the library 

• Plan the annual operations of the library to fit into the long-range plan of the 
board 

• Assist the board in the governance of the library by informing the board of the 
status of the library and recommending policy direction for the board 

• Report to the board the results of board actions 

• Remain current and knowledgeable about the library and appropriate methods of 
operation 

• Prepare an annual report of the progress of the library and submit that report to 
the board and to the Indiana State Library. 
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The library director is the person ultimately responsible for the library.  Even though the 
board is governing the library, the director is managing it and all of its resources.  This 
includes the facilities, finances, personnel, and inventory.   

Depending on the size of the library, you will either be working with a team of 
professionals which you will oversee in their management of select resources, or you 
will be the one and only manager juggling the management of everything – or 
something in between.   

The first duty of the new director is to find out which scenario fits your library, and roll 
with it.  Either you will be fixing a stopped-up toilet and scraping ice off of the sidewalks 
in between budget and programming meetings, or you will be making sure that these 
tasks get done while you deal with issues only the large libraries encounter, such as 
investments and foundations.   

One thing you need to realize, however, is that you are not alone.  That is what this 
guide is all about – to provide you with the resources and contact information you will 
need to manage your library.  The State Library is here to aid you in your quest to 
provide Indiana residents with top-notch library service.  

Another resource is your peers.  Many directors in Indiana have mentored beginning 
library directors in the past, and many continue to do so.  Get on the listserv 
http://www.in.gov/library/listservs.htm  ask questions, check out statistics on the ISL 
website http://www.in.gov/library/plstats.htm  to find libraries of similar size and call 
those directors.  Librarians in Indiana are a very giving bunch, so don’t reinvent the 
wheel.  You will be asked to provide payback someday! 

Resources included in this chapter also available online: 

Ten Graces for New Librarians 

 http://www.well.com/user/ladyhawk/gadhome.html  
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The following is adapted from the Small Library Project Pamphlet #3, “The Trustee of a 
Small Public Library,” published by American Library Association. Also included here 
are requirements found in section 6-1-4 of 590 IAC 6 Minimum Standards for Public 
Libraries. Please see Chapter 2 in this manual for full recommendations

.

Recommended Duties of the Library 
Board 

1. Maintain separate function from 
the director: board is responsible 
for governance and policy. 

2. Operate in compliance with 
Indiana laws 

3. Employ a full-time library director 
with the education and 
experience required by the 
Librarian Certification Rule (590 
IAC 5) 

4. Know the program and needs of 
the library in relation to the 
community; keep abreast of 
standards (see Chapter 3 for 
newest standards). 

5. Comply with state and federal 
laws affecting the library and 
employment procedures. 

6. Adopt proposed library budget 
that adequately funds library’s 
programs and purpose. 

7. Establish a library policy for book 
and materials selection 
commensurate to your 
community size and adhering to 
standards. 

8. Establish, support and participate 
in a planned public relations 
program. 

9. Attend all board meetings and 
see that accurate records are 
kept on file at the library. 

Recommended Duties of the Director 

1. Maintain separate function from 
the board: director carries out 
policy of board, and is 
responsible for administration, 
operation and management of 
library. 

2. Keep the board informed of 
Indiana Laws and legislation. 

3. Keep board informed on 
certification requirements and 
keep up-to-date on certification. 

4. Prepare regular reports 
embodying the library’s current 
progress and future needs; 
cooperate with the board to plan 
and carry out the library program. 
Comply with newest standards 
found in Chapter 3. 

5. Provide documentation for board 
drafting personnel policies and 
procedures. 

6. Prepare and annual budget for 
the library in consultation with the 
board and give a current report of 
expenditures against the budget 
at each meeting. 

7. Select and order books and 
materials to support your 
community adhering to standards 
with regard to your community. 

8. Maintain an active program of 
public relations. 

9. Attend all board meetings.
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Recommended Duties of the 
Library Board 

10. Attend regional, state, and 
national trustee meetings and 
workshops, and affiliate with the 
appropriate professional 
organizations. 

11. Be aware of the services of the 
Indiana State Library. 

12. Report regularly to governing 
officials and the general public. 

Recommended Duties of the Director 

10. Affiliate with state and national 
professional organizations and 
attend professional meetings and 
workshops. 

11. Make use of the services and 
library consultants of the Indiana 
State Library. 

12. Report regularly to the library 
board, to the officials of local 
government, and to the general 
public. 
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B. Working with the Library Board  

When you were hired, you became an employee of your library’s board of trustees. 
Most of the time, working with your library board will be easy, because you and the 
library board have a common interest and a common mission: to provide your 
community with the best possible library service.  Good board members will be your 
best allies in working for better service.  They will bring ideas, encouragement and 
enthusiasm to the library.  

The keys to working with your library board are respect, communication, and tact. As 
a new librarian, recognize that the library and the library board have a history.  The 
board is used to doing things in certain ways.  Unless they have had serious problems, 
board members are not likely to be interested in changing what they see as successful.  
They are not likely to change things unless you can give them good reasons, and even 
then, it may take some time for them to develop trust of your judgment.  

During your first year, you probably will want to spend more time in trust building rather 
than in problem solving with your library board.  Try to get to know each board member 
personally, find out what they think about the library and where they want the library to 
be going. 

It is also vitally important to communicate as much information as possible to 
your library board members.  If you see a potential difficulty coming up, make sure 
that the board is aware of it, even if you are afraid it reflects badly on you.  No one likes 
to be surprised by a major problem that everyone else saw coming. At the same time, 
do not dwell on the negative.  Make sure that the board knows about the library’s 
successes too.   

While it is true that the library board is charged with setting policy, you will know more 
about the day-to-day operations of the library. Board members sometimes have ideas 
that simply are not workable or that will end up hurting the library. As the library director, 
it is your duty to inform the board of what you expect the practical consequences of their 
decisions will be. However, once the decision is made, it is your responsibility to carry it 
out to the best of your ability, even if you don’t agree with it.  

Another problem that sometimes occurs is when a board member interferes with the 
administration of the library. The trustee may come in and tell you to make changes, 
interfere with the work of your staff, or go out into the community and misrepresent the 
library’s position on various issues.  In these cases, it is important for you to remember 
that legally individual board members have no power over the library.  It is only when 
the board acts as a group at an official meeting that library policy is made.  

It is all well and good to know that an individual board member doesn’t have the 
authority to interfere with the administration of the library, but s/he still represents one 
seventh of your boss.  If this trustee has been on the board for a long time or is an 
officer of the board, s/he may even have more power than that with the board.  What do 
you do in a case like this?  
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1. First, remember to keep your cool.  Treat the request with respect and tact.  

2. Second, tell the board member that you do not feel comfortable making the 
change without the full board acting on it.  Tell the board member that you will 
ask the board chair to put the issue on the agenda for the next board meeting or 
even to call a special meeting if necessary.  

3. Third, look for some alternative that you can use without board approval to solve 
the problem between the time the problem arises and the next board meeting.  
Make sure that the alternative that you choose conforms to present policy.  

What should you do if the board makes a decision that you do not agree with?  
Unless the decision is illegal or unethical, it is your responsibility to carry out the 
decision as best you can.  Try to make it work and don’t express your negative opinion 
to the public or staff.  If the decision creates problems for the library, document these 
and bring them to the board.  Don’t forget if the decision turns out to be a good one, 
however, to compliment the board on it. (Idaho Librarian Survival Manual)  

1. New Trustees  

Once new trustees have come on the board, it is very useful if your board members and 
you can give the new trustee an orientation to the library.  You should also make sure 
that new trustees have received a copy of IN the Public Trust, the manual for Indiana 
public library trustees, as well as copies of important local documents, such as bylaws, 
policy statements, and minutes from the previous year.  Please download a copy of IN 
the Public Trust from the Library Development Office website at 
http://www.in.gov/library/3274.htm. If you need assistance with this, please contact the 
office at 1-800-451-6028, or ldo@library.in.gov. By working with trustees while they are 
new on the board, you can build the kind of positive relationship that will most benefit 
your library.  

2. Certificate of Appointment Public Library Board Member  

Once appointed by an appointing authority, according to IC 36-12-2-19, the library 
board member needs to have the appointing authority complete the “Certificate of 
Appointment” as a public library board member, then take the certificate to the library 
director to be filed with the official papers of the library and with the clerk of the circuit 
court in your county within 30 days from taking the oath of office or the library board 
appointment becomes null and void (IC 5-4-1). 

The certificate is found at this URL: http://www.in.gov/library/files/plbmcertap.pdf.)  

3. Ensuring attendance of board members at meetings 

The simplest way to get better attendance is to ask an attorney to explain board 
member liability to your board members.  Missing a meeting is risky.  If those who 
attend  take action that is illegal, even those who were not there to vote are at risk.  
Being there and voting “no” on the action is much better protection.  A vacancy occurs 
whenever a member is absent from six (6) consecutive regular board meetings for any 
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cause other than illness. The appointing authority shall be notified by the secretary of 
the board of a vacancy. (IC 36-12-2-20(b)) 

A few points to consider regarding your board meetings:  

1. Are meetings businesslike and productive?  

2. Are meetings under two hours?  

3. Are the agenda items board level items or are the board dealing with trivial 
matters?   

4. Is everyone encouraged to participate?  

5. Does another board member contact the missing board member(s) after the 
meeting and encourage them to attend next time?  

4. Engaging Board members in planning and participating in library projects 

Be positive.  Get board members to buy into planning.  As ideas are mentioned and 
discussed, ask the board member who seems most interested or who suggested 
something in particular to chair a committee to develop that plan or policy.  Be sure to 
use people from the community, staff, Friends of the Library, teachers, etc., on the 
committee with the board member.  It is always good to get the ideas of a wide range of 
the community.  Again, be positive.  Get the board excited.  Brainstorm, but don’t run a 
topic into the ground.  Your excitement can be contagious.  Serve food!  
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5. Sample Library Board Bylaws  

These are suggestions only.  They indicate the points to be covered, but each library 
board must adapt them to fit local conditions.  Bylaws are required by Indiana Public 
Library Standards, 590 IAC 6, in order for the library to be in compliance with standards 
and qualify for state and federal funds and must be on file at Indiana State Library. 590 
IAC 6-1-4(g)  “The library shall have written bylaws that outline its purpose and its 
operational procedures and address conflicts of interest issues and nepotism. The by-
laws shall be reviewed at least every three years. A copy of the bylaws shall be 
submitted to the Indiana State Library." 

Article I Membership, Purpose and  Authority 

Section 1. The Board shall govern the Library, a municipal corporation and Class [#] 
library organized under the public library provisions, according to the purposes and 
authority set forth in IC 36-12, as amended, and such other Indiana and federal laws as 
affect the operation of the Library.    

Section 2. In accordance with the provisions of IC 36-12, the library board of ______ 
Public Library shall consist of members chosen for their fitness for public library 
trusteeship.   

Article II Officers  

Section 1.  Officers of the board shall be a President, Vice President, Secretary and 
Treasurer.  

Section 2.  The officers shall be elected by ballot at the January meeting for a term on 
one year.  Vacancies in office shall be filled by ballot at the next regular meeting of the 
board after the vacancy occurs.  

Section 3.  The duties of the officers shall be such as by custom and law and the rules 
of this board usually devolve upon such officers in accordance with their titles.  (Or the 
duties might be defined here.)  

Article III Meetings  

Section 1.  The library board shall meet on the (___) of each month at (___) o’clock at 
the  (location).  The (name a month) meeting shall be the annual meeting.  

Section 2.  Special meetings may be called by the President, or upon written request of 
members, for the transaction of business as stated in the call. Notice stating the time 
and place of any special meeting and the purpose for which called shall be given each 
member of the board at least 2 days in advance of such meeting and to the local media 
48 hours in advance, as according to law.  

Section 3.  A quorum for the transaction of business shall consist of a majority-equal to 
50% of the number of seats established by law- plus one.   This is regardless of any 
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current vacancies on the library’s board.  Any vote by a board which does not have a 
quorum present may be legally invalid.  

Section 4.  Order of business may be:  

Call to order  

Reading and approval of minutes  

Approval of bills  

Report of the librarian  

Committee reports  

Communications  

Unfinished business  

New business  

Adjournment  

Section 5.  Robert’s Rules of Order, last revised edition, shall govern the parliamentary 
procedure of the board.  

Article IV Committees  

(Suggestion:  Special committees for the study of special problems may be appointed 
by the chairman, with the approval of the board, to serve until the final report of the work 
for which they were appointed has been filed at a regular library board meeting.  Bylaws 
might include provision for standing committees appointed by the president at the first 
meeting following the annual meeting, to serve for one year.  A finance committee, 
which might be either a standing committee or a special committee, would assist the 
library director in preparing the annual budget and represent the library board to justify it 
before the governing body.  

In most matters, the board’s most effective operation is as a committee of the whole.  
Boards of larger libraries may need other committees to advise the librarian and to 
represent the board in the community on such subjects as buildings and maintenance, 
personnel, library program, and extension of service.  

Special committees may investigate, study, and report all matters on which the board 
can act more expeditiously as a whole.)  

Article V Library Director  

The library director shall be considered the executive officer of the board and shall have 
sole charge of the administration of the library under the direction and review of the 
board.  The library director shall be held responsible for the care of the building(s) and 
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equipment, for the employment and direction of the staff, for the efficiency of the 
library’s service to the public, and for the operation of the library under the financial 
conditions set forth in the annual budget. The library director shall attend all library 
board meetings, except those at which her/his appointment, salary, or performance is to 
be discussed or decided.  

Article VI Ethics for Library Trustees 

Trustees, in the capacity of trust imposed upon them, shall observe ethical standards 
with absolute truth, integrity and honor. 

Trustees must promote a high level of service while observing ethical standards. 

Trustees must avoid situations in which personal interests might be served or financial 
benefits gained at the expense of library users, colleagues or the institution. 

Trustees will not use the library for personal advantage or the personal advantage of 
friends or relatives. 

It is incumbent upon any Trustee to disqualify himself/herself immediately whenever the 
appearance of a conflict of interest exists. 

Article VII Nepotism 

Board members and their immediate family members (as defined below) will be 
excluded from consideration for employment by the organization. 

Employees shall not hold a position with the organization while they or members of their 
immediate family (as defined below) serve on the board of directors or any committee of 
the board. 

Employees may not hold a job over which a member of their immediate family 
exercises supervisory authority. In this section and sections 1 and 2 above, immediate 
family includes the following: husband, wife, son, son-in-law, daughter, daughter-in-
law, father, father-in-law, mother, mother-in-law, brother, brother-in-law, sister, sister-
in-law, grandparents, and grandchildren. 

Article VIII Amendments  

These bylaws may be amended at any regular meetings of the library board with a 
quorum present, by majority vote of the members present, providing the amendment 
was stated in the agenda for the meeting. 
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Sample Nepotism Template to Include in the Bylaws 

Part One 

1. Board members and their immediate family members (as defined below) will be 
excluded from consideration for employment by the organization. 

2. Employees shall not hold a position with the organization while they or members 
of their immediate family (as defined below) serve on the board of directors or 
any committee of the board. 

3. Employees may not hold a job over which a member of their immediate family 
exercises supervisory authority. In this section and sections 1 and 2 above, 
immediate family includes the following: husband, wife, son, son-in-law, 
daughter, daughter-in-law, father, father-in-law, mother, mother-in-law, brother, 
brother-in-law, sister, sister-in-law, grandparents, and grandchildren. 

Part Two 

It is well accepted that employment of relatives in the same area of an organization can 
cause serious conflicts and problems with favoritism and employee morale. In these 
circumstances, all parties, including supervisors, leave themselves open to charges of 
inequitable consideration in decisions concerning work assignments, transfer 
opportunities, performance evaluations, promotions, demotions, disciplinary actions, 
and discharge. In addition to claims of partiality in treatment at work, personal conflicts 
from outside the work environment can be carried into day-to-day working relationships. 

It is XYZ's policy that relatives of persons currently employed by XYZ may be hired only 
if they will not be working directly for or supervising a relative. If already employed, they 
cannot be transferred into such a reporting relationship. If the relative relationship is 
established after employment, the individuals concerned shall decide who is to be 
transferred. If that decisions is not made within 30 calendar days, management shall 
decide. 

In other cases where a conflict or the potential for conflict arises, even if there is no 
supervisory relationship involved, the parties may be separated by reassignment or 
terminated from employment. 

For the purpose of this policy, a relative is defined to include spouses, parents, children, 
brothers, sisters, brothers-and sisters-in-law, father- and mothers-in-law, stepparents, 
stepbrothers, stepsisters, and stepchildren. This policy also applies to individuals who 
are not legally related but who reside with another employee. 
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Part Three 

EMPLOYMENT OF SPOUSES: With respect to the employment of relatives, XYZ 
reserves the right to:Refuse to place one spouse under the direct supervision of 
the other spouse where such has the potential for creating an adverse effect on 
supervision, safety, security, or morale. 

a. Refuse to place both spouses in the same department, division, program or 
facility where such has the potential for creating an adverse effect on 
supervision, safety, security, morale, or involves potential conflicts of interest. 

EMPLOYMENT OF OTHER RELATIVES: Relatives, up to and including first cousins of 
any agency employee, board of trustee or any: 

a. Person exercising, hiring, promotion, and termination authority may not be hired 
into agency service without approval of the chief executive or the executive 
committee of the board of trustees. 

b. Relatives within the third degree of kinship by blood or marriage of any agency 
employee, regardless of status, will not be hired in the same department, 
division, program, or facility where such has the potential for creating an adverse 
effect on supervision, safety, security, morale or involves potential conflicts of 
interest without the written prior approval of the chief executive. 

c. If two (2) employees marry or become related, or cohabit and a conflict arises, 
only one (1) of the employees will be permitted to stay with XYZ unless 
reasonable accommodations can be made to eliminate the potential problems. 
The decision as to which relative will remain with XYZ must be made by the two 
(2) employees within three (3) calendar days or by XYZ on the basis of service 
value. 
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IC 35-44-1-3 Conflict of interest  
Sec. 3. (a) A public servant who knowingly or intentionally: 
   (1) has a pecuniary interest in; or 
   (2) derives a profit from; 
a contract or purchase connected with an action by the governmental entity served by 
the public servant commits conflict of interest, a Class D felony. 
   (b) This section does not prohibit a public servant from receiving compensation for: 
        (1) services provided as a public servant; or 
        (2) expenses incurred by the public servant as provided by law. 
   (c) This section does not prohibit a public servant from having a pecuniary interest in 
or deriving a profit from a contract or purchase connected with the governmental entity 
served under any of the following conditions: 
         (1) If the: 
            (A) public servant is not a member or on the staff of the governing body 
empowered to contract or purchase on behalf of the governmental entity; 
            (B) functions and duties performed by the public servant for the governmental 
entity are unrelated to the contract or purchase; and 
            (C) public servant makes a disclosure under subsection (d)(1) through (d)(6). 
         (2) If the contract or purchase involves utility services from a utility whose rate 
structure is regulated by the state or federal government. 
         (3) If the public servant: 
            (A) is an elected public servant or a member of the board of trustees of a state 
supported college or university; and 
            (B) makes a disclosure under subsection (d)(1) through (d)(6). 
         (4) If the public servant: 
            (A) was appointed by an elected public servant or the board of trustees of a 
state supported college or university; and 
            (B) makes a disclosure under subsection (d)(1) through (d)(7). 
         (5) If the public servant: 
            (A) acts in only an advisory capacity for a state supported college or university; 
and 
            (B) does not have authority to act on behalf of the college or university in a 
matter involving a contract or purchase. 
         (6) If the public servant: 
            (A) is employed by the governing body of a school corporation and the contract 
or purchase involves the employment of a dependent or the payment of fees to a 
dependent; and 

            (B) makes a disclosure under subsection (d)(1) through (d)(6). 
         (7) If the public servant is under the jurisdiction of the state ethics commission as 
provided in IC 4-2-6-2.5 and obtains from the state ethics commission, following full and 
truthful disclosure, written approval that the public servant will not or does not have a 
conflict of interest in connection with the contract or purchase under IC 4-2-6 and this 
section. The approval required under this subdivision must be: 
            (A) granted to the public servant before action is taken in connection with the 
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contract or purchase by the governmental entity served; or 
            (B) sought by the public servant as soon after the contract or purchase as the 
public servant becomes aware of the facts that give rise to a question of conflict of 
interest. 
   (d) A disclosure required by this section must: 
         (1) be in writing; 
         (2) describe the contract or purchase to be made by the governmental entity; 
         (3) describe the pecuniary interest that the public servant has in the contract or 
purchase; 
         (4) be affirmed under penalty of perjury; 
         (5) be submitted to the governmental entity and be accepted by the governmental 
entity in a public meeting of the governmental entity prior to final action on the contract 
or purchase; 
         (6) be filed within fifteen (15) days after final action on the contract or purchase 
with: 
            (A) the state board of accounts; and 
            (B) if the governmental entity is a governmental entity other than the state or a 
state supported college or university, the clerk of the circuit court in the county where 
the governmental entity takes final action on the contract or purchase; and 
         (7) contain, if the public servant is appointed, the written approval of the elected 
public servant (if any) or the board of trustees of a state supported college or university 
(if any) that appointed the public servant. 
   (e) The state board of accounts shall forward to the state ethics commission a copy of 
all disclosures filed with the board under IC 16-22-2 through IC 16-22-5, IC 16-23-1, or 
this section. 
   (f) The state ethics commission shall maintain an index of all disclosures received by 
the commission. The index must contain a listing of each public servant, setting forth the 
disclosures received by the commission made by that public servant. 
   (g) A public servant has a pecuniary interest in a contract or purchase if the contract 
or purchase will result or is intended to result in an ascertainable increase in the income 
or net worth of: 
         (1) the public servant; or 
         (2) a dependent of the public servant who: 
            (A) is under the direct or indirect administrative control of 
the public servant; or 
            (B) receives a contract or purchase order that is reviewed, approved, or directly 
or indirectly administered by the public servant. 
   (h) It is a defense in a prosecution under this section that the public servant's interest 
in the contract or purchase and all other contracts and purchases made by the 
governmental entity during the twelve (12) months before the date of the contract or 
purchase was two hundred fifty dollars ($250) or less. 
   (i) Notwithstanding subsection (d), a member of the board of trustees of a state 
supported college or university, or a person appointed by such a board of trustees, 
complies with the disclosure requirements of this chapter with respect to the member's 
or person's pecuniary interest in a particular type of contract or purchase which is made 
on a regular basis from a particular vendor if the member or person files with the state 
board of accounts and the board of trustees a statement of pecuniary interest in that 
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particular type of contract or purchase made with that particular vendor. The statement 
required by this subsection must be made on an annual basis. 
   (j) This section does not apply to members of the governing board of a hospital 
organized or operated under IC 16-22-1 through IC 16-22-5 or IC 16-23-1. 
   (k) As used in this section, "dependent" means any of the following: 
         (1) The spouse of a public servant. 
         (2) A child, stepchild, or adoptee (as defined in IC 31-9-2-2) of a public servant 
who is: 
            (A) unemancipated; and 
            (B) less than eighteen (18) years of age. 
         (3) Any individual more than one-half (1/2) of whose support is provided during a 
year by the public servant. 
As added by Acts 1978, P.L.144, SEC.7. Amended by Acts 1981, P.L.304, SEC.1; 
P.L.329-1983, SEC.1; P.L.66-1987, SEC.28; P.L.13-1987, SEC.16; P.L.183-1988, 
SEC.1; P.L.109-1988, SEC.3; P.L.197-1989, SEC.3; P.L.2-1993, SEC.185; P.L.22-
1995, SEC.3; P.L.1-1997, SEC.149
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IC 5-16-11-5.5 Conflicts of interest; consultants  
Sec. 5.5. (a) A consultant has a conflict of interest if any of the following apply: 
          (1) The entity has given a gift or gifts: 
             (A) to the consultant, the consultant's spouse, or the consultant's 
unemancipated children; 
             (B) that have a total fair market value of more than one hundred dollars 
($100); and 
             (C) within the preceding year. 
          (2) The consultant, the consultant's spouse, or the consultant's 
unemancipated children have an equitable or a legal interest in real property the 
value of which: 
             (A) either: 
                (i) is at least five thousand dollars ($5,000); or 
                (ii) comprises at least ten percent (10%) of the net worth of the 
consultant, the consultant's spouse, or the consultant's unemancipated children; 
and 
             (B) has been or would be increased or decreased if a contract were 
awarded to the entity. 
          (3) The consultant or the consultant's spouse is employed by the entity. 
          (4) The entity is the sole proprietorship or professional practice of the 
consultant or the consultant's spouse. 
          (5) The consultant or the consultant's spouse is a partner in the entity. 
          (6) The consultant or the consultant's spouse is an officer or a director of 
the entity. 
          (7) The consultant, the consultant's spouse, or the consultant's 
unemancipated children own stock or options to purchase stock in the entity and 
the stock or the options to purchase stock have a fair market value of more than 
ten thousand dollars ($10,000). This subdivision does not apply to the following: 
             (A) Time deposits or demand deposits in a financial institution. 
             (B) An insurance policy. 
As added by P.L.52-1991, SEC.3. 

IC 5-16-11-6 Conflict of interest disclosure; filing 
 

Sec. 6. (a) A consultant shall file a conflict of interest disclosure if the consultant 
has a conflict of interest under section 5.5 of this chapter. 
   (b) The disclosure required under subsection (a) must describe the conflict of 
interest. 
   (c) The consultant shall file the disclosure required under subsection (a) within 
ten (10) days of the earlier of the following events: 
          (1) The closing day for receipt of bids. 
          (2) The award of the contract. 
As added by P.L.73-1989, SEC.1. Amended by P.L.9-1990, SEC.12;  
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Lucrative Office 

Article 2 Section 9 of the Constitution of Indiana, states:. No person holding a 
lucrative office or appointment under the United States or under this State is 
eligible to a seat in the General Assembly; and no person may hold more than 
one lucrative office at the same time, except as expressly permitted in this 
Constitution. Offices in the militia to which there is attached no annual salary 
shall not be deemed lucrative. 
(History: As Amended November 6, 1984).
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(2/93)           Form 236 

UNIFORM CONFLICT OF INTEREST DISCLOSURE STATEMENT 
Indiana Code 35-44-1-3 

 
A public servant who knowingly or intentionally has a pecuniary interest in or derives a 
profit from a contract or purchase connected with an action by the governmental entity 
served by the public servant commits conflict of interest, a Class D Felony. A public 
servant has a pecuniary interest in a contract or purchase if the contract or purchase will 
result or is intended to result in an ascertainable increase in the income or net worth of 
the public servant or a dependent of the public servant who is under the direct or 
indirect administrative control of the public servant; or receives a contract or purchase 
order that is reviewed, approved, or directly or indirectly administered by the public 
servant.  
 
"Dependent" means any of the following: the spouse of a public servant; a child, 
stepchild, or adoptee (as defined in I.C. 31-3-4-1) of a public servant who is 
unemancipated and less than eighteen (18) years of age; and any individual more than 
one-half (•) of whose support is provided during a year by the public servant. 
 
The foregoing consists only of excerpts from I.C. 35-44-1-3. Care should be taken to 
review I.C. 35-44-1-3 in its entirety. 

1. Name and Address of Public Servant Submitting Statement: 

            

            
2. Title or Position with Governmental Entity:  

            

3. a. Governmental Entity:           

b. County:             

4. This statement is submitted (check one): 
a. ___ as a "single transaction" disclosure statement, as to my financial interest in a 
specific 

contract or purchase connected with the governmental entity which I serve, 
proposed to be made by the governmental entity with or from a particular 
contractor or vendor; or 

b. ___ as an "annual" disclosure statement, as to my financial interest connected 
with any contracts 

or purchases of the governmental entity which I serve, which are made on an 
ongoing basis 

with or from particular contractors or vendors. 

5. Name(s) of Contractor(s) or Vendor(s):  
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6. Description(s) of Contract(s) or Purchase(s) (Describe the kind of contract involved, 
and the effective date and term of the contract or purchase if reasonably determinable. 
Dates required if 4(a) is selected above. If "dependent" is involved, provide dependent's 
name and relationship): 
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7. Description of My Financial Interest (Describe in what manner the public servant or 
"dependent" expects to derive a profit or financial benefit from, or otherwise has a 
pecuniary interest in, the above contract(s) or purchase(s); if reasonably determinable, 
state the approximate dollar value of such profit or benefit.): 

            

            

            

            

            

            

(Attach extra pages if additional space is needed) 

8. Approval of Appointing Officer or Body (To be completed if the public servant was 
appointed by an elected public servant or the board of trustees of a state supported 
college or university): 
 
I (We) being the            of 

(Title of Officer or Name of Governing Body) 
 
       and having the power to appoint 

(Name of Governmental Entity) 

the above named public servant(s) to the public position to which he or she holds, 
hereby approve the participation to the appointed disclosing public servant in the above 
described contract(s) or purchase(s) in which said public servant has a conflict of 
interest as defined in Indiana Code 35-44-1-3; however, this approval does not waive 
any objection to any conflict prohibited by statute, rule, or regulation and is not to be 
construed as a consent to any illegal act.
 
      
       
       

Elected Official 

 
      
       
       

Office 
 
9. Effective Dates (Conflict of interest statements must be submitted to the 
governmental entity prior to final action on the contract or purchase.): 
      

Date Submitted 
      
Date of Action on Contract or Purchase

10. Affirmation of Public Servant: This disclosure was submitted to the governmental 
entity and accepted by the governmental entity in a public meeting to the governmental 
entity prior to final action on the contract or purchase. I affirm, under penalty of perjury, 
the truth and completeness of the statements made above, and that I am the above 
named public servant. 
 

Signed:         
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(Signature of Public Servant) 
 
Date:          

 
Within 15 days after final action on the contract or purchase, copies of this statement 
must be filed with the State Board of Accounts, Indiana Government Center South, 302 
West Washington Street, Room E418, Indianapolis, Indiana, 46204-2738 and the Clerk 
of the Circuit Court of the county in which the governmental entity executed the contract 
or purchase. A copy of this disclosure will be forwarded to the Indiana State Ethics 
Commission. 
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Handouts that are in the chapter:  

Certificate of Appointment Public Library Board Member  

http://www.in.gov/library/files/plbmcertap.pdf 

Conflict of Interest Form 

http://www.in.gov/sboa/files/Form236.pdf 

IN The Public Trust  

http://www.in.gov/library/3274.htm 

Trustee Programs  

Contact the LDO Office 1-800/451-6028 to set up an onsite presentation for an 
“Overview of IN the Public Trust” or other available programs. 

 

Helpful information 

IC 36-12-2 and IC 36-12-3 Public Libraries: Organization and  Board  Members 

The code includes board appointment information, terms, meetings, treasurer 
information, duties, powers, etc. 

http://www.in.gov/legislative/ic/code/title36/ar12/
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Chapter 2  

Public Library Standards 

Public Library Standards are the standards set by the Indiana Library and Historical 
Board which  public libraries are required to meet to be able to receive any state or 
federal funds disbursed by the Indiana State Library in the form of grants or 
monetary awards. The standards found in 590 IAC 6 
http://www.in.gov/legislative/iac/T05900/A00060.PDF? are effective January 1, 2011.  

The funds affected include:  

• State technology grants 

• E-rate funds for Internet connectivity 

• Discounts on state-wide services for which the 
Indiana State Library charges (including 
InfoExpress) 

• PLAC distribution 

• Other state funds 

• LSTA grants

Templates and advice for writing trustee bylaws, technology and long range plans are 
available from the Library Development Office.  Questions about the standards should 
be addressed to Karen Ainslie or Edie Huffman, Library Development Office. 

Questions regarding AccessPoint,  http://www.in.gov/library/accesspoint.htm 
 a resource available to meet standards regarding web sites, should be addressed to 
Wendy Knapp, Professional Development Office. 

Questions about the Evergreen Indiana Open Source Integrated Library System 
http://www.in.gov/library/evergreen.htm , a resource to meet standards regarding 
automation and a public access catalog, should be addressed to Shauna Borger, 
Library Development Office. 

590 IAC 6 follows. 

ARTICLE 6. GENERAL PROVISIONS 

Rule 1. Standards of Eligibility to Receive State Funds 

590 IAC 6-1-1 Purpose of rule 
Authority: IC 4-23-7.1-11; IC 4-23-7.1-24 
Affected: IC 4-23-7.1 

Sec. 1. Standards for public libraries are established to: 
(1) encourage libraries to maintain a minimum level of service; and 
(2) establish criteria for eligibility to receive state and federal appropriations. 

(Indiana Library and Historical Board; 590 IAC 6-1-1; filed Mar 17, 2010, 4:01 p.m.: 
20100414-IR-590080945FRA, eff Jan 1, 2011) 

590 IAC 6-1-2 Definitions 
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Authority: IC 4-23-7.1-11; IC 4-23-7.1-24 
Affected: IC 4-23-7 

Sec. 2. The following definitions apply throughout this article: 
(1) "Bylaws" means the rules adopted by the library board for the: 

(A) government of its members; and 
(B) regulation of its affairs. 

(2) "Class A" means libraries serving a population greater than thirty-nine 
thousand nine hundred ninety-nine (39,999). 
(3) "Class B" means libraries serving a population of at least ten thousand one 
(10,001) but fewer than forty thousand (40,000). 
(4) "Class C" means libraries serving a population of ten thousand (10,000) or 
less. 
(5) "Collection expenditures" means items that are purchased with operating 
funds and made available to patrons by the library for loan and reference 
including: 

(A) books; 
(B) audiovisual materials; 
(C) electronic media devices; and 
(D) databases. 

(6) "Continuing education" means an approach to education that encourages 
dynamic and continuous learning. 
(7) "Director" means the librarian who is: 

(A) the administrative head of the library; and 
(B) responsible to the library board for the operation and management of 
the library. 

(8) "Electronic media devices" means devices used by the public to directly 
access information, excluding peripherals and connectivity. 
(9) "Evening hours" means the hours the library is open after 6:00 p.m. 
(10) "Fixed location" means each main location, branch, or campus of a library 
district. 
(11) "Full-time" means that the director is paid for: 

(A) at least thirty-five (35) hours per week; or 
(B) if the library is open fewer than thirty-five (35) hours per week, the 
number of hours that the library is open. 

(12) "INSPIRE" means the virtual library composed of multiple on-line databases 
available to residents of Indiana. 
(13) "Integrated library system" means software used to track: 

(A) items owned; 
(B) circulation; and 
(C) patron records. 

(14) "Library board" means the fiscal and administrative body of a public library. 
(15) "Library sponsored program" means a workshop, program, seminar, or 
outreach program sponsored by the library, in which the library's staff plays a 
significant role, including, but not limited to, technology, informational literacy, 
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early literacy, children's, cultural programming, and other programming offered 
for the community. 
(16) "Population served" means residents of the library district taxed for the 
support of the library. 
(17) "Public access computer" means each computer connected to the Internet 
available to patrons and each workstation with software available to patrons, for 
example, word processing and spreadsheets, or specialized children's programs. 
Each fixed service location with wireless access to the library's public Internet 
shall be computed as ten (10) public access computers. 
(18) "Special services" means library service for people who are: 

(A) blind; 
(B) deaf; or 
(C) physically disabled. 

(19) "Weekend day" means the library is open four (4) hours per day on Saturday 
or Sunday. 
(20) "Young adult" means the age group defined by the American Library 
Association's Young Adult Library Services Association. 

(Indiana Library and Historical Board; 590 IAC 6-1-2; filed Mar 17, 2010, 4:01 p.m.: 
20100414-IR-590080945FRA, eff Jan 1, 2011) 

590 IAC 6-1-3 Eligibility to receive state funds; determination 
Authority: IC 4-23-7-5; IC 4-23-7.1-24 
Affected: IC 4-23-7.1-11; IC 36-12-11 

Sec. 3. The eligibility of a public library to receive state or federal funds and 
services under the provisions of any program for which the Indiana state library is the 
administrator shall be determined as follows: 

(1) Compliance with any requirements that may be set forth in state legislation 
providing for such funds. 
(2) Compliance with Indiana law. 
(3) Compliance with the standards promulgated by the Indiana library and 
historical board. 

(Indiana Library and Historical Board; 590 IAC 6-1-3; filed Mar 17, 2010, 4:01 p.m.: 
20100414-IR-590080945FRA, eff Jan 1, 2011) 

590 IAC 6-1-4 Minimum standards for public libraries 
Authority: IC 4-23-7.1-11; IC 4-23-7.1-24 
Affected: IC 4-23-7; IC 4-23-7.1; IC 6-1.1-18.5; IC 36-12 

Sec. 4. (a) The library must operate in compliance with Indiana laws, including 
the following: 

(1) The Public Library Law under IC 36-12. 
(2) The Indiana Library and Historical Department Law under IC 4-23-7. 
(3) Other Indiana laws that affect municipal corporations. 
(b) The library board is responsible for hiring a full-time library director with the 

education and experience required by the librarian certification rules under 590 IAC 5. 
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(c) The library board and director shall maintain their separate functions as 
follows: 

(1) The board is responsible for governance and policy. 
(2) The director is responsible for administration, operation, and management of 
the library. 
(d) With the advice and recommendations of the library director, the library board 

shall adopt the following: 
(1) An annual classification of employees. 
(2) Schedules of salaries. 
(3) The proposed library budget. 
(4) Library policies. 
(e) The library must comply with federal laws affecting employment practice. The 

library shall have written personnel policies and procedures. Written personnel policies 
and procedures must address at least the following: 

(1) Employment practices, such as the following: 
(A) Recruitment. 
(B) Selection. 
(C) Appointment. 

(2) Personnel actions. 
(3) Salary administration. 
(4) Employee benefits. 

(5) Conditions of work. 
(6) Leaves. 
(f) The Indiana State Library will provide orientation materials to new library 

board trustees and training materials to all library trustees and directors annually. The 
library board shall adhere to the principles discussed in approved and current Indiana 
state library publications for library trustees. 

(g) The library shall have written bylaws that state its purpose and its operational 
procedures. The bylaws shall specifically state rules governing conflicts of interest 
issues and nepotism. The bylaws shall be reviewed by the board of trustees at least 
every three (3) years. A copy of the bylaws shall be submitted to the Indiana state 
library within 60 days of their adoption. All amendments to the bylaws that have been 
adopted by the board in each year shall be submitted with the library's annual report. 

(h) With the advice and recommendation of the library director, the library board 
shall adopt the following written plans and policies: 

(1) Collection development. 
(2) Principles of access to all library materials and services. 
(3) A long-range plan of service for between three (3) to five (5) years. The plan, 
updates, and revisions must be filed with the Indiana state library. At a minimum, 
the plan shall include the following: 

(A) A statement of community needs and goals. 
(B) Measurable objectives and service responses to the community's 
needs and goals. 
(C) An assessment of facilities, services, technology, and operations. 
(D) An ongoing annual evaluation process. 
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(E) Financial resources and sustainability. 
(F) Collaboration with other: 

(i) public libraries; and 
(ii) community partners. 

(4) A technology plan of service for three (3) years. The plan, updates, and 
revisions must be filed with the Indiana state library. At a minimum, the plan shall 
include the following: 

(A) Goals and realistic strategy for using telecommunications and 
information technology. 
(B) A professional development strategy. 
(C) An assessment of telecommunication services, hardware, software, 
and other services needed. 
(D) An equipment replacement schedule. 
(E) Financial resources and sustainability. 
(F) An ongoing annual evaluation process. 
(G) An automation plan that conforms to national cataloging standards. 

(i) All newly constructed and existing library facilities must be in compliance with 
local, state, and federal building and health and safety codes. 

(j) The library must comply with provisions of the federal Americans with 
Disabilities Act to make its physical and digital services available to everyone. 

(k) The library shall provide the following minimum services: 
(1) Acquisition, organization, and loan of print, audiovisual, digital, and other 
collections. 
(2) Availability of general collections to the public during regular library hours of 
operation. 
(3) A library expending at least seven and five-tenths percent (7.5%) of its 
operating fund expenditures for library collections shall meet basic standards for 
collection expenditures. A library expending the equivalent of fifteen percent 
(15%) of its operating expenditures, which includes operating, gift, and related 
funds, for library collections shall meet enhanced standards for collection 
expenditures. A library expending the equivalent of twenty percent (20%) of its 
operating expenditures, which includes operating, gift, and related funds, for 
library collections shall meet exceptional standards for collection expenditures. 
(4) The library shall provide the following means of communication with the 
public: 

(A) A telephone listed in the library's name. 
(B) An answering machine, voice mail, or other similar technology to 
provide operating hours of the library. 
(C) An e-mail address or a means of electronic contact for the library listed 
on the library's website. 
(D) A means to provide copies to the public at each location. A fee may be 
charged not to exceed a fee established by Indiana state law. 
(E) Technology available to transmit documents electronically or through 
phone lines, for example, a fax machine. 

(5) A website that must include the following: 



Revised 7/27/2011 2-6  
  

(A) Hours of operation, physical address or addresses, a map for each 
fixed service location, phone number, and e-mail address. 
(B) Electronic resources provided free of charge to the citizens of Indiana 
by the state of Indiana, for example, INSPIRE. 
(C) Public service policies including, but not limited to, circulation policies, 
fees, and Internet use, adopted by the library board. 
(D) The library's online public access catalog. 
(E) A calendar of events and programs, which shall be updated at least 
monthly. 

(6) Interlibrary loan is free of charge within Indiana (other than reimbursement for 
actual direct photocopy and postage costs), and each public library shall lend 
materials through at least one (1) of the following: 

(A) Statewide reciprocal borrowing program. 
(B) OCLC Resource Sharing. 
(C) Evergreen Indiana. 
(D) Local reciprocal borrowing with at least one (1) other public library 
district within the library district's county or an adjacent county. 

(7) Participate in the statewide delivery service provided by the Indiana State 
Library with the following frequency from a single fixed location within the library 
district: 

 
 

 
Basic 

 
Enhanced 

 
Exceptional  

Class A Library 
 
Three (3) days/week 

 
Four (4) days/week 

 
Five (5) days/week  

Class B Library 
 
Two (2) days/week 

 
Three (3) days/week 

 
Four (4) days/week  

Class C Library  
 
One (1) day/week 

 
Two (2) days/week 

 
Three (3) days/week 

(8) Adult services that include the following: 
(A) Programs and reference services offered by a qualified individual 
holding the appropriate librarian certificate. 
(B) Knowledge of and access to reference materials, including INSPIRE. 
(C) A collection of materials for adults. 
(D) Space designated in the library for adult services. 
(E) To achieve an enhanced level of service, a library shall designate one 
(1) or more staff to serve at least part time as an adult services librarian by 
a qualified individual holding the appropriate librarian certificate at each 
fixed location. 
(F) To achieve an exceptional level of service, a library shall designate 
one (1) full-time equivalent staff member designated as an adult services 
librarian by a qualified individual holding the appropriate librarian 
certificate at each fixed location. 

