QSAC – QUALITY SERVICES AUDIT CHECKLIST

EXCELLENT QUALITY MEASURES
Excellent quality measures call for the highest level of service obtainable. They are an achievement for any library and require funding and commitment to superb service in all areas of library management and service.

To achieve QSAC certification at the Excellent Level, a library must meet the requirements for state aid to public libraries and the quality measures at the Essential, Enhanced and Excellent Levels.

Applicant Library Name:
_____________________________________________________

HUMAN RESOURCES

Excellent CORE Quality Measures – Required

1. Add Certification Level changes as follows:  Class V library: Level I certification for head librarian and at least two other support staff at Level I certification. Class VI library: Level I certification for head librarian and at least three other support staff at Level I certification, and at least one Level III certification for every 20,000 population over 80,000.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library funds at least one certified staff’s involvement in at least one community and/or professional organization, other than the director. Professional involvement examples include the American Library Association and the Michigan Library Association.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
3. The library’s board requires individual certified staff to have not less than 6 hours of continuing education/professional development per year. This can include online classes, workshops, in service training or other appropriate training that focuses on improving library related skills and services.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
4. The library’s volunteers have written policies, procedures, and job descriptions that explain and govern their roles. The library designates a staff member to serve as volunteer coordinator.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
5. The library board encourages and supports staff, with budget allocations and release time, to be involved in community organizations and activities. Typical local organizations for library staff to work with are the Chamber of Commerce, Kiwanis, Rotary, school boards, planning committees, historical and genealogical societies, senior centers, public and private schools, foundations, governmental units, civic and other non-profit organizations.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Excellent ELECTIVE Quality Measures – CHOOSE TWO

1. The library has at least a partial tuition reimbursement program for certified staff obtaining a degree in a master’s library science program accredited by the American Library Association.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library pays for all professional staff membership in a statewide or national professional library association. [Professional staff is defined as Level I and Level II certified.]

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
3. The library pays for board members’ membership in a statewide or national professional library association.  

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
4. The board recruits board member candidates with expertise in identified areas, such as legal, marketing, and insurance expertise, or to represent a segment of the population. 

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
GOVERNANCE / ADMINISTRATION

Excellent CORE Quality Measures - Required

1. The library receives local support equal to .8 mills. Local support includes millages, penal fines, and local grants or funds raised within the library’s legal service area.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library conducts a community survey every three years as part of the planning process to determine if its hours, services, programs and collections are serving its community in a superior way. [For sample library surveys and questionnaires see www.lrs.org/usersurveys.php.] 

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
3. The director and board representatives regularly participate in Michigan Library Association legislative activities.
Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
4. The library provides funds for an annual board development workshop or the board completes one annual continuing education activity at the local, regional, or state level.  
Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
SERVICES

Excellent CORE Quality Measures - Required

1. The library’s minimum number of unduplicated open hours, reflecting a mixture of weekday, evening, and weekend hours are as follows: Class I - 30 hours per week; Class II - 40 hours per week; Class III - 45 hours per week; Class IV - 55 hours per week; Class V - 60 hours per week; Class VI - 65 hours per week.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library provides services or access to services to patrons of all ages with disabilities in formats they can use. The library works and consults with people with disabilities for long-term service planning to ensure they receive services they can use.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
3. The library strategic plan includes a program evaluation component that focuses on the impact the library program has on the user. The library evaluates at least one program a year through an outcome-focused evaluation technique. The method of the actual evaluation may be formal or informal, as is appropriate for the specific program.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Excellent ELECTIVE Quality Measures – CHOOSE TWO

1. The library initiates community-wide literary programs and collaborates with other similar community, regional or statewide initiatives.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. Library staff gathers and staff, volunteers or partner organizations deliver materials directly to homebound patrons of all ages.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
3. The library is a member of MeLCat or has applied for membership.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
4. If the library is a MeLCat member, it allows AV lending or visiting patron borrowing.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
COLLECTION DEVELOPMENT

