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Welcome New Directors

Dear Colleagues:

Indiana libraries are so much more than just a bricks and mortar
repository of books. Today, the local library is early literary center, a
catalyst for economic development, a provider of professional
development and lifelong education services, a gateway to digital
information and online resources, and a cultural and civic center of the
community.

As libraries continue to evolve we face challenges, but remember that

you are never alone. Chances are someone in Indiana’s statewide library

community will have overcome the very same obstacles you may one

day face. Also, do not hesitate to contact the Indiana State Library for help or reassurance. The
State Library staff is dedicated to providing libraries with assistance on wide range of library issues,
including programming, professional development, board policies and so much more.

This handbook was developed as a tool you can turn to for answers to common questions. Please
call our staff if you need clarification or assistance with anything covered in this handbook. You are
also encouraged to join one or more listservs for Indiana librarians to find help from your peers and
other library staff.

Congratulations on your recent appointment as an Indiana public library director. | wish you the
best of luck in all your future personal and professional endeavors.

Sincerely,

Jacob Speer
Indiana State Librarian
JSpeer@library.in.gov







Overview of the Indiana State Library

Indiana State Library: Open for Exploration

The Indiana State Library was established in 1825 to provide library
services to Indiana's state governmental officials and employees.
Since that time, its responsibilities have expanded to provide
services to all citizens of Indiana, including special populations such
as the blind and visually impaired, to collect and preserve all types
of information about the state of Indiana, to support the
development of the library profession, and to strengthen the
services of all libraries within Indiana.

Today, the Indiana State Library houses the vast collections with over two million volumes and
three million manuscripts, as well as thousands of maps, federal documents, microfilm, and more.
Just as the Library of Congress serves as the historical repository for our nation, the State Library is
responsible for collecting and preserving all types of information and data about Indiana. The State
Library proudly maintains two of the largest Indiana History and Genealogy collections in the
World.

Services for Public Libraries
The Library Development Office (LDO) of the Indiana State Library provides assistance and
consultation to librarians, trustees, and community leaders on all aspects of library programming,
laws, standards, statistics and operations, including:
e Administration of LSTA funds for improvement of library services;
e Development and provision of workshops, including new director and trustee training, grant
support, and budget workshops;
e Collecting, compiling and disseminating statistics on Indiana libraries;
e Maintaining and publishing directories and lists of shared resources and other reciprocal
borrowing opportunities;
e Providing consultation and education concerning public library law and standards; and
e Administering statewide library services, such as ILL, delivery services & Evergreen Indiana.

Library Services & Technology Act

The State Library administers the Library Services & Technology Act (LSTA) grant program through
the distribution of federal LSTA funds for the purposes of increasing the use of technology in
libraries, fostering better resource sharing among libraries, and targeting library services to special
populations. The State Library annually awards sub-grants to Indiana libraries for programs in the
areas of library technology, digitization, innovation and programming for underserved populations.



Statewide Library Services

The State Library supports the advancement and development of all Indiana libraries, library
staff and improved services for all the citizens of Indiana. The Library Development Office (LDO)
administers several statewide library services, which are made possible through LSTA funding.
These innovative technology and resource sharing solutions collectively save Indiana libraries
millions of dollars annually. The Professional Development Office (PDO) includes specialists in
the areas of programming, children’s services, continuing education opportunities, and services
available from the Indiana State Library.

Certification: The PDO handles all aspects of library certification, including program
administration, consultation services and approval of LEU eligibility for course providers.

Children’s Services: Provides training and consulting services related to children's services
throughout the state. Primarily focuses on early literacy, facilitating programs like Collaborative
Summer Library Program, Every Child Ready to Read and other initiatives.

Consultation Services: The State Library is the authority on laws, standards, library budgets and
state requirements affecting Indiana’s public libraries. LDO Consultants are available for one-
on-one consultation and also provide essential training for new directors & trustees. They also
specialize and train in the areas grants, literacy, library finance, e-rate and resource sharing.

Continuing Education: PDO staff provides educational opportunities via in-house, online and
on-site workshops. Indiana librarians are also eligible to enroll in free classes from national
providers like Lyrasis and WebJunction.

Digitization Services: The State Library administers LSTA sub-grants to libraries for the purpose
of digitizing Indiana’s historical records. The primary goal is to develop content for Indiana
Memory (IndianaMemory.org) a collaboration of historical and cultural organizations enabling
free online access to Indiana's unique cultural and historical heritage through a variety of digital
formats. The State Library also does extensive user training, loans scanning equipment and
performs large-scale digitization projects for Indiana Memory, the National Digital Newspaper
Program and Hoosier State Chronicles (newspapers.library.in.gov) offering online access to
thousands of pages of historic Indiana newspapers.

Evergreen Indiana is a growing consortium of more than 100 Indiana libraries using the
Evergreen open source integrated library system (ILS). Evergreen Indiana collectively saves
public libraries millions of dollars in annual licensing, technology and support costs associated
with maintain a library catalogue. The shared Evergreen catalogue enables patrons to place
holds from home and to receive them at their participating library of choice, or go to any
Evergreen library statewide to access approximately 7,000,000 items free of additional charge.



InfoExpress, a statewide library delivery service for interlibrary loan (ILL) materials and other
resources, is available to all Indiana libraries. Public libraries that are active lenders of resources
or on Evergreen Indiana are eligible heavily subsidized one to two-days-a-week service. In 2014,
the InfoExpress courier service moved 533,000 parcels.

INSPIRE.in.gov: For nearly two decades, INSPIRE.in.gov has helped Hoosiers get ahead of the
curve at work and in the classroom with the credible information they need instantly. INSPIRE
offers free online access to thousands of magazine and journal articles, online research tools,
study aids and resources for jobseekers through a virtual portal available to Hoosiers 24/7 from
their home, work, school or public library computer. Hoosiers performed nearly 140 million
individual INSPIRE searches in 2014.

Library Standards: The State Library oversees the compliance of the Indiana Public Library
Standards (590 IAC 6) to encourage high quality and equitable services for all Indiana residents.

Library Statistics: The State Library collects and compiles an annual report of public library
statistics that assists federal, state and local entities in identifying needs, measuring
effectiveness of library programming, identifying best practices, and developing plans to
improve and strengthen services. Specifically, local libraries may use these findings as talking
points with patrons, legislators and other local decision makers. These annual statistics are
available at http://www.in.gov/library/plstats.htm.