(9) Young adult services that include the following: 
(A) Programs and reference services offered by a qualified individual 
holding the appropriate librarian certificate. 
(B) Knowledge of and access to reference materials, including INSPIRE. 
(C) A collection of materials for young adults. 
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(D) Space designated in the library for young adult services. 
(E) To achieve an enhanced level of service, a library shall designate one 
(1) or more staff to serve at least part time as a young adult services 
librarian by a qualified individual holding the appropriate librarian 
certificate at each fixed location. 
(F) To achieve an exceptional level of service, a library shall designate 
one (1) full-time equivalent staff member designated as a young adult 
services librarian by a qualified individual holding the appropriate librarian 
certificate at each fixed location. 

(10) Children's services that include the following: 
(A) Programs and reference services offered by a qualified individual 
holding the appropriate librarian certificate. 
(B) A collection of materials for children, parents, and caregivers in each 
fixed location. 
(C) Space in each fixed location designated in the library for children's 
services. 
(D) An annual summer reading program for a minimum of six (6) weeks at 
each fixed location. 
(E) To achieve an enhanced level of service, a library shall designate one 
(1) or more staff to serve at least part time as a children's services 
librarian by a qualified individual holding the appropriate librarian 
certificate at each fixed location. 
(F) To achieve an exceptional level of service, a library shall designate 
one (1) full-time equivalent staff member designated as a children's 
services librarian by a qualified individual holding the appropriate librarian 
certificate at each fixed location. 

(11) Library sponsored programming shall be provided with the following 
minimum frequency within each library district: 

 
 

 
Basic 

 
Enhanced 

 
Exceptional 

 
All Public 
Libraries 

 
Five (5) library programs 
for every one thousand 
(1,000) people served 
per year, with a minimum 
of twelve (12) library 
programs per year 
regardless of population 
served. 

 
At least ten (10) library 
programs for every one 
thousand (1,000) people 
served per year, with a 
minimum of twelve (12) 
library programs per year 
regardless of population 
served.  

 
At least fifteen (15) library 
programs for every one 
thousand (1,000) people 
served per year, with a 
minimum of twelve (12) 
library programs per year 
regardless of population 
served. 

(12) Provide access directly or through the Indiana State Library to large print 
books, Braille books, audio books, and enhanced media to patrons who are 
unable to read regular print, because of a visual or a physical disability. 
(13) An integrated library system with an online public access catalog available 
on the library's website. 
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(14) The library shall provide public access computers with a minimum Internet 
connection speed of one and five-tenths megabits per second (1.5 Mbps) per 
fixed service location. Computers shall be provided for the free use of all persons 
regardless of residency, so long as such use would not violate any laws or other 
legally binding prohibitions imposed upon the person, including, but not limited to, 
fines owed to the library or violations of library policies. 
(15) The library shall have a base level of technology consisting of at least one 
(1) staff computer with office software and operating systems, connected to the 
Internet and a printer. Public access computers shall be connected to the Internet 
and printers as detailed as follows: 

(16) The library shall purge or mark inactive unused library patron cards at least 
once every three (3) years, deleting those patrons who have not used the card in 
the last three (3) years and do not owe materials, fines, or fees to the library. 
(l) Hours of service shall be provided to allow the greatest possible access for the 

community as follows for each public library system. Using the definitions provided in 
section 2 of this rule, hours open is calculated by taking the total unique hours the 
district is open for regular public service for the majority of the year. The standards for 
hours and service days are as follows: 

 
 

 
Basic 

 
Enhanced 

 
Exceptional 

 
Class A 
Libraries 

 
Fifty-five (55) hours 
per week, including 
six (6) evening 
hours and one (1) 
weekend day 

 
Sixty (60) hours per week, 
eight (8) evening hours, and 
one (1) weekend day; or 
sixty (60) hours per week, 
six (6) evening hours, and 
two (2) weekend days 

 
Sixty-five (65) hours per week, 
eight (8) evening hours, two (2) 
weekend days; or sixty-five 
(65) hours per week, ten (10) 
evening hours, and one (1) 
weekend day 

 
Class B 
Libraries 

 
Forty (40) hours per 
week, including four 
(4) evening hours 
and one (1) 
weekend day 

 
Fifty (50) hours per week, 
four (4) evening hours, and 
one (1) weekend day 

 
Fifty-five (55) hours per week, 
six (6) evening hours, two (2) 
weekend days; or fifty-five (55) 
hours per week, eight (8) 
evening hours, and one (1) 
weekend day 

 

Class C 

Libraries 

 
Twenty (20) hours 
per week, including 
two (2) evening 
hours and one (1) 
weekend day 

 
Thirty (30) hours per week, 
including two (2) evening 
hours and one (1) weekend 
day 

 
Forty (40) hours per week, 
including four (4) evening 
hours and two (2) weekend 
days; or forty (40) hours per 
week, six (6) evening hours, 
and one (1) weekend day 
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(m) The library shall provide support for continuing education for staff and 
trustees. 

(n) A library district located within another library district serving an overlapping 
population shall be considered a branch of the larger library district for purposes of 
meeting public library standards. 

(o) The library shall file with the Indiana State Library by February 1 of each year 
an annual report for the preceding calendar year, in the form prescribed by the Indiana 
state library. Any falsification of statements certifying which standards have been met 
shall result in the library being required to return to the Indiana state library any state or 
federal funding that was received. The report shall include a statement from the director 
and board president or their designee certifying which standards have been met, 
including a statement outlining the library's intention and specific measures planned to 
reach the remaining requirements not met at that time. 

(p) The Indiana Library and Historical Board may provide a temporary waiver, not 
to exceed one (1) year at a time, for a public library to be exempt from one (1) or 
multiple public library standards under the following conditions: 

(A) The public library is deemed to be out of compliance with one (1) or more 
standards. 
(B) The public library submits an appeal to the Indiana State Library seeking a 
waiver and stipulating the reason or reasons for a temporary or one (1) year 
waiver to be granted. 
(C) The request for a waiver illustrates unusual, unforeseen, or extreme 
circumstances beyond the library's control. 

(Indiana Library and Historical Board; 590 IAC 6-1-4; filed Mar 17, 2010, 4:01 p.m.: 
20100414-IR-590080945FRA, eff Jan 1, 2011; errata filed Mar 31, 2010, 10:21  a.m.: 
20100414-IR-590100185ACA) 
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Chapter 4  

INDIANA STATE LIBRARY E-RESOURCES: 

INSPIRE, WebJunction, Indiana Memory, Access Point, VINE Library Listservs, & Lyrasis 

INSPIRE www.inspire.in.gov 

What is INSPIRE? 

INSPIRE is Indiana's Virtual Library. INSPIRE is a collection of academic 

databases and other information resources that can be accessed by Indiana 

residents using any computer equipped with an Internet Protocol (IP) address 

located in Indiana and a Web browser such as Firefox or Internet Explorer.  

INSPIRE began in January 1998 as a partnership between the Indiana State 

Library and the Indiana Cooperative Library Services Authority (INCOLSA), along 

with a one-time grant from the Lilly Endowment Inc. which funded the SiteSearch 

software and its subsequent development. Today INSPIRE is funded through a 

combination of funds from the Indiana General Assembly and  LSTA (Library 

Services and Technology Act) funding in partnership with the Academic Libraries 

of Indiana.  The Indiana State Library provides support for and training on 

INSPIRE. 

What kind of information is available on INSPIRE? 

INSPIRE includes following content: magazine and journal articles, websites, 

pamphlets, images, almanacs, library catalogs, eBooks, sample tests, and more. 

Who can access INSPIRE? 

INSPIRE is accessible for Indiana residents who have Internet access at school, 

home, in their library or at their place of business. An Indiana user is identified by 

their IP address; this is called IP authentication. 

How much does INSPIRE cost to use? 

INSPIRE is provided at no cost to all residents of Indiana. 
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Who is paying for INSPIRE? 

INSPIRE is a service of the Indiana State Library. INSPIRE is supported by the 

Indiana General Assembly through Build Indiana Funds, the Institute of Museums 

and Library Services under the provisions of the Library Services and 

Technology Act and in partnership with Academic Libraries of Indiana.  

 

Listed below are the resources available in INSPIRE: 

Academic Search Premier  

• Information from a wide range of academic areas including the social 

sciences, humanities, general science, education and multi-cultural 

studies  

• Full text for nearly 4,500 journals, including full text for more than 3,600 

peer-reviewed titles  

• Abstracts and indexing for over 8,000 scholarly journals  

 

Bartleby  

• Bartleby.com is an electronic text archive, headquartered in New York and 

named after Herman Melville's Bartleby the Scrivener. It was founded 

under the name "Project Bartleby" in January 1993 by Steven H. van 

Leeuwen as a personal, non-profit collection of classic literature on the 

website of Columbia University. In 1997, it moved to its own domain, 

bartleby.com, and was called "The New Bartleby Library". In September 

1999, Bartleby.com was incorporated and started to focus on reference 

works, including the contemporary 6th edition of the Columbia 

Encyclopedia. Access to the collection is free to all Internet users.  

 

Biography in Context 

Virtually every course of study “from history to science to literature” is ultimately 
tied to the study of people. Biography in Context delivers outstanding research 
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support with nearly a million biographical entries spanning history and 
geography. Just like all the new revolutionary In Context products, it’s a 
curriculum-aligned resource that offers media-rich content in context that's 
updated daily to meet the needs of today’s user. In it you’ll find:  

• 600,000+ biographies covering more than 525,000 individuals  

• 170+ award-winning Gale reference titles  

• 50,000 new or updated bios added annually in addition to daily updates to 

account for awards and events  

• Integrated reference material, periodical information and multimedia 

content  

• Hundreds of hand-crafted topic pages covering the highest-interest 

features  

Newly Included Collection 

The included Lives & Perspectives Collection supports high-school curricula and 
university coursework by providing multidisciplinary content on notable figures 
and the societal forces that have shaped their lives. The integration of this 
collection provides first-time-ever access to 160,000 bios drawn from: 

• American Men & Women of Science  

• Encyclopaedia Judaica  

• Governments of the World  

• Encyclopedia of African-American Culture and History  

• And nearly 40 other respected titles from Macmillan Reference USA, 

Charles Scribner's Sons and Gale  

 

Biomedical Reference Collection: Basic  

• Designed for doctors, research scientists, students, clinical specialists and 

managers  

• Full-text for over 100 journals in a variety of areas pertaining to medical 

study  
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• All titles included in the Biomedical Reference Collection: Basic are 

indexed in MEDLINE  

 

Business Source Premier  

• Includes topics such as management, economics, finance, accounting, 

and international business  

• Full-text for over 7,500 publications  

• Full-text backfiles are available as far back as 1922  

 

Census.gov  

• The Census Bureau Web Site provides on-line access to our data, 

publications, and products.  

 

Company Profiles  

• Accessible by selecting Company Profiles from the list of individual 

databases or by searching Business Source Premier or Corporate 

ResourceNet individually  

• Extremely detailed company profiles for the 10,000 largest companies in 

the world  

• Brief overviews and more in-depth (PDF) profiles  

• Updated on a quarterly basis by Datamonitor  

 

Contemporary Authors Online 

• Contemporary Authors® Online offers your students and patrons 

continuous access to current biographical and bibliographical data on 

more than 120,000 modern authors.  Each Contemporary Authors® 

Online entry contains the most complete and up-to-date entry, accessible 



 

Revised 7/27/2011 
 

4-5  

 

through an easy-to-use interface with a variety of search paths to help you 

locate the information you need quickly and efficiently. You can easily 

search for an author by name, title of work, subject/genre, nationality, date 

and place of birth, honors, awards and much more.  

Added to the database annually are approximately 3,000 new entries and 

1,000 full-entry updates from the Contemporary Authors® and 

Contemporary Authors® New Revision Series print volumes. Look for 

recent information on J.K. Rowling, Isaac Asimov, Isabel Allende, Joyce 

Carol Oates, Michael Crichton, Derek Walcott, Dave Barry, Toni Morrison, 

Neil Simon, and many others.   In addition, Contemporary Authors® 

Online offers continuously updated information on the most active authors 

in this database. Included are author-provided updates, expanded entries, 

bibliographies, awards, and recent update information. 

  

 

Corporate ResourceNet  

• Designed to meet the diverse information needs of today’s companies  

• Full-text articles from over 1,300 magazines and journals  

• Full-text information dates as far back as 1985  

 

Datamonitor  

• Extremely detailed company profiles for the 10,000 largest companies in 

the world. Brief overviews and more in-depth (PDF) profiles .Updated on a 

quarterly basis by Datamonitor.  
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Directory of Open Access Journals (DOAJ) 

• The aim of the Directory of Open Access Journals is to increase the 

visibility and ease of use of open access scientific and scholarly journals 

thereby promoting their increased usage and impact.  

 

EBSCO Animals  

• Offers in-depth information on a variety of topics relating to animals  

• Indexing, abstracts, and full-text records describing the natures and 

habitats of familiar animals  

• Images available for some records  

 

EBSCOhost  

• EBSCOhost is a subscription-based service provided by EBSCO 

Publishing. It is widely-accessible via private and public databases in 

libraries and schools. EBSCOhost is an umbrella term for various other 

databases which provide full text searches and abstracts of magazines, 

newspapers and reference books in a variety of subject areas, updated on 

a daily basis. Libraries and other institutions subscribe to EBSCOhost, and 

optionally choose one or more of the offered databases as part of their 

subscription. Customers can then search all of the subscribed databases, 

or focus their search on a subset.  

 

Educational Resource Information Center (ERIC)  

• Contains 2,200 digests and over 500,000 research and technical reports 

[ERIC documents=ED]  

• Over 100,000 ERIC Documents include full text  

• Indexes more than 980 education and education-related journals in the 

Current Index to Journals in Education (CIJE) [ERIC journal articles=EJ]  
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• Selected full-text articles are available for some documents and journal 

articles  

• Updated monthly  

 

Funk & Wagnalls New World Encyclopedia  

• Contains over 25,000 records  

• Full text for each record  

• Updated annually  

 

Google Scholar  

• Google Scholar provides a simple way to broadly search for scholarly 

literature. From one place, you can search across many disciplines and 

sources: peer-reviewed papers, theses, books, abstracts and articles, 

from academic publishers, professional societies, preprint repositories, 

universities and other scholarly organizations. Google Scholar helps you 

identify the most relevant research across the world of scholarly research.  

 

Health & Wellness Resource Center with Alternative Health 

• Provides instant access to carefully compiled and trusted medical 

reference materials.  

• Includes nearly 400 health/medical journals, hundreds of pamphlets, over 

700 health-related videos from partner Healthology, Inc., and articles from 

2,200 general interest publications in addition to a broad collection of Gale 

reference titles.  

• Material contained in this Resource Center is intended for informational 

purposes only.  
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Health Business FullTEXT  

• Publications covering the business of health care administration, including 

topics such as staffing, health care regulation, health care facilities 

management, marketing, and finance  

• Full text coverage for nearly 130 well-known administrative journals  

 

Health Reference Center Academic 

• Multi-source database provides access to the full text of nursing and allied 

health journals, plus the wide variety of personal health information 

sources in InfoTrac's award-winning Health Reference Center.  

• All in a single, easy-to-use database, the material contained in this 

database is intended for informational purposes only.  

 

Health Source: Consumer Edition  

• Provides full text from over 250 periodicals covering nutrition, exercise, 

medical selfcare, childcare, and drug and alcohol abuse  

• Full text for over 1,000 pamphlets and 140 books  

• Includes Stedman's Medical Dictionary  

• Full text of books from the People's Medical Society  

• Includes Clinical Reference Systems (over 7,000 reports in everyday 

language, many with images, including Spanish language records)  

• Includes access to Lexi-PALS Drug Guide  
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Health Source: Nursing / Academic Edition  

• Provides access to over 550 full-text journals, and 800 indexed journals  

• Nursing, allied health and medicine journals are included  

• Can search for peer-reviewed articles  

• Includes access to Lexi-PALS Drug Guide  

 

Image Collection  

• Over 100,000 images  

• Includes maps and flags of countries and states  

• Search by image description or browse through images of people, places, 

or nature  

 

Informe!  

• Full text and images of the most popular Spanish-language magazines 

and pamphlets - not just translations  

• Spanish thesaurus and interface were created exclusively for native 

Spanish speakers  

• Full-text coverage of over 100 titles  

• Coverage from 1996 to present  

• Updated Daily  

 

IN.gov  

• Indiana's public information portal, IN.gov, is the official Internet resource 

for Indiana state government resources and information.  
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KidsClick  

• KidsClick! was created by a group of librarians at the Ramapo Catskill 

Library System, as a logical step in addressing concerns about the role of 

public libraries in guiding their young users to valuable and age 

appropriate websites.  

 

Lexi-Pals  

• Covers over 1,000 generic medications, 100 natural products, and 19 

vaccines.  

 

Library, Information Science & Technology Abstracts (LISTA)  

• Indexes more than 600 periodicals, plus books, research reports and 

proceedings  

• Subject coverage includes librarianship, classification, cataloging, 

bibliometrics, online information retrieval, information management and 

more  

• Coverage extends back as far as the mid-1960s  

 

Lit Finder  

• LitFinder is international in scope, covers all time periods, and contains a 

wealth of primary literature content, including more than 126,500 full-text 

poems, 850,000 poem citations and excerpts, 5,000 full-text short stories, 

2,800 full-text essays, 1,800 full-text speeches, and 1,000 full-text plays. 

LitFinder also includes biographies, work summaries, photographs, and a 

glossary. A subject navigator provides over 10,000 subject headings, and 

basic and advanced search modes allow users to search by keyword, 

author, subject, work title, work date, nationality, gender, timeline, and 

more.    



 

Revised 7/27/2011 
 

4-11  

 

• LitFinder's easy-to-use interface allows users to easily target the 

information they are looking for or to browse the database through various 

refine search and browse options. For example, users can find everything 

from the sonnets of Shakespeare to the poetry of Maya Angelou, the love 

poetry of the 13th century to contemporary poems by African American 

women, the inaugural speeches of George Washington through George 

W. Bush, short stories by Edgar Allan Poe to stories by up-and-coming 

writer Elizabeth Weld, or essays on such subjects as the arts, science, 

and religion. 

 

MAS Ultra--School Edition  

• Full text general reference database designed for high school students  

• Indexes over 600 journals, with more than 500 journals in full text  

• Includes over 5,000 Magill Book Reviews  

• Includes Essential Documents of American History, a database of over 

1,000 primary historical documents including the Bill of Rights, the 

Constitution, The Federalist Papers, historical speeches, etc.  

• Coverage of the CIA World Factbook  

• Full text for over 500 pamphlets  

 

MasterFILE Premier  

• Full text from over 2,000 general reference, business, health, general 

science, and multi-cultural periodicals  

• Indexing and abstracts for over 2,500 periodicals  

• Full-text backfiles go as far back as 1975  

• Updated daily  
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McClatchy-Tribune Collection (formerly Knight Ridder)  

• 90-day archive of almost 300 newspapers from the McClatchy-Tribune 

Information Services  

• Titles include: The Boston Globe, Chicago Tribune, The Orlando Sentinel, 

and The Sacramento Bee  

• Updated daily  

 

MEDLINE  

• Provides authoritative article abstracts and citations from the professional 

journals and publications on medicine, nursing, dentistry, veterinary 

medicine, and healthcare   

• In the EBSCOhost Interface there are links to some full-text EBSCOhost 

journals  

• Covers over 4,000 current biomedical journals from around the world  

• Created by the National Library of Medicine, MEDLINE uses MeSH 

(Medical Subject Headings), with tree structures and explosion capabilities  

• Updated monthly  

 

Medlineplus  

• MEDLINE® provides authoritative medical information on medicine, 

nursing, dentistry, veterinary medicine, the health care system, pre-clinical 

sciences, and much more.  
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Middle Search Plus  

• Designed for middle school students  

• Provides full text from over 150 general reference, health and science 

magazines  

• Indexing and abstracts for nearly 200 magazines  

• Full text of 265 pamphlets, over 5,000 Magill Book Reviews, 36 reference 

books, and 1,800 full-text historical essays  

• Full-text backfiles go as far back as January of 1990  

• Indexing and abstract backfiles go as far back as January of 1984  

 

Military & Government Collection  

• Designed to offer current news pertaining to all branches of the military  

• Cover-to-cover full text for nearly 400 journals and periodicals  

• Indexing and abstracting of over 500 titles  

 

NetLibrary  

• As the leading provider of eBooks, NetLibrary offers a growing catalog of 

more than 2,500 titles. You'll find essential reference materials, the latest 

social science, medical, art and IT titles, and more.  
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Newspaper Source  

• Provides selected full text for 200 U.S. and 20 international newspapers, 

21 newswires and newspaper columns, and 26 TV and radio news 

transcripts  

• Full text includes the Christian Science Monitor, USA Today, and the 

Washington Post plus indexing and abstracting for the New York Times 

and the Wall Street Journal  

• Updated daily  

 

Nursing & Allied Health Collection 

• All aspects of the Nursing profession -- from direct patient care to health 

care administration -- are covered in this collection. Including nearly 400 

titles, this collection's current and authoritative content will be of use to 

both professionals already working in the field as well as students 

pursuing a nursing-focused curriculum.  

 

Nursing Resource Center 

• Designed for nursing students, the Nursing Resource Center brings 

together in an easy-to-use interface disease and drug overviews, care 

plans, relevant journal results and animated anatomy and physiology 

diagrams to complement the core encyclopedia texts.  

• The information is written in accessible language for students completing 

class assignments and preparing for clinicals as they learn how to care for 

and treat patients.  

• Search results are returned in tabs that correspond to steps in the nursing 

process.  
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Primary Search  

• Provides full text articles from over 60 children's magazines appropriate 

for elementary schools and children's reading rooms  

• Indexing and abstracts for over 85 magazines  

• Includes over 1,100 full-text historical documents and 100 pamphlets  

• Full text of 18 student reference texts, including the World Almanac and 

the World Almanac for Kids  

• Contains 310 health and science related pamphlets  

• Updated weekly  

 

Professional Development Collection  

• A highly specialized collection of electronic information especially for 

professional educators  

• Information on everything from children's health and development to 

cutting-edge pedagogical theory and practice  

• Abstract and index coverage for over 800 well-known professional 

development titles  

• Full text for over 750 journals  

 

Project Gutenberg  

• Project Gutenberg is the first and largest single collection of free electronic 

books, or eBooks. Michael Hart, founder of Project Gutenberg, invented 

eBooks in 1971 and continues to inspire the creation of eBooks and 

related technologies today.  

 



 

Revised 7/27/2011 
 

4-16  

 

Regional Business News  

• Provides comprehensive full text for regional U.S. business publications 

(including titles from Crain Communications) covering business, politics, 

and economics  

• Full-text items from more than 75 sources  

• Updated daily  

 

Science InContext 

• Part of Thomson Gale's science product line for students, the Science 

Resource Center is an in-depth, curriculum-oriented science database that 

provides a one-stop resource for all science-related research needs. The 

Science Resource Center reflects curriculum trends and focuses on key 

concepts taught in school classrooms. 

 

Small Business Resource Center  

• Small Business Resource Center -- is the perfect resource for public and 

academic libraries, chambers of commerce and small business 

development centers -- covers all major areas of starting and operating a 

business including financing, management, marketing, human resources, 

franchising, accounting and taxes. Startup and established businesses 

alike can find the answers they're looking for from an easy-to-use interface 

that includes a "How To" menu that tackles the most-frequently asked new 

business questions -- including "How to start a small business."  

   

• Whether the aspiring businessperson searches by existing business 

topics, types, sample business plans or creating their own, search results 

will be returned quickly and are designed for easy readability and use.   

Small Business Resource Center is home to the best resources Gale has 

to offer, including the entire Business Plans Handbook Series, which 

contains hundreds of sample business plans created by real-life 
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entrepreneurs.   Also included are the Encyclopedia of Business 

Information Sources, Encyclopedia of Management and Small Business 

Management - A Framework for Success. Small Business Resource 

Center also features as dozens of titles from John Wiley & Sons -- best 

known for the popular and easy-to-understand "For Dummies" series -- 

such as Portable MBA Strategy, 2nd Ed., The 7 Irrefutable Rules of Small 

Business Growth and Portable MBA in Entrepreneurship.  Small Business 

Resource Center also includes nearly 200 business journals -- both 

specialty/vertical market and general business. 

   

 

Teaching Books.net 

K–12 School  

• The database is developed and maintained to include thousands of 

resources about fiction and nonfiction books used in the K–12 

environment. The focus of the service is on supporting student 

achievement, offering meaningful professional development for the 

teaching of books, and infusing reading and technology into all K–12 

content area. 

Teacher Education, College, & University  

• With TeachingBooks.net, faculty, staff, and students can: 

• Support any syllabus that uses children’s and young adult literature with 

one durable link that maintains all the online, multimedia resources about 

the books and authors on that syllabus. (Use this on Blackboard, Moodle, 

etc.) 

• Learn ways to integrate books and authors into all K–12 curricular areas. 

• Meet authors and have ready-to-use activities for their own professional 

development and enjoyment. 

• Discover author interview movies, professional book readings, book 

discussion guides, author name pronunciations, and much more! 
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Public Library 

• Bring authors into the library anytime with engaging author interview 

movies. 

• Supplement summer reading programs with ready-to-use multimedia 

materials. 

• Provide homework help for students. 

• Support book clubs with prepared discussion questions and recorded 

performances of the books. 

• Foster professional development about the world of children’s and young 

adult books. 

Testing and Education Resource Center (TERC) 

• Taking a college entrance or licensing exam? Looking for a college or 

graduate school? Need help finding scholarships? Use this database to 

search thousands of college and graduate school entries. Identify 

scholarships that meet their financial needs. Take on-line practice tests 

and use test prep eBooks to obtain your education goals.  

• Create your own account to track your progress  

• Free electronic study guides / prep books (SAT, MCAT, ASVAB, etc.)  

 

TOPICsearch  

• Explore social, political and economic issues, scientific discoveries and 

other popular topics discussed in today's classrooms  

• Over 78,000 full text documents  

• Selected full text articles for nearly 100 U.S. newspapers  

• 2,500 diverse sources including international and regional newspapers, 

periodicals, biographies, public opinion polls, book reviews, pamphlets, 

and government information  

• Includes an online dictionary  
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What Tree Is That?  

• Full-color photographs identify trees by leaves, fruit or bark  

• Includes information on over 170 different trees of the Midwest by both 

common and Latin names  

 

WorldCat  

• Includes millions of records built from the bibliographic and ownership 

information of contributing libraries.  

• Records for everything from stone tablets to electronic books, wax 

recordings to MP3s, DVDs and Web sites.  

• Many records are enriched with cover art, tables of contents, reviews, 

excerpts and other descriptive information.  

• Records typically have library holdings information attached to show 

where they can be accessed.  

WebJunction http://in.webjunction.org 

WebJunction Indiana (http://IN.WebJunction.org) offers online content to libraries 

such as courses in everything from basic computer skills to advanced web 

design and from using the Internet to library management skills.  Additionally, in 

the discussion groups, library staff can go online to communicate and share 

ideas with other libraries around the world.  

 

WebJunction Indiana provides all of the aforementioned standard WebJunction 

resources along with local content of special interest. The community includes 

material from the Indiana State Library and other Indiana libraries, plus 

professional articles and instructional columns from WebJunction contributors. 

WebJunction Indiana also provides useful tools, such as a statewide calendar of 

library events, free access to TechAtlas technology planning software, and 

TechSoup, which offers libraries discounts on computing tools, including 

hardware and software. In the future, Courses in the WebJunction Indiana 

catalog meet continuing education requirements for certification.  
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Library professionals may register today and start taking advantage of 

WebJunction's resources and engaging in current discussions. To register, or 

learn more about WebJunction programs and services, visit 

http://in.webjunction.org.   
 

WebJunction Indiana classes are paid for by the Indiana State Library and made 

available to Indiana library professionals currently working in a library.  A catalog 

of more than 300 courses is available to WebJunction Indiana members.  

Additionally, WebJunction offers at least 2 webinars per month on hot topics for 

libraries around the country and the world. 

 LEUs are available to Indiana public library staff based on course duration 

or course length (NOT CONTACT HOURS*) on an hour for hour basis, .5 

hour is rounded up to the hour.  If both contact hours and course 

length/course duration are listed, please use course length to determine 

the LEUs received. 

To register for TechAtlas and use the professional development, inventories, or 

technology planning tools, visit http://webjunction.techatlas.org/tools/. Be sure to 

partner with the Indiana State Library if you'd like to have someone verify that 

your technology plan is sufficiently meeting requirements before you submit it for 

approval.  

 

______________________________________________________________ 
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Access Point 

Access Point Provides free high-quality and functional websites to public libraries 

through a content management system. The program is free for public libraries 

without a current online presence and those having difficulty maintaining their 

existing site. The program includes many features that will make maintaining a 

website simple and painless, and the State Library will provide an initial template, 

training, and assistance.  

The new public library standards that went into effect January 1, 2011, require 

that public libraries have a functional website. Access Point is a simple and 

cost-effective solution to not only meet this standard, but put you ahead of the 

curve by connecting your community to innovative and practical online library 

services 

To learn more about the program you may visit the program’s website: 

http://www.in.gov/library/accesspoint.htm or contact the Professional 

Development Office (317) 234-5650 or (800) 451-6028 (Indiana only). 

______________________________________________________________ 

 

Indiana Memory   www.indianamemory.org 

Indiana Memory is a web portal, providing access to Indiana’s history and culture 

as found in digitized books, manuscripts, photographs, newspapers, maps, 

audio, video and other resources. It is part of a statewide collaborative effort to 

provide access to the wealth of primary sources found in Indiana libraries, 

archives, museums, and other cultural institutions.  Guidelines for digital imaging 

projects based on national standards have been created and are available to 

organizations digitizing collection items on the Indiana Memory website.    
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The Indiana Memory web interface provides multiple access points to the digital 

collections.  The user has the ability to search across all collections, just one 

collection, or select the collections that are of interest. A selection of pre-

determined subject searches is also available on the home page.  Because the 

initial searches are done from the indexed metadata, results are quickly 

available.   

 

A public library may participate in Indiana Memory in a number of ways.    

 

1.  The easiest way is for the library to use CONTENTdm for their digital 

collections.  After obtaining permission from the host library, the Indiana State 

Library will harvest the metadata and the thumbnail images.    

 

2.  If a public library receives a LSTA digitization grant from the Indiana State 

Library, the resulting digital collection will automatically be included in Indiana 

Memory.  ISL provides free access to the ISL server and its statewide 

CONTENTdm license for these projects. 

 

3.  Public libraries can apply to use ISL CONTENTdm license for their digital 

project by completing the project application available on the website 

(http://www.in.gov/library/indianamemory.htm )  

 

4.  If the library is using a different collection management software program to 

provide online access to its digital images, it can supply the Indiana Memory 

program with display images and a tab-delimited text file containing metadata.   

 

5.  The Indiana State Library will also make its statewide license available to 

those libraries requesting to use our Mobile Scanning Units.  The Mobile 

Scanning Unit, which includes a laptop computer, scanner and appropriate 

software, is available for an eight-week loan to local organizations.  The State 

Library will also supply training in scanning and metadata creation along with the 

equipment at no cost. 
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In all of the above cases, the digital collection must meet the provisions of the 

Indiana Memory collection development policy and the standards set by the 

Scanning and Metadata Guidelines.  Libraries are strongly encouraged to 

discuss their digitization projects with the State Library before they begin the 

actual scanning. 

Indiana Memory is constantly evolving and adding new collections. For more 

information about the web portal and how to participate, contact Connie Rendfeld 

(crendfeld@librariy.in.gov) or call (317) 232-3694. 

 

The Indiana Memory program is part of a statewide digitization program funded 

by a Library Service and Technology Act (LSTA) grant.  

______________________________________________________________ 

VINE (Vital Information Exchange) www.vine.in.gov 

 

This statewide collaborative database brings together Indiana-related local 

history and vital records from Indiana’s public libraries, historical societies, 

genealogy societies, and related agencies. The goal of the project is to allow 

genealogy and local history researchers to quickly and efficiently locate vital 

records and local history information from one centralized online location. 

 

The Web-based VINE does not require downloadable software to access the 

database. This enables libraries and related organizations to search records from 

any computer with Internet access. The database is searchable by county, event, 

or general surname. These records are available to the public at no charge and 

include a host of records such as: anniversary, birth, biography, cemetery, 

census, church, death, marriage, military, mortality, naturalization, obituary, and 

school records. 

 

 If you would like to join the VINE, go to www.vine.in.gov, click on the “Library 

Login” button in the upper right hand corner of the page. On the next page, click 

on the “Join VINE” button in the upper right hand corner, complete the online 

registration form, and click the “Add Organization” button. A username and 

password will be sent to the primary contact's email address. If you have records 
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in an electronic format and would like to have them added to the VINE, save your 

data in Access, or Excel 97, burn to a CD ROM, and send to the project 

coordinator. If you are unable to save your information in either of these formats 

we will work with you on an individual basis. 

 

 Online video presentations are available on the VINE website at 

www.vine.in.gov. The videos provide a project overview, helpful information and 

tutorials. The Library’s IT staff is also available and can handle all issues 

concerning the VINE except the data entry of new records. For any questions or 

comments regarding the VINE, please contact Lisa Meadows, Vine Project 

Coordinator, by phone at (317) 232-3720 or by email at vine@statelib.lib.in.us. 

       _____________________________________________________________ 

Library Listservs 

 

All Indiana Library Professionals INlibraries@lists.IN.gov   

The INlibraries listserv is for all types of Indiana libraries – academic, institutional, 

public, school, and special. Rather than focus on particular specializations in 

librarianship, the purpose of this listserv is to create a forum to discuss 

information, issues, services, and opportunities that affect every librarian 

statewide.  

Public Library Professionals inpublib@lists.IN.gov  

Indiana librarians can ask about other libraries' policies, programs, if a type of 

equipment is good or bad, offer library items for sale or free. The list of 

possibilities is endless. If you ask a question, there will probably be someone 

who can answer it or has had the same experience. 

Library Marketing & PR Professionals LibraryPR@lists.IN.gov 

LibraryPR is an open discussion list dedicated to library professionals who 

specialize in public relations, communications, marketing and outreach at their 

library. The LibraryPR listserv will give marketing professionals the opportunity to 

share ideas, resources, and strategies for increasing public awareness of 
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libraries programs and services, offer best practices and success stories, receive 

updates on regional and statewide partnership opportunities and outreach 

initiatives, and learn more about upcoming marketing workshops and 

professional development opportunities. 

Children's Librarians inchildprog@lists.IN.gov  

Indiana librarians can share successful children's programming ideas, list 

upcoming events for their libraries, coordinate speaker sharing, borrow & 

exchange resources, an discuss program flops. 

Teen/Young Adult Librarians    yappers@lists.IN.gov  

YAPPERS is for librarians who serve teens and young adults. The list is a forum 

for exchanging ideas and dealing with issues that relate to service for those 

patrons between ages 12 and 18. 

Trustees trustees@lists.IN.gov  

Indiana trustees can ask about other library policies, learn about trustee training 

programs, or find out about a library building project. Ask any question. Chances 

are there will be someone to answer that has had a similar experience.  

 

To subscribe to any of the listservs visit the State Library’s website: 

http://www.in.gov/library/listservs.htm  

 

______________________________________________________________ 

 

Lyrasis Membership Benefits for Indiana Libraries  

  

Indiana libraries are LYRASIS Group Member Affiliates and can participate in the 

benefits of LYRASIS membership at no cost to the libraries by virtue of Indiana 

State Library’s partnership and status as a LYRASIS Group Member. Indiana 

Group Member Affiliates, including public libraries, will continue to have access 

to LYRASIS library products and databases, training, and consulting services at 

LYRASIS member rates. More specifically, these membership benefits include: 
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� DISCOUNTED PRICING - Proving the power of group buying, LYRASIS 

offers members discounts on hundreds of products and 

services―electronic information resources, hardware, software, library 

management tools, and library supplies―from more than 100 vendors. 

Through LYRASIS membership, for example, Indiana State Library and its 

Group Member Affiliates will continue to have access to an exclusive 

Baker and Taylor discount program as well as a subscription to a 

NetLibrary Shared eBook Collection. 

� PROFESSIONAL DEVELOPMENT SERVICES - Through a special 

partnership with the Indiana State Library, Indiana library and information 

professionals are now welcome to take hundreds of prepaid live online 

courses from LYRASIS. LYRASIS courses normally cost between $120 

and $220, but are now available at no cost to libraries across the state. 

LYRASIS distance education courses are taught by professional 

instructors on a wide range of current library topics, including Metadata 

and Cataloging, Digitization and Preservation, Technology Trends and 

Applications, Reference and Resource Sharing, and many more. In 

addition to the special partnership for online distance learning, Indiana 

Group Member Affiliates can also register and pay for on-site and 

customized training sessions at member rates. To view all LYRASIS 

classes, visit http://www.lyrasis.org/Classes-and-Events.aspx.  

� CONSULTING SERVICES - Advice on a variety of topics is provided by 

well-qualified LYRASIS staff and outside experts in the library field via 

LYRASIS’ Consulting Services. The LYRASIS Strategic Planning Toolkit 

can also be purchased by Indiana Group Member Affiliates. 

� TECHNOLOGY - Keeping up with technology is an important task in 

today’s libraries. One of LYRASIS’ technology-related services provides 

access to a combined online test bed for emerging technologies. From 

sampling a wide array of open source software to exploring selected 

commercial applications, members can track trends and emerging 

standards in the world of information content. Assistance in planning, 
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installing, and troubleshooting hardware and software is also offered 

through TechSquad. 

� PRESERVATION SERVICES - LYRASIS provides comprehensive 

preservation services, including disaster preparedness and resources, 

training in preservation techniques, consulting, and grant writing for 

preservation projects.  

� DIGITAL SERVICES - From classes on digitization, to consulting services, 

to discounts on digital services products, to the Mass Digitization 

Collaborative, a grant-subsidized digitization initiative, LYRASIS’ Digital 

Services offers a full range of support to help members develop and 

maintain digital collections and services in their libraries and 

organizations. 

� COMMUNICATION - LYRASIS communicates with the membership 

through a variety of communication tools, including an information-packed 

website, the LYRASIS eNewsletter, a quarterly e-journal called 

“Solutions”, an "alerts" listserv, and blogs. Support is available via phone, 

fax, a Help Desk, and Live Chat. 

� MY LYRASIS - My LYRASIS is a 24/7 service helping members enjoy the 

convenience of "one-stop shopping", monitor purchases and payments of 

services, maintain contact information, register for workshops, and post 

job openings.  

Indiana libraries are represented in LYRASIS through the Indiana State Library. 

As a Group Member of LYRASIS, the Indiana State Library has a voting right to 

Board of Trustees elections and matters regarding LYRASIS’ By-laws as well as 

being able to stand for election to the LYRASIS Board. LYRASIS invites any 

Indiana library that is interested in becoming a voting member and receiving 

LYRASIS’ the full range of services, including the handling of billing for OCLC 

products and services, to become an Institutional Member.  
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For further information regarding any of the services mentioned here or to 

explore the many other services available from Lyrasis, the Indiana State Library 

and Group Affiliate Members can contact Eric Zino (eric.zino@lyarsis.org), 

Member Products and Services Consultant for the state of Indiana, and John 

Yorio (john.yorio@lyrasis.org), one of LYRASIS’ Regional Support Specialists. 

LYRASIS looks forward to another year of collaboration with Indiana libraries.   
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Chapter 1 
Introduction and History 
 

Librarian Certification 
Looking Back and Moving Forward 

     
Librarian certification has been a state requirement for decades.  In 2006, the State Library re-
examined the administrative rule and began a discussion about bringing certification into 
compliance with the Indiana Code.  In early 2007, the State Library held seven town hall 
meetings across Indiana.  It formed a certification task force in the Spring of 2007 which worked 
throughout the year to develop a recommended rule that was unanimously approved at the final 
meeting in November 2007.  The Indiana State Library then held informational meetings across 
the state to discuss the taskforce recommendation in December 2007, and continued to attend 
meetings in the spring of 2008 to inform the public libraries of the proposal of the taskforce.  
Following these meetings, the Indiana Library and Historical Board held a public hearing and a 
separate meeting to vote on the rule in May of 2008.  These rules were adopted unanimously by 
the Board.  Participants in all meetings overwhelmingly wanted a meaningful librarian 
certification program. 
 
Current Law States:  

 
IC 36-12-11-6 - Certification requirements 

 
    Sec. 6. All library directors, library department or branch heads, and professional assistants, 
except those who are employed at school libraries or libraries of educational institutions, must 
hold a certificate under section 7 of this chapter. 
 
Who should be certified?  
� Public library directors, branch heads, department heads, and professional assistants 
� Other staff in the library have an option to be certified through the specialist program should 

they desire to or a local unit requires certification 
 
How are these job classifications defined (IC 36-12-11-6 and 590 IAC 5-1-9)? 
 

� Director:  
There is one Library Director per Library system.  Associate directors are considered 
Department Heads.  The Director will need to complete 100 Library Education Units 
(LEUs) in each 5-year renewal cycle 

 
� Branch or Department Head:  

Branch or Department Heads who are required to be certified, based on their duties, will 
be required to complete 75 LEUs in each 5-year renewal cycle.  A branch or department 
head who devotes more than half of his or her time to work that requires:  

o knowledge of professional library practice, development and management of 
collections and of technical library processes 

o the ability to deal with people in a professional capacity as distinguished from 
clerical 

o includes but not limited to staff classified as librarians, paraprofessionals, 
catalogers, reference assistants, and program coordinators 

Branch or Department heads who do not devote more than half of his or her time to the 
above work may choose to be certified as a specialist.   
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� Professional Assistant Defined (590 IAC 5-1-13): 

Includes positions in which the person devotes more than half his or her time to work 
that requires:  

o knowledge of professional library practice, development and management of 
collections and of technical library processes 

o the ability to deal with people in a professional capacity as distinguished from 
clerical 

o includes but not limited to staff classified as librarians, paraprofessionals, 
catalogers, reference assistants, and program coordinators 

 
Who will not be required to be certified? 
� Pages 
� Clerks 
� Marketing staff 
� Business office staff 
� Computer staff 
� Maintenance workers 
� Volunteers 
 
How Is It Structured? 
� A three-tiered certification process, structured in  this way: 

o Libraries serving a population of 40,000 or more (A) 
o Libraries serving a population of between 10,000 to 39,999 (B) 
o Libraries serving a population of less than 10,000 (C) 

 
Librarian Certification Levels 
 
� Librarian Certificate 1 (LC1) - ALA-accredited MLS degree (or equivalent) with 10 years 

professional library experience (or 6 years professional experience including 3 years 
supervisory experience*)  

� Librarian Certificate 2 (LC2) - ALA-accredited MLS degree (or equivalent) with 3 years 
professional library experience  

� Librarian Certificate 3 (LC3) - ALA-accredited MLS degree (or equivalent)  
� Librarian Certificate 4 (LC4) - Bachelor's degree from an accredited college or university, 

including 15 semester hours of required library science courses (590 IAC 5-1-8) 
� Selection and evaluation of materials; 
� Cataloging and organization of materials; 
� Public library administration; 
� Reference and information sources; and 
� Children’s Materials 

� Librarian Certificate 5 (LC5) - 60 hours of college or associate's degree plus 9 semester 
hours of required library science courses (590 IAC 5-1-8) 
� Selection and evaluation of materials; 
� Public library administration; and 
� Reference and information sources 

� Librarian Certificate 6 (LC6) - High school diploma or GED with 5 years of library 
experience or 9 semester hours of required library science courses. (590 IAC 5-1-8) 

*supervisory experience – supervising 2 or more MLS librarians 
 
Specialist Certification Levels (Voluntary) 
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Specialist 1, 2, and 3 will need to complete 100 Library Education Units (LEUs) in each 5-year 
renewal cycle 
 
� Specialist 1- Accredited Master’s degree with 10 years professional experience in subject 

field (or 6 years of supervisory experience in subject field including 3 years of supervisory 
experience) 

� Specialist 2- Accredited Master’s degree with 3 years professional experience in subject 
field 

� Specialist 3- Accredited Master’s degree 
� Specialist 4- Bachelor’s degree from an accredited college or university, including 15 

semester hours in subject field 
� Specialist 5- 60 hours of college or associate’s degree plus 9 semester hours in subject 

field 
 
   
 
Terms for Certification 
� Certification will be renewable every five years.  
� Library staff, required to be certified and working on July 1, 2008, were grandfathered at 

their present job level and within their library district.  
� Part-time employees in positions requiring certification need to be certified. 
 
Certification Fees 
� $50 fee per 5 year certificate upon application or renewal (Initial fee waived for those who 

were grandfathered in on July 1, 2008) 
� Temporary certificates of a one year term are $10. (Limit of 3) 
 
New Staff 
� Newly hired staff that require certification will have six months to become certified.                         
� Individuals unable to meet the certification requirements for their new position may apply for 

a one year temporary certification. 
� Individuals may apply for up to 3 one-year temporary certifications as they work towards 

becoming certified.   
  

 
Continuing Education as defined in 590 IAC 5-3-4 (Section 3): 
 
Library education units (LEUs): 

(a) Library education providers are certified by the Indiana Library and Historical Board, 
including certified trainers in library-related or specialist subjects of importance to library 
operations. 
(b) College or university courses (credit and not for credit -1 semester hour =15 LEUs). 
(c) Local, state and national library association or specialist-subject related conferences 
(1 hour=1 LEU),  
(d) Workshops, seminars, institutes, lectures, training by certified trainers (1 hour =1 
LEU). 
(e) The Indiana State Library will consider other library education providers on a case by 
case basis. 

 
Library Education Units and Renewal* 
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� Renewal for a director will require the completion of one hundred (100) library education 
units in 5 (five) years.  Ten (10) hours of LEUs will be computer or technology related.  

 
� Renewal for a department or branch head will require seventy-five (75) library education 

units in five (5) years.  Ten (10) hours of LEUs will be computer or technology related. 
 

� Renewal for a professional assistant who is not a department or branch head will require 
fifty (50) library education units in five (5) years.  Ten (10) hours of LEUs will be 
computer or technology related. 

 
� Renewal for Specialist 1, 2, 3 will require the completion of one hundred (100) library 

education units in 5 (five) years.  Ten (10) hours of LEUs will be computer or technology 
related. 

 
� Renewal for Specialist 4 and 5 will require the completion of seventy-five (75) library 

education units in five (5) years.  Ten (10) hours of LEUs will be computer or technology 
related.   

 
� One hour of class time = 1 LEU 

 
*It is the individual’s responsibility to keep track of their own LEUs.  Neither the Indiana State 
Library nor the continuing education provider is responsible for keeping records of each 
applicant’s courses.   
 
 
Continuing Education Opportunities 
 
� A list of approved LEU providers is available on the State Library’s certification website at 

http://in.webjunction.org/667/-/articles/content/4080024.  Classes and Workshops sponsored 
by the Indiana Library Federation, OCLC Regional Service Providers, the Indiana State 
Library, WebJunction Indiana, Ivy Tech Community College, and the Schools of Library and 
Information Science are generally approved trainings.   

 
�  Roundtables and committee work of organizations are not considered eligible for LEUs. 
 
� See Chapters 3 and 4 of this manual for more information 
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Chapter 2 
New Certification Process for Librarians and Upgrading Certification Level 
 
Librarians who are statutorily obligated to be certified and have not been grandfathered in (i.e. 
new library directors, branch heads, department heads and professional assistants) will need to 
complete an application and remit the fee to the Indiana State Library.  Applications can be 
obtained by download from the State Library’s certification website at  
http://in.webjunction.org/667/-/articles/content/4079938, contacting our office at 
pdo@library.in.gov or by calling 317-234-5650 or 1-800-451-6028, and an application will be 
mailed to you.  

The fee is $50.00 for a five year certificate and $10.00 for a temporary and will need to be sent 
via a personal check or money order along with the application and a certified copy of your 
school transcripts to the address below.  Please keep your contact information current as it is 
used to send your renewal notice along with any updates regarding continuing education.  Staff 
who are grandfathered are NOT required to pay the $50.00 fee until a new certificate is issued 
due to a change in certificate level, library district, or upon certification renewal in 5 years.  Note: 
The information on your application is public as is the status of your certification, however your 
personal information will not be published. 

Professional Development Office                                                                                                   
Indiana State Library                                                                                                                    
140 North Senate Avenue                                                                                                     
Indianapolis, IN  46204 

Upgrading Certifications 

If you are upgrading the level of your certificate you will need to follow the same procedures as 
above (excluding school transcripts).  If the Indiana State Library has current school transcripts 
on file they will not need to send those again.   

When you upgrade certificate level, your previous certificate will be void along with the 
expiration date. The new expiration date will coincide with the new certificate.  Please keep in 
mind that library education units will not transfer to another certificate level.   For example, if you 
are grandfathered in at a librarian certificate 2 (LC2) and in three years you are eligible and 
apply for a librarian certificate 1 (LC1) you will not be able to carry the LEUs you have 
completed to the new certificate.  The certificate cycle would start with the new certificate and 
you would have five years to complete the library education units.   
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Chapter 3 
Renewal Certification Process for Librarians/Specialists 
 
The renewal date will be based on the month in which you obtain your certification.  Renewal 
cycles will be on a quarterly schedule.   The quarter in which you renew would be based on the 
month in which the certificate was received. 

� January through March would renew no later then March 31st of the fifth year certificate 
was held. 

� April through June would renew no later then June 30th of the fifth year certificate was 
held. 

� July through September would renew no later then September 30th of the fifth year 
certificate was held. 

� October through December would renew no later then December 31st of the fifth year 
certificate was held.  

On July 1, 2008, staff employed by a library in a position that required certification were 
grandfathered at their library district and at their current level. 
 
Those who have been grandfathered will need to renew by no later than September 30, 
2013.   
 
The Indiana State Library will send out a renewal reminder to the address we have on file sixty 
(60) days prior to the renewal deadline.  A certificate holder will have the option of renewing 
using an automated system through an online process utilizing the Indiana Professional 
Licensing Agency, renewing through mail, or in person at the Indiana State Library.  Renewal 
will include: 

1. Certification that the applicant has completed the correct number of Library 
Education Units (LEUs) for renewal.  (Please note that if you change positions during 
a renewal cycle but do NOT change certification levels you will need to complete the 
number of hours associated with the job title you held the majority of the time.) 

a. Professional Assistants need to have completed 50 hours of approved 
educational units, including 10 hours of technology related training 

b. Branch/Department heads need to have complete 75 hours of approved 
library education units, including 10 hours of technology related training. 

c. Library Directors need to have completed 100 hours of approved library 
education units, including 10 hours of technology related training.  

2. Submit the $50 renewal fee 
  

The Indiana State Library will audit a percentage of each renewal cycle at random to ensure that 
LEUs have been completed.  The individuals who are audited will receive a letter in the mail, 
notifying them that they are being audited.  The applicant would then have an additional 60 days 
to send in proof of LEUs to the Indiana State Library.  It is very important that to keep personal 
records of the LEUs taken.  The Indiana State Library strongly advises that each certified 
librarian create a file in order to keep track of the classes taken and the number of hours 
received.   There will not be any “roll-over” LEUs.  If an applicant completes more hours than 
required, the additional hours will not count toward the next renewal cycle.   
Please keep all proof of the LEUs for ninety days (90) after receipt of certification renewal.   
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Chapter 4 
Library Education Unit Providers 
 
In addition to the workshops, conferences, and courses offered by the Indiana State Library, the 
Indiana Library and Historical Board recognizes other library training course providers as 
appropriate providers to offer opportunities to earn Library Education Units.  These include, but 
are not limited to, the American Library Association conferences, Indiana Library Federation 
conferences, OCLC Regional Service Providers workshops for library staff, Indiana University 
School of Library and Information Science courses, IVY Tech Library Technical Assistant 
courses, and WebJunction Indiana courses.   
 
 A list will be provided at http://in.webjunction.org/667/-/articles/content/4080024 and will 
continue to be updated as more courses and providers are approved. 
 
An application to provide Library Education Units is available on the WebJunction Indiana 
Certification webpage at http://in.webjunction.org/667/-/articles/content/4080024.  Please note 
the following information must be provided: 

� Provider organization 
� Trainer(s) names and related experience 
� Agendas of library related courses or workshops 
� Approximate time (in hours) to complete the course or workshop 

 
The Indiana State Library will review the applications to become LEU provider.  If approved, the 
named provider and trainer will be eligible to offer LEU opportunities to Indiana library staff.  The 
course, as it is submitted, is approved for a period of two years as long as the agenda, 
objectives, content, and instructors remain the same.  A change to even one of those aspects 
requires re-submission for approval.  LEUs are awarded on an hour for hour basis, rounded up 
at the half hour. 
 
It is the responsibility of the provider to provide proof of attendance to Indiana library staff.  
Proof of attendance must verify provider name, course name, date of course, length of course, 
general or technology, and attendee’s name.  The Indiana State Library will provide a template 
to the provider upon request.  
 
Libraries that will be participating in a training opportunity from a source that is not an approved 
provider may send that information to the Indiana State Library Professional Development Office 
(pdo@library.in.gov) at least 30 days prior to the training. 
 
Technology Classes 
 
Technology classes that must account for 10 hours of LEUs for every certified librarian every 5 
years may include trainings on specific programs libraries use, such as ILLiad, training on an 
Integrated Library System; and web development courses, INSPIRE training, etc.  Additional 
topics may be acceptable.  Please verify any topics with the Indiana State Library staff. 
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 College Courses 
 
Library Science courses from an accredited college or university are preapproved.  LEUs will be 
awarded 15 LEUs per college credit (3 Credit Hour college course will be worth 45 LEUs).  
Official transcripts from the school will serve as proof of LEUs.   
 
All other college courses will need to be preapproved.   
 

Course approval criteria 

The Indiana State Library uses the following criteria when approving courses/workshops for 
Library Education Units.  The course or workshop: 
 

1. must provide the participants with knowledge of professional library practice, collections and 
of technical library processes; 
 

2. must provide the participants with ability to deal with people and organizations in a 
professional capacity as distinguished from clerical; and 
 

3. can include, but is not limited to, topics such as reference, cataloging, digitization, 
management, finance, computer software and hardware, and web development. 
 

4. LEUs will be awarded for Technology for those courses/workshops that teach a specific 
computer software (e.g. Microsoft Office, SirsiDynix Symphony, Online databases, etc.), or 
hardware 

5. Course and workshops that instruct employees on individual library policies, procedures, and 
benefits (e.g. How to fill out library forms, Time Management software, and Open Enrollment) 
are not skills that further the profession of librarianship, but assist the individual to function in a 
particular organization, and therefore do not count for LEUs. 
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Chapter 5 
Certification Frequently Asked Questions and Answers 

 
Certification level versus job function 
 
Question: If I’m a professional assistant, can I be certified at a higher level if I meet the 
education and experience requirements? 
Individual certification is issued on the basis of education and experience, not on job function. 
The rule provides guidance for the lowest certification level required for a particular job function. 
It does not dictate the certification level that a person holding a particular job function can be 
awarded, only the lowest level that must be achieved by an individual. 
 

Library Education Units (LEUs) 
 
Question: What kinds of continuing education courses are accepted? 
• Accredited college and university courses (a 3 semester hour course over 15 weeks = 45 
LEUs); 
• OCLC Network classes, Indiana Library Federation conferences, Indiana State Library 
workshops and presentations by Professional Development Office staff (1 hour = 1 LEU); 
• American Library Association and other library organization conferences (1 hour = 1 LEU); 
• Professional conferences or workshops related to a specialist’s job (1 hour = 1 LEU); 
• Workshops and seminars relating to library services (1 hour = 1 LEU); 
• Presentations by approved library trainers (1 hour = 1 LEU). 
 
Question: What is the process of approving LEUS from providers not on the list? 
The Indiana State Library has an application for the provider and/or the trainer to complete prior 
to the event for Indiana State Library to evaluate and then either approve or disapprove of the 
program for LEU credit. Informal education (regional meetings with an educational component, 
library trainer presentations) would need to be approved by the Indiana State Library prior to the 
event in order for LEUs to be approved. 
 
Question: How will the LEUs be verified? 
The Indiana State Library will audit a random percentage of each renewal cycle to ensure that 
LEUs have been completed.  The individuals who are audited will receive a letter in the mail, 
notifying them, that they are being audited.  The applicant would then have an additional 60 
days to send in proof of LEUs to the Indiana State Library.  It is very important that for each 
individual to keep records of the LEUs taken.  The Indiana State Library strongly advises that 
you create a file in order to keep track of the classes taken and the number of hours received.   
There will not be any “roll-over” LEUs.  If you complete more hours than required, the additional 
hours will not count toward the next renewal cycle.  If you have not been audited, you may 
choose to dispose of the proof of the LEUs ninety days (90) after you receive your renewal.   
 
Question: Are there any specific continuing education requirements? 
All staff requiring certification must complete ten (10) hours of computer/technology LEUs in 
each five year renewal cycle. Otherwise, LEUs are at the discretion of the employee, library 
board, and administration. In each five year renewal period, library directors will be required to 
complete 100 LEUs, branch heads and department heads 75, and professional assistants 50. 
Safety training, (CPR, first aid, etc.), while valuable in a public facility, do not directly relate to 
library service, and would not be considered for LEUs. If you have any question, please consult 
with the Indiana State Library certification staff. 



 

 5-12

 
 
Question: Is there a database of continuing education providers? 
The Indiana State Library posts and regularly updates the WebJunction Indiana website to list 
authorized trainers and education providers. 
 
Question: If I don’t currently work for a library, but I want to be certified, how many LEUs 
do I have to complete every 5 years to remain certified? 
The number of LEUs for those not currently employed is determined by the position the person 
could hold.  Therefore if someone has the qualifications to hold a Librarian Certificate 1, but not 
currently working in a library, s/he would be eligible to be employed as a director in a Class A 
library, and would therefore need to complete 100 hours of LEUs over 5 years to keep the 
certification current.  A person with a high school diploma and 9 semester hours of library 
science courses or 5 years of library science experience (Librarian Certificate 6), but not 
currently working for a library would be qualified to be a Branch or Department Head at a Class 
C library, and would therefore need to complete 75 hours of LEUs over 5 years to keep his/her 
certification current. 
 
Question: Will Spanish courses count as LEUs?  What about roundtable discussion or 
tours of other libraries? 
No.  While Spanish, or any number of foreign languages, could be appropriate for assisting 
diverse populations throughout Indiana, it is not directly related to library service.  Tours and 
round tables do not offer specific objectives that can be applied uniformly for the profession. 
 
Question: What kinds of sessions count at conferences? 
Presentations at conferences, including keynote speeches and author talks, count on an hour 
for hour basis.  Attendees of sessions in which professional skills are developed, for example 
readers' advisory, expanded knowledge of literary works, and trends in librarianships may earn 
LEUs on an hour for hour basis.   
Meetings, registrations, autograph sessions, social events, and time spent at vendor booths are 
not eligible for LEUs. 
 
  
Question: What are the guidelines for approved LEU courses? 
1. knowledge of professional library practice, collections and of technical library processes;  
2. ability to deal with people and organizations in a professional capacity as distinguished from 
clerical; and 
3. includes, but not limited to, courses in reference, cataloging, digitization, management, 
finance, computer software and hardware, and web development. 
 
Question: Can I get LEUs for a course that I teach? 
There is no mechanism for instructors to earn LEUs for the courses/workshops they offer.  
Those instructors can be certified instructors and the staff who attend can earn LEUs for 
attending. 
  

Consequences of non-compliance with certification 
 
Question: Under proposed rule changes, what are the consequences for not meeting 
certification requirements? Will all "public monies" be withheld? What is the definition of 
public monies (state? federal? local?) 
The term "public monies" does not appear anywhere in the administrative rule. "Public funds" is 
used in a section defining what types of libraries are required to follow the certification 
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requirements - 590-IAC-4-1-5, those receiving public funds. Public funds include federal, state, 
and local tax revenues.  The State Library's practice has been to treat failure to comply with 
certification requirements as a failure to comply with standards. Libraries not meeting standards 
have generally been ineligible to receive State and federal funding and programs.   

 
Cost 
 
Question: How does certification cost? 
The 5 year certificate costs $50.00 for a five year certificate.  Grandfathered applicants will have 
this fee waived but are required to pay the $50.00 upon renewal or if a change in position or 
library district occurs.   
 
Question: How much does temporary certification cost? 
A temporary certificate, valid for 1 year, costs $10.  Up to 3 temporary certificates may be 
issued. 
 
Question: How can certification be paid? 
The certification fee, either temporary or for 5 years, must be paid from the applicant’s personal 
funds. A library district may choose to increase the applicant’s salary in order to cover the cost 
of the required certificate (amounting to less than $0.20 per week). 
 
Question: How much does continuing education cost? 
Continuing education costs will vary. There are free courses offered directly by the Indiana State 
Library and through WebJunction Indiana. The Indiana Library Federation (ILF) and Indiana’s 
OCLC network also offer low cost educational opportunities. Some ILF conferences offer 
scholarships, with varying requirements. There may be tax advantages when paying for 
continuing education, including college and university courses; consult a tax professional. There 
are many opportunities for education through the Internet and distance education, allowing for 
little or no travel. 
 
Question: Can my library pay for continuing education? 
Your library board may be able to pay for continuing education, either in full or in part. In 
accordance with state regulations, college and university class tuition, if library funds are made 
available, should be reimbursed only after successful completion of the course, not paid by the 
library in advance. The library’s Friends group or Foundation may pay for all or a portion of 
continuing education costs. 

 
Effective dates 
 
Question: When did the previous certification rule expire? 
It expired December 31, 2007 
 
Question: When did the new certification rule become effective? 
July 1, 2008 
 

Experience 
 
Question: Does library experience completed before earning a B.A. or MLS count 
towards the experience requirement? 
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Yes, library experience completed before earning a B.A. or MLS counts towards the experience 
requirement on a year for year basis.   

 
Grandfathering 
 
Question: What does that term mean? 
Grandfathered librarian certification is defined as those staff who were employed in positions 
that require certification on July 1, 2008, who did not need to meet the new education and 
experience requirements for certification and will remain grandfathered as long as they remain 
with the same library district and at the same job level. 
 
Grandfathered librarians are required to meet the number of library education units (LEUs) 
established for their position in order to meet standards.  A library director, employed as such 
before July 1, 2008 must have met the previous certification requirements to be considered 
grandfathered or must meet the new requirement.  If the library director could not meet 
certification requirements in 2007 and cannot meet them in 2008, the library would not in 
compliance with standards until the library director does meet certification requirements. 
 
Question: Why the difference between library director and library employee? 
Library director certification pre-dates the changes in certification and was required prior to 
2008. It has been tied to public library standards for many years. 
 
Question: May I apply as a new applicant even though I was grandfathered in? 
Yes, a librarian whom had been grandfathered may submit an application, $50, and school 
transcripts and apply for a new certificate.  The new certificate would not be considered a 
"grandfathered" certificate, would not be tied to a particular position in a particular library and 
could therefore be transported to different positions and libraries.   
When an applicant receives a new certificate, a new 5 year cycle starts.  The applicant would 
begin to accumulate LEUs from the date of issue of the newest certificate. 

 
Merger 
 
Question: What effect would a merger of two or more library districts have on current 
staff certification levels? 
If a current grandfathered staff member leaves the newly created library district for a position in 
another library district, that person would have to meet certification requirements. (The 
temporary process by which that person could be hired before meeting new requirements 
provides 3½ years to gain the education/experience needed). 
A merger would have no effect upon the certification of grandfathered staff remaining in similar 
or organizationally lower positions before and after a merger. 

 
New hires 
 
Question: How do new hires become certified? 
Staff hired after the effective date of the certification rule on July 1, 2008 will become certified by 
applying through the State Library process, which includes paying $50.00 from their personal 
funds, submitting a certified copy of their school transcripts, and completing the application. 
 
Question: What if a new hire does not have the required education/experience for the 
certification level required by their position? 
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There is a temporary certification process, to allow the person to obtain the required 
education/experience.  The first temporary certificate needs to be applied for within six months 
of being hired and is valid for 12 months, at a cost of $10. If a second or third temporary is 
needed, it needs to be applied for at a cost of $10 and will be valid for 12 months. The 
temporary certificates thus covers 3 ½ years for a cost of $30. The five year certificate is applied 
for when the applicant fully meets the certification requirements, at a cost of $50. 

 
Part time staff certification 
 
Question: Are part time staff required to become certified? 
The certification task force recommended that part time staff be certified. The law does not allow 
for exception according to the number of hours worked. Part time employees are expected to be 
as qualified as full time employees in order to provide the best possible service to patrons. 

 
Population categories 
 
Question: How were the population ranges set as Class A, 40,000 and up; Class B, 
10,000 to 39,999; and Class C, under 10,000? 
The three categories of libraries as defined in the certification rule are based upon the current 
requirement to participate in ADOLPLI (40,000 and up), and state law, which requires the 
minimum population size to establish a new library district in Indiana as 10,000. 

 
Positions requiring certification 
 
Question: Who must be certified? 
According to Indiana Code 36-12-11-6: All library directors, library department or branch heads, 
and professional assistants, except those who are employed at school libraries or libraries of 
educational institutions, must hold a certificate under section 7 of this chapter. 
 
Question: What about people with an MLS who are not dept. heads? On the chart 
I don't see any LEU requirements listed for them? 
Anyone who is not a library director, branch head, or department head and holds a job which 
requires certification would be a professional assistant and would be required to be certified and 
to achieve 50 hours of LEUs, whatever their certification level. Certification level and job 
function may be two different things.  
 
Question: Are department heads of business offices, IT and facilities be required to be 
certified? 
Department heads not classified as librarians may, if desired, be certified either as Librarian, or 
Specialist, whichever their education, experience and job dictates. Computer staff and Local 
History/Genealogy staff are examples of staff who perform vital services but whose education 
and experience are often of a specialist, not librarian, nature. 
 
Question: Could a percentage of staff be certified, instead of all? 
State law does not allow for a percentage of staff. 

 
Promotion 
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Question: What if I am promoted to a position which requires more LEUs than my 
previous position? 
You need to complete the amount of LEUs associated with the job you held the majority of the 5 
year renewal cycle.  

 
 Substitute certification 
 
Question: We use substitute employees on occasion. Would they need to be certified? 
Certification is for public library staff. Substitutes are not, by definition, permanent library staff. 
However, in order to offer equivalent service to library patrons, substitutes should be of equal 
quality and comparable education to existing library staff, which would require similar education 
and experience, including continuing education. If a substitute is hired as a permanent library 
employee, that person would then be required to be certified should the position require it. 

 
 
 
Additional Information may be found at the following links: 
 
 
Certification Law – IC 36-12-11      
 
http://www.in.gov/legislative/ic/code/title36/ar12/ch11.html 
 
 
Certification Rule – 590 IAC 5 
 
http://www.in.gov/legislative/iac/iac_title?iact=595 
 
 
 Certification taskforce, summary, etc. 
 
 www.in.webjunction.org 
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Chapter 6  

Required Annual Reports 
And Statistical Sources 

Required Annual Reports 

A. Annual Report for Indiana Public Libraries (includes Annual PLAC Statistics 
Report, Statement of Compliance with Public Library Standards, Statement 
of Intent to Comply with Standards and the Supplement.  The Application for 
State Funds is a separate form.  (ISL) 

1. All forms are mailed to libraries without Internet access in December and 
posted to the Library Development Office web site.  The Application for 
State Funds is mailed to all libraries.   

The Annual Report is completed through the Internet by all libraries with 
Internet access.  

The Application for State Funds is still paper only. 

2. All forms are due to the Library Development Office or to be completed on 
the Internet by February 1.  

 3. Data collected may vary slightly from year to year, but usually   
  includes:  

a. library name, address, telephone, fax, TDD, hours open daily,  world 
wide web address, library’s and director’s e-mail addresses 

  b. public library service areas (city/town, township(s), county, or other) 
  c. library district’s most recent assessed valuation(s) and tax rate(s) 

d.        census population (most recent decennial census), # of registered 
borrowers (both resident and nonresident individuals), ILL and circulation 

  e. operating income and expenditure by type 
  f. selected holdings of physical and electronic units 
  g. selected library services 
  h. type and speed of Internet access and number of computers 

 i. number of staff by type and hours worked 
j. salary information by designation of employee 
k. benefit information 

Application for State Funds (type of funds may vary from one year to the next)  

This has been incorporated into the signature page of the “Annual Report 
for Indiana Public Libraries”, which must be returned via regular mail with 
original signatures. 
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Annual PLAC Statistics Report  

This report asks for the number of loans your library makes to people from 
other library districts.  The library must keep statistics all year on the 
patrons who have PLAC cards.  You will need to ask them for the name 
of their home library.  If your library is a net lender, it will receive 
payment for the net loans. 

You must carefully review the number of loans reported, as this could result 
in a large check for your library, and an error might cause the loss of a 
large sum of money. 

Statement of Compliance with Standards 

A public library must meet all standards or receive a waiver for non 
certification issues each year in order to receive any state or federal 
funding.   

This would include any State Technology Fund money, PLAC Distribution, 
InfoExpress service discount, LSTA funds and payments or grants for 
Internet lines, and other services.  

Statement of Intent to Comply with Standards  

If any answer in the Statement of Compliance with Standards is “no”, it must 
be explained on the annual report form, along with a statement as to 
how the library intends to change it to comply with standards. 

If a library does not adequately explain its intent or does not explain a “no” 
answer, it will be found out of compliance with standards.  

Annual Report Supplement 

This report is revised annually and is intended to elicit information for the 
use of the Indiana State Library and Indiana librarians and other 
interested parties. 

Some questions are asked on a multi-year cycle, others may be asked only 
once 

B.  Fiscal and Narrative Reports for Grants Awarded (LSTA and other)  (ISL) 

Reports will vary as to the extent of information required; check grant manual to 
know exactly what needs to be included and when it is due.  A brief quarterly 
evaluation and a final evaluation are required for each project.  
http://www.in.gov/library/lsta.htm 

C. PLAC Quarterly Reports  (ISL)  

Due the 25th of month after end of quarter (due January 25, April 25, July 25, 
October 25 each year, sent to Indiana State Library, Administrative Division).  This 
report is to be filed, regardless of whether any PLAC cards are sold.  A check for 
the PLAC cards sold must accompany this form and the check must equal the 
number of cards sold.  PLAC cards are the financial responsibility of the library to 
which they are issued (they are numbered).   The report form is on the Internet, at 
http://www.in.gov/library/3309.htm 
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D. Report of Names and Compensation of Officers and Employees  (SBoA) 

(Form 100R)   To be filed with the State Board of Accounts (SBoA), 302 West 
Washington Street, Fourth Floor, Room E418, Indianapolis, IN 46204-2765 on or 
before January 31  http://www.in.gov/sboa/2416.htm 

The State Board of Accounts recommends using the library’s address, not each 
staff member’s home address.  These are public records and are often requested 
by the general public. 

E. Withholding Statements for Employees (W-2) (Federal) 

The statement must be completed and given to each employee by January 31. 
http://www.irs.gov/ 

F. Annual Report to Indiana Department of Revenue 

Information on state and county income tax withholdings is due in January. 
http://www.in.gov/dor/index.htm 

G. Annual Report to Internal Revenue Service (W-3) (Federal) 

Information on social security withholdings and federal income tax withholdings is 
due in January.  http://www.irs.gov/ 

H. Outstanding Indebtedness Report  

[IC 5-1-18-10}  Requires that each political subdivision report any outstanding 
bonds or leases to the Department, due on or before March 1. 
http://www.in.gov/dlgf/4699.htm 

I. Library Annual Financial Report (Form Number LAR-1) 

 The LAR-1 is due by March 1.  http://www.in.gov/sboa/3302.htm 

 This report, of all the library’s funds in a calendar year, is made available to the 
Census Bureau after the State Board of Accounts (SBoA) receives it.  The SBoA 
uses it as the basis for the library audit.  SBoA has a person on staff who can 
answer questions about it, at 317-232-2521. 

J. Bi-annual report to the county treasurer certifying names and addresses of 
every library employee for the county where the employee works 

[IC 6-1.1-22-14]  Due twice a year – by June 1 and December 1 (No official form, 
home address is required).  A governmental entity that has an employee who 
works in more than one (1) county shall certify the information for the employee to 
the county where the employee has the employee's principal office. 

K. Post Bond Sale/Post Lease Execution 

[IC 5-1-18-7 and 5-1-18-8]  Require that political subdivisions entering into bonds 
and leases during a calendar year report these obligations to the Department on or 
before December 31.  http://www.in.gov/dlgf/4699.htm 
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Selected Statistical Sources 
 

American Library Association/Public Library Association. 
Public Library Data Service Statistical Report 
This is a voluntary report, with over 800 libraries from the United States and 
Canada. 
http://www.ala.org/ala/mgrps/divs/pla/plapublications/pldsstatreport/index.cfm 
 
Library and Book Trade Almanac (formerly Bowker Annual). Medford, N.J.: 
Information Today, Inc. 
http://infotoday.stores.yahoo.net/bowanlibandb3.html 
 
Hennen’s American Public Library Rating Index (HAPLR Index), author 
Thomas S. Hennen utilizes U.S. Federal-State Cooperative Service (FSCS) and 
Public Library Service Cooperative (PLSC) data.   
http://www.haplr-index.com 
 
Indiana University/Indiana Business Research Center 

 Stats Indiana 
http://www.stats.indiana.edu/ 

 
Institute of Museum and Library Services - (Public library and State library 
agency data)  This is data for all public libraries in the United States (1992-2007). 
(This is also the source for data used by Hennen for his HAPLR ratings) 
http://harvester.census.gov/imls/index.asp 
 
Library Journal Index of Public Library Service 2009 – America’s Star 
Libraries 
Ray Lyons & Keith Curry Lance -- Library Journal, 2/15/2009 
http://www.libraryjournal.com/article/CA6629180.html 
 
National Center for Education Statistics – Library Statistics Program 
(Academic library and school library media center data)  
http://www.NCES.ed.gov/surveys/libraries/ 

 
The POLIS Center/SAVI 
Data for central Indiana (SAVI) 
http://www.savi.org/ 
 
Statistics of Indiana Public Libraries 

 Data from 1994 through 20010 
http://www.in.gov/library/plstats.htm 

 
 U.S. Census Bureau – American FactFinder 

http://factfinder.census.gov/home/saff/main.html?_lang=en 
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Statistics Usage 

Baird, Brian J.  Library collection assessment through statistical sampling. 
Lanham, Md., Scarecrow Press, 2004 
 
Bertot, John Carlo.  Statistics and performance measures for public library 
networked services. Chicago, IL., American Library Association, 2001. 
 
 “Public Library Use of Statistics: A Survey Report” by Yan Quan Liu and Douglas 
Zweizig, Public Libraries, March/April 2000, 98-105.   
 
“Rethinking Library Statistics in a Changing Environment” by Richard W. 
Boss, http://www.ala.org/ala/pla/plapubs/technotes/rethinkinglibrary.cfm 
2006. 
 
Smith, Mark.  Collecting and Using Public Library Statistics: A How-to-Do-It 
Manual for Librarians. New York: Neal-Schuman Publishers, 1996. 

 
White, Andrew C. and Eric Dijra Kamal.  E-metrics for library and information 
professional: how to use data for managing and evaluating electronic 
resource collections.  New York: Neal-Schuman Publishers, c2006
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Instructions 

General instructions/definitions 2010 
 

Please call the Library Development Office with any questions at 317-232-3681 or 1-800-451-
6028 or email ldo@library.in.gov or ehuffman@library.in.gov.  
 
@ indicates question is related to standards 
 
All information in the annual report is a matter of public record and much of it is published on 
the World Wide Web.  
Give most current information for:  
Respondent identification,  
Hours of operation,  
Assessed valuation and tax rate,  
Library board members, and  
Hourly salary for salary section (dollars and cents required) and benefits.  
All other information should be for report (previous) year.  

•  If the exact data are not known for any item, please estimate data. Estimates are very 
important. Enter “0” if the correct entry for an item is zero or “none”. Enter “N/A” if you know a 
particular data item is not “0” but you don’t know what it is and are unable to estimate it.  

•  Enter all dollar amounts as whole dollars, no cents. Round up to the next dollar for 51 cents or 
more, round down for 50 cents or less.  

•  Library Code – unique, 4-digit number assigned to your library system by the Library 
Development Office, Indiana State Library  

•  Public Library (Institute of Museum and Library Services (IMLS), Public Library Cooperative 
System (PLSC) definition) - A public library is established under state enabling laws or 
regulations to serve a community, district, or region, and provide at least the following:  
an organized collection of printed or other library materials, or combination thereof; paid staff;  
an established schedule in which services of the staff are available to the public;  
the facilities necessary to support such a collection, staff, and schedule; and  
supported in whole or in part with public funds.  
  

•  PLEASE READ INSTRUCTIONS and DEFINITIONS, AS SOME HAVE CHANGED, and 
OTHERS HAVE BEEN CLARIFIED.  
   
Part 1 - General Information  
Respondent Identification  
Provide the most current information available.  
Report Mail address ONLY if different from Street Address.  
Please contact the Library Development Office with updates for this information throughout the 
year, as this information is used to update both the print and on-line directories.  
Administrative Entity – This is the agency that is legally established under local or state law to 
provide public library service to the population of a local jurisdiction/library district. The 
administrative entity may have a single outlet, or it may have more than one outlet .  
A. Library Code – The four digit code which the Indiana State Library has assigned your library  
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B. Library Director – The name of the current or interim director.  
C. Library Name – This is the legal name of the administrative entity.  
D. Street Address – This is the complete street address of the administrative entity  
E. City – This is the city in which the administrative entity is located. 
F. State is pre-filled, as Indiana is the only possible response. 
G. Zip + 4 - This is the standard five-digit postal ZIP code and four digit postal ZIP code 
extension for the street address of administrative entity  
H. Mailing Address – This is the mailing address of the administrative entity  
I. Mailing City – This is the city or town of the mailing address for the administrative entity.  
K. Mailing Zip + 4 - This is the standard five-digit postal ZIP and four digit postal ZIP code 
extension for the mailing address of administrative entity  
@L. Phone: This is the main telephone number of the administrative entity.   
@M. FAX.  This is the main facsimile number of the administrative entity. 
O. Dial-in Access Number – Telephone number which patrons must use to dial in to your library 
catalog, if that service is offered.  
P. Congressional District #– Number of the United States House of Representative District in 
which the library district headquarters is located. Indiana currently has 9 districts.  
@Q. Public Library E-mail Address – This address is published in the public library directory, 
both print and on-line.   This address may be a general address or the director’s address, at the 
library’s choice. 
@R. World Wide Web Address - This is the Web address of the administrative entity.  
S. Time and Day of the Month of Regular Library Board Meetings – For example, 7:00 pm, 3rd 
Wednesday.  
T. Friends group: A group organized to raise funds for library services. 
U. 50(c)3 Friends group: a group organized under the IRS 501(c)3 designation, to whom tax-
exempt donations may be made for the benefit of the library and which legally may receive and 
sell materials withdrawn from the library collection for the benefit of the library. 
V. Person Preparing the Report – The name of the person to whom questions about the report 
should be directed. 
W. Time zone in which library district headquarters is located. – Indiana is in 2 time zones, 80 
counties on Eastern Time, 12 counties on Central Time.  Please indicate the time zone the library 
district headquarters is located in, officially.  
Main Library – Central Building/Library 
Outlet –Central library, bookmobile or branch library. An outlet is a unit of an administrative 
entity that provides direct public library service.  
(1a) Central Building/Library - A single outlet library, or the library building which is the 
operation center of a multiple outlet library. Usually all processing is centralized here and 
principal collections are housed here. It is synonymous with main library. 
(1b) Date of most recent structural addition or alteration to current central building. – This refers 
to a structural change to the building which may also result in additional square feet. 
(2) Square Footage – Report the total area, in square feet, of the central library. This is the area 
on all floors enclosed by the outer walls of the library outlet. Include all areas occupied by the 
central library, including those areas off-limits to the public. Include any areas shared with 
another agency or agencies if the central library has use of that area. 
(3) Construction Project – Information is collected on new building projects or remodeling of 
your current building(s).  
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(4b) Starting a construction project – Ground has been broken. 
(4c) In the midst of a construction project – The project is at least 10% completed. 
(4d) Project is considered completed when library has received the "Certificate of Substantial 
Completion" (AIA Document G704). Library Development Office uses this information for the 
annual Library Journal construction information issue. Remodeling is defined as structural 
change to the building, not renovation by carpeting, painting or other cosmetic work. 
(4e) Non-building capital project includes but is not limited to: gazebo, parking lot, cosmetic 
wall, landscaping.  It is a project which does not change the structure of a library central or 
branch building. 
(4f) Interior renovation.  This would include but is not limited to: painting, carpeting, carpenter 
work, cabinetry.  It is a project which does not change the structure or interior space of a library 
central or branch building.  
(5a - n) Daily Schedule for Central Library Only - Please record hours open for the Central 
Library only. Record the regular hours open during the year in a typical week. 
(5x) Public Service Hours Per Year – This is the sum of annual public service hours for outlets 
(library systems with only one building and those with multiple bookmobiles and/or branches). 
@(5) Total  Regular Weekly Hours – For the central library only.  This is the total weekly hours 
during which the library is open for the majority of the year. 
**NEW**5a.  Number of Weeks the Library is Open – Include the number of weeks open for 
public service.  The count should be based on the number of weeks that a central library was 
open for half or more of its scheduled service hours.  Extensive weeks closed to the public due to 
natural disasters or other events should be excluded for its count.  Round to the nearest whole 
number of weeks.  If a library was open half or more of its scheduled hours in a given week, 
round up to the next week.  If the library was open less than half of its scheduled hours, round 
down. 
**CHANGED**@(6) Total Evenings Open after 6 :00 p.m. Each Week – Standards require that 
a library system be open for varying evening hours after 6:00 p.m., depending on the population 
of the library district. 
(7) How many Sundays were you open last year – Please list the number of Sundays you were 
open in the previous year. 
   
Branch Information  
Branch Libraries - Auxiliary units with separate quarters, a permanent, organized collection of 
library materials, a permanent paid staff, and a regular schedule for opening to the public. Do not 
report as a branch any facility, separate from another branch or the central library, which does 
not meet all 4 of the preceding criteria.  Any facility which operates with volunteer staff only 
does not qualify as a branch for state or PLSC purposes. 
 (AA) Do you have a branch? – If yes, please enter branch information, it is required. If no, 
please enter 0 in 8aa.  
DO NOT ENTER ANY OTHER INFORMATION IF YOUR SYSTEM DOES NOT HAVE A 
BRANCH!  
(8c) Have you closed a branch or branches? Answer “yes” if your system permanently closed a 
branch in 2010 (not for remodeling) or “no” if you did not. 
(8cc) If yes, name of branch(es) closed.  Please list the name(s) of any branch or branches 
permanently closed in 2010 (not for remodeling). 
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A. Branch Name – Please use the official name of the branch.  
B. Street Address – This is the complete street address of the branch.  
C. City – This is the city in which the branch is physically located.‘  
D. State  
E. Zip + 4 - This is the standard five-digit postal ZIP code and four digit postal ZIP code 
extension for the street address of branch.  
F. Mail Address – List only if different from the street address. This is the mailing address (if 
different from the street address) of the branch. Include city and zip +4.  
G. Square Footage – Report the area, in square feet, of the branch. Report the total area in square 
feet for each branch separately. This is the area on all floors enclosed by the outer walls of the 
library outlet. Include all areas occupied by the library outlet, including those areas off-limits to 
the public. Include any areas shared with another agency or agencies if the outlet has use of that 
area.  
H. Year Built – List the year the building housing the branch was completed. If unknown, use 
N/A.  
I. Year of Addition or Alteration – List the year of completion of addition or alteration to the 
building. If unknown, use N/A. 
L. Total Hours Open Per Week- Please list the current weekly hours open. 
@M. Internet Access - Report the branch as providing Internet access only if one or more of the 
following services is accessible: World Wide Web (WWW), telnet, gopher, file transfer protocol 
(ftp), or community network. Do not answer "YES" if the branch has access to electronic mail 
only.  
N, Report type of Internet access. List only the bandwidth available (that is, if you have a T1 but 
it's turned down to 128K, list 128K, etc.)  The choices are available from a drop box menu. 
@O. Speed of Internet Access. - Report the speed of the internet access. 
@P. Does this branch have a wireless hub?  A wireless hub at each fixed location is required to 
meet Exceptional/Exemplary standards. 
**NEW** Q. Number of Weeks the Branch is Open – Include the number of weeks open for 
public service.  The count should be based on the number of weeks that a branch library was 
open for half or more of its scheduled service hours.  Extensive weeks closed to the public due to 
natural disasters or other events should be excluded for its count.  Round to the nearest whole 
number of weeks.  If a branch library was open half or more of its scheduled hours in a given 
week, round up to the next week.  If the branch library was open less than half of its scheduled 
hours, round down. 
 