Regional Consultants: The State Library's team of regional library consultants provides on-site
programming, marketing, consulting and continuing education support and services to libraries
within their geographical area of the state.






Chapter 1
Duties of the Director and Library Board

Public Library standards (590 IAC 6) 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:

e Implement board policies

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

e Recommend staff for hiring

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

e Prepare the annual budget for approval by the board

e Manage the finances of the library

e Oversee the assets of the library

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

e 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

e Report to the board the results of board actions

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

e Prepare an annual report of the progress of the library and submit that report to the



board and to the Indiana State Library.

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 new library directors
in the past, and many continue to do so. Get on a listserv www.in.gov/library/listservs.htm ask
guestions, check out statistics on the ISL website 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!

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 Ind. 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.
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8.
9.

10.

11.
12.

Establish, support and participate in a planned public relations program.
Attend all board meetings and see that accurate records are kept on file at the library.

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

Be aware of the services of the Indiana State Library.

Report regularly to governing officials and the general public.

Recommended Duties of the Director

1.

10.

11.
12.

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

Keep the board informed of Indiana Laws and legislation.
Keep board informed on certification requirements and keep up-to-date on certification.

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. (See chapter 3)

Provide documentation for board drafting personnel policies and procedures.

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

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

Maintain an active program of public relations.
Attend all board meetings.

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

Make use of Indiana State Library services and library consultants.

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
(Excerpt from the Idaho Librarian Survival Manual)

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.

New Trustee Orientation

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 www.in.gov/library/3274.htm. If you need assistance with this,
please contact the office at 1-800-451-6028, or Ido@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.

Certificate of Appointment for Public Library Board Members

Once appointed by an appointing authority, according to IC 36-12-2-19, the appointing
authority needs to provide the new board member with a completed “Certificate of
Appointment”. The new board member must take the oath of office within 10 days of receiving
the Certificate of Appointment. A copy of the Certificate of Appointment must be provided to
the library director for the purpose of filing the certificate with the official papers of the library.
The Certificate of Appointment must also be filed 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: www.in.gov/library/files/plbmcertap.pdf.)

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
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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 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:

Are meetings businesslike and productive?

Are meetings under two hours?

Are the agenda items board level items or are the board dealing with trivial matters?
Is everyone encouraged to participate?

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

vkhwnheE

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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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 | Membership, Purpose and Authority

Section 1. The Public Library is a municipal corporation and Class [#]
library organized under the public library provisions of IC 36-12. The purpose of the library is to
meet the educational, information, and recreational interests and needs of the public.

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.

Section 3. The library board shall govern the library under 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.

Article Il Officers

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

Section 2. The officers shall be elected at the January meeting and shall serve a term of one
year. Vacancies in office shall be filled 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 lll 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 2
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.
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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 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
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library director shall be held responsible for the care of the building(s) and 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 VIl 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-inlaw, mother, mother-in-law, brother, brother-in-law, sister, sister-in-law,
grandparents, and grandchildren.

Article VIIl 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-inlaw, 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.

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,
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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.

IC 35-44.1-1-4 Conflict of interest
http://iga.in.gov/legislative/laws/2015/ic/titles/035/articles/44.1/

IC 5-16-11-5.5 Conflicts of interest; consultants
http://iga.in.gov/legislative/laws/2015/ic/titles/005/articles/016/chapters/011/
IC 5-16-11-6 Conflict of interest disclosure; filing
http://iga.in.gov/legislative/laws/2015/ic/titles/005/articles/016/chapters/011/

Lucrative Office

http://iga.in.gov/legislative/laws/const/

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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UNIFORM CONFLICT OF INTEREST DISCLOSURE STATEMENT

UNIFORM CONFLICT OF INTEREST DISCLOSURE STATEMENT
State Form 54266 (R2 / 6-15) / Form 238
STATE BOARD OF ACCOUNTS

Indiana Code 35-44.1-1-4

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. "Dependent" means any
of the following: the spouse of a public servant; a child, stepchild, or adoptee (as defined in IC 31-9-2-2)
of a public servant who is unemancipated and less than eighteen (18) years of age; and any individual
more than one-half (1/2) of whose support is provided during a year by the public servant.

The foregoing consists only of excerpts from IC 35-44.1-1-4. Care should be taken to review IC
35-44.1-1-4 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 | 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 | serve, which are made on an ongoing basis with or
from particular contractors or vendors.

5. Name(s) of Contractor(s) or Vendor(s):

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.):

Page 10of 3
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Description of My Financial Interest (Describe in what manner the public servant or "depen-
dent" expects to derive a profit or financial benefit from, or otherwise has a pecuniary interest in,
the above contracl(s) or purchase(s); if reasonably deferminable, state the approximate dollar
value of such profit or benefit.):

(Attach extra pages if additional space is needed.)

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.).

| (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 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-
44.1-1-4; 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

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

Date Submitted (month, day, year) Date of Action on Contract or Purchase (month, day, year)

Page 20f3
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10. Affirmation of Public Servant: This disclosure was submitted to the governmental entity and
accepted by the governmental entity in a public meeting of the governmental entity prior to final
action on the contract or purchase. | affirm, under penalty of perjury, the truth and completeness of
the statements made above, and that | am the above named public servant.

Signed:

(Signature of Public Servant)

Date:
(month, day, year)

Printed Name:
(Please print legibly.)

Email Address:

Within fifteen (15) days after final action on the contract or purchase, copies of this statement must be
filed with the State Board of Accounts by uploading it here https://gateway.ifionline.ora/sboa_coi/ which is
the preferred method of filing, or by mailing it to the State Board of Accounts, Indiana Government Center
South, 302 West Washington Street, Room E418, Indianapolis, Indiana, 46204-2765 and the Clerk of the
Circuit Court of the county where the governmental entity took final action on the contract or purchase.

Page 3 of 3
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Board Composition

The 237 Public Library Districts in Indiana vary in territory composition and classification.
These include: City/Town Libraries, County Libraries, City/Town/Township(s) Libraries. Many
are Class 1 libraries governed by a seven member appointed board.

A library board appointee needs to reside in the library district at the time of their appointment
and needs to have resided there for at least two years immediately preceding the appointment.
Typically a seven member board for a Class 1 library consists of:

e 1 county commission appointment
e 1 county council appointment
e 3 school board appointments

And the last two appointments vary based on the territorial composition of the library district
(for example, library is only in one city; library is in one township, etc.)