(8aa) Total Number of Branches 
(8b) Total Annual Hours of Branches – Add the weekly hours of each branch and multiply by 52.  
This is automatically computed within the program. 
 
Bookmobile Information 
Bookmobiles - A bookmobile is a traveling branch library consisting of a truck or van that 
carries an organized collection of library materials, paid staff, and regularly scheduled hours for 
being open to the public. Vehicles used are counted, not the number of stops the vehicle makes  
 
(BB) Do you have a bookmobile? If yes, please enter bookmobile information, it is required. If 
no please enter 0 in 9aa. 
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DO NOT ENTER ANY OTHER INFORMATION IF YOUR LIBRARY DOES NOT HAVE A 
BOOKMOBILE! . 
B. Street Address – This is the complete street address of the Bookmobile storage location. This 
will often be the administrative entity address.  
C. City – This is the city in which the bookmobile is housed. This will often be the 
administrative entity address.  
E. Zip + 4 - This is the standard five-digit postal ZIP code and four digit postal ZIP code 
extension for the street address of the bookmobile storage location. This will often be the 
administrative entity address.  
F. Mailing Address – List only if different from the street address. This is the mailing address (if 
different from the street address) of the administrative entity (or bookmobile storage location). 
Include city and zip +4.  
G. Phone – Report only if is specific to the bookmobile.  Leave blank if it is the same as for the 
administrative entity. 
H. Fax – Report only if it is specific to the bookmobile. Leave blank if it is the same as for the 
administrative entity.  
I. Total Hours Open per Week - List the weekly hours the bookmobile is in service to the public. 
**NEW** J. **NEW** 9b. Number of Weeks the Bookmobile is Open– Include the number of 
weeks open for public service.  The count should be based on the number of weeks that a 
bookmobile was open for half or more of its scheduled service hours.  Extensive weeks closed to 
the public due to natural disasters or other events should be excluded for its count.  Round to the 
nearest whole number of weeks.  If a bookmobile was open half or more of its scheduled hours 
in a given week, round up to the next week.  If the bookmobile was open less than half of its 
scheduled hours, round down. 
 
 (9aa) Total Number of Bookmobiles  
 
Part 2 – Registrations 
(10) Total Number of Resident Registered Borrowers - Report the number of people who have 
applied for and received borrowing privileges from your library and live in the library district, 
including areas contracting for library service, as either (a) individual, or (b) family/household. 
Exclude non-residents who pay for library privileges, PLAC cardholders, Reciprocal Borrowers 
and Non-Resident Student Borrowers. 
(11) Total Number of Non-Resident Registered Borrowers - Record the number of registered 
borrowers who do not live in your library district or areas contracting for library service. These 
are people who have applied for and received borrowing privileges from the reporting library, 
but who do not pay property taxes for library service in any library district. Report each non-
resident registered borrower in non-resident registered borrower as either (a) individual or (b) 
family/household.  
(12) Total Number of Reciprocal Borrowers - Reciprocal Borrowers is the number of people, not 
the number of loans. These loans may be made on the basis of local or statewide reciprocal 
borrowing agreements, but do NOT include loans made using PLAC cards. 
**REINSTATED** (12a) PLAC Borrowers – Report the number of people who have used a 
PLAC card to borrow materials (not the number of PLAC card borrowers in your system, unless 
the person has used a PLAC card in the report year). 
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**CHANGED** (13) Total Number of Non-Resident Student/School Employee/Library 
Employee Borrowers – Student/School Employee/Library Employee borrowers is the number of 
public, non-public school students, school employees and library employees given full price, 
reduced fee or free or cards, because they live in an unserved area but are in a school district in 
your library’s taxing district and given these cards according to policy.  #13 is a subset of #11, 
which would include ALL nonresident cards sold or given free or at a reduced price. 
@(14a) Non-Resident (Registration Card) Fee – Non-resident fee as of July 1 for the report year 
(or more current date, if available). State law mandates that the library board set the individual 
fee at $25 or the operating expenditure per capita of the library for the previous year, whichever 
is higher. Operating Expenditures Per Capita – Relates total library funds spent for specific 
purposes to the number of persons the library serves. This fee is required by Indiana State Law. 
It includes the dollar amount spent on staff, materials, and miscellaneous expenses divided by the 
library’s legal service area population. This figure approximates the average cost per person of 
running the library. Operating Expenditures Per Capita may be relevant whenever the efficiency 
of the library’s overall operation is an issue. The cost-effectiveness of operations may be 
demonstrated by relating Operating Expenditures Per Capita to those output measures which best 
reflect the range of most frequently used services and programs the library provides to its users. 
It is also important to review this measure if the library’s legal service area population changes.  
(14b) Date Library Board adopted this fee – The date the board adopted the non-resident fee 
listed in this report. 
 @(15) Most Recent Year Patron File was Weeded – Year patron file was reviewed and records 
deleted due to non-use or other criteria. – PLSC recommends that files should have been purged 
within the past three (3) years. 
@(16) On What timetable is your patron file weeded – New standards require that the patron file 
be weeded/purged every 3 years.  Choose from drop-down box of choices. 
   
Part 3 – Public Libraries and Political Subdivisions Served  
Library District – The political subdivision/unit taxed by an individual public library district for 
library service.  
(17a) County name of primary county – Enter the name of the primary county (the county in 
which the majority of the library district is located). 
(18a) County name of additional county – Enter the name of the additional county of the library 
district or the county of the contractual library district.  If the library district is located in only 
one county and is not a county contractual, 18a may be left blank. 
(17b & 18b) Assessed Valuation (AV) - Enter the TOTAL assessed valuation upon which the 
library tax received in the report (previous) year was based. Show this for the TOTAL library 
district taxed to pay for services - not contract area. Your County Auditor can provide this 
information. If your library district is located in more than one county, provide information for 
both counties. If district is in one county or is not a county contractual, 18b may be left blank. 
(17c & 18c) Operating Tax Rate - The library tax rate for local property tax approved one year 
for collection in the following year. Report the tax rate approved for the report year (generally 
approved by Department of Local Government Finance (DLGF) the previous year), if available. 
If your library district is located in more than one county, provide tax rate for both counties. This 
rate is reported as 4 digits to the right of the decimal point (i.e., .0101)  .  If the library district is 
located in only one county and is not a county contractual, 18c may be left blank. 
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(17d & 18d) BIRF/Lease Rental Tax Rate - Bond and Interest Redemption Fund (BIRF) or Lease 
Rental Tax Rate approved for collection in the report year (generally approved by DLGF the 
previous year). Your County Auditor can provide this information. If your library district is 
located in more than one county, provide tax rate for both counties. This rate is reported as 4 
digits to the right of the decimal point (i.e., .0101).If the library district is located in only one 
county and is not a county contractual, 18d may be left blank. 
LCPF – Library Capital Projects Fund is a separate fund for which library districts can levy a tax, 
to provide for capital projects, approved by DLGF.   
(17e & 18e) LCPF Tax Rate - Library Capital Projects Fund Tax Rate approved for collection in 
the report year (approved the previous year). If your library district is located in more than one 
county, provide tax rate for both counties. This rate is reported as 4 digits to the right of the 
decimal point (i.e. .0101). 
**NEW** (17f &18f)  Answer Yes if you rolled the LCPF into the operating rate, No if you did 
not, NA if your library does not have an LCPF. 
(19) Total Population without contract - The number of people in the political subdivisions/units 
in your library district who are taxed for library service. Types 1, 2, 3, 4, 9, 11 and 12 are taxed 
(served) populations and are added together for the library district population. The Library 
Development Office determines the population based on the most current decennial census. The 
population is changed between censuses only upon merger with additional political 
subdivision(s)/unit(s), expansion into unserved units of government or a town/city annexation if 
the library district’s boundaries are the city/town boundaries. This total is automatically 
computed. 
(19a) Total Population with Contracts - The number of people in the political subdivisions/units 
which contract for library service by your library district.  The population does not count in the 
library district population, since they are served by contracts, which may be renewed or 
cancelled on an annual basis. This total is automatically computed.  The Library Development 
Office determines the population based on the most current decennial census.  
(20a) Political Subdivision/Unit Name: Enter the name of the town/city, township, or county 
served. 
(20b) Type of Political Subdivision/Unit (Served/taxed Units 1, 2, 3, 4, 9, 11 and 12 Only) 
Report the type of library service area (area taxed by your library to provide library service). 
(20c) Population of Political Subdivision (Units served/taxed in 20b Only) – Report the number 
of people in each political subdivision in your library district.  
(20d) Type of Political Unit (Contracting Units 5, 6, 7, 8, 10 Only) Report the type of library 
service area (area contracting for library service). 
 (20e) Population 2000 Census (Units served by contract in 20d Only) Report the number of 
people in each political subdivision contracting for library. 
 
1. Town/City. Library tax boundaries are the same as town or city boundaries. 
2. County-Partial. A county library tax district which covers part of the county in which it is 
located; the remainder of the county is served by another library district. 
3. County-Total. A county library district which includes the entire county in which it is located. 
4. Township Merged. Library tax district includes a former town/city district and one or more 
townships which have merged into a single town-township library district. 
5. Township, Partial, Served by Contract. Part of a township is served by a contract with a 
nearby library district. Township funds to pay contracts may come from the township general 
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fund or other unspecified revenues. Please explain what part of the township is served. Be 
specific. 
6. Township Served by Contract. An entire township is served by a contractual agreement with a 
nearby library district. The source of funds is unspecified. 
7. Township Taxed to Pay Contract. Township levies a specific tax rate upon township property 
to pay for service received under contract from a nearby library district. 
8. Township, Partial, Taxed to Pay Contract. Same as Type 5 above, with the exception that 
revenues are raised by the township through a direct library tax. Please explain what part of the 
township is served. Be specific. 
9. Township Validated. Same as Type 4 above, with the exception that the township has been 
taxed and served traditionally throughout the history of the library but no formal merger was 
adopted or recorded prior to conversion to the Public Library Law of 1947 as a town-township 
library district. 
10. Town Served by Contract. Town served through contractual agreement by a nearby library 
11. Endowed. Library was established through and received operating funds from a bequest or 
endowment; all endowed libraries except the Tyson Library Association Inc., Versailles, also 
receive some tax revenues. 
12. County Contractual. A library tax district formed under Public Library Law IC 36-12-6 that 
provides library service in conjunction with a previously existing library district. 
   
Part 4 – Library Operating Fund Income 

• Report only income receipted to the operating fund, except where specified. If funds are 
receipted to a gift fund(s) or other non-operating fund, do NOT report here.  

• Enter all dollar amounts as whole dollars, no cents. Round up to the next dollar for 51 
cents or more, round down for 50 cents or less.  

• County Contractual Libraries – Combine and report all income from host and contractual 
library.  

• Gifts - Gifts and donations may be receipted to a separate gift fund(s). Do not report any 
separate gift fund monies in the operating fund.  

• Report income actually received in the report year or in January of the next year.  

• If the exact data are not known for any item, please estimate data. Estimates are very 
important.  

• Enter “0” if the correct entry for an item is zero or “none.” Please enter “N/A” (Not 
Available) if you know a particular data item is not "0", but you don't know what it is and 
are unable to estimate it.  

• Do not include ANY funds transferred to operating income from another account due to 
not receiving anticipated tax money or borrowed from a lending institution for the same 
reason. Only NEW money is reported.  

• Do not include the value of ANY contributed or in-kind services. 
   
Local Government Operating Fund Income 
(28) Local Government Operating Fund Income - This includes all tax and non-tax receipts 
designated by the community, district, or region for the library operating fund and available for 
expenditure by the public library. Do NOT include the value of any contributed or in-kind 
services or the value of any gifts and donations, fines, or fees not receipted to the operating fund. 
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Report only actual funds received, not anticipated. Report all income, but report income in only 
one category. 
(28a) Property Tax or CEDIT Operating Fund Income - Includes all tax receipts reported on 
Department of Local Government Finance (DLGF) Budget Order, usually in Fund 
0101(General) and designated by the community, district, or region and available for operating 
fund expenditure by the public library. Include report year monies received in January of the next 
year. Report Excess Levy here.  Your library may have both, if the district crosses county lines. 
(28b) CAGIT (County Adjusted Gross Income Tax) Property Tax Replacement Credits (PTRC) -
Libraries located in counties that have adopted CAGIT report the allocation actually received in 
the report year as PTRC. The allocation is usually distributed in May and November. There 
should be income figures for both CAGIT PTRC and CAGIT Certified Shares if the county in 
which the library is located has adopted CAGIT. 
(28c) CAGIT Certified Shares - Libraries located in counties that have adopted the County 
Adjusted Gross Income Tax report the allocation actually received in the report year as Certified 
Shares, usually distributed in May and December. There should be income figures for both 
CAGIT PTRC and CAGIT Certified Shares if the library's county has adopted CAGIT. 
(28d) CAGIT Special Fund - Libraries located in counties that have adopted the County Adjusted 
Gross Income Tax report the allocation actually received in the report year as Special Fund. 
(28e) County Option Income Tax (COIT) - Libraries located in counties that have adopted COIT 
report the total amount actually received in the report year. It is distributed monthly. 
(28f) Contractual Revenue Received for Service - Report income received in the report year 
through a contract for service from a town, or township, from other libraries, or from other 
contracts for service. 
(28g) Local Option Income Tax (LOIT) – Libraries located in communities that have adopted 
LOIT report the total amount actually received in the report year.  
(28) Total Local Operating Fund Income - Includes all tax and non-tax receipts designated by the 
community, district, or region and available for operating fund expenditure by the public library. 
Includes Property Tax Income from the Library Tax Rate, County Adjusted Gross Income Tax 
(CAGIT) PTRC, Certified Shares and Special Fund, County Option Income Tax (COIT), 
contractual revenue received from township trustee or other governmental unit official for library 
service, and Local Option Income Tax (LOIT).  This total is automatically computed. 
   
State Government Operating Fund Income 
(29) State Government Operating Fund Income - All funds distributed to public libraries by State 
government for the library operating fund for expenditure by the public libraries. Do not report 
federal income received from the state here. Report all income, but report income in only one 
category. Sometimes a tax distribution due in December is not actually received by the library 
until January of the following year. If you receive a tax distribution in January for the report 
year, report the tax distribution as part of the income for the report year. Report only actual funds 
received, not anticipated. 
(29a) Financial Institutions Tax (FIT) State Government Operating Fund Income - Report the 
total actual income received in the report year from the State Financial Institutions Tax. This will 
be listed on the DLGF Budget Program Estimates of Miscellaneous Revenue. 
(29b) License Excise Tax State Government Operating Fund Income - Report the total actual 
state income received in the report year from the (Motor Vehicles) (Auto/Aircraft) License 
Excise Tax added to the Commercial Vehicle Income Tax (CVET) for a total of the two taxes. 
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This will be listed on the DLGF Budget Program Estimates of Miscellaneous Revenue AND 
Commercial Vehicle Income Tax (CVET) State Government Operating Fund Income - Formerly 
a property tax, now a state excise tax on any vehicle which requires a commercial vehicle 
driver’s license. Add the amount received in the report year to License Excise Tax for a total of 
the two taxes. This will be listed on the DLGF Budget Program Estimates of Miscellaneous 
Revenue. 
(29c) Other State Government Operating Fund Income - Report any other funds not previously 
reported as received from the State including Intergovernment Wagering Tax and Build Indiana 
Fund. List source. DO NOT report any funds collected from PLAC cards sold. DO report State 
Technology Grant Fund grant monies here, if they were receipted into the operating fund. 
(29d) Source(s) (of Other State Government Operating Fund Income) – List source(s) of all 
money received from the State Government not elsewhere reported. 
(29) Total State Government Operating Fund Income – Includes Financial Institutions Tax, 
License Excise Tax, Commercial Vehicle Excise Tax and other state income.   This total is 
automatically computed. 
   
   
Federal Government Operating Fund Income 
(30) Federal Government Operating Fund Income - This includes all federal government funds 
distributed to public libraries for the library operating fund for expenditure by the public libraries 
including federal money distributed by the State. Report all income, but report income in only 
one category. REPORT INCOME REIMBURSED, NOT AMOUNT OF GRANT. 
(30a) LSTA Grants Federal Operating Fund Income - Report all LSTA grants placed in and 
expended from operating funds in the report year. REPORT AMOUNT RECEIVED 
(REIMBURSED), not amount of grant. Although LSTA Grants should go through the library's 
operating fund, some libraries receipt LSTA grants to a non-operating fund (LIRF, Gift, etc.). If 
your library's LSTA grants were receipted to a non-operating fund, please name the fund and 
report the amount. 
(30b) Non-Operating Fund (Federal Government Grants) – Report here the name of the fund if 
an LSTA grant is not receipted to the operating fund but in this fund. 
(30c) Amount of LSTA grant placed in Non-Operating Fund – Report here the amount of LSTA 
grant received (reimbursed) if receipted to a non-operating fund. This amount is not added into 
Total Federal Government Operating Income. 
(30d) Other Federal Grants Operating Fund Income- Report all money received from the Federal 
Government except LSTA funds. List source, including Experience Work and other programs..  
(30e) Source(s) (of Other Federal Operating Fund Income) – List source(s) of all money received 
from the Federal Government, including SLD/e-rate refund (as from AT&T or other vendor). 
DO NOT list LSTA funds here.  DO NOT list State Technology Grant Funds here (state e-rate 
reimbursement). 
(30) Total Federal Operating Fund Income – Sum of LSTA grants and other federal grants 
operating fund income.   This total is automatically computed. 
   
Other Operating Fund Income 
(31) Other Operating Fund Income - This includes all operating fund income not reported in 
Local, State, or Federal Government Operating Fund Income. Do not report Technology Grants 
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here. DO NOT include any contributed services or the value or any non-monetary gifts and 
donations. Report all income, but report income in only one category. 
(31a) Fines and Fees Operating Fund Income – Report all fines and fees including: computer 
copies, fax, nonresident fees, lost/damaged materials, photocopy fees and anything else that 
applies. 
(31b) Interest on Investments Operating Fund Income - Report any operating income generated 
from interest on investments. 
(31c) Gift Receipt(s) Operating Fund Income – Report only gift funds receipted to the operating 
fund and appropriated for expenditure from the operating fund. Gifts are NOT required to be 
receipted to the operating fund; they may be placed in a separate gift fund. Do NOT include the 
value of donations of books and other library materials and equipment. Do NOT report any 
separate gift fund monies in the operating fund. 
**CHANGED** (31d) Private and Public Foundation Grants, Community Foundation and 
Private Development Operating Fund Income - Report private or public, non-governmental, 
community and other foundation and private development grant or other monies  receipted to the 
operating fund and appropriated for expenditure from the operating fund. Private and public 
foundation grants, community foundation grants and private development funds are NOT 
required to be receipted to the operating fund; they may be placed in a separate fund.  A 
foundation is a legal categorization of nonprofit organizations that will typically either donate 
funds and support to other organizations, or provide the source of funding for its own charitable 
purposes.  A private foundation  is typically endowed by an individual or family 
 (31e) Miscellaneous Operating Fund Income - List source. Include checking account interest, 
any operating fund refund, and PLAC reimbursement check from the State of Indiana here. DO 
NOT report State Technology Fund E-rate Grants here. DO NOT include any contributed 
services or the value or any non-monetary gifts and donations.  
(31f) Source(s) (of Miscellaneous Operating Fund Income) – List the source of Miscellaneous 
Operating Fund Income which does not fit into any other listed category. Include PLAC 
reimbursement check from the State of Indiana. 
(31) Total Other Operating Fund Income – Includes fines and fees, interest on investments, gift 
receipts, private and public foundation grants, Public Library Access Card (PLAC) and other 
miscellaneous operating fund income listed on Budget Form 2. 
**CHANGED** (31d1) Total Private and Public Foundation Grants Operating Fund Income - 
Report private and public, non-governmental foundation grant money receipted to any fund, 
including operating, capital, gifts or any other.  .  A foundation is a legal categorization of 
nonprofit organizations that will typically either donate funds and support to other organizations, 
or provide the source of funding for its own charitable purposes.  A private foundation  is 
typically endowed by an individual or family 
 (32) Total Operating Fund Income – Sum of Local Government Operating Fund Income, State 
Government Operating Fund Income, Federal Government Operating Income and Other 
Operating Fund Income.  
  
Part 5 – Operating Fund Expenditure Data 

• Enter all dollar amounts as whole dollars, no cents. Round up to the next dollar for 51 
cents or more, round down for 50 cents or less.  

• **REVISED** Report actual expenditures, no encumbered funds. 

• Do NOT report encumbered funds.  
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• County Contractual Libraries – Combine and report all income from host and contractual 
library.  

• Report all expenditures, but report expenditures in only one category.  

• Report Technology Grant expenditures in categories in which they were expended.  

• Report estimates if necessary or “N/A” if unable to estimate. Report “0” if no expenditure 
made from a particular category.  

• Library Improvement Reserve Fund (LIRF) is a separate fund to which libraries can 
transfer monies for capital projects.  Do NOT report transfers to LIRF as an expenditure. 

• Rainy Day Funds is a separate fund to which libraries can transfer monies not currently 
needed for operating expenses. Do NOT include transfer to Rainy Day Funds as an 
expenditure.  

• Operating Fund Expenditures - The current and recurrent costs necessary to the provision 
of library service, such as personnel, library materials, binding, supplies, repair or 
replacement of existing furnishings and equipment, and costs incurred in the operating 
and maintenance of the physical facility.  

  
Personal Services Operating Fund Expenditures  
(33) Personal Services Expenditures - Personal service is the direct labor of persons in the 
employment of the library and all related employee benefits. Total expenditures for all 
salaries/wages for all library staff before deductions and including employee benefits. 
(33a) Salaries/Wages for All Staff Operating Fund Expenditure - Category 1 from Operating 
Budget Form 1. Actual expenditures only, no encumbered funds. Include salaries and wages 
before deductions but exclude employee benefits. 
33b) Employee Benefits Operating Fund Expenditure – Category 1 from Operating Budget Form 
1. Actual expenditures only, no encumbered funds. Benefits provided for employees in addition 
to salaries and wages paid from the library budget, regardless of whether the benefits are 
available to all employees. Included are amounts spent for direct benefits including Social 
Security, retirement, medical insurance, life insurance, guaranteed disability income protection, 
tuition reimbursement, unemployment compensation, housing benefits and workmen’s 
compensation. All employees should have Social Security listed as a benefit, with the amount 
paid by the library listed in this section. 
33c) Other Personal Services Operating Fund Expenditures – Category 1 from Operating Budget 
Form 1. - Include fees paid for special counsel, legal service, surveys, expert and other services 
rendered of which the employment is temporary or on a part-time basis and social security, 
federal taxes, state taxes, and county taxes are withheld. DO NOT report contracts here. 
Contracts where NO Social Security, Medicare, and federal and state withholding taxes are 
withheld are reported in Category 3, Professional Services or Category 4, Repairs and 
Maintenance.  
**REVISED** (33 IN) Total Personal Services Operating Fund Expenditures– Sum of 
Salaries/Wages for ALL Library Staff, Employee Benefits and Other Personal Services.  Report 
actual expenditures, no encumbered funds. 
(33x PLSC) Sum of Salaries/Wages for Library Staff and Employee Benefits (33a and 33b).  
   
Total Supplies Operating Fund Expenditures 
**REVISED** (34) Total Supplies Operating Fund Expenditures - Category 2 from Operating 
Budget Form 1. Supplies include commodities which, after use, are either entirely consumed or 
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show a definite impairment of their physical condition and rapid depreciation after use for a short 
period of time. Include cost of printing of stationery, forms and other office supplies. Report cost 
of all office, operating, repair and maintenance supplies and other supplies. Report actual 
expenditures only, no encumbered funds. 
   
Other Services and Charges Operating Fund Expenditures 
(35) Other Services and Charges Operating Fund Expenditures – Category 3 from Operating 
Budget Form 1. Includes costs for services performed for the library under written or implied 
contract, by other than employees of the library. Also included are expenditures for utilities, 
insurance, licenses, rents, tax assessments, and dues to organizations. Includes the amount spent 
on the repair, maintenance, restoration, or protection of library materials, including but not 
limited to binding and rebinding, material conversion, deacidification, lamination, and 
restoration. 
**REVISED**(35a) Professional Services Operating Fund Expenditure)– Category 3 from 
Operating Budget Form 1. Include consulting, engineering, architectural, legal and other 
professional services.  Also include licensing fees for databases or other electronic services for 
the public and staff. 
(35b) Communications and Transportation Operating Fund Expenditures - Category 3 from 
Operating Budget Form 1. Include telephone, telegraph, postage, traveling, professional 
meetings, freight and express. 
(35c) Printing and Advertising – Category 3 from Operating Budget Form 1. Include advertising 
and publication of notices and printing (other than office supplies, stationery, forms and other 
office supplies).  
(35d) Insurance – Category 3 from Operating Budget Form 1. Include official bonds and other 
insurance, such as policies covering injury or loss of property.  
(35e) Utility Services - Category 3 from Operating Budget Form 1. Include gas, electricity, 
water, sewage and waste disposal services. Coal, fuel, oil and bottled gas used for heating should 
be charged to Category 2, Operating Supplies.  
(35f) Repairs and Maintenance - Category 3 from Operating Budget Form 1. All expenditures of 
a contractual nature for repairs of buildings, structures and equipment. If repair is performed by 
regular employees of the library, labor should be charged to Category 1, Personal Services. 
Repair parts and materials should be charged to Category 2, Repair and Maintenance Supplies. 
(35g) Rentals - Category 3 from Operating Budget Form 1. All expenditures for the use of 
properties not owned by the library, such as temporary office rooms, store rooms, post office 
box, safety deposit box, equipment, etc.. 
(35h) Debt Service (Operating Fund Expenditure) – Category 3 from Operating Budget Form 1 
(operating expenditures only). Include expenditure for the reduction of the library’s general 
obligation bonds (principal) and interest only if paid out of operating fund. 
(35i) Lease Rental Operating Fund Expenditure – Category 3 from Operating Budget Form 1. 
Expenditures for the reduction of the principal of the bonds for the lease rental fund and the 
interest on such funds, only if paid out of operating fund. 
**REVISED**(35j) Other (subcategory of Other Services and Charges Operating Expenditures) 
– Category 3 of Operating Budget Form 1. Include dues for state and national associations of a 
civic, educational, professional or governmental nature that have as their purpose the betterment 
and improvement of library operations, interest on temporary loans, taxes and assessments for 
streets, sidewalks, sewers and similar improvement, and all other services not included in other 
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classifications.  You may include database licensing for public and staff here or in 35a, 
whichever is relevant. 
**REVISED** (35) Total Other Services and Charges (Operating Fund Expenditures) - 
Category 3 from Operating Budget Form 1. Includes Professional Services, Communication and 
Transportation, Printing and Advertising, Insurance, Utility Services, Repairs and Maintenance, 
Rentals, Debt Services, Lease/Rental, and Other. Report actual expenditures only, no 
encumbered funds. 
   
Capital Outlays Operating Fund Expenditures  
Does not have to balance with Capital Fund Revenues  
(36) Capital Outlays Operating Fund Expenditures - Category 4 from Operating Budget Form 1. 
Capital outlay is usually a long-term expense. Includes expenditures from the library’s operating 
fund for improvements and replacement costs for existing furniture or equipment. Also includes 
all material expenditures for all formats, print and non-print, and may include electronic formats 
and access. It may include architectural and/or consultant fees, new buildings, additions, and 
major equipment purchases.  
(36a) Land Operating Fund Expenditure – Category 4 from Operating Budget Form 1. All land 
owned by the library.  
(36b) Buildings Operating Fund Expenditure– Category 4 from Operating Budget Form 1. All 
permanent buildings owned by the library.  
(36c) Improvements other than Buildings Operating Fund Expenditure– Category 4 from 
Operating Budget Form 1. All other improvements to land owned by the library.  
(36d) Furniture and Equipment Operating Fund Expenditure – Category 4 from Operating 
Budget Form 1.  Consists of machinery, implements, tools, furniture, motor vehicles, 
typewriters, calculators, microfilm readers, photocopy machines, projectors, computers, 
televisions, and other equipment which may be used repeatedly without material impairment of 
its physical condition and which has a calculable period of service.  
@(36e) Books Operating Fund Expenditure – Category 4 from Operating Budget Form 1. 
Include book lease(s), government documents and any other print acquisitions. 
@(36f) Periodicals and Newspapers – Print subscriptions to magazines, journals, newspapers, 
and serial back files. 
@(36g) Non-printed Materials, Microforms & AV, NOT Electronic Operating Fund Expenditure 
– Category 4 from Operating Budget Form 1.  Include movies on DVD, VHS, records, cassettes, 
music cds, Books on tape or CD, microform materials. Do NOT include expenditures for 
computer games, software or database licensing. Do not include library system software and 
microcomputer software used only by staff (even if they are included in this line of your Budget 
Form 1). 
**REVISED**@(36h) Electronic Format Operating Fund Expenditure – Category 4 from 
Operating Budget Form 1, “Non-printed Materials, Microforms & Audio-Visuals”, if you can 
separate out these costs (otherwise report them in Non-printed Materials, Microforms & AV).  
Capital items are physical items.  Do not include database licenses. Included are all operating 
expenditures for electronic format materials considered part of the collection, whether purchased 
or leased and which are physical items, such as programs or databases on CD-ROMs, computer 
games or software for patron use (or for checkout), database license, magnetic tapes, and 
magnetic discs that are designed to be processed by a computer or similar machine, e-reader (not 
the files that load into them), electronic files, e-serials, (including journals), government 
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documents, databases (including locally mounted, full text or not), reference tools, scores, maps 
or pictures in electronic or digital physical format, including materials digitized by the library. 
Included are operating expenditures for equipment when the cost is inseparably bundled into the 
price of the information service product. If you post operating expenditures for library system 
software and microcomputer software used only by the library staff to Non-printed Materials 
(Microforms & Audio-Visuals), report here. Otherwise, report wherever it is posted.  
**ADDED** @(36i) Purchased/Leased/Licensed/Locally Digitized Electronic Format 
Materials.  Included are expenditures for all electronic formats which are considered part of the 
collection and are available for use by the public, not for use by staff.  These expenditures should 
also be reported in 35a or 35j. 
**REVISED** Total Materials - This includes all expenditures for materials purchased or leased 
by the library for use by the public. It includes Books, Periodicals and Newspapers, Non-printed 
Materials, Microforms & AV, and Electronic Formats Operating Fund Expenditures. This is a 
total calculated within the annual report form.  The amount spent for Leased/Licensed/Locally 
Digitized Electronic Format Materials will be subtracted from 35, Total Other Services and 
Charges for collection development reporting purposes.  It is not added into (36)Total Materials 
or (37) Total Operating Expenditures. 
**REVISED**(36) Total Capital Outlays Operating Fund Expenditures – Total of Land, 
Buildings, Improvements Other Than Buildings, Furniture and Equipment, Books, Periodicals 
and Newspapers, Non-printed Materials, Microforms & AV (not Electronic), and Electronic 
Format. 
**REVISED**@36.1. Non-operating fund collection expenditures – The PLSC  definition of collection 
expenditures includes expenditures from all funds. Please report expenditures from gift, grant, and any 
other funds used to purchase library materials, in the following categories. a) Books (include Book 
Lease), b) Periodicals and Newspapers, c) Non-printed Materials, Microforms & AV, Not Electronic, d) 
Electronic Format and (e) Purchased/Leased/Licensed/Locally Digitized Electronic 
 Format will be added to the operating fund expenditures to produce the PLSC totals for collection 
expenditures and will be published to provide data showing libraries with enhanced and exceptional 
material collection expenditures. 
 **REVISED**(37) Total Operating Fund Expenditures – Total of Total Personal Services, 
Total Supplies, Total Other Services and Charges and Total Capital Outlays Operating Fund 
Expenditures.  Report actual expenditures only, no encumbered funds. 
*NEW* 37a Operating Expenditure Per Capita – This is the result of an internal calculation; 
dividing 37, Total Operating Fund Expenditures by 19, the Total Population without Contracts, 
the library district population which pays taxes for service.  This is the number which should be 
used for the non-resident card.  If this number varies drastically from the preceding year, check 
your total operating fund expenditures and your total population without contract.  Contact Edie 
Huffman with questions. 
(38a) Capital Fund Expenditures (NOT Operating Expenditures) - These expenditures COULD 
come from LIRF, BIRF/Lease Rental, Debt Service, Rainy Day Funds, LCPF, Gift Fund(s), 
Technology Fund, and other grants but do NOT come from Operating Fund Expenditures. 
Generally speaking, if the source of the funds was a special appropriation or contribution 
earmarked for a specific major purchase in the areas mentioned above, NOT operating income, 
then the expenditure should be counted as capital fund expenditures. Capital is usually a long-
term expense. These are costs that are incurred usually for major purchases of or additions to 
fixed assets. The following include the most common uses of capital funds but are not limited to: 
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building sites (real estate); new building construction; expansion of an existing building; 
remodeling or major repair of an existing building; initial book stock (sometimes called an 
opening day collection); furnishings or equipment for a new or remodeled building; new 
computers, not replacing others; new vehicles; repair to or addition to property (i.e. sidewalks), 
major emergency repairs or other emergency costs, and digitization expenses. Does not have to 
balance with Capital Revenue.  
**CHANGED** @(38b) Public Use Computer Database licensing, maintenance and purchase 
fees.  Report all expenditures for public use computer database licensing, maintenance and 
purchase from any funds, operating, gift, or other.  DO NOT REPORT LICENSING FEES FOR 
SOFTWARE FOR STAFF USE ONLY, DO NOT REPORT EXPENSES FOR 
CIRCULATION/ILS SYSTEMS. 
@(38c) Computers for Public Access expenditures. Report all expenditures for computers used 
for public access to the Internet.  DO NOT REPORT EXPENDITURES FOR COMPUTERS 
USED ONLY BY STAFF. 
   
Part 6 – Capital Revenue (Income) 
Does not have to balance with Capital Fund Expenditures  
Rainy Day Funds– A separate fund to which libraries can transfer monies not currently needed 
for operating expenses.  
   
(39a) Local Government Capital Revenue (Income) – Report all governmental funds received in 
the report year, designated by the community, district or region and available to the public 
library for the purpose of major capital expenditures. Include LCPF, BIRF/Lease Rental, LIRF, 
Rainy Day Funds. 
(39b) State Government Capital Revenue (Income) - Report all funds distributed to public 
libraries by state government for the purpose of major capital expenditures. Include funds from 
state agencies/government only (Indiana Economic Development Corporation, etc). 
(39c) Federal Government Capital Revenue (Income) – Report federal governmental funds, 
including federal funds distributed by the state or locality, and grants and aid received by the 
library for the purpose of major capital expenditures. Include funds from all federal agencies 
(Department of Commerce, Department of Agriculture, etc.) 
(39d) Other Capital Revenue (Income ) – Report private (non-governmental funds), including 
grants and gifts received by the library for the purpose of major capital expenditures. 
(39) Total Capital Revenue (Income) – This is the sum of Local Government Capital Revenue, 
State Government Capital Revenue, Federal Government Capital Revenue and Other Capital 
Revenue.  
   
Part 7 – Employment Data 
Full-Time Equivalent (FTE) - The total of part-time and full-time employees equated to the 
number of full-time positions. (Total hours worked divided by the hours in the workweek.) To 
ensure comparable data, 40 hours per week has been set as the measure of full-time employment 
by PLSC. This is a number computed within the annual report form. 
ALA-MLS Librarian - A librarian with a Master’s degree from a graduate program of library and 
information studies accredited by the American Library Association (ALA). Include all ALA-
MLS Librarians, with title or function of librarian, whether paid for through operating 
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expenditures, grant money or with any other funds. Degree may be MLS, MIS, MSLS, MSIS, or 
other. 
(40a) Total Number of ALL Librarians with an ALA-MLS – Number of librarians, with title or 
function as librarian, with master’s degree from programs of library and information studies 
accredited by the American Library Association. Degree may be MLS, MIS, MSLS, MSIS, or 
other. Include all ALA-MLS librarians, whether paid for through operating expenditures, grant 
money or with any other funds.  
(40b) Total Hours Paid Per Week For ALL ALA-MLS Librarians - Add together the hours each 
ALA MLS Librarian, with title or function of librarian, is paid each week (full-time and part-
time). Include Librarians whether paid for in operating expenditures, grant money or with any 
other funds. 
(40c) FTE for ALL librarians with an ALA-MLS – This is a number computed within the annual 
report form, by dividing total hours worked ALL Librarians with an ALA-MLS by 40. 
(41a) Total Number of ALL Librarians, including ALA-MLS Librarians - Number of persons 
with title or function of librarian who perform paid work that usually requires professional 
training and skill in the theoretical or scientific aspects of library work, or both, as distinct from 
its mechanical or clerical aspect. This includes ALA-MLS Librarians. Include all librarians, 
whether paid for through operating expenditures, grant money or with any other funds.  
(41b) Total Hours Paid Per Week For ALL Librarians, Including ALA-MLS Librarians – Add 
together the hours each librarian, with title or function of librarian, including ALA-MLS 
librarians, is paid each week (full-time and part-time). Include all librarians, whether paid for 
through operating expenditures, grant money or with any other funds. 
(41c) FTE For ALL Librarians, Including ALA-MLS Librarians - This is a number computed 
within the annual report form, by dividing total hours worked by ALL Librarians by 40. 
(42a) Total Number of ALL OTHER PAID STAFF - This includes all other paid employees. 
Include all other staff, whether paid for through operating expenditures, grant money or with any 
other funds. DO NOT include Green Thumb or other employees who are paid by another agency. 
(42b) Total Hours Paid Per Week For ALL OTHER PAID STAFF - Add together the hours all 
other paid employees are paid each week (full-time and part-time). Include all other staff, 
whether paid for through operating expenditures, grant money or with any other funds. DO NOT 
include Green Thumb or other employees who are paid by another agency. 
(42c) FTE for ALL OTHER PAID STAFF - This is a number computed within the annual report 
form, by dividing total hours worked by ALL OTHER PAID STAFF by 40. 
(43a) Total Number of ALL PAID STAFF - This is a number computed within the annual report 
form, by adding the number of ALL Librarians and ALL OTHER PAID STAFF.  
(43b) Total Hours Paid per week for ALL PAID STAFF – This is a number computed within the 
annual report form, by adding the hours paid for ALL Librarians and ALL OTHER PAID 
STAFF.  
(43c) FTE for ALL PAID STAFF – This is a number computed within the annual report form, by 
dividing the total hours paid per week for ALL PAID STAFF by 40. 
(44) Number of Hours Per Week Considered to be Full-Time Employment in Your Library - The 
number of hours that is considered to be full-time will vary from library to library.  
   
   
Part 8 – Library Service and Technology 
If the exact data are not known for any item, please estimate data. Estimates are very important.  
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Enter “0” if the correct entry for an item is zero or “none.” Please enter “N/A” (Not Available) if 
you know a particular data item is not "0", but you don't know what it is and are unable to 
estimate it.  
   
Inter-Library Loans 
(45a) Provided To Other Libraries – Number of library materials lent by the reporting library to 
another library upon request. Materials loaned to a branch by another branch, bookmobile or 
central library of the same system are not counted. Photocopies sent by any means, but not 
returned, are not counted.  Do not include Evergreen transfers, as these are only counted in 
circulation. 
(45b) Received From Other Libraries– Number of library materials borrowed by the reporting 
library from another library. Materials borrowed from a branch by another branch, bookmobile 
or central library of the same system are not counted. Photocopies received by any means, but 
not returned, are not counted.   Do not include Evergreen transfers, as these are only counted in 
circulation. 
   
Annual Local Library Services  
@ (46a)) # of Children’s Programs  in the Library –Children’s programs in the library is the 
count of programs sponsored by the library and held at the library.  Programs may introduce the 
group of children attending to any of the broad range of library services or activities for children 
or which directly provides information to participants.  Children’s programs may cover use of 
the library, library services or library tours.  Children’s programs may also provide cultural, 
recreational or educational information, often designed to meet a specific social need.  Examples 
of these types of programs include story hours and summer reading events.  EXCLUDE library 
activities for children delivered on a one-to-one basis, rather than to a group, such as one-to-one 
literacy tutoring, services to homebound, homework assistance, Dial-A-Story, and mentoring 
activities. Count each program of a series as one program. 
@(46aa) Children’s Programs Outside the Library (outreach) –Children’s programs outside the 
library is the count of programs for which the primary audience is children.  Count programs 
sponsored by the library but held at a location outside the library.  Count each program of a 
series as one program.  These may include book talks at schools, informational programs about 
library services, story hours at county fairs, etc.  These must be programs planned with content 
and presented by library staff or volunteers authorized to do so. 
46aaa. This is an automatically computed total of # of children’s programs held in the library and 
outside the library.  
**NEW**CHANGED (46ab) # of Children’s Summer Reading Program (SRP) programs (in the 
library and Outreach).  This is the number of programs planned for children (a subset of 
children’s programs in and outside the library).  Report number of SRP programs in 46a and 
46ab, as appropriate 
@(46b)  # of Young Adult Programs In the Library - A young adult program is any planned 
event for which the primary audience is young adult (ages 12-18) and which introduces the 
group of young adults attending to any of the broad range of library services or activities for 
young adults or which directly provides information to participants. Young adult programs may 
cover use of the library, library services, or library tours. Young adult programs may also provide 
cultural, recreational, or educational information, often designed to meet a specific social need. 
Examples of these types of programs include book clubs and summer reading events.  
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Count all young adult programs, whether held on- or off-site, that are sponsored or co-sponsored by the 
library. Do not include young adult programs sponsored by other groups that use library facilities. If 
young adult programs are offered as a series, count each program in the series. For example, a book club 
offered every two weeks, 24 weeks a year, should be counted as 24 programs. Exclude library activities 
for young adults delivered on a one-to-one basis, rather than to a group, such as one-to-one literacy 
tutoring, services to homebound, homework assistance, and mentoring activities. 
@ (46bb) # of Young Adult Programs Outside the Library (outreach) – A young adult program is 
any planned event, held outside the library, for which the primary audience is young adult and which 
introduces the group of young adults attending to any of the broad range of library services or activities 
for young adults or which directly provides information to participants. Young adult programs may cover 
use of the library, library services, or library tours. Young adult programs may also provide cultural, 
recreational, or educational information, often designed to meet a specific social need. Examples of these 
types of programs include book clubs and summer reading events. 
Count all young adult programs that are sponsored or co-sponsored by the library. Do not include young 
adult programs sponsored by other groups that use library facilities. If young adult programs are offered 
as a series, count each program in the series. For example, a book club offered every two weeks, 24 
weeks a year, should be counted as 24 programs. Exclude library activities for young adults delivered on 
a one-to-one basis, rather than to a group, such as one-to-one literacy tutoring, services to homebound, 
homework assistance, and mentoring activities.  
 