In addition to the library types mentioned above with seven member library boards, there are
four county contractual libraries in Indiana that appoint a separate four member board. The
four (4) additional members of a county contractual library board required by IC 36-12-6-2 are
appointed as follows:

(1) Two (2) members appointed by the executive of the county in which the county
contractual library district is located.

(2) Two (2) members appointed by the county superintendent of schools, or if there is no
county superintendent of schools, by the county auditor of the county in which the library
district is located.

There are a handful of libraries which are an exception to the seven member library boards and
the additional 4 member boards that represents contractual library composition. In general, the
remaining libraries are endowed libraries that have board appointments that represent their
endowment interests.
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Resources referenced in this chapter:

e Certificate of Appointment Public Library Board Member
www.in.gov/library/files/plbmcertap.pdf

e Uniform Conflict of Interest Disclosure Statement — Form 54266 State Forms Online
Catalog at http://www.in.gov/iara/2362.htm

e [N The Public Trust

www.in.gov/library/3274.htm

e |daho Librarian Survival Manual

http://files.eric.ed.gov/fulltext/ED381172.pdf

Other Helpful information:

Library law found here http://iga.in.gov/legislative/laws/2015/ic/titles/036/articles/012/
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.

Additional Trustee Trainings:

Contact the LDO Office at (800) 451-6028 to arrange an onsite presentation of trustee-related
topics. Sample training topics include:

1.

The Public Library Trustee: General Overview of what they do, how to do it, and
what to do next.

Everything You Wanted to Know About a Public Library Budget from Creation to
Execution

The Public Library Trustee and the Public Library Director- Governance and
Management

The Public Library Trustee and Policies
The Unserved Area and How to Begin to Bring It into Your Library District

Committees, Meetings, and the Open Door Law
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Chater 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 current standards are found in 590 IAC 6 www.in.gov/legislative/iac/T05900/A00060.PDF.

The funds affected include:
e State technology grants
e E-rate funds for Internet connectivity

e Discounts on state-wide services for which the Indiana State Library charges (including INfo
Express)
e PLACdistribution

e Other state funds
e |STAgrants

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, kainslie@library.in.gov or Jennifer Clifton, jclifton@library.in.gov in the Library Development
Office.

To meet standards regarding web sites, Connect IN is available. This was the service formerly known
as Access Point. In August 2013 all Access Point websites and email accounts were migrated to a
server at the Indiana State Library. If you have questions contact the Professional Development Office
(Statewideservices@library.in.gov) or visit: http://www.in.gov/library/connect.htm

Questions about the Evergreen Indiana Open Source Integrated Library System
(www.in.gov/library/evergreen.htm), a resource to meet standards regarding automation and a public
access catalog, should be addressed to Anna Goben, Professional Development Office,
agoben@library.IN.gov.
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The current standards are found in 590 IAC 6 www.in.gov/legislative/iac/T05900/A00060.PDF.

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
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.
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(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, 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.
(c) The library board and director shall maintain their separate functions as follows:

(1) The board is responsible for governance and policy.
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(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.
(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.
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(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:
(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.
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(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.
(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.
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(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 At least ten (10) library At least fifteen (15) library
for every one thousand programs for every one programs for every one
(1,000) people served per thousand (1,000) people thousand (1,000) people
year, with a minimum of served per year, with a served per year, with a
twelve (12) library minimum of twelve (12) minimum of twelve (12)
programs per year library programs per year library programs per year
regardless of population regardless of population regardless of population
served. served. 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.

(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:

Basic Enhanced Exceptional

ClassAorB
Public Library

One (1) public access One (1) public access One (1) public access
computer connected to the | computer connected to the | computer connected to the
Internet per two thousand | Internet per one thousand | Internet per five hundred

(2,000) served. Wireless (1,000) served or a (500) served or a minimum
Internet access for patrons | minimum of two (2), of two (2), whichever is
in at least one (1) location. | whichever is greater. greater. Wireless Internet
Wireless Internet access in | access in all public
at least one (1) location locations and a scanner for

and a scanner for patrons. patrons.

Class C Public Library One (1) public access

computer connected to the
Internet per two thousand
(2,000) served or a
minimum of two (2),
whichever is greater.
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(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.
(I) 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

(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.
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(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 3

Indiana Library Laws and
Other Laws Affecting Libraries

Indiana public libraries must follow all applicable state and federal laws.

Indiana public libraries are municipal corporations (units of local government) per IC 36-
12-1-5. The Indiana Code (IC) has a chapter dedicated to public libraries in Indiana, IC
36-12 http://iga.in.gov/legislative/laws/2015/ic/titles/036/articles/012/ . This is commonly
referred to as the “Library Law”. Indiana public library directors, staff, and trustees
need to be very familiar with this section of the Indiana Code.

Indiana public libraries must also be familiar with the Indiana Administrative Code 590
(IAC) 3, 5, and 6, www.in.gov/legislative/iac/title590.html, listing the public library
administrative rules that libraries must follow, including the Public Library Access Card
(PLAC), certification and public library standards.

Other laws that must be followed are listed in the Indiana Code and are followed by all
political subdivisions in Indiana. These include, but are not limited to:

e public purchasing e real property

e public works e building and fire codes
e Indiana Open Door law

e Access to Public Records Act
e bonding

e budgeting

There are also federal laws that must be followed such as:

e Affordable Care Act www.hhs.gov/healthcare/rights/index.html

e Family and Medical Leave Act www.dol.gov/whd/fmla/index.htm

e Americans with Disabilities Act, www.usdoj.gov/crt/ada/adahomi.htm

e Fair Labor Standards Act, www.ada.gov

e Equal Employment Opportunity Act, www.eeoc.gov/laws/index.cfm
www.dol.gov/dol/topic/discrimination/index.htm

When there is a legal question concerning laws the library must follow, your library attorney should be
contacted. State Board of Accounts will accept the opinion of your library attorney, when that opinion
is in writing from the attorney and not in direct conflict with the law.

The Indiana State Library has a general counsel to interpret Indiana law as it relates to libraries;
however, each library may still want to have and use their own attorney for the final word on legal
issues.
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Indiana Open Door Law (IC 5-14-1.5)

The Open Door Law (“ODL”), originally passed by the Indiana General Assembly in 1977, was
enacted to permit the citizens of Indiana access to meetings held by public agencies. By
providing the public with an opportunity to attend and observe meetings, the public may
witness government in action and more fully participate in the governmental process.

Indiana Access to Public Records Act (IC 5-14-3)

The Access to Public Records Act (“APRA”), originally passed by the Indiana General Assembly in
1983, was enacted to permit the citizens of Indiana broad and easy access to public records. By
providing the public with the opportunity to review and copy public records, the APRA gives
individuals the opportunity to obtain information relating to their government and to more
fully participate in the governmental process.

The Handbook on Indiana’s Public Access Laws sets forth the basic elements of the Open Door Law and
the Access to Public Records Act and also provides answers to commonly asked questions. In order to
find answers to more specific questions, please consult the provisions of the Indiana Code.

The Handbook on Indiana’s Public Access Laws may be found at
http://www.in.gov/pac/files/PAC Handbook update draft 7 17 2013 (changes accepted).pdf

The State has a Public Access Counselor is available to answer questions about the Open Door Law.

Public Access Counselor

Phone: 317-233-9435 or 1-800-228-6013
Fax:317-233-3091

www.in.gov/pac/

Past advisory opinions can also be found on the web at www.in.gov/pac/2330.htm

Americans with Disabilities Act (ADA) www.ada.gov

The intent of the law is to provide the person with a disability equal access to library facilities,
information, computer technology, programs, services, and other resources.

The Americans with Disabilities Act (ADA) was passed July 26, 1990 as Public Law 101-336 (42
U.S.C. Sec. 12101 et seq). The ADA was enacted to create a balance between the reasonable
accommodation of citizens' needs and the capacity of private and public entities to respond. It
is not an affirmative action law but is intended to eliminate discrimination and level the playing
field for disabled individuals.

The Americans with Disabilities Act extends civil rights protection to people with disabilities.
These rights include equal access to employment, public services, public accommodations
provided by public and private entities, transportation, and telecommunications resources.

The law is comprised of five titles with Titles I and Il being the primary sections that affect
libraries.
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Title I requires employers to provide qualified individuals with disabilities an equal
opportunity to benefit from the full range of employment-related opportunities available to
others. For example, it prohibits discrimination in recruitment, hiring, promotions, training,
pay, social activities, and other privileges of employment. It restricts questions that can be
asked about an applicant's disability before a job offer is made, and it requires that
employers make reasonable accommodation to the known physical or mental limitations of
otherwise qualified individuals with disabilities, unless it results in undue hardship.

Title Il requires that State and local governments give people with disabilities an
equal opportunity to benefit from all of their programs, services, and activities.

State and local governments are required to follow specific architectural standards in the
new construction and alteration of their buildings. They also must relocate programs or
otherwise provide access in inaccessible older buildings, and communicate effectively
with people who have hearing, vision, or speech disabilities.

Public entities are not required to take actions that would result in undue financial and
administrative burdens. They are required to make reasonable modifications to policies,
practices, and procedures where necessary to avoid discrimination, unless they can
demonstrate that doing so would fundamentally alter the nature of the service,
program, or activity being provided.

Sales (Library / Friends Group)

According to IC 36-12-3-5, the library board may sell, exchange, or otherwise dispose of real property
and personal property no longer needed for library purposes in accordance with IC 36-1-11 and IC 5-
22.

The library board may transfer personal property no longer needed for library purposes for no
compensation or a nominal fee to an Indiana nonprofit library organization that is (1) tax exempt, and
(2) organized and operated for the exclusive benefit of the library disposing of the property, without
complying with IC 36-1-11 or IC 5-22. (501c3 Friends group)

The library board may accept gifts of real or personal property and hold, mortgage, lease, or sell the
property as directed by the terms of the grant, gift, bequest, or devise, when the action is in the
interest of the public library.

In order to be eligible to receive personal property from the library, the Friends of the Library must:
a) be registered with the Indiana Secretary of State as a nonprofit corporation;

b) obtain Employee Identification Number (EIN) (even if there will be no employees);

c) obtain tax-exempt status under Internal Revenue Code Section 501(c);

d) obtain state sales tax exemption;

P

Sales of merchandise by a Library
See Sales Tax Bulletin #4 (link provided below)

Sales by state and local agencies are tax exempt unless the sale involves a “proprietary”
(nontraditional) activity. According to IDOR, “an agtivity is proprietary when it is not necessary in



the performance of a library’s governmental function of lending books, providing reference
materials, providing access to the internet...etc.” and when it is an activity competing with the
private sector.

According to IDOR, examples of taxable sales are sales of USB drives, book bags or book marks, sales
of books if the books were purchased for resale and not for the library’s exempt function of loaning
books to patrons, etc.

According to IDOR, examples of non-taxable “sales” are library card fees, debt collection fees, printing
and copying fees, penalties and fines, sales of books originally purchased and used by the library for
lending to patrons, etc.

Sales by the Friends Group — carried on fewer than 31 days in one calendar year

See Sales Tax Bulletin #10 (link provided below)

"Sales of tangible personal property by qualified nonprofit organizations carried on for a total of not
more than thirty (30) days in a calendar year and engaged in as a fund raising activity to raise funds to
further the qualified nonprofit purposes of the organization are exempt from sales tax”

If a Friends group sells books or other items less than thirty-one days in a calendar year, it is exempt
from charging sales tax. Assume that a Friends group is selling tangible personal property inside the
library and the estimated length of sales days is less than 31 in the calendar year. If the group was to
leave the premises for a lunch break and left a sign instructing a patron to take the merchandise to
the library’s check-out desk to make the purchase, the library would not collect sales tax. According
to the IDOR, the library would be assisting the nonprofit in the sales of the nonprofit’s merchandise
and thus, would not need to collect sales tax.

Sales by the Friends Group - carried on more than 30 days in a calendar year

See Sales Tax Bulletin #10 (link provided below)

“If an organization conducts sales or fund raising activities during thirty-one (31) or more days in a
They also must register as nonprofit organizations.” A single application (Form BT-1) is used to
register with the Indiana Department of Revenue for sales tax, innkeepers’ tax, and food and
beverage tax. A separate application is required for each business location. The nonrefundable
application fee for a Retail Merchant’s Certificate is $25. Form BT-1 can be completed online at
https://secure.in.gov/apps/dor/btl/ Similarly, if the library was assisting the Friends group with its
sales, the library also would collect the tax.

A Friends group will need to report to IDOR annually, quarterly or monthly depending on how much
sales tax the group estimates on the BT-1 that it will collect. Generally, a 12-month/year business
operation will report and pay sales tax monthly.