**NEW** CHANGED(46bc) # of YA Summer Reading Program (SRP) programs (in the library 
and Outreach).  This is the number of programs planned for Young Adults (a subset of YA 
programs in and outside the library).  Report number of SRP programs in 46b and 46bb, as 
appropriate. 
@ (46c) # of Adult Programs In the Library – Adults are ages 18+. This is the count of all 
programs for which the primary audience is adults.  Count each program separately, even if it is 
one of a series. 
 @(46cc)  # of Adult Programs Outside the Library (outreach) – Adults are ages 18+. Adult 
programs is the count of all programs for which the primary audience is adults, held outside the 
library. Each program is counted separately, even though it may be one of a series.  
**NEW** CHANGED (46cd) # of Adult Summer Reading Program (SRP) programs (in the 
library and Outreach).  This is the number of programs planned for  Adults (a subset of Adult 
programs in and outside the library).  Report number of SRP programs in 46c and 46cc, as 
appropriate. 
(46d) # of General Programs In the Library – This is the count of all programs for which the 
primary audience is people of all ages. Each program is counted separately, even though it may 
be one of a series.  
(46dd) # of General Programs Outside the Library (outreach) – This is the count of all programs 
for which the primary audience is people of all ages, held at a location outside the library. 
@(46) Total # of programs– This is the total number of programs for children, young adults, 
adults, and general audiences. Count all programs, whether held on- or off-site, that are 
sponsored or co-sponsored by the library. This is an automatic total, computed within the annual 
report. This total includes both in library and outreach programs. 
 @(46.11) Did the Library Offer a 6 Week Summer Reading Program for Children at Each Fixed 
Location? - Each fixed location would include central library and each branch. 
(47a) Children’s Program Attendance in the Library - This is the count of the audience at all 
programs held in the library for which the primary audience is children and includes adults who 
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attend the program. Attendance at each program is counted separately, even though it may be 
one of a series.  
(47aa). Children’s Program Attendance Outside the Library (outreach) - This is the count of the 
audience at all programs held outside the library for which the primary audience is children and 
includes adults who attend the program. Attendance at each program is counted separately, even 
though it may be one of a series.  
 (47aaa) Total Children’s Program Attendance - This is the total count of all attendees of 
children’s programs.  It is an automatic total, computed within the annual report, including 
programs held inside and outside (outreach) the library. 
**NEW** (47ab).  # of Children SRP attendees (in house and Outreach) total - This is the actual 
attendance, not registration.  It is a subset of 47a and 47aa and should also be reported in 47a and 
47aa, 
 (47b) Young Adult Program Attendance in the Library - – The count of the audience at all 
programs for which the primary audience is young adults 12 through 18 years and includes 18 
year olds. Include adults* who attend programs intended primarily for young adults.  Note: Do 
not count attendance at library activities for young adults that are delivered on a one-to-one 
basis, rather than to a group, such as one-to-one literacy tutoring, services to homebound, 
homework assistance, and mentoring activities. * Please count all patrons that attend the young 
adult program regardless of age. 
**CHANGE** (47bb) Young Adult Program Attendance Outside the Library (outreach) - The 
count of the audience at all programs held outside the library for which the primary audience is 
young adults 12 through 18 years and includes 18 year olds. Include adults* who attend 
programs intended primarily for young adults.  Note: Do not count attendance at library activities 
for young adults that are delivered on a one-to-one basis, rather than to a group, such as one-
to-one literacy tutoring, services to homebound, homework assistance, and mentoring activities. 
* Please count all patrons that attend the young adult program regardless of age. Attendance at 
each program is counted separately, even though it may be one of a series.   
**NEW** (47bc).  # of YA SRP attendees (in house and Outreach) total - This is the actual 
attendance, not registration.  It is a subset of 47b and 47bb and should also be reported in 47b 
and 47bb., 
 (47c) Adult Program Attendance in the Library – This is the count of the audience at all 
programs held in the library for which the primary audience is adults (18+).  All other attendees 
should be counted.  Attendance at each program is counted separately, even though it may be one 
of a series. 
(47cc) Adult Program Attendance Outside the Library (outreach) – This is the count of the 
audience at all programs held outside the library for which the primary audience is adults (18+).  
All other attendees should be counted.  Attendance at each program is counted separately, even 
though it may be one of a series. 
**NEW** (47cd).  # of Adult SRP attendees (in house and Outreach) total - This is the actual 
attendance, not registration.  It is a subset of 47c and 47cc and should also be reported in 47c and 
47cc. 
(47d) General Program Attendance in the Library – This is the count of the audience at all 
programs held in the library for which there is no target audience by age.  All attendees should 
be counted.  Attendance at each program is counted separately, even though it may be one of a 
series. 
(47dd) General Program Attendance Outside the Library (outreach) – This is the count of the 
audience at all programs held outside the library for which there is no target audience by age.  
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All attendees should be counted.  Attendance at each program is counted separately, even though 
it may be one of a series. 
(47) Total attendance – This is the total attendance at programs for children, young adult, adults, 
and general audience. This is an automatic total, computed within the annual report. This total 
includes the attendance at in library and outreach programs.  
(46.a1)  # of Non-Library Sponsored Programs/meetings/events - This  is the count of 
programs/meetings/events which are held in the library but are sponsored by outside groups. This 
question  will help to show the total use of the library building by community groups.  
(47.a1) Total Non-Library Sponsored Programs/meetings/events Attendance – This is the total 
attendance at programs/meetings/events which are held in the library but are sponsored by 
outside groups.  This question will help to show the total use of the library building by 
community groups. 
Typical Week - A typical week is defined as a time that is neither unusually busy nor unusually 
slow. Holiday times, vacation periods for key staff, or days when unusual events are taking place 
in the community or library should be avoided. A week in which the library is open its regular 
hours is chosen. Seven consecutive calendar days, from Sunday through Saturday (or whenever 
the library is usually open in a seven day period) are chosen. 
 (48) Total Visits In Library Per Year - Report the total number of persons entering the library in 
a year, including persons attending activities, meetings, and those persons requiring no staff 
services.  Include all people entering for any reason, even entering and leaving multiple times 
within one day.   Be sure to include numbers from branch(es) and bookmobile(es). You may use 
a typical week count, then multiply by 52. 
@(49) Total Reference Transactions Per Year - Report the total reference questions in a year 
including questions received from other libraries. A reference question requires knowledge or 
interpretation by the library staff of the library or its materials. It includes information and 
referral services. The request may come in person, by phone, by fax, mail, or by electronic mail. 
You should not report directional questions, queries about library policies or library services, 
activities, or the use of library equipment as reference questions. Be sure to include numbers 
from branch(es) and bookmobile(es). You may use a typical week count, then multiply by 52. 
Reference Transactions - A reference transaction requires knowledge, use recommendations, 
instruction in the use of one or more information sources by a member of the library staff or 
interpretation by library staff of the library or its materials. It includes information and referral 
services. Information sources include printed and non-printed materials, machine-readable 
databases, catalogs, and other holdings records, and through communication or referral, other 
libraries and institutions and people inside and outside the library. A request may come in 
person, by phone, by FAX, mail, electronic mail, or through live or networked electronic 
reference service from an adult, a young adult or a child. Directional questions, queries about 
library policies or library services, activities, or the use of library equipment are not considered 
reference transactions and are excluded. Examples of directional questions include: where are the 
800s, where is the bathroom, is your director available, are you open until 9:00 pm tonight.  
Directional Questions – Directional questions, queries about library policies or library services, 
activities, or the use of library equipment are not considered reference transactions and are 
excluded. Examples include: where are the 800s, where is the bathroom, is your director 
available, are you open until 9:00 pm tonight.  
   
Electronic Services 
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(50) Licensed Databases – Report the number of licensed databases (include locally mounted or 
remote, full-text or not) for which temporary or permanent access rights have been acquired 
through payment by the library (local), or by formal agreement with the State Library (state) or a 
cooperative agreement within the state or region (other).  A database is a collection of 
electronically stored data or unit records (facts, bibliographic data, abstracts, texts) with a 
common user interface and software for the retrieval and manipulation of the data. NOTE: The 
data or records are usually collected with a particular intent and relate to a defined topic. A 
database may be issued on CD-ROM, diskette, or other direct access method, or as a computer 
file accessed via dial-up methods or via the Internet. Subscriptions to individual electronic serial 
titles are reported under Current Electronic Serial Subscriptions. Each database is counted 
individually even if access to several databases is supported through the same vendor interface. 
Do NOT include INSPIRE. 
(50) Report number of licensed databases acquired through payment or formal agreement, by 
source of access :  
(50a) local (local library);  
(50b) state (state government or state library (Indiana State Library will complete); or  
(50c) other cooperative agreements (or consortia) within state or region.  
**RE-NUMBERED/REVISED** (50e) # of Searches of Public Use Databases to which the 
Library Subscribes – This is the number your vendor supplies for the databases to which You 
Subscribe.  Request COUNTER COMPLIANT statistics from your vendor.  Do NOT include 
statistics of usage of library process databases (including cataloging, acquisitions, etc.) 
 
 
**NEW** (50ee) # of Sessions of Public Use Databases to which the Library Subscribes – This 
is the number your vendor supplies for the databases to which You Subscribe.  Request 
COUNTER COMPLIANT statistics from your vendor.  Do NOT include statistics of usage of 
library process databases (including cataloging, acquisitions, etc.) 
**RE-NUMBERED** (50f) Name(s) of Public Use Databases to which the Library Subscribes – 
List the names of all public use databases to which the library subscribes.  Use the official name 
as published by the vendor.  Do NOT include library process databases. 
**RE-NUMBERED and REVISED** (50g) Subject(s) of Public Use Databases which the 
Library BOTH Produced AND Owns – List ONLY the subjects of public use databases produced 
and owned by the library.  Do NOT include commercial databases, available by subscription. 
(51a) Users of Public Internet Computers Per Year – Report the total number of individuals that 
have used Internet computers in the library in the last year. If the computer is used for multiple 
purposes (Internet access, word-processing, OPAC, cd-rom reference resources, games, etc.) and 
Internet users cannot be isolated, report all usage. Count each customer that uses the electronic 
resources, regardless of the amount of time spent on the computer. A customer who uses the 
Internet computer three times a week would count as three users. Be sure to include numbers 
from branch(es) and bookmobile(es). You may use a typical week count, then multiply by 52. 
Sign-up forms or Web-log tracking software also may provide a reliable count of users. Formerly 
known as “Number of Patrons Accessing Electronic Resources In-house in a Typical Week”. 
Many libraries have scheduling software, the use of which provides an accurate count.  
**NEW** (51a1) Users of Wireless Connections in Building (or Outside) Per Year – Report the 
total number of individuals that have used the wireless connection to access the library’s Internet 
site in the last year. Count each customer that uses the electronic resources, regardless of the 
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amount of time spent on the computer. Count laptops supplied by the customer and checked out 
by the library.  A customer who accesses the wireless connection three times a week would count 
as three users. Be sure to include numbers from branch(es) and bookmobile(es). You may use a 
typical week count, then multiply by 52.  Web-log tracking software may provide a reliable 
count of users.  
 (51b) # of Hours Public Library Internet Computers Used per Year – This is the number of 
hours patrons use the library’s Internet computers in one year. If you cannot supply the answer 
with a computed or typical week total, answer “N/A”.  
**REVISED** (51c-e) Supply whatever count is available. Some libraries receive counts of  
pages viewed on web pages in domain and hits on home page and hits on public access catalog 
from their ISP (Internet Service Provider), some may receive only one or two of the requested 
measures.  
**NEW* *51a1. # of Users (sessions) of Wireless Connections in Building per Year -  Include laptops 
provided by patrons or circulated in building by library.  There are programs which can supply such 
information. 
@ (52a) Internet Access – Report the library as providing Internet access only if one or more of 
the following services are accessible: World Wide Web (WWW), telnet, gopher, file transfer 
protocol (ftp), or community network. Do not answer "YES" if the library has access to 
electronic mail only. Internet access in branches is reported separately.  
(52b) Type of Internet Access in Central Building Only – Choose type of Internet access from 
drop box menu. List only the bandwidth available (that is, if you have a T1 but it's turned down 
to a 128, list 128, etc.) If your library does not have one of the choices listed, mark “Other.   
Internet access in branches is reported separately.  
@ (52c) Specify Other – Specify the type of Internet access if it is not listed in the drop box for 
52b. 
@ (52d) Speed of Internet Access – Specify the speed of Internet Access in the Central Building 
(e.g. Fiber Optic may be 15 mbs, 30, 45, etc.).  Speed of Internet access in branches is reported 
separately.  
 @(53a) Number of Computer Terminals Used by General Public and Connected to Internet 
System-wide – Count only computers used by general public and connected to the Internet 
(count all Gates computers in this category, even if set to child’s profile) at central library, 
branches and bookmobiles. 
@ (53aa) Number of Printers Connected to Computer Terminals Used by the General Public 
System-wide – Count only printers connected to computers used by the general public at central 
library, branches and bookmobiles. 
@ (53aaa) Number of Scanners for the General Public System-wide – Count only scanners 
available to the general public at central library, branches and bookmobiles. 
@ (53b) Number of Computer Terminals Used by Staff with Office Software and Connected to 
the Internet System-wide – Count all computers used by staff with office software and connected 
to the Internet at central library, branches and bookmobiles. 
@(53bb)  Is There a Printer for Staff Computer Use – Response is only “yes” or ‘no”.  
@ (54a)  Is There a Wireless Hub in the Central Building? - Branch wireless hub is listed in the 
section on branches. 
(54b) Voice Over IP – Does the library provide Voice Over IP service?  Response is only “yes” 
or “no”. 
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(55a) Does your library have an automated bookkeeping system – Response is only “yes” or 
“no”. 
(55b) Name of system- Please indicate the full, official name of the bookkeeping system. State 
Board of Accounts does not approve the system, just the forms generated by the system. 
(56a) Does Your Library Use an Integrated Library System – Response is only “yes” or “no”.  
(56b) Name of system - Please indicate the full, official name of the system. NOTE - If you have 
signed a contract for a new system to replace an old one within the last year, please provide the 
name of the new system and indicate estimated installation date. **If you have issued an RFP 
within the last year, please send a copy to the Library Development Office to share with other 
libraries**.  
 @(56c) Is the library catalog online – Response is only “yes” or “no” 
   
Part 9 – Circulation and Holdings  
Circulation 
 
 
 
 
**REVISED** (57) Circulation - Transactions involving lending print and non-print materials 
from the library’s collection for use by patrons generally outside the library and includes 
charging materials manually or electronically. Each renewal is also reported as a circulation 
transaction. DO NOT include in-house use of materials in 57a or 57b. Include interlibrary loans 
(items borrowed by your library and lent to your patron); report them also as Inter Library Loan 
transactions.  One download = one circulation, whether it is one book or one song. 
(57a) Total Circulation of All Materials – Include all materials (print and non-print) charged out 
to patrons (or staff) of all ages either manually or electronically. Estimates are acceptable. 
INCLUDE Playaways.  One download = one circulation, whether it is one book or one song.  Do 
NOT include equipment, computer usage or in-house usage of materials  Equipment circulation 
is reported in 57i.  Computer usage is reported in 51a and/or 51b.  In-house usage is reported in 
57c.  
(57b) Circulation Of All Children’s Materials – Materials cataloged as appropriate for patrons 
ages 0-14. This is a subset of total circulation of all materials. Estimates are acceptable. Do NOT 
include equipment, computer usage or in-house usage of materials. 
(57c) Total In-house Usage of Materials – Count all materials used in the library but not checked 
out, including materials not allowed to circulate or be removed from the library. This may 
include materials used by staff for library purposes (programs, collection development), 
genealogical or local history materials, reference and circulating materials used by patrons in the 
library which staff re-shelve. DO NOT add into circulation count. You can use a typical week 
count, then multiply by 52. Estimates are acceptable. DO NOT include equipment or computer 
usage.  
 (57d) Did your Library Circulate Laptops? – Response is “yes” or “no”.  Include use in the 
library or checkout for use outside the library. 
 (57e) Number of Annual Circulations of Laptops– Provide number of annual circulations of 
laptop computers.  Usage in the building should also be reported in questions 51a and/or 51b. 
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 (57f) Did Your Library Circulate Kindles, MP3s or other Electronic Book Reading or Music-
playing Devices – Response is only “yes” or “no”.  Include use in the library or checkout for use 
outside the library. 
(57g) Number of Annual Circulations – Provide number of annual circulations of electronic book 
reading or music playing devices. 
 (57h) Did Your Library Circulate Other Equipment – Include any other equipment checked out 
for use in the library or outside the library, including but not limited to: any audio-visual device, 
die-cutter, anything used to access information in any format unless reported in 57d or 57f. 
(57i) Number of Annual circulations – Provide number of annual circulations of other 
equipment. 
   
Selected Holdings  

• Selected holdings only. This is NOT a count of ALL materials which the library owns.  

• Microfilm, microfiche, other microforms - Do NOT count any microforms except for 
current serial subscriptions.  

• Do not count any realia (puzzles, puppets, toys, cake pans, etc.)  

• Holdings – Materials the library has acquired as part of the collection and catalogued, 
whether purchased, leased, or donated as gifts.  

• Physical Unit - A physical unit is a book volume, reel, disk, cassette, etc. Items which are 
packaged together as a unit, e.g. two compact disks, and are generally checked out as a 
unit, are counted as one physical unit.  

(58a) Books - A nonperiodical/non-serial printed publication (including music and maps) bound 
in hard or soft covers, or in loose-leaf format. Include non-serial government documents. Report 
the number of physical units, including duplicates. For smaller libraries, if volume data are not 
available, count the number of titles. Books packaged together as a unit (e.g., a 2-volume set) 
and checked out as a unit are counted as one physical unit. 
(58b) Bound Serials - Serials are publications issued in successive parts, usually at regular 
intervals and as a rule, intended to be continued indefinitely. Serials include periodicals 
(magazines), newspapers, annuals (reports, high school or college yearbooks, etc.), memoirs, 
proceedings, and publications of societies. Count each bound volume of a serial as one item. If 
you have more than half the issues of a publisher's volume in unbound copies, count each 
publisher's volume as one volume.  
**REVISED** (58c) Video Materials - These are materials on which moving pictures are 
recorded, with or without sound. Electronic playback reproduces pictures, with or without sound, 
using a television receiver or monitor. Video formats may include tape, DVD, CD-ROM, web-
based or downloaded files, etc. Report the number of units, both physical and electronic, 
including duplicates. Items packaged together as a unit (e.g., two video cassettes for one movie) 
and checked out as a unit are counted as one physical unit. For electronic units, report only items 
the library has selected as part of the collection and made accessible through the library’s Online 
Public Access Catalog (OPAC).  
**NEW** (58cc) Video – downloadable titles. These are downloadable electronic files on which 
moving pictures are recorded, with or without sound. Electronic playback reproduces pictures, 
with or without sound, using a television receiver, computer monitor or video-enabled mobile 
device.  Report only items the library has selected as part of the collection and made accessible 
through the library’s Online Public Access Catalog (OPAC) or through a physical library 
catalog. 
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(58d) Audio Materials(Physical units) - These are materials circulated in a fixed, physical 
formate on which sounds (only) are stored (recorded) and that can be reproduced (played back) 
mechanically, electronically, or both.  Include records, audiocassettes, audio cartridges, audio 
discs (including audio CD-ROMS, talking books, and other sound recordings stored in a fixed, 
physical format.  Do not include downloadable electronic audio files. Report the number of units,  
including duplicates. Items packaged together as a unit (e.g., two audiocassettes for one recorded 
book) and checked out as a unit are counted as one physical unit. **NEW** (58dd)  **NEW** 
(58dd) Audio Materials (Downloadable titles) – These are downloadable electronic files on 
which sounds (only) are stored (recorded) and that can be reproduced (played back) 
electronically.    Report the number of titles.  Report only items the library has selected as part of 
the collection and made accessible through the library’s Online Public Access Catalog (OPAC) 
or through a physical library catalog. 
(58e) Electronic Format - Reference or printed information on CD-ROMS, Magnetic Tapes, 
Floppy Disks, DVDs (which are of a non-film nature, such as a reference book) or computer 
disks, magnetic tapes and other formats. You should count and report each physical unit, so that 
you would count each CD or each floppy disk in a multiple-disk set. Examples are U.S. Census 
Bureau CD-ROMs or data tapes, locally mounted databases, serials and reference tools. DO 
include ResumeMaker, cemetery records or other software used by patrons or by staff for 
patrons. Do NOT count individual files on a disk or any software that is used only by the staff. 
Include cataloged and non-cataloged items. Do NOT include software loaded onto a computer 
for which you do not have a physical disk, which includes all pre-loaded software on 
*CHANGE* Gates computers. DO NOT include Electronic Books or Electronic Subscriptions in 
this count. 
(58f) Electronic Books (E-Books) - Digital documents, (including those digitized by the library), 
licensed or not, where searchable text is prevalent and which can be seen in analogy to a printed 
book (monograph). Include non-serial government documents. E-books are loaned to users on 
portable devices (e-book readers) or by transmitting the contents to a user’s personal computer 
for a limited time. Include e-books held locally and remote e-books for which permanent or 
temporary access rights have been acquired. Report the number of physical or electronic units, 
including duplicates, for all outlets. For smaller libraries, if volume data are not available, the 
number of titles may be counted. E-books packaged together as a unit (e.g., multiple titles on a 
single e-book reader) and checked out as a unit are counted as one unit. Note: Under this 
category, report only items the library has selected as part of the collection and made accessible 
through the library’s Online Public Access Catalog (OPAC). 
(58g) Current Serial Subscriptions - Includes Periodicals and Newspapers, print or microfilm 
ONLY. Report the total number of serial subscription titles, including duplicates. Report paid 
and gift subscriptions. Do not report individual issues. These are print and microfilm 
subscriptions only - NOT electronic or digital subscriptions. Include the total number of 
subscriptions for all outlets.  
(58h) Current Electronic Serial Subscriptions – (DO NOT INCLUDE INSPIRE) The number of 
current electronic, electronic and other format, and digital serial subscriptions (e-serials, e-
journals), including duplicates, for all outlets. Includes serials held locally or remote resources 
that the library has authorization to access, including those available through statewide or 
consortia agreements. Do not include subscriptions to indexing and abstracting databases that 
include full-text content (e.g. EBSCO Host, ProQuest, OCLC FirstSearch). Examples include 
periodicals (magazines), newspapers, annuals, some government documents, some reference 
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tools, and numbered monographic series distributed in the following ways: (a) via the 
Internet.(e.g. HTML, PDF, JPEG, or compressed file formats such as zipped files), (b) on CD-
ROM or other portable digital carrier, (c) on databases (including locally mounted databases), 
and (d) on diskettes or magnetic tapes.  Do not include Electronic Format or Electronic E-books 
in this count. 
(58.1) Print Materials – This is an automatically computed total of Books and Bound Serials, 
required by PLSC. 
   
Part 10 – Library Board  

• Enter the most current information available.  

• List all county contractual board members, if appropriate. 

• Contact the Library Development Office with updates throughout the year.  
CHECK TO MAKE SURE YOUR DATA IS FILLED IN ACCURATELY. 
(59a) Report any office currently held by each board member and list each board member only 
once. 
President  
President of County Contractual Library Board (if appropriate)  
Vice President  
Vice President of County Contractual Library Board (if appropriate)  
Secretary  
Secretary of County Contractual Library Board (if appropriate)  
Treasurer  
Board Member  
Treasurer/employee (please use this designation if appropriate)  
(59b) List each board member's first name or initial. 
(59c) List each board member's middle initial (optional) or middle name, if used in place of first 
name. 
(59d) List each board member's last name. 
(59e) Report the board member's home street address. 
(59f) Report the board member's home city. 
(59g) Report the board member's home zip code. 
(59h) Report the board member's email address. 
(59i) List the appointing authority: 
County Contractual Appointment (ONLY FOR THE 4 LIBRARIES WHICH ARE COUNTY 
CONTRACTUAL LIBRARIES)  
County Commissioners  
County Council  
Library board/employee  
Other - Class 2 Library Appointment (Only CLASS 2 LIBRARIES OR CLASS 2 WHICH 
HAVE ACCEPTED FINANCIAL PROVISIONS OF THE 1947 LIBRARY LAW).  
School Board  
Township Board  
Town Board/City Council/Mayor 
(59j) Report the date the board member's term expires. (VERY IMPORTANT) 
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(59k) Report the number of consecutive terms the board member has held (including the first 
term through this term). Include years 1-4 of each term as a consecutive term (i.e. year 1 of term 
1 is 1 consecutive term).  (VERY IMPORTANT) 
(59l) Report the date the member was initially appointed. (VERY IMPORTANT) 
 
Part 11 – Salary Section 

• Director salary is reported as an annual figure.   

• All other categories are to be reported as minimum hourly rate and maximum hourly rate, 
using dollars and cents.  

• Report the most current information available. 

• Remember, for purposes of this report, if an individual is referred to as a librarian within 
your library, they are considered a librarian.  

• Report the certification level required for the position, not of an individual in the position. 
Job categories 
(74a) Director - Head of library. List the annual salary. Indiana is an at-will employer state. Most 
directors will not have a contract. Indicate whether director has a contract.  
(75) Assistant or Associate Director - Librarian ranking next to the Library Director and having 
responsibility for library activities in the absence of the Library Director.  
Department Head, Manager or Supervisor - Librarians at the Department Head level who may 
have supervisory responsibility for other professional librarians and/or clerks. 
Branch Head - May be a staff librarian, but should be reported separately because of their unique 
position of Branch Head. Branch Heads spend at least half of their work week in a branch library 
setting and are usually responsible for the branch library services, programs, and personnel.  
Administrative Assistant - May include a variety of job titles such as Director's Secretary or 
Assistant to the Director. May have more administrative responsibility than typical clerical 
positions, but not the professional or managerial responsibilities.  
Automation, Network or System Manager - Manages the operation and maintenance of the 
library's computer systems, including the library's automation system and microcomputer 
applications. Develops and manages installation of various types of computer networks. Serves 
as contact with internet provider. Possibly trains staff and public in use of equipment and 
software. Analyzes and troubleshoots software and equipment problems.  
Business Manager - Responsible for managing Business Office activities.  
Cataloging or Technical Services Librarian - Both experience and entry-level librarians. 
@Children’s Librarian – Children's Reference Service and/or Programming. Both experienced 
and entry-level librarians.   
@General Reference or Adult Librarian - Adult and/or Reference Service and/or Programming. 
Both experienced and entry-level librarians.  
@Young Adult Librarian - Young Adult Reference Service and/or Programming. Both 
experienced and entry-level librarians.  ALA defines “Young Adult” as ages 12-18. 
Indiana History, Local History, or Genealogy Librarian - - Indiana History, Local History, or 
Circulation Librarian - Circulation Desk. Both experienced and entry-level librarians.  
Genealogy Reference Service. Both experienced and entry-level librarians.  
Audio Visual Librarian - Responsible for developing a program of AV services and supervising 
all AV activities and staff.  
Specialist (Professional) - Category for library professionals, including but not limited to 
Training Specialist, Public Relations Specialist, Outreach Specialist, Human Resource Manager, 
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Artist, and Printing Manager, who generally do not hold a master’s in library science but 
certainly may. 
Library Assistant - Paraprofessional working in any area of the library, who assists librarians in 
providing a library service. 
Bookkeeper or Treasurer - Responsible for keeping the financial records and accounts for the 
library.  
Secretary or Receptionist - Knowledge of some office skills. May be responsible for answering 
phone.  
Library Technician (including computer) - Involves more responsibility than clerical category, 
usually specialized, and of considerable variation and complexity.  
Clerical or Aide - Knowledge of basic clerical skills and elementary knowledge of library 
procedure.  
Maintenance, Custodian, Janitor, or House-keeper. - Responsible for maintaining the library 
building and/or grounds in a clean and orderly condition and in good repair. Do not include any 
staff that is paid by contract. 
Security - Security provides security during the hours the building is open or closed for staff, 
patrons, and the building. Do not include any staff that is paid by contract. 
Bookmobile Driver - Bookmobile Driver. 
Messenger/Courier – Messenger or courier responsible for pickup and delivery of library 
materials.  
Page, Intern or Student Assistant - Shelves books and other materials, with other duties as 
assigned. Typically a part-time position with no supervisory responsibilities.  
Substitute - Temporary substitute employee in any job category.  
(75a) List certification level of job classification if it were advertised, not the certification level 
each current employee holds. 
(99) Other - Any other job category that it is not possible to include in above list. Please be 
specific.  
(100a) List certification level of job classification if it were advertised, not the certification level 
each current employee holds. 
Employee Fringe Benefit Information 
For each benefit listed in the drop-down, please ADD a Group whether it is provided by your 
library for full time and part time employees.  
Please give the most current information available.  
(101) Benefit description: 
PERF - Public Employees Retirement Fund  
Deferred Compensation - A political subdivision may do the following: 1. agree with any 
employee to reduce and defer any portion of such employee's compensation which under federal 
law may be deferred under a nonqualified deferred compensation plan and subsequently contract 
for, purchase, or otherwise procure insurance and investment products appropriate for a 
nonqualified deferred compensation plan for the purpose of funding a deferred compensation 
plan for such employee or 2, contribute amounts before January 1, 1995 and continue or begin to 
contribute amounts after January 1, 1995 to a nonqualified deferred compensation plan on behalf 
of eligible employees, subject to any limits and provisions under Section 457 of the Internal 
Revenue Code (IC 5-10-1.1-1).  
Health Insurance  
Health Savings Account (HSA)  
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Dental Insurance  
Life Insurance  
Vision Insurance  
Disability  
Paid Time Off for Continuing Education  
Reimbursement for Continuing Education  
(109a) Other Fringe Benefit - Please specify. Do not include benefits reported in paid days off 
per year.  
Paid Days Off Per Year  
Please indicate the number or range of numbers of PAID DAYS OFF per year for entry-level full 
time librarians and support staff and entry-level part time librarians and support staff.  
Remember, for purposes of this report, if an individual is referred to as a librarian within your 
library, they are considered a librarian.  
Please give the most current information available.  
(111a – d) Number of Vacation Days 
(112a – d) Number of Sick Days 
(113a – d) Number of Personal Days 
(114a – d) Number of Holidays 
(115a – d) Number of Funeral/Bereavement Days 
(116a – d) Other Days  
  
Part 12 – PLAC Loans  
Number of items lent to patrons using a PLAC card.  
Complete the report for PLAC loans your library made to patrons from other libraries from 
January 1 through December 31 of the report year.  
The number of loans must be an accurate count of PLAC activity. Estimates may not be used.  
Do NOT include any miscellaneous or out of state loans as PLAC loans.  
Do NOT include any reciprocal borrowing (RB) loans as PLAC loans.  
(117aa) –If you made no PLAC loans - If you did not loan any materials to PLAC patrons from 
other libraries, enter “0“. 
The reporting library should show no PLAC loans, as its residents do not need a PLAC card for 
loans. There should be NO number next to your own library’s name.  
List the total number of loans from each home library. Be sure to include branch library totals in 
the home library’s total. (Home library is the PLAC card holder’s library which their property 
tax supports or where they purchased a non-resident card.)  
For example, a patron from Starke County Public Library (the city of Knox) uses a PLAC card at 
Knox County Public Library (the city of Vincennes) to borrow 10 items. Knox County Public 
Library would report 10 loans to Starke County Public Library (the city of Knox).  
   
Part 13A – Statement of Compliance with Current Standards for Public Libraries 
Answer each standard yes or no, as applicable.  

@ indicates standard which is verified by annual report question  
** indicates current and future standard 

~~ indicates slight difference in future standard 
++ indicates substantial change in future standard 
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For each “no” answer, provide details in Part 14, Statement of Intent to Comply with Standards.  
* **~~(118 a –d) Laws - Your library must follow all laws listed. 
**~~(119) Federal laws affecting employment and facilities management - These include, but 
are not limited to, Family Medical and Leave Act (FMLA), Fair Labor Standards Act  and 
others. 
**~~(120) Written Bylaws – The board must have written bylaws which it follows for 
operational procedures. The library is encouraged to file a current copy with the Indiana State 
Library, Library Development Office. 
**(121) Written long-range plan for 2-5 years – Such plans should encourage participation by 
the community, library board and staff. The library is encouraged to file a current copy with the 
Indiana State Library, Library Development Office.  
**++ (122)  Current written technology plan – Required for e-rate. The Indiana State Library, 
Library Development Office must approve this plan and will send you a letter of verification. 
**(123) Collection development policy and principles of access – This is a plan for selecting 
materials for your collection and for dealing with questions of evaluation and suitability for 
patron groups. The Library board is encouraged to adopt the principles of the Library Bill of 
Rights. 
**~~(124) Separate functions of board and director – The board is responsible for governing the 
library by writing policy, developing a long-range plan and delegating management 
responsibility to the director. The director is responsible for managing the day-to-day operations 
to carry out **~~(125) In the Public Trust - The current state publication for trustees that is 
approved by the Indiana State Library. There are chapters on all aspects of the library’s 
operation. The board is encouraged to participate in at least one seminar or workshop pertinent to 
their duties each year. 
**(126a) Full-time director – The director is paid for 35-40 hours per week, or if the library is 
open fewer than 35 hours per week, the director is paid for the number of hours that the library is 
open. 
**(126b) Appropriate certification – Does the director hold the appropriate permanent certificate 
at the level required for the library’s served population? If the director holds a temporary 
certificate, check “no”. 
**~~(127) Classify employees, adopt schedules of salaries or salary ordinance, and prescribe 
duties of employees – The Library Development Office maintains a file of samples. 
**~~(128) Written personnel policies and procedures – Essential for fair and consistent 
administration of personnel practices and actions. 
**(129) Continuing education – The library is encouraged to support continuing education for 
staff and trustees with paid time off and financial assistance for fees, travel, lodging and related 
expenses on an annual basis. 
**(130) Library facilities meet local, state, and federal building and health and safety codes – 
Report for all buildings in library system, central library and any branches. 
**~~(131) Americans with Disabilities Act – If there are steps to your building or other physical 
barriers that would prevent entry to your building by everyone but the library complies with the 
law by providing home delivery of materials, curbside services, etc., check “yes”. 
**++@(132) Hours of service – (Choose highest level of hours of service)  
(132a) A library serving a population under 15,000 must be open a minimum of 20 hours each 
week, including at least 1 evening (until 6:00 pm or later) and some hours on 1 weekend day.  
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(132b) A library serving a population between 15,000 and 30,000 must be open a minimum of 45 
hours each week, including at least 2 evenings (until 6:00 pm or later) and at least one 1 weekend 
day.  
(132c) A library serving a population of over 30,000 must be open a minimum of 55 hours each 
week, including at least 3 evenings (until 6:00 pm or later) and at least one 1 weekend day. 
Answer N/A to each level which does not apply to your library’s situation or “No” if your library 
is not open the minimum number of hours or the requisite evening or weekend hours for your 
population size. 
**~~(133) Minimum service – @(c) Telephone listed in the library’s name (d) Interlibrary loan 
free of charge to Indiana libraries (other than reimbursement for actual photocopy and postage or 
freight costs) 
(134) Member of INCOLSA – Paid member of INCOLSA, which provides Interlibrary Loan as 
well as other services. 
**++(135d) Audiovisual services – Audiovisual materials (audiocassettes, music or spoken word 
cds, videocassettes, DVDs, etc.), audiovisual programs, specialist staff in audiovisual materials 
and services, for example 
**++135e) Special services – For special populations such as people who are blind, deaf or 
physically handicapped. Types of services could include books-on-tape or large print books, 
accessible computer workstations, sign language interpreters, etc.  

 
Part 13B – Statement of Compliance with Proposed Standards for Public Libraries,  

effective January 1, 2011 
This section is intended to assist in determining where your library is in the process of working 

towards compliance with the proposed standards, it does not affect your compliance with 
standards in 2009 or 2010.  

@ indicates standard which is verified by annual report question  
^^ indicates proposed standard 

++ indicates addition to current standard 
~~ indicates revision of current standard 

Please answer only "yes", "no", or “n/a” if applicable, not both and DO NOT skip a question 
 
 

^^(138) Does your library follow all other Indiana laws that affect municipal units- This includes 
IC 36-12, IC 4-23-7 and 4-23-7.1, IC 6-1.1, all laws mentioned in the Accounting and Uniform 
Compliance Guidelines Manual for Libraries and any other relevant laws and administrative 
codes, such as 590 IAC. 
^^(139) With the advice and recommendations of the library director, has the library 
board adopted the proposed library budget? – The director and board should cooperate to 
produce a budget which reflects the services and programs the library intends to make available 
to the library district residents for the coming year.  Also, failure to properly adopt the proposed 
budget for the next year can result in the library’s being forced to work with the budget for the 
previous year. 
++(140) Written personnel policies and procedures address at least the following: (a) 
Recruitment  (b) Selection  and (c) Appointment – Personnel policies and procedures should 
address all foreseeable employment situations. 
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^^(141) The library board has written by-laws that address conflicts of interest issues and 
nepotism – A conflict of interest (which includes nepotism) description and form are in the 
Accounting and Uniform Compliance Guidelines Manual for Libraries on pages 7-1 to 7-6.   
++(142) At a minimum, the long-range plan of service includes the following: (list). 
All of the above-mentioned elements are necessary to report the long-range plan as compliant 
with standards. 
++(143) At a minimum, the technology plan includes the following: (list). 
All of the above-mentioned elements are necessary to report the technology plan as compliant 
with standards.  TechAtlas (through WebJunction) is a tool available for developing this plan. 
++(144) The library complies with provisions of the federal Americans with Disabilities Act to 
make its digital services available to everyone. – Digital and web services should be accessible to 
anyone using a screen reader, Braille display or any other type of special computer access.  This 
can be checked by using a program which evaluates accessibility.  You may also ask a patron 
who uses such access to use your website to help you design the website. 
^^(145). Does the library expend at least  
@(145a) 7.5% of its operating fund expenditures for library collections (Minimum)?  
@(145b) The equivalent of 15% of its operating expenditures, (which includes operating, gift 
and related funds) (Enhanced)  - This is not a mandatory question. 
@(145c) The equivalent of 20% of its operating expenditures, (which includes 
operating, gift and related funds), for library collections (Excellent) – This is not a mandatory 
question. 
^^ (146) The library provides the following means of communication with the public:  
(146a) An answering machine, voicemail, or other similar technology to provide operating hours 
of the library?  
@(146b) An email address or a means of electronic contact for the library listed on the library's 
website – The address may either be a general email address, for a specific department or staff 
person or the director’s address 
@(146c) A means to provide copies to the public at each location – A copy machine or 
scanner/computer/printer set up would be examples 
@(146d) Technology available to transmit documents electronically or through phone lines, ex. 
fax machine – Scanner is also acceptable. 
All of the above-mentioned elements are necessary to report the long-range plan as compliant 
with standards. 
^^(147) A website to include: (list). 
 All of the above-mentioned elements are necessary to report the long-range plan as compliant 
with standards. 
^^(148) The library lends materials through at least one of the following: 
(148a) Statewide reciprocal borrowing program – The library must have a signed agreement on 
file with the Indiana State Library/Library Development Office and be listed on the statewide list 
posted on the State Library website. 
(148b) OCLC Resource Sharing 
(148c) Evergreen Indiana – Do no answer “yes” if you are not yet an Evergreen library or have 
not yet signed a contract to join Evergreen Indiana. 
(148d) Local reciprocal borrowing with at least one other public library district within your 
county or an adjacent county - Each library must have a signed agreement on file with the 
Indiana State Library/Library Development Office 
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^^(149) The library participates in the statewide delivery service provided by the Indiana state 
library with the following frequency from a single fixed location within the library district: - 
Contact LDO if you have questions about your service.  Answer only for the size population 
your library serves.  For enhanced or exceptional/exemplary service, answer “yes” or “N/A” for 
your size population  
^^ (150) Adult services: (list ) - (a through d are required questions, e and f are not required) 
(150e) – Enhanced – Answer “yes” or N/A”. 
(150f) Exceptional/exemplary – Answer “yes” or “N/A”. 
^^(151)Young Adult services: (list ) - (a through d are required questions, e and f are not 
required).  ALA defines “Young Adult” as ages 12-18. 
(151e) – Enhanced – Answer “yes” or N/A”. 
(151f) Exceptional/exemplary – Answer “yes” or “N/A”. 
^^ (152) Children's services: (list ) - (a through d are required questions, e and f are not required) 
@(152d) Provide an annual summer reading program for a minimum of six weeks at each fixed 
location (includes central library and branch(es)). 
(152e) Enhanced – Answer “yes” or “N/A”. 
(152f) Exceptional/exemplary – Answer “yes” or “N/A”. 
@^^(153) Library sponsored programming shall be provided with the following minimum 
frequency within each library district: 
@(153a) 5 library programs for every 1,000 people served per year, with a minimum of 12 
library programs per year regardless of population served (Minimum/Basic)  
@(153b) at least 10 library programs for every 1,000 people served per year, with a minimum of 
12 library programs per year regardless of population served (Exceeding/Enhanced) . – Answer 
“yes” or “N/A”. 
@(153c) at least 15 library programs for every 1,000 people served per year, with a minimum of 
12 library programs per year regardless of population served (Exceptional/Exemplary).  – 
Answer “yes” or N/A”. 
++(154) Provide access directly or through the Indiana State Library to large print books, Braille 
books, audio books, and enhanced media to patrons who are unable to read regular print, because 
of a visual or a physical disability. – Applications may be downloaded from the Indiana State 
Library website.  Librarians are authorized to sign applications for patrons with visual or 
physical difficulties with regular print.  (This includes someone who is allergic to ink, cannot 
hold a book, etc.)  A medical doctor must sign an application for a patron with a learning 
disability.  Visit this URL for more information: http://www.in.gov/library/tbbl.htm 
@^^(155) An Integrated Library System with an Online Public Access Catalog available on the 
library's website. - Both questions are in the annual report. 
^^(156) Technology 
@(156a) The library provides public access computers with a minimum Internet connection 
speed of 1.5 Mbps per fixed service location. – Consult the Library Development Office, Indiana  
State Library if you have questions. 
(156b) The library provides public access computers to all persons regardless of residency, so 
long as such use would not violate any laws or other legally binding prohibitions imposed upon 
the person, including, but not limited to, fines owed to the library or violations of library policies.  
– This includes computers purchased by library funds as well as computers purchased with a 
Gates grant or donated computers.  Your library may have policies which prohibit computer use 
under certain conditions.  The policies should be available to the public. 
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 @(156c) The library has a base level of technology consisting of at least one staff computer with 
office software and operating systems, connected to the internet and a printer. – Each element 
must be present to answer “yes”. 
Public access computers shall be connected to the Internet and printers as detailed below:  -  
Minimum/Basic  
(156d) Class A and B Public Library (population from 10,000 on up) - Answer only for the size 
population your library serves, “yes” or “N/A”.  If your library is not in this size population, skip 
156e and 156f. 
 (156g) Class C Public Library (population up to 9,999) - Answer only for the size population 
your library serves, “yes” or “N/A”.  If your library is not in this size population, skip 156h. 
Exceeding/Enhanced 
(156i) Class A and B Public Library (population from 10,000 on up) Answer only for the size 
population your library serves, “yes” or “N/A”.  If your library is not in this group, skip 156j, 
156k and 156l. 
(156m) Class C Public Library – Answer only for the size population your library serves, “yes” 
or “N/A”.  If your library is not in this group, skip 156n, 156o, 156p. 
Exceptional/Exemplary 
(156q) Class A and B Public Library (population from 10,000 on up) – Answer only for the size 
population your library serves, “yes” or “N/A”.  If your library is not in this group, skip 156r, 
156s, 156t. 
(156u) Class C Public Library  - Answer only for the size population your library serves,  “yes” 
or “N/A”.  If your library is not in this group, skip 156v, 156w, and 156x. 
@^^(157) The library purges or marks inactive unused library patron cards at least once every 
three years, deleting those patrons who have not used the card in the last three years and do not 
owe materials, fines, or fees to the library.  – The American Library Association suggests that 
patron files be purged at least every three years. 
@~~ ++ (158) Hours of service are provided to allow the greatest possible access for the 
community as follows for each public library system, considering the total unique hours (non-
overlapping hours of the central library and branches) the district is open for regular public 
service for the majority of the year.. 
@(158a) Class A Libraries (population 40,000 and up). – Answer only for size population your 
library serves, “yes” or “N/A”.  If your library is not in this group, skip 158b, 158c, and 158d. 
@(158e) Class B Libraries (population 10,000 up to 39,999) – Answer only for size population 
your library serves, “yes” or “N/A”.  If your library is not in this group, skip 158f, 158g, and 
158h. 
@(158i). Class C Libraries (population up to 9,999). - Answer only for size population your 
library serves, “yes” or “N/A”.  If your library is not in this group, skip 158j, 158k, 158l. 
 