Resources for additional information:
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States Government and Its Agencies https://secure.in.gov/dor/reference/files/sib04.pdf
e Sales Tax Bulletin #10 Application of Sales Tax to Nonprofit Organizations
e https://secure.in.gov/dor/reference/files/sib10.pdf
e Accounting and Uniform Compliance Guidelines Manual for Public Libraries (Ch. 13)
e http://www.in.gov/sboa/files/lib2014 013.pdf
¢ Indiana Department of Revenue (IDOR)
www.in.gov/dor/3325.htm
Sales Tax: (317) 233-4015

Please check with IDOR or your library’s attorney if further information is needed.

Policies and Plans Required by Law

Included in this chapter are the policies and plans public which library boards must adopt. The
Library Development Office has copies of by-laws and policies from other public libraries if you
are interested in seeing sample polices. The Library Development Office has also created a
template for board by-laws. Also consult Chapter 2, Public Library Standards.

When you develop a new policy or update an old policy, the State Library requests that you email us
an electronic copy for the virtual vertical file or the Internet address so that we may create a link to
it from the State Library’s Web site.

For examples of policies from Indiana public libraries, go to the following link on the State
Library’s Internet site: www.in.gov/library/3290.htm

For examples of plans from Indiana public libraries, go to the following link on the State Library’s
Web site: www.in.gov/library/3308.htm

Policies/plans needed to fulfill the minimum requirements
Library Board By-laws

e Qutlines purpose and operational procedures and

e Addresses conflicts of interest issues and nepotism

e Review at least every three (3) years

e Bylaws filed with the Indiana State Library within 60 days of adoption
e Amendments submitted each year with annual report

Long-Range Plan

e Covers between three (3) to five (5) years of service

e States community needs and goals

e Contains measurable objectives and service responses

e Assesses facilities, services, technology and operations

e Ongoing annual evaluation process

e Addresses financial resources and sustainability

¢ Includes plan to collaborate with other libraries and community partners
e Plan filed with the Indiana State Library

e Updates and revisions must be filed with the Indiana State Library

Technology Plan
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e Goals and strategy for using telecommunications and information technology
e Contains a professional development strategy

e Assesses telecommunication services, hardware, and software

¢ Includes an equipment replacement schedule

* Includes a plan for financial resources and sustainability

e Contains an ongoing annual evaluation process

¢ Includes an automation plan that conforms to national cataloging standards

This plan, covering three years including the eRate budget year, must be approved and on file
with the Indiana State Library in order to apply for and receive the eRate discount on Internet
lines. For additional information see Chapter 10 on eRate. You are still required to submit a
technology plan even if you do not apply for federal eRate funding.

Standards require the following:

Collection Development Policy

Principles of Access

Annual Classification of Employees Schedules

of Salaries
Library policies

e Circulation Policy, Including a Fines and Fees Policy
0O See Accounting and Uniform Compliance Guidelines Manual for Libraries 1- 3

Personnel policy and procedures

(1)

(2)
(3)
(4)
(5)
(6)

Employment practices, such as:
Recruitment

Selection

Appointment

Personnel actions

Salary administration
Employee benefits

Conditions of work

Leaves

See Accounting and Uniform Compliance Guidelines Manual for Libraries 8-1 (could be a

part of the personnel policy)

A useful resource is Model Employee Policies for Indiana Employers with Legal

Commentary. 6" edition. Indiana Chamber, 2011. Borrow from Indiana State Library or
call Indiana Chamber at 800-824-6885 for pricing.

Disaster Recovery Plan for Computer Systems

See Accounting & Uniform Compliance Guidelines Manual for Libraries 5-1

40



Internet Acceptable Use Policy (IC 36-12-1-12)

0 Must be reviewed annually and
O Must address the appropriate use of the Internet or other computer network by
library patrons in all areas of the library

For libraries receiving the eRate discount, or LSTA grants, the policy must also be an Internet
Safety Policy and after providing reasonable notice and holding at least one public meeting, the
library must approve a policy that addresses the following:

e access by minors to inappropriate content on the Internet and World Wide Web

e the safety and security of minors when using electronic mail, chat rooms, and other
forms of direct electronic communications

e unauthorized access, including hacking, and other unlawful activities by minors
online

e unauthorized disclosure, use, and dissemination of personal identification
information regarding minors

e measures designed to restrict minors” access to materials harmful to minors

Children’s Internet Protection Act (CIPA) and Neighborhood Children’s Internet Protection Act
(N-CIPA) (PL 106-554)

Investment Policy

IC 5-13-7-7, see Accounting and Uniform Compliance Guidelines Manual for Libraries 9-
14

Purchasing Policy

IC 5-22-3-3, see Accounting and Uniform Compliance Guidelines Manual for Libraries
(Small Purchase Policy-under $150,000) 10-6

Records Excepted from Disclosure Policy

IC 5-14-3-4, see Accounting and Uniform Compliance Guidelines Manual for Libraries 6-4

Moving and Interview Expense Policy (If the library will pay such expenses)

IC 36-12-2-24(c), see Accounting and Uniform Compliance Guidelines Manual for Libraries 8-4
(Could be a part of the Personnel policy)

Travel Policy (If the library will pay such expenses) See Accounting and Uniform Compliance
Guidelines Manual for Libraries 8-3 (Can be part of Personnel policy)
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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/2396.htm

See also “Chapter 10 Employment Practices, Workers Rights” in this Manual.

1.

2
3
4,
5
6

Employment-At-Will Disclaimer

Job Classifications; full-time and part-time status

Orientation/Trial Period

Equal Employment Opportunity Statement

Sexual Harassment Policies

Work Rules and Disciplinary Policy and Procedures — common items 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 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

7. Hours of Work, Layoff/Recall
8. Miilitary Leave

9.

Jury Service

10. Bereavement Leave

11. Attendance Policy

12. Vacation
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13.
14.
15.
16.
17.

18.

19.
20.
21.
22.
23.

24,

25.
26.

27.
28.
29.
30.
31.
32.
33.
34.

35.
36.

Holidays

Personal Days

Sick Days

Union-Free Workplace Statement

Open Door Statement (do not restrict employees from communicating with members of
management other than their immediate supervisors)

Bulletin Boards — fosters communication between employees

Substance Abuse Policy

Family and Medical Leave Act Policies

Smoking — prohibited in facility and within 8 feet of public entrances
Dress Code

References
Promotion/Transfer/Job Openings

Timekeeping Requirements

Health Insurance, Health Savings Accounts, Disability Benefits Programs, Deferred
Compensation, and InPRS (formerly PERF)

Confidential Information

Personal Belongings

Employment of Relatives

Safety and Health

Inclement Weather/Emergencies

Telephone (for customer satisfaction and customer and staff personal calls)
Internet/E-mail

Employee Examination of Personnel Files — employer must provide employee access to
his/her personnel file; documents should not be removed.