Part 14 - Statement of Intent to Comply with Standards 
List standard # and provide an explanation as to why you answered “no” to any question in Part 
13A, Statement of Compliance with Standards for Public Libraries AND  
Describe actions to be taken to comply with each “no” answer.  
  
Part 15 – Supplement  
**NEW**160.  How much money did your library receive from the sale of non-resident cards in 
2010? - List the dollar amount received from the sale of non-resident cards.   
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*NEW FOR 2011 ANNUAL REPORT* (each branch and bookmobile will be separately 
reported in 2011)  This is a question designed to track the actual hours an outlet (central, branch, 
or bookmobile is open during the year.  Indiana will collect it by the week.  Questions 5 and L 
will be deleted in 2011. 
**NEW** 166a. Total weekly winter hours central library - This is the number of weekly public 
service hours for outlets (reported individually by central) in the winter, if there are shortened 
hours in the summer or for the entire year, if not.  Note: Include the actual hours open for public 
service for centrals. Minor variations in actual public service hours need not be included, 
however, extensive hours closed to the public due to natural disasters or other events should be 
included.   
**NEW** 166b. # of weeks for winter hours schedule central library – Number of weeks in a 
year for which the winter hours schedule is followed.  This may be the entire year.    
**NEW** 166c.  Total weekly summer hours central library- - This is the number of weekly 
public service hours for outlets (reported individually by central) in the summer, if there are 
shortened hours in the summer.  Note: Include the actual hours open for public service for 
centrals. Minor variations in actual public service hours need not be included, however, 
extensive hours closed to the public due to natural disasters or other events should be included.  
This may not apply to your library. 
**NEW** 166d.  # of weeks for summer hours schedule central library- Number of weeks in a 
year for which the winter hours schedule is followed.  This may not apply to your library system. 
   
**NEW** 167a. Total weekly winter hours branch library - This is the number of weekly public 
service hours for outlets (reported individually by branch) in the winter, if there are shortened 
hours in the summer or for the entire year, if not.  Note: Include the actual hours open for public 
service for branches. Minor variations in actual public service hours need not be included, 
however, extensive hours closed to the public due to natural disasters or other events should be 
included.  If your library system has no branches, this does not apply.  This will be collected by 
individual branch in 2011. List branch name and hours.   
**NEW** 167b. # of weeks for winter hours schedule branch library – Number of weeks in a 
year for which the winter hours schedule is followed.  This will be collected by individual branch 
in 2011. If your library system has no branches, this does not apply.  
**NEW** 167c.  Total weekly summer hours branch library- - This is the number of weekly 
public service hours for outlets (reported individually by branch) in the summer, if there are 
shortened hours in the summer.  Note: Include the actual hours open for public service for 
branches. Minor variations in actual public service hours need not be included, however, 
extensive hours closed to the public due to natural disasters or other events should be included.  
Add all branch hours together. This may not apply to your library system.  This will be collected 
by individual branch in 2011.  List branch name and hours 
**NEW** 167d.  # of weeks for summer hours schedule branch library- Number of weeks in a 
year for which the winter hours schedule is followed.  This may not apply to your library system. 
This will be collected by individual branch in 2011. 
**NEW** 168a. Total weekly winter hours bookmobile - This is the number of weekly public 
service hours for outlets (reported individually by bookmobile) in the winter, if there are 
shortened hours in the summer or for the entire year, if not.  Note: Include the actual hours open 
for public service for bookmobiles. Minor variations in actual public service hours need not be 
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included, however, extensive hours closed to the public due to natural disasters or other events 
should be included.  If your library system has no bookmobiles, this does not apply.  This will be 
collected by individual bookmobile in 2011.   
**NEW** 168b. # of weeks for winter hours schedule for bookmobile library  – Number of 
weeks in a year for which the winter hours schedule is followed.  This will be collected by 
individual bookmobile in 2011.  If your library system has no bookmobiles, this does not apply.  
**NEW** 168c.  Total weekly summer hours bookmobile library- - This is the number of 
weekly public service hours for outlets (reported individually by bookmobile) in the summer, if 
there are shortened hours in the summer.  Add all bookmobile hours together. Note: Include the 
actual hours open for public service for bookmobiles. Minor variations in actual public service 
hours need not be included, however, extensive hours closed to the public due to natural disasters 
or other events should be included.  This may not apply to your library system.  This will be 
collected by individual bookmobile in 2011. 
**NEW** 168d.  # of weeks for summer hours schedule bookmobile library- Number of weeks 
in a year for which the summer hours schedule is followed.  This may not apply to your library 
system. This will be collected by individual bookmobile in 2011. 
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State Form 48117 (R12/9-10)     Library Code   
Report Due:  February 1, 2011  

 

Indiana Public Library Annual Report 2010 
Part 1 - General Information 

Please provide the most current information available for this page.   

Report Mail address ONLY if different from Street Address 
@indicates questions related to standards 

Respondent Identification 
 

B. Library Director:            
 
C. Name of Library:            
 
D. Street Address:           
  
E. City:     F. State: ____G. ZIP+4: ___________ 
 
H. Mailing Address:            
 
I. City:       J. State:   K. ZIP+4: _____ 
 
@L. Phone: (            )     @M. FAX: (            )     
 
N. TDD: (            )    O. Dial-In Access Number: (         )    
 
P. Congressional District #: _____________ 
 
@Q. Public Library E-Mail Address:________________________________________________ 
 
@R. World Wide Web Address:          
 
S. Time and Day of the Month of Regular Board Meetings:       
 
T. Does your library have a Friends of the Library Group?          Yes  No 
U.  If yes, has your Friends group received a 501(c)3 designation from the IRS?   Yes  No 
 
V. Person Preparing Report: __________________________W. Phone: (            )   
 
X. Time zone in which library district headquarters is located:      
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    Library Code   

 
1. a.  The year the current central building was built:     1a. 
 b.  Date of most recent structural addition or alteration    1b. 
  to current central building:       
2. What is the square footage of the central building?       2. 
 
3. Are you currently involved in a new building construction project, an addition to an 

existing building, or structurally remodeling a building ?  Yes No   
 
4. Answer question 4a-d only if question 3 was checked Yes: Time Frame:  July 1, 2009 to 
June 30, 2010.  PLEASE ANTICIPATE 
   FUTURE PROJECTS. If your library has not yet started, but will be planning a 
construction project before June 30, 2011, please check the  
 first category, “Planning a construction project.”   
 
        4a.  Planning a construction project  
        4b.  Starting a construction project 
        4c.  In the midst of a construction project 
        4d.  Completed a construction project  

       4e.  Non-building capital project 
         4f.  Interior renovation  
 
@5. Daily Schedule for Central Library Only: 

Please record hours open for the Central Library only.  Record the hours open during the 
majority of the year. 
   Opening Time    Closing Time    
                 
Monday        

Tuesday          

Wednesday           

Thursday         

Friday   

Saturday  

Sunday  
@5. Total Winter Weekly Hours            5. 
  

 **NEW**  5aa. Number of Weeks Library is Open        5aa. 
 

@6. Total Evenings Open after 6:00 p.m. each week        6 . 
 

7.  How many Sundays was the library district open last year.     7. 

 

 

 

 

 

  

  

  

  

  

  

  

 

 

     sq. ft 
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Branch Information 
______________________________Public Library 

 

If your library system has branches, please list all information requested below. If there are no 

branches, please enter "0" (zero) after Total Number of Branches.  Report Mail Address ONLY 
if different from Street Address. Attach additional sheets as necessary. 

 
AA.  Does Your Library System Have a Branch?  Yes  No 
8aa. Total Number of Branches:    Attach additional sheets as necessary. 

8b. Total Annual Hours of Branches      (Add weekly hours of all 
branches and multiply by 52) 
8c. Has Your Library System Closed a Branch or Branches?   Yes   No     
8cc.  If Yes, Name(s) of Branch(es) Closed        
  ________________________________________________________________ 
 
             
          
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

      
 

Branch #1 Name: 
Street Address:  
City, State, Zip+4: 
Mail Address: 
Square Footage: 
Year Built:_____Year of Addition/Alteration:____  
Phone:  
Fax: 
@Total hours open per week: _________ 
Hours: Monday Open  Close   
 Tuesday Open  Close   
 Wed.      Open  Close   
 Thursday Open  Close   
 Friday     Open  Close   
 Saturday Open   Close   
 Sunday   Open   Close  
@*Internet access: __Y __N 
  ___56K ___ISDN   ___Cable ___DSL ___DS3 
____Fiber Optic ___Satellite ___T1  
___Other (please specify):    
  
@Speed of Internet access:   
**NEW** @Does this branch have a wireless hub?   
__Yes __ No   
**NEW** Number of weeks branch is open:   

 

Branch #2 Name: 
Street Address:  
City, State, Zip+4: 
Mail Address: 
Square Footage: 
Year Built:_____Year of Addition/Alteration:____  
Phone:  
Fax: 
@Total hours open per week: _________ 
Hours: Monday Open  Close   
 Tuesday Open  Close   
 Wed.      Open  Close   
 Thursday Open  Close   
 Friday     Open  Close   
 Saturday Open   Close   
 Sunday   Open   Close  
@*Internet access: __Y __N 
  ___56K ___ISDN   ___Cable ___DSL ___DS3 
____Fiber Optic ___Satellite ___T1  
___Other (please specify):    
  
@Speed of Internet access:   
**NEW** @Does this branch have a wireless hub?   
__Yes __ No   
**NEW** Number of weeks branch is open:   
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Bookmobile Information 
__________________________________Public Library 

 

If your library system has bookmobiles, please list all information requested below.  If there are 

no bookmobiles, please enter a "0" (zero) after Total Number of Bookmobiles.  Report Mail 
Address ONLY if different from Street Address. Attach additional sheets as necessary. 

 
9aa. Total Number of Bookmobiles:  Attach additional sheets as necessary. 

9b. Total Annual Hours of Bookmobiles      (Add weekly hours of all 
branches and multiply by 52) 
 
     
 
 

    
           

     
          
 

 
 
 
 
 
 
 
 

 
 
 
 
 

  

Bookmobile #1 Name:     
Street Address: 
       
City, State, Zip+4: 
       
Mail Address: 
       
Phone:       
Fax:        
Total hours open per week:    
**NEW** Number of weeks open:   

 

Bookmobile #1 Name:     
Street Address: 
       
City, State, Zip+4: 
       
Mail Address: 
       
Phone:       
Fax:        
Total hours open per week:    
**NEW** Number of weeks open:   

 

Bookmobile #1 Name:     
Street Address: 
       
City, State, Zip+4: 
       
Mail Address: 
       
Phone:       
Fax:        
Total hours open per week:    
**NEW** Number of weeks open:   

 

Bookmobile #1 Name:     
Street Address: 
       
City, State, Zip+4: 
       
Mail Address: 
       
Phone:       
Fax:        
Total hours open per week:    
**NEW** Number of weeks open:   
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Part 2 - Registrations 

 
If the exact data are not known for any item, please estimate data and enclose in 
[brackets].  Enter “0” if the correct entry for an item is “zero” or “none.” Please 
enter “N/A” (Not Available) if you know a particular data item is not "0", but you 
don't know what it is and are unable to estimate it. 

 

10a. Total Number of Individual Resident Registered Borrowers (Tax Payers)    10a. 
 
 10b. Total Number of Family/Household Resident Registered Borrowers  10b.  
(Tax Payers)         
 
**NEW** 10c. Total Number of Borrowers From Contracting Areas  10c.  
 
11a. Total Number of Individual Non-Resident Registered Borrowers   11a. 
 
11b. Total Number of Family/Household Non-Resident Registered   11b. 
Borrowers  
 
12. Total Number of Reciprocal Borrowers     12. 
 
**REINSTATED** 12a. Total Number of PLAC Borrowers   12a. 
 
13. Total Number of Non-Resident Student Borrowers  13. 
  
@14. Registration Fee as of July 1, 2010  or more current  
information if available. 
  *14a. Individual Non-Resident Fee    14a.  

  14b. Date Library Board adopted this fee   14b. 

       

@15. Most Recent Year Patron File was Weeded    15. 
 
 
@ 16. On What Timetable is the Patron File Weeded?   16. 
  

 

 

 

 

 

$ 
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DO NOT FILL OUT THIS PAGE 
Part 3 - Public Libraries and Political Subdivisions Served 

Definitions: 
Political Division Name:  Enter the name of the town, township, or county served.  For merged 
town-township library districts enter the township name. 
 
Political Division Type:  Report the type of library service area. 
 1.   Town/City.  Library tax boundaries are the same as town or city boundaries. 
 2.   County-Partial.  A county library tax district which covers part of the county in which it is 
located; the remainder of the county is served by another library district. 
 3.   County-Total.  A county library district which includes the entire county in which it is located. 
 4. Township Merged.  Library tax district includes a former town/city district and one or more 
townships which have merged into a single town-township library district. 
 5. Township, Partial, Served by Contract.  Part of a township is served by a contract with a nearby 
library district.  Township funds to pay contracts may come from the township general fund or other unspecified 
revenues. (Specify which part of township.) 
 6. Township Served by Contract.  An entire township is served by a contractual agreement with a 
nearby library district.  The source of funds is unspecified. 
 7. Township Taxed to Pay Contract.  Township levies a specific tax rate upon township property 
to pay for service received under contract from a nearby library district. 
 8. Township, Partial, Taxed to Pay Contract.  Same as Type 5 above, with the exception that 
revenues are raised by the township through a direct library tax.  (Specify which part of township.) 
 9. Township Validated.  Same as Type 4 above, with the exception that the township has been taxed 
and served traditionally throughout the history of the library but no formal merger was adopted or recorded prior to 
conversion to the Public Library Law of 1947 as a town-township library. 
 10. Town Served by Contract.  Town served through contractual agreement by a nearby library 
district. 
 11. Endowed.  Library was established through and received operating funds from a bequest or 
endowment; man endowed libraries also receive some tax revenues. 
 12. County Contractual.  A library tax district formed under Public Library Law IC 36-12-6 that 
provides library service in conjunction with a previously existing library district.   

 
Population of Political Division:  The number of people in the geographic area who are taxed for library 
service.  Use the figures from the 2000 Census. The Library Development Office can provide this information. 

Assessed Valuation:  Enter the TOTAL assessed valuation upon which the library tax received in 2010 was 
based.  Show this for the TOTAL library district taxed to pay for services - not contract area.  Your County Auditor 
can provide this information. 
Operating Tax Rate:  Enter the library tax rate approved for collection in budget year 2010.  If your library 
has a Bond and Interest Redemption Fund tax rate or Library Capital Project Funds tax rate, DO NOT include it with 
the operating fund tax rate, but list it separately as the BIRF Tax Rate or LCPF Tax Rate.  Your County Auditor can 
provide this information. 

BIRF Tax Rate:  Enter the Bond and Interest Redemption Tax Rate (Lease Rental) for budget year 2010.  Your 
County Auditor can provide this information. 

LCPF Tax Rate:  Enter the Library Capital Projects Funds Tax Rate for budget year 2010.  Your County 
Auditor can provide this information. 
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Part 3 - Public Libraries and Political Subdivisions Served 

Library Name:________________________________________________ 
All terms are defined on the preceding page.  

   
If your library district is located in more than one county or your district is a county contractual 

library, please list information for both counties/tax rates. 

 
 
County Name:             17/18a. 
Total Assessed Valuation for Library District:   17/18b. 
Operating Tax Rate:            17/18c. 
BIRF/Lease Rental Tax Rate:           17/18d. 
LCPF Tax Rate:            17/18e. 

**NEW** 17f. Did your library district roll     17f. 
the LCPF  into the operating tax rate? 
 

Please report your library's service area(s), type(s) of political unit, and population(s) 
below.  If the political division type is 5 or 8, please explain what part of the township is 
served.  Be specific. 
 
19.Total Population without contract (1, 2, 3, 4, 9, 11, 12) (addition of #c): 
19a. Total Population with contracts (5, 6, 7, 8, 10) (addition of #e): 

 

20a. Political Division 1 Name:   23a. Political Division 4 Name: 

23b. Type of Political Unit   

20b. Type of Political Unit    23c. Population 2000 Census 

20c. Population 2000 Census:    23d. Type of Political Unit: (5-8, 10), 

20d. Type of Political Unit (5-8, 10):   23e. Population 2000 Census:  

20e. Population 2000 Census:          

24a. Political Division 5 Name 

21a. Political Division 2 Name:   24b. Type of Political Unit: 

21b. Type of Political Unit    24c.  Population 2000 Census: 

21c. Population 2000 Census    24d. Type of Political Unit (5-8, 10) 

21d. Type of Political Unit (5-8, 10):   24e.  Population 2000 Census:

21e. Population 2000 Census:  

       25a. Political Division 6 Name: 

22a. Political Division 3 Name   25b. Type of Political Unit: 

22b. Type of Political Unit    25c. Population 2000 Census: 

22c. Population 2000 Census    25d. Type of Political Unit (5-8, 10): 

22d: Type of Political Unit (5-8, 10):   25e: Population 2000 Census

22e: Population 2000 Census:  

:        

: 

   

County1 
17a._____________ 
17b.$____________ 
17c.__.___________ 
17d.__.___________ 
17e.__.___________ 
17f. __Y __N __NA 

County 2 
18a,______________ 
18b.$____________ 
18c.__.___________ 
18d.__.___________ 

18e.__.___________ 
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Part 4 - Library Operating Fund Income 
Report income actually received OR DUE in 2010.  Round all numbers to the nearest 
dollar.  County contractual libraries combine income categories with host library figures.  
If the exact data are not known for any item, please estimate data and enclose in 
[brackets].  Estimates are very important.   Enter “0” if the correct entry for an item is 
“zero” or “none”.  Please enter “N/A” (Not Available) if you know a particular data item is 
not "0", but you don't know what it is and are unable to estimate it.   

 

Local Government Operating Fund Income 
This includes all tax and non-tax receipts designated by the community, district, or region for the 
library operating fund and available for expenditure by the public library.  Do NOT include the 
value of any contributed or in-kind services or the value of any gifts and donations, fines, or fees.   
Report all income, but report income in only one category.  .  Even if you receive a tax 

distribution in January 2011, report the tax distribution as part of the income for 2010. 
28. Local Government Operating Fund Income: 
28a.  Property Tax or CEDIT Operating Fund Income From Library   28a. 

Tax Rate                   

 
28b. CAGIT Property Tax Replacement Credit    28b. 
 

 
28c. CAGIT Certified Shares      28c. 
 
28d. CAGIT Special Fund       28d. 

  

 
28e. County Option Income Tax (COIT)     28e. 
 
28f. Contractual Revenue Received for Service     28f. 
 

28g. Local Option Income Tax (LOIT)     28g.  
 
 
28. Total Local Operating Fund Income     28. 
  Add lines 28a through 28g and place total here. 

 
 

State Government Operating Fund Income 
These are all funds distributed to public libraries by State government for the library operating 
fund for expenditure by the public libraries, except for federal money distributed by the State.  
Report all income, but report income in only one category. Include State Technology Fund Grant 
Fund monies in Other.  Sometimes a tax distribution due and receivable in December is not 

actually received by the library until January of the following year.  Even if you receive a tax 

distribution in January 2011, report the tax distribution as part of the income for 2010. 

 
29. State Government Operating Fund Income: 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$                      .00 
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Library Code  

  
 
29a. Financial Institutions Tax (FIT)             29a. 
 
29b. License Excise and Commercial Vehicle Excise Tax (CVET)        29b. 
 
29c. Other State Operating Fund Income             29c. 
   
  

 
 
 
29. Total State Operating Fund Income              29. 
 Add lines 29a, 29b, and 29c and place total here. 

 
Federal Government Operating Fund Income 

This includes all federal government funds distributed to public libraries for the library 
operating fund for expenditure by the public libraries including federal money distributed 
by the State.  Report all income, but report income in only one category. 
 
30. Federal Government Operating Fund Income: 
30a. LSTA Grants                30a. 
 
30b. Non-Operating Fund Name  30b. 

 

30c. Amount of LSTA grant placed in Non-Operating Fund           30c. 

 
 

30d. Other Federal Grants               30d. 
 . 

 
30e. List source(s)  
 
30. Total Federal Operating Fund Income              30. 
 Add lines 30a and 30b and place total here. 

 
Other Operating Fund Income 

This includes all operating fund income not reported in Local, State, or Federal Government Operating Fund 
Income.  Do not report Technology Grants here.  Do not include any contributed services or the value or any non-
monetary gifts and donations.  Report all income, but report income in only one category. 

 
31. Other Operating Fund Income 
31a. Fines and Fees               31a. 
  

31b. Interest on Investments               31b. 
31c. Gift Receipts                31c. 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

 

$  .00 

$  .00 

29d. Source(s): 

$   .00 

$  .00 

$  .00 

30e. 
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          Library Code   
                 . 
31d. Private and Public Foundation, Community Foundation  31d 
and Private Development Grants Operating Fund Income   
31e. Other Miscellaneous Revenue                 31e. 
 
31f. Sources of Other Miscellaneous Revenue 

 
 
31. Total Other Operating Fund Income              31. 
 Add lines 31a through 31e and place total here. 

 
32. TOTAL OPERATING INCOME               32. 
 Add lines 28, 29, 30 and 31 and place total here. 

 
31d1. Total Foundation and Grant Receipts (deposited into any fund) 31d1.  

 
Part 5 – Library Operating Fund Expenditure Data 

Report expenditures actually made in 2010.  County contractual libraries combine expenditure 

categories with host library figures.  If the exact data are not known for any item, please 

estimate data and enclose in [brackets].  Enter “0” if the correct entry for an item is “zero” or 

“none.”  Please enter “N/A” (Not Available) if you know a particular data item is not "0", but 

you don't know what it is and are unable to estimate it.  

These expenditure categories are taken from Operating Budget Form #1.   
Report ACTUAL expenditures below, not encumbrances. 

Include Technology Grant Expenditures in categories in which they were expended. 
 
33. Personal Services (Category 1 from Operating Budget Form 1)  

33a. Salaries/Wages of All Library Staff              33a. 

33b. Employee benefits               33b. 

33c. Other Personal Services              33c. 
 

33. Total Personal Services IN (total of a, b, and c)   33.    

 
33x. Total Staff Expenditures PLSC (total of a and b)          33x. 
 
34. Total Supplies (Category 2 from Operating Budget Form 1)         34. 
35. Other Services and Charges (Category 3- Operating Budget Form)    
35a. Professional Services (include public              35a. 
access electronic database licensing/purchase/lease expenditures)   
35b. Communication and Transportation       35b. 
35c. Printing and Advertising      35c. 

 

 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

 $  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

31f. 

$  .0 

  .00 
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35d. Insurance                 35d. 
35e. Utility Services                35e. 
35f. Repairs and Maintenance                 35f. 
 
35g. Rentals                   36g. 
35h. Debt Service (Operating Expenditures only)             35h. 

 

35i. Lease Rental  (Operating Expenditures only)             35i. 
 
35j. Other ( exclude LIRF)       35j. 

  

35. Total Other Services and Charges    
 Add lines 35a through 35j and place total here.            35. 
 
36. Capital Outlays - Operating Fund Expenses (Physical Items) (Category 4 from 

Operating Budget Form 1) 

36a. Land            36a. 

36b. Buildings           36b. 

36c. Improvements Other Than Buildings          36c. 

 

36d. Furniture and Equipment            36d. 

36d1.**NEW**.  Subset of 36d.  Public Access Computers, electronic 36d1,  

reading and electronic media devices) .    

@36e. Books (include Book Lease)            36e. 

 

@36f. Periodicals and Newspapers             36f. 

      

@36g. Nonprinted Materials, Microforms & AV (entertainment),        36g. 

Not Electronic 

**REVISED**@36h.Public Access Physical Electronic/Computer Format)  36h. 
(Information CD, DVD, etc.       

**NEW**@36i.  Public Access Purchased/Leased/Licensed Electronic  36i. 

Format (from 35a - 36i not added into total)       . 

 

36. Total Capital Outlays - Operating Fund Expenses      36. 
 Add lines 36a through36h and place total here. 

37. TOTAL OPERATING FUND EXPENDITURES IN       37. 

Add lines 33, 34, 35 and 36 and place totals here.  

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$         .00 

$          .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 
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@Non-operating Fund Collection Expenditures (from gift, grant, any other funds) PLSC 
 (Don’t worry about adding this into any other category; Indiana State Library will 
deal with this) 
 
@36.1a Books (Include Book Lease)    36.1a  
 
@36.1b Periodicals and Newspapers    36.1b  
 
 
@36.1c Nonprinted Materials, Microforms & AV, Not  36.1c 

Electronic   
 

**REVISED**@36.1d.Physical Electronic/Computer Format 36.1d.   

(Information) CD, DVD, etc,          

**NEW**@36.1e  Public Access Purchased/Leased/Licensed  36.1e 

Electronic Databases/Information   
 
@36.1 Total Non-Operating Fund Collection Expenditures 36.1 
 Add lines 36.1a through 36.1e and place total here 
 

**NEW** @36.1dd Public Access Computers, electronic 36d.1dd  

reading and electronic media devices) from all funds except 

operating.   

 

Other Specific/Special Expenditures 
 

38a. Total Capital Fund Expenditures (NOT Operating   38. 
Expenditures)        
 These are those onetime, extraordinary costs that are 

Incurred usually for major purchases of or additions to fixed assets. 
The following are the most common uses of capital funds: building  
sites (real estate) new building construction; expansion of an existing  
building; remodeling or major repair of an existing building; initial book  
stock (sometimes called an opening day collection); furnishings or  
equipment for a new or remodeled building; new vehicles; major  
emergency repairs or other emergency costs.  It may be difficult sometimes 
to determine whether a particular expenditure should be counted as capital  
fund expenditures.  Generally speaking, if the source of the funds was a  
special appropriation or contribution earmarked for a specific major purchase  
in the areas mentioned above, then the expenditure should be counted as  
capital fund expenditures.  These expenditures COULD ALSO come from LIRF, 
BIRF/Lease Rental, Library Capital Projects Fund (LCPF), Gift Fund, Technology Fund. 

$  .00 

$  .00 

$  .00 

$  .00 

$         .00 

 

$  .00 

$  .00 



2010 form  
See Instructions for definitions. 6-56 

 
 

Library Code    

Part 6 - Capital Revenue 
 
39a. Local Government Capital Revenue               39a. 

 

39b. State Government Capital Revenue               39b. 
 

39c. Federal Government Capital Revenue               39c. 
 
39d. Other Capital Revenue                39d. 
 
39. Total Capital Revenue       39. 
  Add lines 39a through 39d and place total here. 

 
Part 7 - Employment Data 

 

Enter “0” if the correct entry for an item is zero or “None.” 
 
40a. Total Number of ALL Librarians with a Master's of Library    40a. 

 Science (MLS) from a university accredited by the American Library  
 Association (ALA) 

 
40b. Total Hours Paid Per Week For ALL ALA MLS Librarians.      40b. 

 Add together the hours for which each ALA MLS Librarian is paid weekly. 
 
41a. Total Number of ALL Librarians, including ALA MLS Librarians.    41a. 
 Include ALA MLS Librarians and all other staff with title or duties of librarian. 
 
41b. Total Hours Paid Per Week For ALL Librarians, including ALA MLS    41b. 
 Librarians.  Add together the hours for which each librarian is paid weekly. 
 
 
42a. Total Number of ALL OTHER PAID STAFF.  Include all other paid     42a. 
 employees (support, page, janitorial (if Not contract)). 
 
42b. Total Hours Paid Per Week For ALL OTHER PAID STAFF.  Add  

together the hours for which each employee is paid weekly.       42b. 
 
 
43a. Total Number of ALL PAID STAFF        43a. 
 
43b. Total Hours Paid Per Week for ALL PAID STAFF       43b. 
 
 
44. Number of Hours per week Considered to be Full-time Employment        44. 
 in Your Library.   
  

 

 

 

 

 

 

$  .00 

$  .00 

$  .00 

$  .00 

$  .00 
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Part 8 - Library Service and Technology 
 

If the exact data are not known for any item, please estimate data and enclose in [brackets].  Estimates are very important.   Enter “0” 
if the correct entry for an item is “zero” or “none”.  Please enter “N/A” (Not Available) if you know a particular data item is not "0", 
but you don't now what it is and are unable to estimate it. 

 

Inter-Library Loans 
45a. Provided to Other Libraries (do NOT include Evergreen transactions)  45a. 
 
45b. Received from Other Libraries (do NOT include Evergreen transactions) 45b.  

 
Annual Local Library Service 

Library Programs: 
Include all outlets, including central library, branches and bookmobiles. 

Intended Audience     # Programs  Total Attendance 

 
@46/47a. Children (in library)   @46a.     47a. 
 
. @46/47aa Children (outside library,  @46aa.     47aa. 

Outreach) .         
         .  
**NEW**46/47ab. Children SRP (in-library) 46ab.    47ab.. . 
   & Outreach total   
@46/47b. Young Adults (in library)   @46b.     47b. 
 
@46/47bb. Young Adults (outside library,  @46bb.     47bb 

Outreach)     

**NEW**46/47bc. Young Adults SRP (in-library  
& Outreach) total  46bc.    47bc. 

 .     
@46/47c. Adults (18+) (in library)  @46c.     47c. 
   
@46/47cc. Adults (18+) (outside library,  @46cc.    47cc. 

.    Outreach)   

 
**NEW** 46/47cd. Adults (18+) SRP  46cd.    47cd. 

(in-library & Outreach) total        
    

 
46/47d. General Programs (All age groups)   46d.     47d. 

(in library) 
     
46/47dd. General Programs (All age groups)   @46dd.   4 47dd. 
   Outside library, Outreach) 
 
**NEW** @46/47de   Family (SRP) 
   (in-library & Outreach) @46de.     47de.  

    

       
@46/47  TOTAL (46a, aa, b, bb, c, cc, 
(47a, aa, b, bb, c, cc ,d, dd d, dd)  @46.   47.  47.  
                   

 

  

  

  

  

 

  

   

  

 

  

  

  

.  
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          Library Code   
@46.11  Did the Library Offer a 6 Week Summer Reading Program for Children at Each Fixed Location? 

 Yes  No 
 

 
46.a1/47.a1 Non-Library Sponsored Programs/meetings/events 
  (All age groups)   46.a.1.   47.a1 

 
 
 
 

Library Service Per Year 
 

You may take a typical week count.  A typical week is a week in which the library 
is open its regular hours, without holidays and is neither unusually busy nor slow.  
It is seven consecutive calendar days, from Sunday through Saturday, or 
whatever days the library is open during that period.  Include all outlets: central 
library, branches, bookmobiles.  Multiply the typical week count by 52. 
 

48. Total Visits In Library per Year     

@49. Total Reference Transactions per Year        
   

Electronic Services 
 

50 # of Licensed Databases (by source of access) 

50a. Local         50a. 

50b. State (answer supplied by the Indiana State Library)   50b. 

50c. Other         50c. 

 

50d. Total Licensed Databases (Indiana State Library will calculate) 50d. 

 
50e. Database Usage Measures (this counts the number of times patrons access library 
information databases).  IF POSSIBLE, OBTAIN COUNTER COMPLIANT 
STATISTICS FROM THE LIBRARY’S VENDOR. 
**REVISED**50e.# Searches of Databases to which the Library    50e. 
Subscribes (exclude INSPIRE):  or  N/A 
AND 
**NEW**50ee.  # Sessions of Databases to which the Library   50ee. 
Subscribes (exclude INSPIRE): or  N/A 
 
50f. Names of Databases to which the Library Subscribes (exclude INSPIRE): (use 
additional paper if needed) or N/A        
            
             
 

 

Do Not Answer 

 

      per year 

        per year 

Do Not Answer 
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Library Code    

**REVISED** 50g. Subject(s) of Databases which the Library BOTH Produced AND 
Owns:  (use additional paper if needed)        
            
  or N/A 
 
51a. # of Users (sessions) of Public Internet Computers per Year  51a. 
 
**NEW* *51a1. # of Users (sessions) of Wireless Connections in Building per Year (include 
laptops provided by patrons or circulated in building by library). 
          51a1. 

51b. # of Hours Public Internet Computers Used per Year   51b. 
 
51c-e. Internet Usage Measures (please supply whatever count is available or answer not 
applicable).  Providing only one count is acceptable. 

c. Total # of Page Views of All Web Pages 51c.  51c.  AND/OR 

 in the Library’s Domain          

 

d. Total # of Page Views of the Library’s Home  
Page      51d.    AND/OR  
 
e. Total # of Hits or Page Views on the library’s  
public access catalog    51e. 

@52a. Internet Access Yes  No 
 

52b.   Type of Internet Access in Central Building ONLY (if two types of access, choose 
higher speed): 

 Dial Up    56K    1024K    T1 Line   Cable  

 DSL    DS3    Fiber Optic    Satellite  Other: 

 52c. Specify other 52c. 

 
@52d.   Speed of Internet Access in Central Building ONLY   52d. 
(if two types of access, choose higher speed):    
        

@53a. # of Computer Terminals Used by the General    53a. 
Public and Connected to the Internet System-wide. 

 @53aa. # of Printers Connected to Computer Terminals Used  53aa. 
 by the General Public System-wide. 
@53aaa. # of Scanners for the General Public System-wide   53aaa.  
@53b.  # of Computer Terminals Used by Staff with Office   

Software and Connected to the Internet System-wide.  53b. 
 @53bb. Is There a Printer for Staff Computer Use?  Yes   No 
 
@54a. Is There a Wireless Hub in the Central Building?   Yes  No 

54c. Voice over IP?  Yes  No 

 

 

 

 

  

 

 

        per year 

          per year 

 

 

       per year 
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Library System Bookkeeping and Circulation 
55. Bookkeeping System   

a. Does the Library Have an Automated Bookkeeping System?  Yes  No 
b. Name of System          

 

@56. *(NOTE change from automated library circulation)* 
a. Does the Library Use an Integrated Library System?  Yes  No 
b. Name of System          

 c. Is the Library’s Catalog Online?  Yes  No 
 

 

Part 9 - Circulation and Holdings  
Report figures as of the last day of 2010.   If the exact data are not known for any item, 
please estimate data and enclose in [brackets].  Estimates are very important.   Enter “0” 
if the correct entry for an item is zero or “none.” Please enter “N/A” (Not Available) if you 
know a particular data item is not "0", but you don't know what it is and are unable to 
estimate it. Include items circulated manually as well as through the circulation 
automation system.  

 

Materials and Equipment Circulation 
Public access computer usage is reported in 51a and 51b 

 
Include all outlets (central library, branches and bookmobiles)  INCLUDE 
RENEWALS. 

 
57a. TOTAL Circulation of All Materials (do not include   57a. 
 Equipment, Computer Usage or In-house Usage)   
 
57b. Circulation of All Children’s  (0-14 years) Materials . 57b, 
 
 
57c. Total In-house Usage of Materials    57c. 
 
57d. Did your library circulate laptops?   Yes  No   
 
57e. # of annual circulations      57e. 
 
57f. Did your library circulate Kindles, Playaways, MP3s or other  
electronic book reading or music-playing devices?  Yes  No 
 
57g. # of annual circulations      57g. 
 
57h. Did your library circulate other equipment?  Yes No 
 
57i. # of annual circulations      57i. 
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Library Code   

Selected Holdings 
 
A physical unit is usually a volume, but might also be a reel, disk, cassette, etc.  Items which are 
packaged together as a unit, e.g. two compact disks, and are generally checked out as a unit, 
should be counted as one physical unit. Include all outlets (central library, branches, 
bookmobiles).  
           
58a. Books        58a. 
 
 
58b. Bound (or more than ½ of volume) Serials   58b. 
 
58.1 Print Materials (PLSC).       58.1 
(Total of Books and bound Serials.) 
 
58c. Video Materials – Physical units    58c. 
 
 
**NEW** 58cc.  Video Materials – Downloadable titles  58cc. 
 
58d. Audio Materials – Physical units     58d. 
 
**NEW** 58dd.  Audio Materials – Downloadable titles  58dd. 
 
58e. Electronic Format      58e. 
 
 
 
58f. Electronic books  (E-books)     58f. 
 

 
 
58g. # of Current Serial Subscriptions    58g. 
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Part 10 - Library Board 

Library Board Members:  For each current board member, provide a complete mailing address, the appointing 
authority, the date the board member's term expires, and the number of consecutive terms the board member has 
held (including the first term and this one).  Officers and all members should be current as of the date the report is 
filled out.  Include board members of county contractual libraries. 

Please contact the Library Development Office with updates for this page throughout the 
year. 