Termination of Employment

Receipt/Acknowledgement — helps to ensure that the employee has read the handbook
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Manuals and Publications:
Management Necessities for Public Libraries

. Accounting and Uniform Compliance Guidelines Manual for Libraries

Reissued 2014, revised yearly, (often referred to as “Budget Manual”), request copies from
State Board of Accounts: 1-317-232-2521. This manual is now on the Internet and can be
downloaded: www.in.gov/sboa/2404.htm

You can then search the manual using the “find” function of the document.

. Handbook on Indiana’s Public Access Laws

This handbook is prepared by the Office of the Attorney General and Office of the Public Access
Counselor and is available online at:
http://www.in.gov/pac/files/PAC Handbook update draft 7 17 2013 (changes accepted).pdf

. Indiana Library Resource Sharing Manual (2010): http://www.in.gov/library/IRS.htm

. Indiana Public Library Directory (Updated regularly) www.in.gov/library/pldirectory.htm

. IN The Public Trust: A Reference Manual for Indiana Public Library Board Members
(1993, revised 2014): www.in.gov/library/3274.htm
*see the Survival Guide’s Chapter 2 — Library Board Information

. Library Laws IC 36-12

Please consult the online edition of Indiana Library Laws which contains the most current
information at the following webpage:
http://iga.in.gov/legislative/laws/2015/ic/titles/036/articles/012/

. Indiana Administrative Code

Please consult the online edition of the Indiana Administrative Code for the most current
information. www.in.gov/legislative/iac/iac title?iact=590

. Statistics of Indiana Public Libraries

Annual edition available at: www.in.gov/library/plstats.htm
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Chapter4

INDIANA STATE LIBRARY E-RESOURCES

Book Clubs & Storytime Kits

ConnectIN

Continuing Education Toolkit

eNewsletters

Hoosier State Chronicles

Indiana Memory

INSPIRE

Library Jobs

Library Listservs

Libraryindiana

Lyrasis

Social Media

VINE: Indiana Legacy
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Book Club
Resources

&

Storytime Kits

MSCHOLASTIC

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

The Indiana State library partners with libraries and organizations around the state to make
book club sets and discussion guides available. Sets typically contain between five and
twenty copies of each title, and many include large-print and audio versions.

Shared Book Discussion Resources List

Shared Book Club Discussion Resources list features over 1800 titles owned by and avail-
able for loaning to libraries throughout Indiana. Once you have located the title you need,
the database provides all the information you need to contact the owning library and re-
quest the book club sets. Materials can usually be sent using the InfoExpress courier ser-
vice.

To view the latest list of titles, visit: http://www.in.gov/library/

files/2014 Books Discussion Kits for Indiana Libraries.pdf

e If your library has book club kits that you would like added to this list for sharing,
please email the name(s) of the book discussion kit(s), number of books, whether they
are regular, large print or audio books to share@library.in.gov.

Children/YA Book Club Kits

The Indiana State Library also has a collection of Children / YA Book Club Kits. These kits
contain 15 copies of each title in paperback and a discussion guide. The kits circulate for 3
months. To view the latest list of titles, visit:

To reserve a kit, contact the Statewide Services Office at (317) 232-3697 or statewideser-
vices@library.in.gov.
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A PROGRAM OF INDIANA HUMANITIES
TR

http://www.indianahumanities.org/programs/

Novel Conversations

Novel Conversations is a free statewide lending library of more than 550 titles, primarily
fiction and biography, to reading and discussion groups all over Indiana. Several other gen-
res, including nonfiction, mysteries, plays, poetry and young adult are also available.

Who can participate in Novel Conversations?
Indiana organizations such as public and school libraries, senior centers, churches, or for-
mal or informal book clubs. Any Indiana resident can request a set of books.

How much does it cost?

It's free, as long as books are either: shipped to a public library via the Indiana State Li-
brary’s InfoExpress service or picked up and returned at Indiana Humanities headquarters
at 1500 N. Delaware St., Indianapolis.

Novel Conversations uses an online reservation system which allows users to reserve book
sets for a specific date Visit http://www.eventkeeper.com/kitkeeper/index.cfm?

curOrg=inhum to access the online reservation system. Instructions for using the system
are available at http://indianahumanities.org/pdf/KitKeeperHowTo.pdf

Questions, comments or to donate books to Novel Conversation, please contact Nancy
Conner at nconner@indianahumanities.org or 317-638-1500 or 800-675-8897.

Storytime Kits (Preschool)

Each thematic storytime kits for use by Indiana libraries con-
tains books, manipulatives, music CDs and an activity guide —
just about everything you need to present a preschool story-
time (or two) at your library. Activity guides suggest how to
use kit materials — songs, fingerplays, felt board sets, puppets,

craft ideas, and more — to incorporate each of the six early
literacy skills from the Every Child Ready to Read @ Your Library program into your story-
time.
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Storytime kit themes include Pets, Music, Community Helpers, Rhythm and Rhyme, Alpha-
bet, Colors, Numbers, Nursery Rhymes, Water, and Be Creative.

Click here, for a complete listing of kit contents. Kits can be checked out for 2 months.

To reserve a kit, contact the Professional Development Office at (317) 234-5649 or Angela
Dubinger, Children’s Services Consultant adubinger@Ilibrary.in.gov or statewideser-

vices@library.in.gov.

Big Idea Storytime Kits
(Math & Science)

If you are looking to add math and science elements to your

storytimes, these are the kits for you! The BIG Idea kits feature
hands-on activities created by the Vermont Center for the Book’s Mother Goose Programs

as well as books and a guide to help plan your storytime. The kits are available to any li-
brary using INfoExpress and be checked out for 2 months.

Click here, for a complete listing of available resources.

To reserve a kit, contact the Professional Development Office at (317) 234-5649 or Angela
Dubinger, Children’s Services Consultant adubinger@Ilibrary.in.gov or statewideser-

vices@library.in.gov.

Shared Die Cuts & Miscellaneous Lists

This database serves as a clearinghouse for die cuts and miscella-
neous kits owned by and located at public libraries throughout
Indiana.

If your library has die cuts or miscellaneous kits that you would
like added to this list for sharing, please email statewideser-
vices@library.in.gov and include the name(s), size and other identifying information, in-

cluding the name and email address of the contact person.