 
 
59a. President:  b. First Name:   c. Middle Initial/Name     
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms 
l. Date Initially Appointed:  
 
60a. President Co. Contractual:  b. First Name   c. Middle Initial/Name   
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms 
l. Date Initially Appointed:   
 
61a. Vice President:  b. First Name:    c. Middle Initial/Name   
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h,  Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms 
l. Date Initially Appointed:   
 
62a. Vice Pres. Co. Contractual: b. First Name:    c. Middle Initial/Name   
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms 
l. Date Initially Appointed:   
  
63a. Secretary: b. First Name:   c. Middle Initial/Name______________________ 
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms 
l. Date Initially Appointed:   
 
64a. Sec. Co. Contractual: b. First Name   c. Middle Initial/Name   
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms  
l. Date Initially Appointed:   
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Library Code______ 

 
65a. Treasurer: b. First Name:      c. Middle Initial/Name_______ 
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      

h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms  
l. Date Initially Appointed:   
 
66a. Treas. Co. Contractual: First Name:   c. Middle Initial/Name   
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms    
l. Date Initially Appointed: 
 
 
67a. Member: b. First Name:   c. Middle Initial/Name     
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      

h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms    
l. Date Initially Appointed:   
 

68a. Member: b. First Name:   c. Middle Initial/Name______________________ 
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms    
l. Date Initially Appointed:  
 
69a. Member: b. First Name:    c. Middle Initial/Name______________________ 
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms    
l. Date Initially Appointed:  
 
70a. Member: b. First Name:    c. Middle Initial/Name______________________ 
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms    
l. Date Initially Appointed:  
 
71a. Member: b. First Name:   c. Middle Initial/Name______________________ 
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms    
l. Date Initially Appointed:  
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72a. Member: b. First Name:    c. Middle Initial/Name______________________ 
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms    
l. Date Initially Appointed:   
 
         
73a. Member: b. First Name:    c. Middle Initial/Name______________________ 
d. Last Name:     e. Home Address:     
f. City:       g. Zip Code:      
h. Email Address:     i. Appointing Authority     
j. Date Term Expires    k. Number of Consecutive Terms    
l. Date Initially Appointed:   
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        Library Code   

Part 11 - Salary Section  
  Job Category       

    Annual Salary   
Certification Level 
of Position 

74a. Director 
$_________
_    ** 

74b. 
Does the director have a 
contract?    Yes                        No   

          

  

** Indicate whether LC 1, LC 2, LC 
3, LC 4, LC 5, LC 6, Spec 1, Spec 2, 
Spec 3, Spec 4, Spec 5, or N/A 

        Minimum   
Hourly Rate (in 
dollars and 
cents)       

 Maximum 
Hourly Rate (in 
dollars and 
cents)     ** 

75. Assistant/Associate Director  
$_____.____
_ 

$_____.____
_   

76. 
Department Head, Manager or 
Supervisor   

$_____.____
_ 

$_____.____
_   

77. Branch Head  
$_____.____
_ 

$_____.____
_   

78. Administrative Assistant  
$_____.____
_ 

$_____.____
_   

79. 
Automation/Network/System 
Manager  

$_____.____
_ 

$_____.____
_   

80. Business Manager   
$_____.____
_ 

$_____.____
_   

81. Cataloging or Technical Librarian 
$_____.____
_ 

$_____.____
_   

82. @Children’s Librarian 
$_____.____
_ 

$_____.____
_   

83. 
@General Reference or Adult 
Librarian 

$_____.____
_ 

$_____.____
_   

84. @Young Adult Librarian 
$_____.____
_ 

$_____.____
_   

85. 
Indiana History, Local History or 
Genealogy Librarian 

$_____.____
_ 

$_____.____
_   

86. Circulation Librarian 
$_____.____
_ 

$_____.____
_   

87. Audio Visual Librarian 
$_____.____
_ 

$_____.____
_   

88. Specialist (Professional)  
$_____.____
_ 

$_____.____
_   

89. Library Assistant  
$_____.____
_ 

$_____.____
_   
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90. Bookkeeper or Treasurer   
$_____.____
_ 

$_____.____
_   

91. Secretary or Receptionist 
$_____.____
_ 

$_____.____
_   

92. 
Library Technicians (Including 
Computer)   

$_____.____
_ 

$_____.____
_   

93. Clerical or Aide   
$_____.____
_ 

$_____.____
_   

94. 
Maintenance, Custodian, Janitor 
or Housekeeper 

$_____.____
_ 

$_____.____
_   

95. Security   
$_____.____
_ 

$_____.____
_   

96. Bookmobile Driver  
$_____.____
_ 

$_____.____
_   

97. Messenger or Courier  
$_____.____
_ 

$_____.____
_   

98.  Page, Intern or Student Assistant  
$_____.____
_ 

$_____.____
_   

99. Substitute  
$_____.____
_ 

$_____.____
_   

100. Other  
$_____.____
_ 

$_____.____
_   

 
 

Employee Fringe Benefit Information 
 

  

Full Time 
Employees 

Part Time 
Employees 

101. PERF     

102. Deferred Compensation     

103a-b. Health Insurance     

103c-d. Health Savings Account 
(HSA)    

104. Dental Insurance      

105. Life Insurance      

106. Vision Insurance     

107. Disability    

108a-b. Paid time off for 
continuing education     

108c-d. Reimbursement for 
continuing education    

109. Other 1.(specify)       

110. Other 2. (specify)    
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Paid days off per year 
 

  

Full Time 
Librarian 

Part Time 
Librarian 

Full Time 
Support 
Staff 

Part Time 
Support 
Staff 

111. Number of Vacation Days        

112. Number of Sick Days        

113. Number of Personal Days         

114. Holidays         

115. Funeral/Bereavement          

116. Other Days         
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Part 12 – PLAC Loans 

• If you made No PLAC loans, enter “0” in 117aa.  
 
 

Library Name       City  # of PLAC Loans  
Adams Public Library District    Decatur  _____________  117bb  
Akron Carnegie Public Library     Akron  ______________117b. 
Alexandria-Monroe Public Library    Alexandria ______________117c. 
Alexandrian Public Library     Mount Vernon _____________117d. 
Allen County Public Library     Fort Wayne ______________117e. 
Anderson Public Library     Anderson ______________117f. 
Andrews Dallas Township Public Library   Andrews ______________117g. 
Argos Public Library      Argos  ______________117h. 
Attica Public Library      Attica  ______________117i. 
Aurora Public Library District     Aurora  ______________117j. 
Avon Washington Township Public Library   Avon  ______________117k. 
Bartholomew County Public Library    Columbus ______________117l. 
Barton Rees Pogue Memorial Public Library   Upland  ______________117m. 
Batesville Memorial Public Library    Batesville ______________117n. 
Bedford Public Library      Bedford  ______________117o. 
Beech Grove Public Library     Beech Grove ______________117p. 
Bell Memorial Public Library     Mentone ______________117q. 
Benton County Public Library     Fowler  ______________117r. 
Berne Public Library      Berne  ______________117s. 
Bicknell-Vigo Township Public Library   Bicknell  ______________117t. 
Bloomfield-Eastern Greene County Public Library  Bloomfield ______________117u. 
Boonville-Warrick County Public Library    Boonville ______________117v. 
Boswell-Grant Township Public Library    Boswell  ______________117w. 
Bourbon Public Library      Bourbon ______________117x. 
Brazil Public Library      Brazil  ______________117y. 
Bremen Public Library      Bremen  ______________117z. 
Bristol-Washington Township Public Library   Bristol            _____________117aa. 
Brook-Iroquois-Washington Public Library   Brook  _____________117ab. 
Brookston-Prairie Township Public Library   Brookston _____________117ac. 
Brown County Public Library     Nashville _____________117ad. 
Brownsburg Public Library     Brownsburg _____________117ae. 
Brownstown Public Library     Brownstown _____________117af. 
Butler Public Library     Butler  _____________117ag. 
Cambridge City Public Library     Cambridge City _____________117ah. 
Camden-Jackson Township Public Library   Camden ______________117ai. 
Cannelton Public Library     Cannelton ______________117aj. 
Carmel Clay Public Library     Carmel  ______________117ak. 
Carnegie Public Library of Steuben County  Angola  ______________117al. 
Centerville-Center Township Public Library   Centerville _____________117am. 
Charlestown Clark County Public Library   Charlestown _____________117an. 
Churubusco Public Library     Churubusco _____________117ao. 
Clayton-Liberty Township Public Library    Clayton  _____________117ap. 
Clinton Public Library      Clinton  _____________117aq. 
Coatesville-Clay Township Public Library   Coatesville _____________117ar. 
Colfax-Perry Township Public Library    Colfax  _____________117as. 
Converse-Jackson Township Public Library   Converse _____________117at. 
Covington-Veedersburg Public Library    Covington _____________117au. 

117aa. 
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Crawford County Public Library     English  _____________117av. 
Crawfordsville District Public Library    Crawfordsville _____________117aw. 
Crown Point Community Public Library    Crown Point _____________117ax. 
Culver-Union Township Public Library    Culver  _____________117ay. 
Danville-Center Township Public Library   Danville  _____________117az. 
Darlington Public Library     Darlington _____________117ba. 
Delphi Public Library      Delphi  _____________117bc. 
Dublin Public Library      Dublin  _____________117bd. 
Dunkirk Public Library      Dunkirk  _____________117be. 
Earl Park Public Library      Earl Park _____________117bf. 
East Chicago Public Library     East Chicago _____________117bg. 
Eckhart Public Library      Auburn  _____________117bh. 
Edinburgh Wright-Hageman Public Library   Edinburgh _____________117bi. 
Elkhart Public Library      Elkhart  _____________117bj. 
Evansville-Vanderburgh Public Library    Evansville _____________117bk. 
Fairmount Public Library     Fairmount _____________117bl. 
Farmland Public Library     Farmland _____________117bm. 
Fayette County Public Library     Connersville _____________117bn. 
Flora-Monroe Township Public Library    Flora  _____________117bo. 
Fort Branch Johnson Township Public Library   Fort Branch _____________117bp. 
Fortville-Vernon Township Public Library   Fortville  _____________117bq. 
Francesville-Salem Township Public Library   Francesville _____________117br. 
Frankfort-Clinton County Contractual Public Library  Frankfort _____________117bs. 
Franklin County Public Library District   Brookville    117hx. 
Fremont Public Library      Fremont _____________117bt. 
Fulton County Public Library     Rochester _____________117bu. 
Garrett Public Library      Garrett  _____________117bv. 
Gary Public Library      Gary  _____________117bw. 
Gas City-Mill Township Public Library    Gas City _____________117bx. 
Goodland & Grant Township Public Library   Goodland _____________117bz. 
Goshen Public Library      Goshen  _____________117ca. 
Greensburg-Decatur County Contractual Public Library  Greensburg _____________117cb. 
Greentown & Eastern Howard School Public Library  Greentown _____________117cc. 
Greenwood Public Library     Greenwood _____________117cd. 
Hagerstown-Jefferson Township Public Library   Hagerstown _____________117ce. 
Hamilton East Public Library     Noblesville _____________117cf. 
Hamilton North Public Library     Cicero  _____________117cg. 
Hammond Public Library     Hammond _____________117ch. 
Hancock County Public Library     Greenfield _____________117ci. 
Harrison County Public Library     Corydon _____________117cj. 
Hartford City Public Library     Hartford City _____________117ck. 
Henry Henley Public Library     Carthage _____________117cl. 
Huntingburg Public Library     Huntingburg _____________117cm. 
Huntington City-Township Public Library   Huntington _____________117cn. 
Hussey-Mayfield Memorial Public Library   Zionsville _____________117co. 
Indianapolis-Marion County Public Library   Indianapolis _____________117cp. 
Jackson County Public Library     Seymour _____________117cq. 
Jasonville Public Library     Jasonville _____________117cr. 
Jasper County Public Library     Rensselaer _____________117cs. 
Jasper Dubois County Contractual Public Library  Jasper  _____________117ct. 
Jay County Public Library     Portland _____________117cu 
Jefferson County Public Library     Madison _____________117cuu. 
Jeffersonville Township Public Library    Jeffersonville _____________117cv. 
Jennings County Public Library     North Vernon _____________117cw. 
Johnson County Public Library     Franklin  _____________117cx. 
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Jonesboro Public Library     Jonesboro _____________117cy.  
Joyce Public Library      Orland  _____________117cz. 
Kendallville Public Library     Kendallville _____________117da. 
Kentland-Jefferson Township Public Library   Kentland _____________117db. 
Kewanna-Union Township Public Library  Kewanna _____________117dc. 
Kingman-Millcreek Public Library    Kingman _____________117dd. 
Kirklin Public Library      Kirklin  _____________117de. 
Knightstown Public Library     Knightstown _____________117df. 
Knox County Public Library     Vincennes _____________117dg. 
Kokomo-Howard County Public Library    Kokomo _____________117dh. 
La Crosse Public Library     La Crosse _____________117di. 
La Grange County Public Library    La Grange _____________117dj. 
La Porte County Public Library     La Porte _____________117dk. 
Ladoga-Clark Township Public Library    Ladoga  _____________117dl. 
Lake County Public Library     Merrillville _____________117dm. 
Lawrenceburg Public Library District    Lawrenceburg _____________117dn. 
Lebanon Public Library      Lebanon _____________117do. 
Ligonier Public Library      Ligonier   _____________117dp. 
Lincoln Heritage Public Library     Dale  _____________117dq. 
Linden Carnegie Public Library     Linden  _____________117dr. 
Linton Public Library     Linton  _____________117ds. 
Logansport-Cass County Public Library    Logansport _____________117dt. 
Loogootee Public Library     Loogootee _____________117du. 
Lowell Public Library      Lowell  _____________117dv. 
Marion Public Library      Marion  _____________117dx. 
Matthews Public Library     Matthews _____________117dy. 
Melton Public Library      French Lick _____________117dz. 
Michigan City Public Library     Michigan City _____________117ea. 
Middlebury Community Library     Middlebury _____________117eb. 
Middletown Fall Creek Township Public Library   Middletown _____________117ec. 
Milford Public Library      Milford  _____________117ed. 
Mishawaka-Penn-Harris Public Library    Mishawaka _____________117ee. 
Mitchell Community Public Library    Mitchell  _____________117ef. 
Monon Town & Township Public Library    Monon  _____________117eg. 
Monroe County Public Library     Bloomington _____________117eh. 
Monterey-Tippecanoe Township Public Library   Monterey _____________117ei. 
Montezuma Public Library     Montezuma _____________117ej. 
Monticello-Union Township Public Library   Monticello _____________117ek. 
Montpelier-Harrison Township Public Library   Montpelier _____________117el. 
Mooresville Public Library     Mooresville _____________117em. 
Morgan County Public Library     Martinsville _____________117en. 
Morrisson-Reeves Library     Richmond _____________117eo. 
Muncie Center Township Public Library    Muncie  _____________117ep. 
Nappanee Public Library     Nappanee _____________117eq. 
New Albany-Floyd County Public Library   New Albany _____________117er. 
New Carlisle & Olive Township Public Library   New Carlisle _____________117es. 
New Castle-Henry County Public Library   New Castle _____________117et. 
New Harmony Workingmen's Institute    New Harmony _____________117eu. 
Newton County Public Library     Lake Village _____________117ew. 
Noble County Public Library     Albion  _____________117ex. 
North Judson-Wayne Township Public Library   North Judson _____________117ey. 
North Madison County Public Library System   Elwood  _____________117ez. 
North Manchester Public Library    North Manchester ____________117fa. 
North Webster Community Public Library   North Webster ______________117fb. 
Oakland City-Columbia Township Public Library   Oakland City ______________117fc. 
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Odon Winkelpleck Public Library    Odon  ______________117fd. 
Ohio County Public Library     Rising Sun ______________117fe. 
Ohio Township Public Library System    Newburgh ______________117ff. 
Orleans Town & Township Public Library   Orleans  ______________117fg. 
Osgood Public Library      Osgood  ______________117fh. 
Otterbein Public Library      Otterbein ______________117fi. 
Owen County Public Library     Spencer ______________117fj. 
Owensville Carnegie Public Library    Owensville ______________117fk. 
Oxford Public Library      Oxford  ______________117fl. 
Paoli Public Library      Paoli  _____________117fm. 
Peabody Public Library      Columbia City ______________117fn. 
Pendleton Community Public Library    Pendleton ______________117fo. 
Penn Township Public Library     Pennville ______________117fp. 
Peru Public Library      Peru  ______________117fq. 
Pierceton & Washington Township Public Library  Pierceton ______________117fr. 
Pike County Public Library     Petersburg ______________117fs. 
Plainfield-Guilford Township Public Library   Plainfield ______________117ft. 
Plymouth Public Library      Plymouth ______________117fu. 
Porter County Public Library System    Valparaiso ______________117fv. 
Poseyville Carnegie Public Library    Poseyville ______________117fw. 
Princeton Public Library     Princeton ______________117fx. 
Pulaski County Public Library     Winamac ______________117fy. 
Putnam County Public Library     Greencastle ______________117fz. 
Remington-Carpenter Township Public Library   Remington _____________117ga. 
Ridgeville Public Library     Ridgeville _____________117gb. 
Roachdale-Franklin Township Public Library   Roachdale _____________117gc. 
Roann-Paw Paw Township Public Library   Roann  _____________117gd. 
Roanoke Public Library      Roanoke _____________117ge. 
Rockville Public Library      Rockville _____________117gf. 
Royal Center-Boone Township Public Library   Royal Center _____________117gg. 
Rushville Public Library      Rushville _____________117gh. 
Salem-Washington Township Public Library   Salem  ______________117gi. 
Scott County Public Library     Scottsburg ______________117gj. 
Shelbyville-Shelby County Public Library   Shelbyville ______________117gk. 
Sheridan Public Library      Sheridan ______________117gl. 
Shoals Public Library      Shoals  _____________117gm. 
South Whitley-Cleveland Township Public Library  South Whitley _____________117gn. 
Speedway Public Library     Speedway _____________117go. 
Spencer County Public Library     Rockport _____________117gp. 
Spiceland Town-Township Public Library   Spiceland _____________117gq. 
St Joseph County Public Library    South Bend ______________117gr. 
Starke County Public Library System    Knox  ______________117gs. 
Sullivan County Public Library     Sullivan  ______________117gt. 
Swayzee Public Library      Swayzee _____________117gu. 
Switzerland County Public Library    Vevay  _____________117gv. 
Syracuse-Turkey Creek Township Public Library  Syracuse _____________117gw. 
Tell City-Perry County Public Library    Tell City ______________117gx. 
Thorntown Public Library     Thorntown ______________117gy. 
Tippecanoe County Public Library    Lafayette ______________117gz. 
Tipton County Public Library     Tipton  _____________117ha. 
Tyson Library Association, Inc     Versailles _____________117hb. 
Union City Public Library     Union City ______________117hc. 
Union County Public Library     Liberty  _____________117hd. 
Van Buren Public Library     Van Buren _____________117he. 
Vermillion County Library     Newport _____________117ev. 
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Vigo County Public Library     Terre Haute ______________117hf. 
Wabash Carnegie Public Library    Wabash _____________117hg. 
Wakarusa-Olive & Harrison Township Public Library  Wakarusa _____________117hh. 
Walkerton-Lincoln Township Public Library   Walkerton ______________117hi. 
Walton & Tipton Township Public Library   Walton  ______________117hj. 
Wanatah Public Library      Wanatah ______________117hk. 
Warren Public Library      Warren  ______________117hl. 
Warsaw Community Public Library    Warsaw _____________117hm. 
Washington Carnegie Public Library    Washington _____________117hn. 
Washington Township Public Library    Lynn  _____________117ho. 
Waterloo-Grant Township Public Library   Waterloo _____________117hp. 
Waveland-Brown Township Public Library   Waveland _____________117hq. 
Wells County Public Library     Bluffton  _____________117hr. 
West Lafayette Public Library     West Lafayette _____________117hs. 
West Lebanon-Pike Township Public Library   West Lebanon _____________117ht. 
Westchester Public Library     Chesterton _____________117hu. 
Westfield-Washington Public Library    Westfield _____________117hv. 
Westville-New Durham Township Public Library   Westville _____________117hw. 
Whiting Public Library      Whiting  _____________117hy. 
Willard Library of Evansville     Evansville _____________117hz. 
Williamsport-Washington Township Public Library  Williamsport _____________117ia. 
Winchester Community Public Library    Winchester _____________117ib. 
Wolcott Community Public Library    Wolcott  _____________117ic. 
Worthington Jefferson Township Public Library   Worthington _____________117id. 
York Township Public Library     Raub  _____________117ie. 
Yorktown-Mount Pleasant Township Public Library  Yorktown _____________117if. 
     TOTAL    ______________117 
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Part 13A –Statement of Compliance with Current Standards 
for Public Libraries 

**indicates current and future standard 
~~ indicates slight difference in future standard 

++ indicates substantial change in future standard 
118. **~~ Is your library in compliance with  

a. IC 36-12, Indiana Public Library Law? **  Yes  No 
b. IC 4-23-7 and IC 4-23-7.1, Indiana Library and Historical Department 
Law? **   Yes  No 
c. IC 36-12-1-12, requiring an Internet usage and computer network policy 
that is reviewed annually?  Yes  No 
d. IC 36-12-2-25c, requiring a minimum fee for a nonresident card?   
Yes   No  
 

119.**~~ Does your library comply with federal laws affecting employment practice and 
facilities management?**  Yes No 

 
120.**~~ Is your library board governed by written bylaws that outline its purpose and 
operational procedures?  Yes  No 

 
121.** Does your library have a written long-range plan of service for two (2) to five (5), 
including a statement of community needs, goals, measurable objectives, and a method 
for periodic review and evaluation?  Yes  No 

 
122. **++ Does your library have a current written 3-year technology plan?  

 Yes  No 
123. ** Has your library board adopted a written collection development policy and 
principles of access to all library materials and services?  Yes  No 
 
124. **~~ Does the library board maintain separate functions from the director, with the 
board being responsible for governance and the director being responsible for 
administration?  Yes  No 

 
125. **~~Do all the library trustees follow the principles discussed in IN the Public 

Trust?  Yes  No 
 

126. ** Library director: 
a. Works Full-time?  Yes  No 
b. Holds the appropriate certificate required by the Indiana public library 
certification laws?  Yes  No 
 

127. **~~ Does your library board classify employees, adopt schedules of salaries, and 
prescribe duties of employees, all with the advice and recommendations of the library 
director?  Yes  No  
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128. **~~ Does your library have written personnel policies and procedures that address 
the following: employment practices, personnel actions, salary administration, employee 
benefits, conditions or work and leave?  Yes  No 
 
129. ** Does the library support continuing education for staff and trustees?   

 Yes   No  
 

130. ** Are library facilities, including central buildings and branches, in compliance 
with local, state and federal building and health and safety codes?  Yes  No 

 
131. **~~ Does the library comply with provisions of the federal Americans with 
Disabilities Act to make its services available to everyone?  Yes  No 

 
132. **++What hours of service does your library system provide: 

a. 20 hours a week, 1 evening and some hours on a weekend day  
 Yes  No  N/A 

b. 45 hours a week, 2 evenings and 1 weekend day?   
 Yes  No N/A 

c. 55 hours a week, 3 evenings and 1 weekend day?  
 Yes  No  N/A 

 
133. **~~ Does your library provide the following minimum services? 

a. Acquisition, organization and loan of materials?  Yes  No 
b. Availability of general collections to the public at all times the library is 
open?   Yes  No 
c. A telephone listed in the library’s name?  Yes  No 
d. Interlibrary loan free of charge?   Yes  No 
 

134. Intentionally left blank  
 

135. **++Does your library provide the following services? 
a. Reference services?  Yes  No 
b. Children’s services?  Yes  No 
c. Library sponsored programming?  Yes  No 
d. Audiovisual services?  Yes  No 
e. Special services?   Yes  No 
 

136. Does your library inform the public of services available and encourage use of these 
services?   Yes  No 

 
137. **++ Does your library provide at least a base level of technology consisting of a 
computer, fax, printer, and software? Yes  No 
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**NEW** Part 13B – Statement of Compliance with Proposed 

Standards for Public Libraries, effective January 1, 2011 
This section is intended to assist in determining where your library is in the process 

of working towards compliance with the proposed standards  
^^ indicates proposed standard    ++ indicates addition to current standard 

~~ indicates revision of current standard 
138.^^ Does your library follow all other Indiana laws that affect municipal units?  

 Yes  No 
 
139. ^^With the advice and recommendations of the library director, has the library 

board adopted the proposed library budget?  Yes  No  
 
140. ++Written personnel policies and procedures address at least the following: 

a. Recruitment  Yes  No 
b. Selection  Yes  No 
c. Appointment  Yes  No 

 
141. ^^ The library board has written by-laws that address conflicts of interest issues and 
nepotism. Yes  No 
 
142. ++At a minimum, the long-range plan of service includes the following: 

a. A statement of community needs and goals.  Yes  No 
b. Measurable objectives and service responses to the 

community needs and goals.  Yes  No 
c. An assessment of facilities, services, technology, and 

operations.  Yes  No 
d. An ongoing annual evaluation process  Yes  No 
e. Financial resources and sustainability.  Yes  No 
f. Collaboration with other public libraries.  Yes  No 
g. Collaboration with other community partners  Yes  No 

 
143. ++At a minimum, the technology plan includes the following: 

a. Goals and realistic strategy for using telecommunications 
and information technology  Yes  No  

b. A professional development strategy  Yes  No 
c. An assessment of telecommunication services, hardware, 

software, and other services needed   Yes  No 
d. An equipment replacement schedule  Yes  No 
e. Financial resources and sustainability  Yes  No 
f. An ongoing annual evaluation process  Yes  No 
g. An automation plan which conforms to national 

cataloging standards Yes  No 
  

144. ++The library complies with provisions of the federal Americans with Disabilities 
Act to make its digital services available to everyone.  Yes  No 
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145 .^^ Does the library expend at least  
a. 7.5% of its operating fund expenditures for library collections 

(Minimum)? Yes  No  
b. The equivalent of 15% of its operating expenditures, (which includes 

operating, gift and related funds) (Enhanced)  Yes  N/A 
c. The equivalent of 20% of its operating expenditures, (which includes 

operating, gift and related funds), for library collections (Excellent)  Yes  N/A 
 

146. ^^ The library provides the following means of communication with the public: 
a. An answering machine, voicemail, or other similar technology to 

provide operating hours of the library;  Yes  No 
b. An email address or a means of electronic contact for the library listed 

on the library's website,  Yes  No  
c. A means to provide copies to the public at each location, Yes  No 
d. Technology available to transmit documents electronically or through 

phone lines, ex. fax machine.  Yes  No  
147. ^^ A website to include: 

a. Hours of operation, physical address(es) and map for each fixed service 
location, phone number and an email address;  Yes  No 

b. Electronic resources provided free of charge to the citizens of Indiana 
by the State of Indiana, e.g. INSPIRE;  Yes  No 

c. Public service policies regarding circulation policies, fees, internet use, 
etc. adopted by the library board;  Yes  No  

d. The library's online public access catalog;  Yes  No  
e. A calendar of events and programs which shall be updated at least 
monthly.  Yes  No 

 
148. ^^ The library lends materials through at least one of the following: 

(a) Statewide reciprocal borrowing program  Yes  No 
(b) OCLC Resource Sharing  Yes  No 
(c) Evergreen Indiana  Yes  No 
 (d) Local reciprocal borrowing with at least one other public 

library district within your county or an adjacent county.  Yes  No 
149. ^^ The library participates in the statewide delivery service provided by the Indiana 
state library with the following frequency from a single fixed location within the library 
district: a. Class A Library (40,000 population and up)  N/A 

b. 3 days per week (Minimum/Basic)  Yes  No   N/A 
c. 4 days per week (Exceeding/Enhanced)  Yes  No   N/A  
d. 5 days per week (Exceptional/Exemplary)  

 Yes  No   N/A 
e. Class B Library (10,000 – 39,999 population)  N/A 

f. 2 days per week (Minimum/Basic)  Yes  No   N/A 
g. 3 days per week (Exceeding/Enhanced)  Yes  No   N/A  
h. 4 days per week (Exceptional/Exemplary)  

 Yes  No   N/A 
i. Class C Library (up to 9,999 population)  N/A 
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j. 1 days per week (Minimum/Basic)  Yes No   N/A 
k. 2 days per week (Exceeding/Enhanced)  Yes  No   N/A  
l. 3 days per week (Exceptional/Exemplary)  

 Yes  No   N/A 
 

150. ^^ Adult services 
a. Provide adult services including programs and reference by a qualified 

individual holding the appropriate librarian certificate,  Yes  No 
b. Knowledge of and access to reference materials, including INSPIRE, 

 Yes  No 
c. Provide a collection of materials for adults,  Yes  No 
d. Provide space designated in the library for adult services; 

 Yes  No 
e. Enhanced - designate one or more staff to serve at least part-time as an 

adult services librarian by a qualified individual holding the appropriate librarian 
certificate at each fixed location;  Yes  N/A 

f. Exceptional/Exemplary – designate one full time equivalent staff 
member designated as an adult services librarian by a qualified individual holding 
the appropriate librarian certificate at each fixed location.  Yes  N/A  

151. ^^ Young Adult services 
a. Provide young adult services including programs and reference by a 

qualified individual holding the appropriate librarian certificate,  Yes  No 
b. Knowledge of and access to reference materials, including INSPIRE, 

 Yes  No 
c. Provide a collection of materials for young adults,  Yes  No 
d. Provide space designated in the library for young adult services,  

 Yes  No 
e. Enhanced - designate one or more staff to serve at least part-time as a 

young adult services librarian by a qualified individual holding the appropriate 
librarian certificate at each fixed location,  Yes  N/A 

f. Exceptional/Exemplary – designate one full time equivalent staff 
member designated as a young adult services librarian by a qualified individual 
holding the appropriate librarian certificate at each fixed location.  Yes  N/A 

152. ^^ Children's services 
a. Provide children's services including programs and reference by a 

qualified individual holding the appropriate librarian certificate,  Yes  No 
b. Provide a collection of materials for children, parents, and caregivers in 

each fixed location,   Yes  No 
c. Provide space in each fixed location designated in the library for 

children's services,  Yes  No 
d. Provide an annual summer reading program for a minimum of six 

weeks at each fixed location,  Yes  No 
e. Enhanced - designate one or more staff to serve at least part-time as a 

children's services librarian by a qualified individual holding the appropriate 
librarian certificate at each fixed location;  Yes  N/A 
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f. Exceptional/Exemplary – designate one full time equivalent staff 
member designated as a children's services librarian by a qualified individual 
holding the appropriate librarian certificate at each fixed location.   Yes  
N/A 

153. ^^ Library sponsored programming shall be provided with the following minimum 
frequency within each library district: 

a. 5 library programs for every 1,000 people served per year, with a 
minimum of 12 library programs per year regardless of population served 
(Minimum/Basic)  Yes  No 

b. at least 10 library programs for every 1,000 people served per year, with 
a minimum of 12 library programs per year regardless of population served 
(Exceeding/Enhanced).  Yes  N/A 

c. at least 15 library programs for every1,000 people served per year, with 
a minimum of 12 library programs per year regardless of population served 
(Exceptional/Exemplary).  Yes  N/A 
 

154. ++ Provide access directly or through the Indiana State Library to large print books, 
Braille books, audio books, and enhanced media to patrons who are unable to read 
regular print, because of a visual or a physical disability.  Yes  No 

 
155. ^^ An Integrated Library System with an Online Public Access Catalog available on 
the library's website.  Yes  No 

 
156. ^^: Technology 

a. The library provides public access computers with a minimum Internet 
connection speed of 1.5 Mbps per fixed service location.  Yes  No 

b. The library provides public access computers to all persons regardless 
of residency, so long as such use would not violate any laws or other legally 
binding prohibitions imposed upon the person, including, but not limited to, fines 
owed to the library or violations of library policies.  Yes  No 

c. The library has a base level of technology consisting of at 
least one staff computer with office software and operating systems, 
connected to the internet and a printer.  Yes  No 

Public access computers shall be connected to the Internet and printers as 
detailed below: 
Minimum/Basic  

d. Class A and B Public Library (population from 10,000 on up)  N/A 
e. 1 Public Access Computer connected to the Internet per 2,000 served;

 Yes  No 
f. Wireless Internet access for patrons in at least one location;  

 Yes  No 
g. Class C Public Library (population up to 9,999)  N/A 
h. 1 Public Access Computer connected to the Internet per 2,000 served or 
a minimum of 2 whichever is greater.  Yes  No  
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Exceeding/Enhanced 

 
i. Class A and B Public Library (population from 10,000 on up)  N/A 
j. 1 Public Access Computer connected to the Internet per 1,000 served or 
a minimum of 2 whichever is greater;  Yes  No 
k. Wireless Internet access for patrons in at least one location;  

 Yes  No 
l. Scanner for patrons.  Yes  No 
 
m. Class C Public Library  N/A 
n. 1 Public Access Computer connected to the Internet per 1,000 served or 
a minimum of 2 whichever is greater;  Yes  No 
o. Wireless Internet access for patrons in at least one location;  

 Yes  No 
p. Scanner for patrons  Yes  No 

Exceptional/Exemplary 
q. Class A and B Public Library (population from 10,000 on up)  N/A 
r. 1 Public Access Computer connected to the Internet per 500 served or a 

minimum of 2 whichever is greater;  Yes  No 
s. Wireless Internet access for patrons in all public locations;  

 Yes No 
t. Scanner for patrons.  Yes  No 
 
u. Class C Public Library  N/A 
v. 1 Public Access Computer connected to the Internet per 500 served or a 

minimum of 2 whichever is greater;  Yes No 
w. Wireless Internet access for patrons in all public locations;  

 Yes No 
x. Scanner for patrons.  Yes No 

157. ^^ The library purges or marks inactive unused library patron cards at least once 
every three years, deleting those patrons who have not used the card in the last three 
years and do not owe materials, fines, or fees to the library.  Yes No 
 
158. ~~ ++ Hours of service are provided to allow the greatest possible access for the 
community as follows for each public library system. 

a. Class A Libraries (population 40,000 and up) N/A 
b. 55 hours per week including, 6 (six) evening hours, and 1 (one) weekend day 
(Minimum/Basic).  Yes  No  
c. 60 hours per week, 8 evening hours, and 1 weekend day or 60 hours per week, 
6 evening hours, and 2 weekend days. (Exceeding/Enhanced)  

 Yes  N/A 
d. 65 hours per week, 8 evening hours, 2 weekend days or 65 hours per week, 10 
evening hours and 1 weekend day. (Exceptional/Exemplary)  Yes  N/A 
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e. Class B Libraries (population 10,000 up to 39,999) N/A 
f. 40 hours per week including 4 (four) evening hours, and 1 (one) weekend day. 
(Minimum/Basic)  Yes  No 
 
g. 50 hours per week, 4 evening hours, and 1 weekend day. 
(Exceeding/Enhanced)  Yes  N/A 
h. 55 hours per week, 6 evening hours, 2 weekend days or 55 hours per week, 8 
evening hours and 1 weekend day. (Exceptional/Exemplary)  Yes  N/A 

 
i. Class C Libraries (population up to 9,999) N/A 
**REVISED**j. 20 hours per week including 2 (two) evening hours and 1 (one) 
weekend day. (Minimum/Basic)  Yes  No 
**REVISED**k. 30 hours per week including 2 evening hours, and 1 weekend 
day. (Exceeding/Enhanced)  Yes  N/A 
l. 40 hours per week including 4 evening hours, and 2 weekend days or 40 hours 
per week, 6 evening hours and 1 weekend day. (Exceptional/Exemplary)  

 Yes  N/A 
 
 

Part 14 – Statement of Intent to Comply with Standards 
159.  Details for “No” answers in part 13A, Statement of Compliance with Standards. 
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Part 15 
Supplement questions 

 
160. How much money did your library receive from the sale of non-resident cards in 
2010?                  
 
  160.        
 
Historic Newspapers 
 
161. Does your library make available to patrons historic newspapers (pre-1923) from 
Indiana locations? Yes___   No___ 
 
162. In what format are these newspapers available?    

Paper?  Yes __ No__ 
 Microform (microfilm or microfiche)?  Yes__ No__ 
 Digital?  Yes__ No__ 

Combination? Yes__ No__ 
 
163. Do you have silver negatives of these newspapers?   

Yes___   No___ 
 
164.  Are you considering digitizing any newspapers in your collection? 
 Yes___   No___ 
 
165a,.. Public Use Computer Database Licensing, Maintenance and Purchase Fees (do NOT 
include staff use databases) (total expenditures from all funds,  
including Operating, Gift, Grant, Foundation, etc.)  .  165a.. 
 
165b. Computers for Public Access (do NOT include Staff,  
OPAC or ILS)(total expenditures from all funds, including, Grant,  
Operating, Gift, Foundation, LCPF, LIRF, etc.)    165b.. 
 
*NEW FOR 2011 ANNUAL REPORT* (each branch and bookmobile will be separately 
reported) 
 
166a. Total weekly winter hours central library   166a.   
 
166b. # of weeks for winter hours schedule central library  166b.  
 
166c.  Total weekly summer hours central library   166c.  
 
 
166d.  # of weeks for summer hours schedule central library 166d.  

$ 

$                       .00 

$                        .00 

Reported in #5 

 

# or N/A 

# or N/A 
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167a. Total weekly winter hours branches    167a.   
 
167b. # of weeks for winter hours schedule branches  167ab  
 
 
167c.  Total weekly summer hours branches    167c.  
 
 
167d,  # of weeks for summer hours schedule branches  167d.  
 
 
168a. Total weekly winter hours bookmobiles   168a.   
 
168b. # of weeks for winter hours schedule bookmobiles  168b.  
 
168c. Total weekly summer hours bookmobiles   168c.  
 
 
168d,  # of weeks for summer hours schedule bookmobiles  168d.  
 
 

 

 

# or N/A 

Report by branch or N/A 

# or N/A 

Reported in #L or N/A 

# or N/A 

Report by bookmobile or N/A 

# or N/A 

Reported in #L or N/A 
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Chapter 7  
 

 
 

 

Indiana SHARE Program 
 

The Indiana SHARE program is open to libraries that previously used the I*Ask service 
that INCOLSA previously provided.  The SHARE program allows libraries to submit 
interlibrary loan requests to State Library staff using the easy to use software ILLiad.  
State Library staff receive the information and submit requests to lending libraries on 
behalf of the requesting libraries.   
 
Lending libraries that accept the requests ship the materials to requesting libraries via 
INfo Express or library rate postage. 

  
To learn more about the program including how to register and submit requests and for 

a tutorial for new users, please visit the Indiana SHARE website: 
 

http://www.in.gov/library/ishare.htm 

 
You may also contact the Indiana Share staff: 
 

Phone: (317) 234 5650 
Toll Free Number: (877)  835-0014 
E-mail share@library.in.gov 
Fax (317) 232 0002
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INfo Express is the statewide courier service that the State Library manages.  
Fees are based on the number of deliveries per week.  Participants determine 
how many days a week (weekdays only) they need pick up and delivery. In order 
to offer the lowest possible delivery service cost for all Indiana libraries, the State 
Library will continue to provide state tax monies to subsidize the cost of one 
delivery per week per library district.  Public Library districts, school districts, 
academic, institutional and special libraries are eligible to participate in INfo 
Express.  For the 2011-2012 year the cost of additional stops per week for 52 
week delivery is $450 per year after the first day,  
 
Prices for the 2011-2012 year: 
 
# of Stops per week INfo Express Rate Rate w/ Resource Sharing 
One $75.00 $75.00 
Two $525.00 $200.00 
Three $975.00 $650.00 
Four $1,425.00 $1,100.00 
Five $1,875.00 $1,550.00 
 
Participants use the INfo Express website to create labels and shipping 
manifests.  To learn more about the program visit the INfo Express website:  
 

http://www.infoexpress.in.gov 
 

You may also contact the Info Express staff: 

Phone: (317) 232 3699 
Toll Free Number: (877) 835-0014 
E-mail dhicks@library.in.gov 
Fax (317) 232 0002 
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Evergreen Indiana is a growing consortium of 90 public, school and institutional 
libraries located throughout Indiana that use the Evergreen ILS.  Patrons of 
member libraries can use their Evergreen Indiana library card to view the 
catalogs and borrow materials from the other member libraries.  The Evergreen 
Indiana catalog may be viewed at: http://evergreen.lib.in.us/ 
 

The Evergreen Indiana project is funded by the Indiana State Library through 
Library Services and Technology Act grants and state funds.  The services 
provided by the State Library include purchasing and maintaining the central 
servers, personnel costs in operating the system, training, software development, 
data conversion, and other related expenses. 

In 2008, the Indiana State Library enlisted the services and expertise of Equinox 
Software, Inc. to develop a comprehensive migration strategy for Indiana 
libraries.  With a migration strategy in place, the 20 pilot libraries elected the first 
Evergreen Indiana Executive Committee and commenced the development of 
the consortium’s policies and procedures.  Evergreen Indiana's policies, as 
adopted by the Executive Committee, are at may be viewed on the website: 
http://www.in.gov/library/evergreen.htm  

The Evergreen Indiana Consortium has seen a steady rise in interest from all 
types of libraries around the state.  The Consortium is currently accepting 
applications from libraries seeking to migrate to Evergreen in 2012.  Requests for 
membership are approved by the Executive Committee.  Libraries interested in 
joining the consortium must have board approval and submit a completed 
executed Membership Agreement , Code of Ethics and Board Resolution which 
may be found on the website: http://www.in.gov/library/evergreen.htm  

For more information about Evergreen Indiana contact Shauna Borger Evergreen 
Indiana Project Coordinator, at 317.234-6536, or sborger@library.in.gov. 
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Public Library Access Card (PLAC) 

 

The Public Library Access Card (PLAC) is the name for the statewide library 
card, enacted by (Indiana Code 4-23-7.1-5.1) , with rules promulgated in 590 IAC 
3, http://www.in.gov/legislative/iac/T05900/A00030.PDF?  The PLAC program 
allows an individual to borrow materials directly from any public library in Indiana. 
Books and non-book materials are eligible for loan through the PLAC program, 
but books that normally circulate must be available for loan. An individual who 
holds a valid public library card may obtain a PLAC.  The fee for a PLAC in 2011 
is $50.00.  

PLAC Working Guidelines  

Issuance of Card 

1. Availability of Cards.  The Indiana State Library will provide a supply of 
numbered Public Library Access Cards to each public library in the State.  Public 
libraries will not be charged for the cards when they are distributed from State 
Library. An order for a new supply of Public Library Access Cards may be placed 
on the PLAC Quarterly Report Form. 

2. Appearance of Card.  The Public Library Access Card (PLAC) will show on its 
face the following information: name of cardholder, address of cardholder, home 
public library of cardholder and expiration date of card.  This information will be 
made part of the PLAC at the issuing library.  The card is issued as an individual 
card to one specific person. 

Definition of home public library (590 IAC 3):  Home Library means the public 
library where an individual is a resident or real property taxpayer in the taxing 
district of the library or library from which a nonresident purchased a card. 

The issuing library may be any public library in the state, not just the home 
library.  The PLAC will show on its face the HOME library, not the issuing library 
if that library is different from the home library. 

Guideline (a): Eligibility for PLAC.  An individual who is in "good standing" and 
eligible to obtain a valid resident or nonresident library card from one of the 238 
public libraries in Indiana qualifies to obtain a PLAC.  A law passed in 1996 
allows an individual to obtain a PLAC at any public library in Indiana.  To receive 
a Public Library Access Card you must have a “resident” or a non-resident library 
card, I.C. 4-23-7.1-5.1.   The fee for a nonresident card is at least the sum of 
$25.00 or the library’s operating fund expenditure per capita if that amount is 
greater than $25.00 plus the PLAC fee.  A nonresident fee may be set higher 
than the library's operating fund expenditure per capita.  The amounts of the 
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operating fund expenditure per capita for public libraries are found in "Statistics of 
Indiana Libraries." 

Guideline (b):  "Good Standing" is defined at the local library level. Rules or 
guidelines used at the local library to determine eligibility for a local library card 
should also be applied when an individual requests to purchase a PLAC. 

Guideline (c):  A family PLAC will not be issued. The local library's guidelines 
regarding use of a library card by a person other than the actual cardholder 
should be followed if a family member wishes to borrow on a PLAC. 