The Indiana State Library assumes no responsibility for lost or damaged materials nor for
problems which occur with the booking, delivery or return of materials.

Questions or comments?

If you are interested in more information about this program, please con-
tact statewideservices@library.in.gov or call 317-232-3697 or in-state toll-
free 800-451-6028.

5
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coNNecT @

in.gov/library/connect.htm

The availability of online library information and resources are quickly becoming essential
public library services. The Indiana State Library offers Connect IN to provide free high-
quality and functional websites to public libraries. 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.

Indiana public library standards require that public libraries have a functional website. Con-
nect IN 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.

Participants in the Connect IN program receive these free services from the State Library:
e Modern and High-quality Website Featuring:

e An easy-to-use content management system (CMS) based on WordPress that
allows you to manage and update your website AND easily create new web
pages and online features.

e Web editing software as simple as using a word processor.

e Seamless and instant publishing to the Web allows you to make instantane-
ous changes to your website.

e Dozens of customizable templates to help you get the exact design that re-
flects your library and community.

e Technical support and training
e Hands-on content management system (CMS) training:

e Free website hosting — The State Library is contracting with IT experts to handle the
complicated back end tasks and save you time and money.
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e Free email for library staff

e Get up to 20 email accounts for your library (i.e. your-
name@yourlibrary.lib.in.us)

e Email storage capacity that meets industry standards
e  Microsoft Outlook compatible

e Manage account settings as an administrator.

Questions or comments?

If you are interested in more information about this program, please con-
tact statewideservices@library.in.gov or call 317-232-3697 or in-state toll-
free 800-451-6028.
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Indiana State Library

continuinged.isl.in.gov/

Continuing Education Toolkit

The Indiana State Library’s Continuing Education web toolkit organizes and provides access
to professional development information, workshops and programs for librarians across
the state of Indiana.

The Indiana State Library and other professional development organizations offer a con-
stantly changing list of workshops, conferences and other events to help librarians and li-
brary staff to keep abreast of what is new and changing in their field. Visit http://
evanced.info/indiana/evanced/eventcalendar.asp to view the current and upcoming

events.
Opportunities include:

e Free Webinars.
e All webinars are approved by ISL for Indiana library professionals’ LEUs. See
Policies on LEUs for additional information on obtaining LEU certificates.

e  More training opportunities, both In-Person and Online Workshops, are avail-
able at http://continuinged.isl.in.gov/find-training/.

¢ Indiana Library Leadership Academy (INLLA) is helping to prepare the library commu-
nity’s future leaders for 21st-Century challenges. To find out more about the goals of
the INLLA or to apply to the program, visit http://continuinged.isl.in.gov/leadership/.

e Annual Workshops The Library Development Office offers a series of annual work-
shops for the benefit of directors and trustees, including the Public Library Budget and
Annual Report Workshops. Find out more at http://www.in.gov/library/

Idoworkshops.htm.

Or visit our events for Indiana Libraries Calendar at http://evanced.info/indiana/evanced/

eventcalendar.asp

Questions or comments?

If you are interested in more information about this program, please con-
tact statewideservices@library.in.gov or call 317-232-3697 or in-state toll-
free 800-451-6028.

8
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eNewsletters

from the Indiana State Library

%::::: Lo P :
in.gov/library/newsro

The Wednesday Word is a free weekly publication of the Indiana State Library. You can
subscribe to Wednesday Word, view the current issue, as well as past issues at http://

?Elw.h‘ht; I: \M

om.htm

www.in.gov/library/newsroom.htm.

in.gov/library/newsroom.htm

Friday Facts is a free bi-weekly publication produced by the Indiana State Library in an elec-
tronic format. You can subscribe to Friday Facts, view the current issue, as well as past

issues at http://www.in.gov/library/newsroom.htm.
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Hoosier State Chronicles

Indiana’s Digital Historic Newspaper Program

newspapers.library.in.gov

The Hoosier State Chronicles, Indiana’s Digital Historic Newspaper Program (HSC) is one of
the collections included in Indiana Memory. It is operated by the Indiana State Library with
funding by the U. S. Institute of Museum and Library Services under the provisions of the
Library Services and Technology Act. The purpose of the Hoosier State Chronicles is to pro-
vide free, online access to high quality digital images of Indiana's historic newspapers by
digitizing our collection, providing links to online resources and assisting other organiza-
tions in their collections available. Currently this collection contains over 500,000 pages
dating from 1804 through 1975.

The Indiana State Library Newspaper Division has the largest collection of Indiana newspa-
pers available in the world. Papers may be available in print, microfilm or increasingly, in
digital format.

The Hoosier State Chronicles originated with grant funding from the National Endowment
for the Humanities that enabled us, in partnership with the Indiana Historical Society, to
digitize Indiana newspapers for the National Digital Newspaper Program. Those titles are
also available at the Library of Congress Chronicling America (http://
chroniclingamerica.loc.gov) website. Search Hoosier State Chronicles for additional Indiana
newspaper titles.

Follow our blog at http://blog.newspapers.library.in.gov/ to learn more about this project,
newspaper histories, and interesting historic events.

Questions or comments?

If you are interested in more information about this program, please con-
tact statewideservices@library.in.gov or call 317-232-3697 or in-state toll-
free 800-451-6028.
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Nndiana
Memory

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 institu-
tions. Guidelines for digital imaging projects based on national standards have been cre-
ated and are available to organizations digitizing collection items on the Indiana Memory
website.

Indiana Memory is also a service hub for the Digital Public Library of America (dp.la). Any
collection included in Indiana Memory has the option of being in DPLA.

The Indiana Memory web interface provides multiple access points to the digital collec-
tions. 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 meta-
data, results are quickly available.

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

The easiest way is for the library to use CONTENTdm, PastPerfect Online or any other OAI
compliant software for their digital collections. After obtaining permission from the host
library, the Indiana State Library will harvest the metadata and the thumbnail images.

If a public library receives a LSTA digitization grant from the Indiana State Library, the re-
sulting 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.

Public libraries can apply to use ISL CONTENTdm license for their digital project by complet-
ing the project application available on the website (www.in.gov/library/
indianamemory.htm )
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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.

The Indiana State Library will also make its statewide license available
to those libraries requesting to use our Mobile Scanning Units. The Mo-
bile Scanning Unit, which includes a laptop computer, scanner and ap-
propriate software, is available for an eight-week loan to local organiza-
tions. The State Library will also supply training in scanning and meta-
data creation along with the equipment at no cost.