Guideline (d):  A public library may choose to issue its own library card to an 
individual holding a PLAC to enable that library to properly check out materials to 
the patron.  This determination is to be made at the local library level. Any local 
card that is issued to a PLAC cardholder should be marked clearly with the PLAC 
expiration date.  Libraries that have registration files computerized should be 
certain to mark the expiration date of the PLAC cardholder's record in the 
database.  PLAC cardholders may be required to show both the PLAC and the 
local library card to check out materials according to the lending library's rules. 

3. College/University Student PLAC. Resident students are not required to have 
a PLAC to use the local public library in the college/university community. 

If a college student wants to borrow materials from a public library other than 
his/her home library or the library in the college/university community where 
he/she resides, then the student will need to be issued a PLAC. 

Guideline:  Local libraries should follow established guidelines already in place 
for issuance of student cards to local college/university or other post secondary 
school students. 

4. Refunds. No refunds of fees paid for a PLAC will be made under any 
circumstance. 

5. Replacement Card.  When a cardholder's PLAC is lost or stolen, the 
cardholder will be issued a replacement card at the library where the PLAC was 
issued.  The fee for the replacement card will be $1.00 (subject to annual review 
by the Indiana Library and Historical Board) and will be remitted to the Indiana 
State Library.  Names, addresses, and card numbers of individuals who are 
issued replacement cards must appear on the PLAC Quarterly Report Form. 

Fee Collection for Card 

6. Payment for PLAC.  An individual may pay either by cash or by check when 
obtaining a PLAC.  If payment is made by check, the check should be made out 
to the public library issuing the PLAC.  Collection and deposit of fees should be 
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recorded by the issuing library according to the prescribed method of the Indiana 
State Board of Accounts. 

7. Submitting Fees to Indiana State Library.  Collected fees on the PLAC should 
be remitted to the Indiana State Library on a quarterly basis using the PLAC 
Quarterly Report Form. 

Types of Materials Eligible for Loan to PLAC Patrons 

8. Books. 

Definitions of books: hardbound print books, paperback print books, large print 
format books and lap or board books. 

Books that normally circulate must be available for loan to PLAC cardholders. 

9. Non-book Materials. 

Definition of non-book materials: videotapes, audiocassettes, CDs, records, art 
prints, slides, microfiche, pamphlets, periodicals (single or bound issues), etc. 

At the discretion of the individual library, non-book materials may be loaned to 
PLAC cardholders. 

10. Annual Determination of Eligible Materials.  Each local library will be required 
to annually determine what types of materials will be loaned to PLAC 
cardholders. 

Statistics & Recordkeeping 

11. Required Statistics.  Each library will be required by State Library to keep 
statistics recording the home library of each PLAC cardholder who borrows 
materials as well as the number of items borrowed by a PLAC cardholder. 

Overdues & Lost Materials 

12. Fees.  Each individual library will determine the daily overdue fee for library 
materials loaned to PLAC cardholders by policy set by the Board of Trustees of 
that library. 

Guideline (a):  It is recommended that this daily fee be the same that is charged 
to local residents and a separate fee scale for PLAC users not be established by 
libraries. 

Guideline (b):  In the spirit of cooperation, when feasible, libraries should alert 
other libraries to problem borrowers having PLAC privileges that have accrued 
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sizable overdue fines or have lost an inordinate number of items borrowed 
through the program. 

13. Replacement Cost.  Reimbursement for lost library material borrowed on a 
PLAC is the responsibility of the borrower not the borrower's home library. The 
replacement cost of an item will be determined by the lending library. 

14. Materials Returned to the Wrong Library.  The library to which the PLAC 
cardholder returns borrowed materials may determine if a fee will be charged to 
the PLAC cardholder if that library is not the lending library.  If a fee is charged, 
the library to which the materials are returned is responsible for collecting the fee. 

Guideline:  PLAC users should be informed that they are expected to return 
materials borrowed using a PLAC to the lending library. 

Library Reporting Responsibilities 

15. Statistics.  Each public library is expected to report all required borrowing 
statistics that have been kept on the Public Library Access Card Program as a 
part of the Annual Report.  The Board President shall attest to the accuracy of 
the report submitted on PLAC. 

16. Eligible Materials for Loan.  Each public library will be required to annually file 
with the State Library a report detailing what library materials will be loaned to 
PLAC cardholders. 

17. Failure to Report.  Failure to submit a complete statistical report to the 
Indiana State Library by the deadline established will result in the following action 
taken: 1. withholding of funds due to the library as a result of loans made in the 
program; 2. determination that the library is in non-compliance with Minimum 
Standards for Public Libraries; 3. withholding of state and federal funds to the 
library by the Indiana State Library. 

Local Agreements 

Definition of a local agreement: a local or regional agreement made between two 
or more libraries that residents of each library district may borrow items from a 
public library in the other library district(s).  (Another type of local agreement: a 
resolution by a local library board that the library will allow anyone with a public 
library card from another library in the state to borrow materials.) 

18. Library Requirements.  All local agreements must be in writing and approved 
by the participating libraries' boards of trustees . (These are only required to be 
placed on file at the State Library if you want your library on the statewide list of 
reciprocal borrowing participants.) 
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19. Loans Made.  Loans to individuals whose libraries have local agreements 
may not be counted and submitted as statistics for reimbursement as part of the 
statewide PLAC program. 

Payment to Libraries 

20. Net Loans.  Payment of funds for this program will be paid out on the basis of 
net loans (Indiana Code 4-23-7.1-5.2(d)).  Money paid into the PLAC program 
fund to the Indiana State Library plus the interest earned on this fund during a 
calendar year will be divided by the number of net loans made to PLAC 
cardholders and the resulting figure will be the per net loan figure paid to 
libraries.  By August 1 of each year, each eligible public library will receive 
payment for its net loans made during the previous calendar year. 

Definition of PLAC net loans : a greater number of loans made by a library to 
PLAC cardholders from outside its district than loans made by PLAC cardholders 
from within its district at other libraries. 

21. Requirements to Receive Payment.  Public libraries with net PLAC loans 
must meet Minimum Standards for Public Libraries in order to be eligible for 
reimbursement through the Public Library Access Card Program.  A voucher will 
need to be completed and signed by each library to complete the reimbursement 
process. 

22. Appeal Procedure.  A public library determined to be in non-compliance with 
the terms of the Public Library Access Card Program will have the option to 
appeal the decision at the first Indiana Library and Historical Board meeting 
following the notification to the public library of the judgment.  The Indiana Library 
and Historical Board will render a final decision after hearing the library's appeal. 

PLAC Procedures for Issuance 

1. Determine that the individual holds a valid public library card either from your 
library or from another public library in Indiana. 

Individuals who live in unserved areas may obtain a PLAC if they have 
purchased a non-resident card that costs a minimum of $25.00 or the library's 
operating fund expenditure per capita (if greater than $25.00) in the most recent 
publication of "Statistics of Indiana Libraries."  This fee would be paid in addition 
to the PLAC fee. 

2. Determine that the individual is in "good standing" (determined locally). 

3. Issue the PLAC to an individual who meets the above criteria. 
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Charge the PLAC fee (if your library has decided to charge the total fee to the 
individual).  Individuals may pay by cash or check made out to the issuing public 
library. 

or 

Charge the portion of the fee that the individual will pay (with the library paying 
the remaining fee).  Individuals may pay by cash or check made out to the 
issuing public library. 

or 
Issue the PLAC with the library paying the total fee for individuals.  

Type or write in ink on the face of the PLAC: 

�  Name, address, expiration date (one year from date of issue of the 
PLAC), and home library.  Keep records locally of name, address, PLAC 
number and expiration date.  Keep track of voided card numbers (to be 
reported on the PLAC Quarterly Report Form).  Keep voided cards on file 
at your library. Mark them VOID.  The PLAC may be issued by mail if the 
library chooses to do so.  Deposit collected fees on PLAC daily in the 
library's Public Library Access Card Fund.  No refunds of fees paid for a 
PLAC will be made under any circumstance. 

Replacement Card.  Issue replacement card if a PLAC is reported lost or stolen 
or if there is a change of name or address. 

• Verify PLAC number that was originally issued to the individual.  
• Determine again if the PLAC cardholder is in good standing.  
• Charge $1.00 and deposit fees daily in the library's Public Library Access 

Card Fund.  
• Issue replacement PLAC.  Keep records of name, address, previous 

PLAC number, and new PLAC number (to be reported on the PLAC 
Quarterly Report Form). 

College/University Student PLAC. 

• Resident students are not required to have a PLAC to use the local public 
library in the college/university community.  Local public libraries should 
follow established guidelines already in place for issuance of student 
cards to local college/university or other post secondary school students.  

• If a college student wants to borrow materials from a public library other 
than his/her home library in the college/university community where 
he/she resides, then the student will need to be issued a PLAC. 
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Procedure when an individual brings a PLAC to your library: 

Issue your local library card to the person with a PLAC if that is your practice. 
The issuing library has validated that the individual is in good standing at the 
home library; therefore, no further identification should be required.  Put PLAC 
expiration date on the local card or put this information in your database.  
Within the parameters of what your library board has decided to loan in the PLAC 
Program, treat a PLAC cardholder as you would one of your own cardholders.  
The PLAC is an individual card issued to one specific person.  The local library's 
guidelines regarding use of a library card by a person other than the actual 
cardholder should be followed if a family member wishes to borrow on a PLAC. 
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Procedures for Recordkeeping: 

• Keep data on file at your library wih the following information on each 
individual who obtains a PLAC: Name, address, phone (if available), 
cash/check#, PLAC #, expiration date (one year from date of issue).  

• When a PLAC cardholder uses the PLAC to borrow materials at your 
library, keep the usual information that you would need to issue one of 
your local cards. Keep a record of the name, address, PLAC #, and 
expiration date.  

• For each use by a PLAC borrower, record the home library of the 
PLAC cardholder and the number of items borrowed.  (This 
information is VERY IMPORTANT and will be used to figure the 
reimbursement to libraries in the PLAC Program.) 

Overdues & Lost Materials 

• Overdue fines on the PLAC will be set by the Board of Trustees of your 
library.  It is recommended that this daily fee be the same that is charged 
to local residents.  

• The replacement cost of an item will be determined by the lending library. 
Reimbursement for lost library material borrowed on a PLAC is the 
responsibility of the borrower not the borrower's home library.  

• PLAC users should be informed that they are expected to return materials 
borrowed using a PLAC to the lending library.  If materials are returned to 
the wrong library, the library to which the materials were returned may 
determine a fee to be charged to the PLAC user for return of the materials 
to the library where they belong. 

Local Agreements: 

• Do not issue the PLAC to residents of your library district who wish only to 
use libraries that have local agreements with your library.  (However, you 
would issue the PLAC if one of your residents wants to borrow materials 
from a library that does not have a local agreement with your library.)  The 
definition of a local agreement is a local or regional agreement made 
between two or more libraries that residents of each library district may 
borrow items from a public library in the other library district(s).  (Another 
type of local agreement: a resolution by a local library board that the 
library will allow anyone with a public library card from another library in 
the state to borrow materials.)  

• Do not count loans made to individuals whose libraries have local 
agreements as part of the PLAC Program. The only loans that will be 
reimbursed in the PLAC Program are those made to PLAC cardholders. 
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                                                                                    Public Library 
 

Public Library Access Card (PLAC) Borrowing Restrictions 
 
Please check the statements that apply to your library's policy regarding loan of materials to 
PLAC patrons: 
 
 
  All library materials loaned to resident borrowers will be loaned to PLAC patrons. 
 
 
  PLAC patrons may borrow /use only the following types of materials and/or 
services: 
  (Books that normally circulate must be made available) 
 
    Art Prints 
    Audio Cassettes 
    Books 
    Book/cassettes (children's) 
    Books on tape 
    CD's (audio) 
    Computer Lab 
    Computer Software 
    Digital Versatile Disk (DVD) 
    FAX 
    Internet Access  
    Laser Disc 
    Microfilm 
    Microfiche 
    Periodicals 
    Vertical file materials 
    Videotapes 
    Other (please list)       
             
 
What is your library’s non-resident fee(s) and when was the fee amount last reviewed? 
 
 FEE      DATE OF REVIEW 
 
$  Individual        
 
$  Family         
 
$  Other (please specify)    
 
           
 
           

Please return to the Library Development Office, Indiana State Library, 140 North Senate 
Avenue, Indianapolis, Indiana  46204 by August 15, 2005.  This information will be provided with 
the succeeding list of participating libraries.  FAX 317-232-0002 
PLAC Rest.Form 

5/2005
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Statewide Reciprocal Borrowing 

 
���Participating libraries sign an agreement that allows users from any  

other participating library to borrow books in person at public libraries all over 
Indiana. 

���Any person who has a current resident library card from their local  
library can use Reciprocal Borrowing.  Cardholders from contracting townships are 
not eligible for this program. 

���A current list of participants is included in this chapter. 
���For those libraries wishing to participate in the state wide reciprocal 

borrowing program, a covenant has been included in this chapter.  It must be filled 
out and returned to the LDO office in order to participate in the program and be 
added to the list. 

���Any questions need to be directed to the Indiana State Library, Library 
    Development Office at 1-800-451-6028. 
���DO NOT REQUIRE A PLAC CARD, if the patron’s home library is on   

the Reciprocal Borrowing List and they are a taxing resident of that home library.  A 
list of participating libraries can be found at: 

 http://www.in.gov/library/ldoresources.htm (Reciprocal borrowing Covenants) 
 
 Any 2 or more libraries may sign a local reciprocal borrowing covenant to allow only 
those libraries to participate in a reciprocal borrowing program that includes their libraries and 
not participate statewide.  This agreement is at the consent of the local library board and not 
required by state law.   PLAC, on the other hand, is state law and all public libraries in 
Indiana are required to sell a PLAC card to anyone who has a current and valid public 
library card from any other public library in the state. 
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Non-Resident Fees 
 
 

•  According to Indiana Code (IC 36-12-2-25), the library board must set  
    and charge a fee for a local library card issued to an Indiana resident  
    who is not a resident of the library district. 
•  The minimum fee that the board may set under this subsection is the  
    greater of the following: 

•  The library district's operating fund expenditure per capita in the  
    most recent year for which that information is available in the  
    Indiana state  library's annual "Statistics of Indiana Libraries" 
http://www.in.gov/library/plstats.htm  
•  Twenty-five dollars ($25).  

 
•  Recommended Minimum Non-Resident Fee Calculations: 

•  Individual  Card 
   1. Determine the library’s annual operating expenditures. 
   2. Divide that amount by the population served. 
   3. Example: 
       Total   Total    Individual 
       Operating    ÷     Population     =  Card 
       Expenditures     Served 
       ($230,000)   ÷    (7,620)           =       ($30.18) 

 

•   The non-resident fee must be the greater of $25.00 or the operating  
expenditure per capita as reported in the annual public library report: 
http://www.in.gov/library/plstats.htm  

 

•  Any questions should be directed to the Indiana State Library, Library 
    Development Office at 1-800-451-6028. 
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Chapter 8  

LDO Calendar of Important Dates 

The LDO calendar is maintained on WebJunction Indiana. The link is 
http://in.webjunction.org/1 

Below the title Upcoming Indiana Events locate the sentence 

Click here to view the Indiana Calendar of Events. 

All the important LDO library planning dates are in purple font color, whereas Evergreen 
events are is black and PDO events are in brown. 

Disclaimer 

The calendar is maintained on the server to enhance access to information. The calendar is 
continually updated as event dates become know. The user should be aware that, while effort 
is made to keep the information timely and accurate, there is no express or implied 
guarantee. Please be our attention to any corrections that require attention. 
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Chapter 9  

Employment Practices, Workers Rights  

Resources in this chapter are an aid to draft a handbook or personnel manual. A 
carefully crafted handbook provides an opportunity to communicate to an employee 
the philosophy of the library. When crafting a handbook check with your library 
lawyer to make sure it does not imply a contract and jeopardize Indiana’s 
employment at will doctrine. 

For specific guidance in drafting a policy handbook or personnel manual consult 
Model Employee Policies for Indiana Employers with Legal Commentary 4th edtion 
published by Indiana Chamber, 2003 available for loan from Indiana State Library. 
To purchase 5th edition go to http://www.indianachamber.com/index.php/hr-
employment-law-compliance/model-employee-policies-fifth-edition-with-cd-rom. 

Contact the Indiana State Library if you want samples of other library’s personnel 
manuals. 

A. Addresses for Employment Practices, Workers Rights, Etc.  

Indiana  

Indiana Department of Labor  
402 West Washington Street, W-195  
Indianapolis, IN 46204  
(317) 232-2655  
http://www.IN.gov/dol/2368.htm 

Department of Workforce Development 
For Employer Handbook of Unemployment Insurance go to 
http://www.in.gov/dwd/files/Employer_Handbook.pdf 

Unemployment Insurance Taxes 
General tax questions and employer assistance (800) 891- 6499 
8:00 to 5:00 Monday-Tuesday 
8:00 to 4:30 Wednesday-Friday 
Hours Effective March 10, 2008 
To find WorkOne Center closest to your location visit online map at 
http://www.in.gov/dwd/WorkOne/locations.html 
Employer Tax Hotline is 1-800-437-9136 
Worker’s Compensation Board of Indiana  
402 West Washington Street, W-196  
Indianapolis, IN 46204  
(800) 824-COMP  
http://www.in.gov/wcb/  
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National  

U.S. Department of Labor - Main Office  
Frances Perkins Building  
200 Constitution Ave., NW  
Room S-1032  
Washington, DC 20210  
(866) 4-USA-DOL  
http://www.dol.gov  

DOL Topics and Agency Offices: On the www.dol.gov web page, click on topics 
(wages, health plans, and unemployment insurance. For a listing of offices, click on 
DOL Agencies. This includes:  

1. Bureau of Labor Statistics (BLS)  
2. Employment Standards Administration (ESA) Includes Wage and Hour 

Division 
3. Employment and Training Administration (ETA)  
4. Occupational Safety and Health Administration (OSHA)  
5. Veterans' Employment and Training Service (VETS)  

6. Women's Bureau (WB)  

B. Federal Laws Requiring Posting  

Included here are Federal laws required to be posted in the library - Department of 
Labor - http://www.dol.gov.  

You can request free posters for each of these. There are companies who will send 
you an order blank to order their version of the free posters. These posters are in 
color and all mandatory laws are shown on one poster. The free posters are 
individual posters that have to be posted independently. It’s your choice whether you 
get the free ones or pay to have a colorful poster with all the laws in one place.  

Posters can be downloaded and printed free of charge directly from this eLaws 
Poster Advisor at http://www.dol.gov/elaws/posters.htm. 

C. Wage and Hour Division (WHD) 

Wage and Hour Division, part of the Department of Labor, webpage at 
http://www.dol.gov/whd/ contains links to minimum wage information, overtime pay, 
recordkeeping, youth employment and special employment, family and medical 
leave, migrant workers, lie detector tests, worker protections in certain temporary 
worker programs, and the prevailing wages for government service and 
construction contracts. 

Federal Minimum Wage Notice - (29 USC 206) 
http://www.dol.gov/dol/topic/wages/minimumwage.htm 

Employers subject to the Fair Labor Standards Act must post a notice regarding the 
federal minimum wage in “conspicuous places in every establishment” where the 
affected employers can readily observe it on their way to or from work (29 CFR 
516.4). Failure to post the required notice is a federal crime. 
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Minimum Wage and Overtime Pay 

“The Fair Labor Standards Act (FLSA) establishes standards for minimum wages, 
overtime pay, recordkeeping, and child labor. These standards affect more than 100 
million workers, both full-time and part-time, in the private and public sectors. 

The Act applies to enterprises with employees who engage in interstate commerce, 
produce goods for interstate commerce, or handle, sell, or work on goods or 
materials that have been moved in or produced for interstate commerce. For most 
firms, a test of not less than $500,000 in annual dollar volume of business applies 
(i.e., the Act does not cover enterprises with less than this amount of business).  

However, the Act does cover the following regardless of their dollar volume of 
business: hospitals; institutions primarily engaged in the care of the sick, aged, 
mentally ill, or disabled who reside on the premises; schools for children who are 
mentally, or physically disabled or gifted; preschools, elementary, and secondary 
schools and institutions of higher education; and federal, state, and local government 
agencies.” 

For further information consult http://www.dol.gov/compliance/guide/minwage.htm. 

Employee Polygraph Protection Notice - (29 USC 2001) 
http://www.dol.gov/elaws/firststep/poster_direct.htm?p_eppa=1  

Each employer shall post and maintain such notice in conspicuous places on its 
premises where notices to employees are customarily posted” (29 USC S 2003). 
Any employer who violates Polygraph Protection Act may be assessed a civil penalty 
of up to $10,000 (29 USC 2005).  

Equal Employment Opportunity Commission/Age Discrimination (29 CFR 
1601.30) 
http://www.eeoc.gov/ 

“Every employer has an obligation to keep posted in conspicuous places upon its 
premises notices describing the applicable provisions of Title VII and I. The 
ADA.Section 711(b) of Title VII makes failure to comply with this section punishable 
by fine…” for each violation (29 CFR 1601.30).  

Family and Medical Leave Act of 1993 - (U.S. Dept of Labor, Employment 
Standards Division) 
http://www.dol.gov/whd/fmla/index.htmThis Act pertains to employers having at least 
50 employees within 75 miles. “FMLA requires covered employers to provide up to 
12 weeks of unpaid, job-protected leave to ‘eligible’ employees for certain family and 
medical reasons.” Please consult the Fact Sheet #28: The Family and Medical 
Leave Act of 1993 at http://www.dol.gov/whd/regs/compliance/whdfs28.htm .
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State Laws Requiring Posting  

State laws required to be posted in the library – Indiana Department of Labor – You 
can request free posters for each of these. There are companies who will send you 
an order blank to order their version of the free posters. These posters are in color 
and all mandatory laws are shown on one poster. The free posters are individual 
posters that have to be posted independently. It’s your choice whether you get the 
free ones or pay to have a colorful poster with all the laws in one place. A number of 
posters have links on this page http://www.in.gov/dol/2366.htm to PDF versions 

Minimum Wage Law - (Ind. Code Ann. 22-2-2-8)  
http://www.in.gov/legislative/ic/code/title22/ar2/ch2.html  
“Every employer subject to the provisions of this chapter…shall keep a copy of them 
posted in a conspicuous place in the area where employees are employed.” 
Violators of this statute may be guilty of an infraction.  

Worker’s Compensation Notice - (Ind. Code Ann. 22-3-2-2)  
http://www.in.gov/wcb/2371.htm  
“Each employer subject to this code shall post a notice in the employer’s place of 
business to inform the employees that their employment is covered by worker’s 
compensation.” “(c) An employer who fails to comply with this section is subject to a 
penalty…” (22-3-2-22). 

Equal Opportunity is the Law - (Ind. Code Ann. 22-9-5-25) 
http://www.in.gov/legislative/ic/code/title22/ar9/ch5.html 
Employers covered under this chapter “shall post notices in a format accessible to 
applicants, employees, and members describing the applicable provisions of this 
chapter…”Violators of this requirement may be subject to penalties under Section 
711 of the Civil Rights Act of 1964. (42 U.S.C. 2000e-10). 

Indiana Civil Rights Commission 
Office: (317) 232-2600 
Toll Free: (800) 628-2909 
Hearing Impaired: (800) 743-3333 
Fax: (317) 232-6580 
E-mail: icrc@crc.in.gov 
Website: www.in.gov/icrc 
It is unlawful to discriminate against any person with regard to recruitment, hiring or 
firing, promotion, transfers, job training, wages or salaries, or any other term, 
condition, or benefit of employment. An employer must also accommodate 
employees with disabilities and those who have “sincerely held religious beliefs.” 

Workforce Development Act – (Ind. Code Ann. 22-4-17-1)  
http://www.in.gov/legislative/ic/code/title22/ar4/ch17.html  
“(e) Each employer shall display and maintain in places readily accessible to all 
employees posters concerning its regulations…”  

Indiana Occupational Safety and Health Act of 1974  
http://www.in.gov/dol/2391.htm  
This poster must be displayed prominently in the workplace.  
http://www.dol.gov/compliance/topics/posters.htm#applicable_laws 
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E. Important Employment Laws  

1. Minimum Wage -- federal and state All library workers employed by the 
library, except for professional services, will fall under the federal minimum wage 
laws. Make sure that you are paying them at minimum wage or more. A 
computer professional who is paid an amount that is at least as high as the 
separate minimum wage for computer professionals is exempt from the overtime 
provisions of FLSA (see below).  

2. Fair Labor Standards Act (FLSA) -- federal This includes the federal 
minimum wage, and it also lists requirements for overtime pay and compensatory 
(comp) time. It also prohibits covered employees from contributing volunteer 
hours to their place of employment. The Fair Labor Standards Act also includes 
child labor provisions, which set certain limitations on the use of juveniles as 
employees. If you use students under 18 years of age as pages, you should be 
aware of these restrictions.  

3. State and Federal Civil Rights Laws These laws prohibit employers from 
discriminating on the basis of race, color, religion, sex, or national origin in hiring, 
promotion, and other employment policies. The federal Title VII is one of the 
main civil rights laws.  

4. Age Discrimination Employment Act (ADEA) -- federal ADEA prohibits 
employers from discriminating on account of age. The protected age group is 40 
years old and older.  

5. American with Disabilities Act (ADA) -- federal ADA strengthens 
prohibitions on discrimination against the disabled and requires employers to 
make their facilities accessible to the disabled and to make reasonable changes 
in their accommodations for the employment of disabled people.  

6. The Immigration Reform and Control Act -- federal This law requires that 
employees complete an I-9 form within three days of starting work, verifying their 
identity and authorization to work. Employers may condition an offer of 
employment on the successful applicant’s completing the form, but may not 
specify what documents must be used to complete the form.  

7. The Family and Medical Leave Act (FMLA) -- federal FMLA allows 
employees to take up to 12 work weeks of paid or unpaid leave for certain 
medical and family reasons. It requires that employees taking such leave be 
allowed to return to their original job or an equivalent job with equivalent pay, 
benefits, and other employment terms and conditions.  

8. Health Insurance Portability and Accountability Act (HIPAA) -- federal 
HIPAA provides rights and protections for participants and beneficiaries in group 
health plans. HIPAA includes protections for coverage under group health plans 
that limit exclusions for preexisting conditions; prohibits discrimination against 
employees and dependents based on their health status; and allows a special 
opportunity to enroll in a new plan to individuals in certain circumstances. HIPAA 
may also give you a right to purchase individual coverage if you have no group 
health plan coverage available, and have exhausted COBRA or other 
continuation coverage.  
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F. Indiana’s Employment At-Will  

Indiana is an at-will employment state. The general rule, which has been a 
longstanding principle of employment in America, is that an employment relationship 
for no specific duration (no contract has been signed for a set period of time) may be 
terminated at any time at the will of either the employer or the employee for any 
reason or for no reason at all. Under this rule, the reason for terminating an at-will 
employment relationship does not matter. Whether the reason was unfair, immoral or 
just plain unfair is of no consequence.  

Employment-related litigation stemming from employee discharges is an ever- 
increasing phenomenon in American business. To avoid the threat and liabilities 
associated with wrongful discharge, employers must review all their policies and 
procedures, as well as employee handbooks and other written personnel 
documents, to determine that no promises or statements are being made that could 
be construed as a binding employment contract. It is strongly recommended that all 
employers have written disclaimers that preserve the employment-at-will-
relationships.  

Finally, when terminating employees, an employer should always make sure that its 
action is uniform, consistent and fair and that whenever possible the employee has 
been given advance warning that particular behavior or conduct could result in 
termination. 

G. Merit and Non-Merit Employment  

States were first required to adopt merit personnel systems as a condition of 
receiving federal funding for public welfare and the free employment service, as part 
of the "New Deal" solution to the great economic depression. Indiana's State 
Personnel Act (IC 4-15-2) specifies which agencies are included in the state merit 
service. Agencies the legislature has included in the jurisdiction of the State 
Personnel Department, but excluded from the State Personnel Act, are referred to as 
"non-merit".  

The main differences between merit and non-merit employment are that merit 
employees must be selected from eligible lists, serve a working test period, and they 
may obtain "permanent" status. Achieving such status guarantees the employee’s 
retention scoring during a layoff situation and complaint rights through the State 
Employees' Appeals Commission. Below are lists of merit and non-merit agencies. 
Agencies not listed, are in the Legislative Department, Judicial Department, are 
separate bodies corporate and politic ("quasi'), or under a separately elected State 
official. 

A list of merit and non-merit agencies is found at http://www.in.gov/spd/2399.htm. 
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H. Overtime Pay 

Overtime pay and exemptions are covered by the Fair Labor Standards Act (FLSA). 
The State of Indiana refers to this act for matters of overtime. 

U.S. Department of Labor 
Employment Standards Administration 
Wage and Hour Division 

Fact Sheet #17A: Exemption for Executive, Administrative, 

Professional, Computer & Outside Sales Employees Under the 

Fair Labor Standards Act (FLSA)  

This fact sheet provides general information on the exemption from minimum wage and 
overtime pay provided by Section 13(a)(1) of the Fair Labor Standards Act as defined by 
Regulations, 29 CFR Part 541.  

The FLSA requires that most employees in the United States be paid at least the federal 
minimum wage for all hours worked and overtime pay at time and one-half the regular rate of 
pay for all hours worked over 40 hours in a workweek.  

However, Section 13(a)(1) of the FLSA provides an exemption from both minimum wage 
and overtime pay for employees employed as bona fide executive, administrative, 
professional and outside sales employees. Section 13(a)(1) and Section 13(a)(17) also exempt 
certain computer employees. To qualify for exemption, employees generally must meet 
certain tests regarding their job duties and be paid on a salary basis at not less than $455 per 
week. Job titles do not determine exempt status. In order for an exemption to apply, an 
employee’s specific job duties and salary must meet all the requirements of the Department’s 
regulations.  

See other fact sheets in this series for more information on the exemptions for executive, 
administrative, professional, computer and outside sales employees, and for more 
information on the salary basis requirement.  

Executive Exemption 

To qualify for the executive employee exemption, all of the following tests must be met:  

• The employee must be compensated on a salary basis (as defined in the regulations) at a 
rate not less than $455 per week;  

• The employee’s primary duty must be managing the enterprise, or managing a 
customarily recognized department or subdivision of the enterprise;  

• The employee must customarily and regularly direct the work of at least two or more 
other full-time employees or their equivalent; and  

• The employee must have the authority to hire or fire other employees, or the 
employee’s suggestions and recommendations as to the hiring, firing, advancement, 
promotion or any other change of status of other employees must be given particular 
weight.  
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Administrative Exemptions 

To qualify for the administrative employee exemption, all of the following tests must be met:  

• The employee must be compensated on a salary or fee basis (as defined in the 
regulations) at a rate not less than $455 per week;  

• The employee’s primary duty must be the performance of office or non-manual work 
directly related to the management or general business operations of the employer or 
the employer’s customers; and  

• The employee’s primary duty includes the exercise of discretion and independent 
judgment with respect to matters of significance. 

Professional Exemption 

To qualify for the learned professional employee exemption, all of the following tests must 
be met:  

• The employee must be compensated on a salary or fee basis (as defined in the 
regulations) at a rate not less than $455 per week;  

• The employee’s primary duty must be the performance of work requiring advanced 
knowledge, defined as work which is predominantly intellectual in character and 
which includes work requiring the consistent exercise of discretion and judgment;  

• The advanced knowledge must be in a field of science or learning; and  

• The advanced knowledge must be customarily acquired by a prolonged course of 
specialized intellectual instruction.  

To qualify for the creative professional employee exemption, all of the following tests must 
be met:  

• The employee must be compensated on a salary or fee basis (as defined in the 
regulations) at a rate not less than $455 per week;  

• The employee’s primary duty must be the performance of work requiring invention, 
imagination, originality or talent in a recognized field of artistic or creative endeavor.  

Computer Employee Exemption 

To qualify for the computer employee exemption, the following tests must be met:  

• The employee must be compensated either on a salary or fee basis (as defined in the 
regulations) at a rate not less than $455 per week or, if compensated on an hourly 
basis, at a rate not less than $27.63 an hour;  

• The employee must be employed as a computer systems analyst, computer programmer, 
software engineer or other similarly skilled worker in the computer field performing 
the duties described below;  

• The employee’s primary duty must consist of:  

1) The application of systems analysis techniques and procedures, including consulting with 
users, to determine hardware, software or system functional specifications;  
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2) The design, development, documentation, analysis, creation, testing or modification of 
computer systems or programs, including prototypes, based on and related to user or system 
design specifications;  

3) The design, documentation, testing, creation or modification of computer programs related 
to machine operating systems; or  

4) A combination of the aforementioned duties, the performance of which requires the same 
level of skills.  

Outside Sales Exemption 

To qualify for the outside sales employee exemption, all of the following tests must be met:  

• The employee’s primary duty must be making sales (as defined in the FLSA), or 
obtaining orders or contracts for services or for the use of facilities for which a 
consideration will be paid by the client or customer; and  

• The employee must be customarily and regularly engaged away from the employer’s 
place or places of business.  

Highly Compensated Employees 

Highly compensated employees performing office or non-manual work and paid total annual 
compensation of $100,000 or more (which must include at least $455 per week paid on a 
salary or fee basis) are exempt from the FLSA if they customarily and regularly perform at 
least one of the duties of an exempt executive, administrative or professional employee 
identified in the standard tests for exemption.  

Blue Collar Workers 

The exemptions provided by FLSA Section 13(a)(1) apply only to “white collar” employees 
who meet the salary and duties tests set forth in the Part 541 regulations. The exemptions do 
not apply to manual laborers or other “blue collar” workers who perform work involving 
repetitive operations with their hands, physical skill and energy. FLSA-covered, non-
management employees in production, maintenance, construction and similar occupations 
such as carpenters, electricians, mechanics, plumbers, iron workers, craftsmen, operating 
engineers, longshoremen, construction workers and laborers are entitled to minimum wage 
and overtime premium pay under the FLSA, and are not exempt under the Part 541 
regulations no matter how highly paid they might be.  

Police, Fire Fighters, Paramedics & Other First Responders 

The exemptions also do not apply to police officers, detectives, deputy sheriffs, state 
troopers, highway patrol officers, investigators, inspectors, correctional officers, parole or 
probation officers, park rangers, fire fighters, paramedics, emergency medical technicians, 
ambulance personnel, rescue workers, hazardous materials workers and similar employees, 
regardless of rank or pay level, who perform work such as preventing, controlling or 
extinguishing fires of any type; rescuing fire, crime or accident victims; preventing or 
detecting crimes; conducting investigations or inspections for violations of law; performing 
surveillance; pursuing, restraining and apprehending suspects; detaining or supervising 
suspected and convicted criminals, including those on probation or parole; interviewing 
witnesses; interrogating and fingerprinting suspects; preparing investigative reports; or other 
similar work.  
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Other Laws & Collective Bargaining Agreements  

The FLSA provides minimum standards that may be exceeded, but cannot be waived or 
reduced. Employers must comply, for example, with any Federal, State or municipal laws, 
regulations or ordinances establishing a higher minimum wage or lower maximum workweek 
than those established under the FLSA. Similarly, employers may, on their own initiative or 
under a collective bargaining agreement, provide a higher wage, shorter workweek, or higher 
overtime premium than provided under the FLSA. While collective bargaining agreements 
cannot waive or reduce FLSA protections, nothing in the FLSA or the Part 541 regulation 
relieves employers from their contractual obligations under such bargaining agreements.  

Where to Obtain Additional Information  

For additional information, visit our Wage and Hour Division Website: 

http://www.dol.gov/whd/ and/or call our toll-free information and helpline, available 8 

a.m. to 8 p.m. Eastern Time, 1-866-4USWAGE (1-866-487-9243). 

When the state laws differ from the federal FLSA, an employer must comply with the 
standard most protective to employees. Links to your state labor department can be found at 
http://www.dol.gov/dol/location.htm. 
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Personnel Policies Checklist 
(Possible topics to cover) 

For examples of policies and procedures see the Indiana State Personnel 
Department webpage http://www.in.gov/spd/2393.htm. 

 

1.  Employment-At-Will Disclaimer 

2.  Job Classifications; full-time and part-time status 

3.  Orientation/trial Period 

4.  Equal Employment Opportunity Statement 

5.  Sexual Harassment Policies 

6. Work Rules and Disciplinary Policy and Procedures — common items   
included may be: 

• excessive absences, tardiness, or early leaves 

• use, possession, actual or intended distribution or being under the 
influence of drugs, controlled substances, or alcohol 

• insubordination 

• refusal to cooperate with investigation 

• falsification of library records, including the employment application 

• negligent or unauthorized use of library equipment 

• harassment, physical abuse or verbal abuse of employees, patrons, 
or visitors 

• gambling during working hours 

• theft or unauthorized use or possession of library property or 
another person’s property 

• soliciting or seeking support or contributions during working time for 
any cause or organization without management approval 

• violation of safety rules or common safety practices 

• failure to make a prompt report of any accident on library property 

• inattention to the job, or poor job performance 

• failure to observe library working hours and schedules, including 
scheduled overtime 

• disclosure of confidential information to unauthorized persons 

• possession of weapons on library property 

7.   Hours of Work, Layoff/Recall 

8.   Military Leave 

9.   Jury Service 

10.   Bereavement Leave 



Revised 7/27/2011 9-13  
 

11.   Attendance Policy 

12.   Vacation 

13.   Holidays 

14.   Personal Days 

15.   Sick Days 

16.   Union-Free Workplace Statement 

17.   Open Door Statement (do not restrict employees from communicating 

with members of management other than their immediate supervisors) 

18.   Bulletin Boards — fosters communication between employees 

19.   Substance Abuse Policy 

20.   Family and Medical Leave Act Policies 

21.   Smoking – can prohibit in facility 

22.   Dress Code 

23.   References — prevents employer from releasing references that will 

cause it to be held liable for defamation 

24.   Promotion/Transfer/Job Openings 

25.   Timekeeping Requirements 

26.   Health Insurance, Health Savings Accounts, Disability Benefits 

Programs, Deferred Compensation, and PERF 

27.   Confidential Information   

28.   Personal Belongings 

29.   Employment of Relatives 

30.   Safety and Health 

31.   Inclement Weather/Emergencies 

32.   Telephone (for customer satisfaction and for employee’s personal calls) 

33.   Internet/E-mail 

Employee Examination of Personnel Files — employer may decide whether     
employees may review their files or not; documents should not be removed.
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34.   Termination of Employment 

35.   Receipt/Acknowledgement – helps to ensure that the employee has 

read the handbook. 

 
Adapted from a Barnes & Thornburg handout, 1998. 
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Chapter 10  

 
Universal Service Fund Discounts (E-rate)/ 

Technology Plans and Public Library Internet 
Consortium 

The Universal Service Fund was developed as a component of the 

Telecommunications Act of 1996.  All libraries and schools are eligible to receive 

a discounted bill for basic telephone service, internal services, and line charges 

for Internet access. 

The Indiana State Library is responsible for a state master contract to provide 

eRate services and funding through the Public Library Consortium for Internet 

Connectivity. The state master contract requires the State Library to bid for 

services every three years for a vendor (for example, ENA) and for an eRate 

consultant (for example, AdTech). Public Libraries who join the consortium 

receive services from the state selected vendor and consultant. 

The funding year runs July 1-June 30. Forms are filed in the proper order and in 

a timely manner to successfully complete the eRate process and receive the 

discount. Discounts are based on the National School and Lunch Program. That 

discount determines the month to month payment to the vendor. 

Members of the Public Library Internet Consortium pay for the non-eRate portion 

of Internet line(s) and are reimbursed by state funds at a rate commensurate with 

availability of funds. The funds are allocated every two years by the legislature 

during the biennial budget session. The Library Development Office reimburses 

the total annual non-eRate portion for Internet access in December for the 

current eRate year. This corresponds to the yearly amount of the vendor invoice. 

In addition to Internet access, there are other eRate eligible services, but the 

state contract is for Internet access only. To file for eRate on eligible services 

outside the contract, libraries are responsible for all the associated costs. 

For further information on the eRate forms see Schools and Libraries website 

http://www.usac.org/sl/.
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Technology Plan 

As September 28, 2010 the FCC announced changes in the eRate program. A 

technology plan is no longer required for Priority 1 Internet Access services. A 3-year 

Technology Plan is a state requirement as defined in the Indiana Administrative Code 

Title 590 Article 6. Furthermore, Priority 2 services in the eRate program require an 

approved technology plan. Definition of eligible services for eRate, including the 

definition of priority 2 services, can be found on the USAC site for USAC Eligible 

Services List  

Technology Plan Requirements from IAC 590 6-1-4 

A technology plan of service for three (3) years. The plan, updates, and revisions must 
be filed with the Indiana State Library. At a minimum, the plan shall include the 
following: 

(A) Goals and realistic strategy for using telecommunications and information 
technology. 

(B) A professional development strategy. 

(C) An assessment of telecommunication services, hardware, software, and other 
services needed. 

(D) An equipment replacement schedule. 

(E) Financial resources and sustainability. 

(F) An ongoing annual evaluation process. 

(G) An automation plan that conforms to national cataloging standards. 
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As of July 1, 2004, public libraries must comply with the Children’s Internet Protection 

Act, or CIPA, to be eligible for the Internet access discount.  This is done by filing an 

annual form 479 with the State Library.  CIPA has three requirements: 

1. The library must have an Internet safety policy adopted by the board.  It must 

address the following issues: 

a. Access by minors to inappropriate matter on the Internet and World 

Wide Web; 

b. The safety and security of minors when using electronic mail, chat 

rooms, and other forms of direct electronic communications; 

c. Unauthorized access, including so-called “hacking,” and other unlawful 

activities by minors online; 

d. Unauthorized disclosure, use, and dissemination of personal 

information regarding minors; and 

e. Measures designed to restrict minors’ access to materials harmful to 

minors. 

2. The policy must include a technology protection measure (filter) that protects 

against Internet access by both adults and minors to visual depictions that are 

obscene, child pornography, or, with respect to use of the computers by 

minors, harmful to minors.  The filter must be present on ALL library 

computers, including staff computers, connected to the Internet, but must be 

disabled on request for adults engaged in bona fide research or for other 

lawful purposes.  This includes staff computers. 

3. The library shall hold at least one (1) public hearing or meeting and provide 

reasonable public notice for that hearing. 

Please contact Karen Ainslie at the Library Development Office at  

1-800-451-6028 for assistance 
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