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 Meta-
data 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. The program is part of
a statewide digitization program funded by a Library Service and Technology Act (LSTA)
grant.

Questions or comments?

If you are interested in more information about this program, please contact statewideser-
vices@library.in.gov or call 317-232-3697 or in-state toll-free 800-451-6028.

For more information about the web portal and how to participate, contact Connie Rend-
feld (crendfeld@library.in.gov) or call (317) 232-3694.
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INSPIRE

4 Service of the Indiana State LiE

INSPIRE.IN.GOV

What is INSPIRE?

INSPIRE.in.gov 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 Chrome, Internet Explorer or Foxfire.

INSPIRE began in January 1998 as a project of the Indiana State Library,
funded by a one-time development grant from the Lilly Endowment Inc.
Since that time, INSPIRE has been supported by the Indiana General As-
sembly through Build Indiana Funds and the Institute of Museum and Li-
brary Services (IMLS) under the provisions of the Library Services and
Technology Act (LSTA), and through a partnership with the Academic Li-
braries of Indiana (ALI).

What kind of information is available on INSPIRE?

INSPIRE includes full-text magazine and journal articles (including materi-
als in Spanish), websites, pamphlets, images, almanacs, full-text historic
newspapers, multimedia, library catalogs, and much more. In most cases,
INSPIRE provides cover-to-cover indexing and abstracts of all articles that
appear in every periodical with the exception of some newspapers. Only
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letters to the editor, advertisements, and some images are excluded for
copyright reasons.
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INSPIRE is a free resource available to all Indiana residents who have
Internet access. Other states may offer similar services to their own
residents.

Who can access INSPIRE?

INSPIRE is freely accessible for any Indiana resident who has Internet access
at school, home, in their library or at their place of business. Indiana users
are identified by their IP address.

How much does INSPIRE cost to use?

INSPIRE is provided at no cost to all residents of Indiana.

Who is paying for INSPIRE?

INSPIRE is a service of the Indiana State Library. It is supported by the
Indiana General Assembly through Build Indiana Funds, the Institute
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of Museums and Library Services (IMLS) under the provisions of the
Library Services and Technology Act and in partnership with Aca-
demic Libraries of Indiana.

Questions or comments?

If you are interested in more information about this program, please con-
tact statewideservices@library.in.gov or call 317-232-3697 or in-state toll-
free 800-451-6028.
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/Jobs

continuinged.isl.in.gov/jobs/

Whether you’re a new graduate looking for that first library job or a manager needing to
advertise an open position, part-time or full-time, the ISL Continuing Education Jobs Page
needs to be your first stop.

This page is the clearinghouse for all positions in public, academic, and special libraries in
Indiana.

e Library jobs located outside of Indiana will not be posted on this site).

e The page is updated daily and includes all pertinent information to help you land your
ideal library position.

Visit http://continuinged.isl.in.gov/jobs/ to:

e Search for a job
e  Submit a library job
e Edit or delete a job entry

e  Find more career resources

Questions or comments?

If you are interested in more information about this program, please con-
tact statewideservices@library.in.gov or call 317-232-3697 or in-state toll-
free 800-451-6028.
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Library
2 Listservs

in.gov/library/listservs.htm

Listserv for 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 pur-
pose of this listserv is to create a forum to discuss information, issues, services, and oppor-
tunities that affect every librarian statewide.

Listserv for 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 experi-
ence.

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

LibraryPR is an open discussion list dedicated to library professionals who specialize in pub-
lic 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 libraries programs and services, offer best
practices and success stories, receive updates on regional and statewide partnership op-
portunities and outreach initiatives, and learn more about upcoming marketing workshops
and professional development opportunities.

Children's Librarians Listserv 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 successes and flops.
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Yappers - a Listserv for Teen/Young Adult Librarians yappers@lists.IN.gov

YAPPERS is for librarians who serve teens and young adults. The list is a forum for exchang-
ing ideas and dealing with issues that relate to service for those patrons between ages 12
and 18.

Trustees Listserv trusees@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.

eResources Listserv eresources@lists.IN.gov

Discuss current issues and developments regarding eReaders, eBooks and other emerging
digital content. This list examines best practices for the use of eResources and how digital
content is made available statewide.

Indiana Book Clubs INbookclub@lists.IN.gov

INBookClub is a discussion list for librarians and library staff who manage or support book
clubs. The list is a forum for exchanging ideas and dealing with issues that relate to Book
Clubs.

To subscribe to any of these listservs

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

Questions or comments?

If you are interested in more information about this program, please con-
tact statewideservices@library.in.gov or call 317-232-3697 or in-state toll-
free 800-451-6028.
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INndiana

Leveraging Resources for Greater Savings & More Chaces

in.gov/library/files/Librarylndiana.htm

What library today isn't looking for ways to run leaner and more efficiently? Librarylndiana
is the right tool to help make it happen. Librarylndiana is a partnership between the State
of Indiana and the Indiana State Library to give every library in the state the purchasing
advantage of statewide-negotiated contracts, organized into convenient online catalogs, all
on one easy-to-use website. Some of the items included:

e A.V.Supplies and Equipment

e  Copy & Paper Services

e Information Technology Hardware & Software
e Janitorial Products

e Library Supplies

e  Maintenance, Repair & Operations (MRO)

e  Office Products

Librarylndiana is easy, efficient & FREE!

Your access to Librarylndiana is paid for by The State of Indiana and with it comes access to
the best State-approved purchasing agreements focused on the needs of all types of librar-
ies. Purchasing products for your library has never been easier and more economical!

Search thousands of products conveniently organized in catalogs by product category and
vendor, and get the best possible savings, where you'll find their most popular items at the
lowest cost, with the greatest discounts.

Questions or comments?

Contact info@libraryindiana.com
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LYRASIS

Advancing Libraries Together

continuinged.isl.in.gov/find-training/lyrasis-classes/

LYRASIS is the world’s largest regional membership organization serving libraries and infor-
mation professionals. LYRASIS provides opportunities for networking and collaboration,
presents innovative solutions, and offers significant cost savings through group purchasing
for products and services.

Indiana library professionals are welcome to take pre-paid live online courses from LYRA-
SIS. LYRASIS classes are taught live online by professional instructors. LYRASIS courses nor-
mally cost between $120 and $320, but are available to all Indiana library staff at no cost.
The Indiana State Library has purchased hundreds of LEU-certified class units and this offer
will last until these units are exhausted.

If you would like to take a class at no charge, please review How to Register t