Excellent CORE Quality Measures – Required

1. The library spends at least 12% of its operating expenses on materials.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library keeps its collection up-to-date, with a minimum of 25% of its circulating materials acquired within the last five years, and a minimum of 5% of its circulating collection weeded every year.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
3. The library recognizes items of historic value and arranges appropriate preservation and security, either on site or with another institution.
Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
4. Staff and patrons can identify and request on-order and in-process items.
Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Excellent ELECTIVE Quality Measures – CHOOSE ONE

1. The library provides access to materials for special population groups such as foreign language speakers, genealogists, and those needing Adult Basic Education or emergent literacy materials.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library participates in collaborative collection development with other libraries to develop special collections, such as foreign languages or special topics.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
TECHNOLOGY

Excellent CORE Quality Measures - Required

1. The library provides live online reference services.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library offers a dynamic database-supported web site, managed by the library. Examples of information to include are a database driven community calendar, a meeting room sign-up form, and online registrations for programs and/or library cards.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
3. The library provides online reference tools in addition to Michigan eLibrary resources.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
4. The public is able to access the library’s catalog and public web site using their personal computers or mobile devices.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
5. The public can access the Online Public Access Catalog (OPAC) within 2 minutes while in the library.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
6. The library provides 3 methods of adaptive technology for use by disabled patrons in the library.  [See Adaptive Technologies in Appendix E for a list of various adaptive technologies.]

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Excellent ELECTIVE Quality Measures – CHOOSE ONE

1. The library digitizes local community information and makes it available electronically to the public.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library supports NISO Circulation Interchange Protocol (NCIP). [Note: NCIP is a standard that allows two different library automation systems share circulation information. This allows a patron to use his or her local public library card at another library system without having to obtain a second library card (reciprocal borrowing). Other applications include ILL and self-check-out.]
Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
3. The library applies for E-rate funding discounts.
Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
FACILITIES AND EQUIPMENT

Excellent CORE Quality Measures - Required

1. The library provides the following square feet of library space per capita without a waiver: Class I & II - .7 square foot per capita; Class III - .6 square foot per capita; Class IV & V - .5 square foot per capita; Class VI - .4 square foot per capita. 

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library conducts regular energy audits. [See the U.S. Department of Energy site at www.energysavers.gov/.] 

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
3. Long-range plans include updated or new facilities to meet anticipated community needs.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
4. The library entrance includes an automatic door opener.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Excellent ELECTIVE Quality Measures – CHOOSE TWO

1. Interior library signs are multilingual if applicable.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library includes LEED building design in renovations or new buildings. [See www.usgbc.org for further information on LEED measures.]

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
3. The library uses Dark Sky lighting methods in renovations or new buildings. [See www.darksky.org for further information on Dark Sky measures.]

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
4. The library has a recycling program for library office waste.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
5. The library provides a dedicated public meeting space. Choose only if Facilities Enhanced Elective #1 was not used for Enhanced Level Certification.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
6. The library uses motion-activated lights in limited use interior spaces.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
PUBLIC RELATIONS

Excellent CORE Quality Measures - Required

1. The library conducts a community survey or focus group on a regular basis, using the resources of the Friends of the Library, its web site, and other compatible agencies in the community. The library uses its community survey or focus group to determine the level of the public's awareness of library services, need for new services, and the effectiveness of its public relations plan. For sample library surveys and questionnaires see www.lrs.org/usersurveys.php.
Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library designates or employs a public relations or marketing coordinator.
Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Excellent ELECTIVE Quality Measures – CHOOSE ONE
1. The library establishes community advisory groups to encourage community involvement and improve service. Examples of such groups include youth, seniors, genealogy, local history, and other identified segments of the population.

Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
2. The library develops and keeps current a mailing list of key community leaders, interest groups, and agencies and regularly sends them promotional materials.
Completion Date: ____________

Comments: (optional)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Library of Michigan

Quality Services Audit Checklist - Verification of Information

EXCELLENT LEVEL
Library Name: 
___________________________________________________________

Street Address:
___________________________________________________________

State/Zip Code:
________________________________________________

State Senator:

___________________State Representative: ​​​​​​​​​​​​​​​​​​​​​______________________

Please note:  The person signing the form must be an authorized official of the library who can be held accountable for the information on the form.  The library director, board president, or other authorized official must sign in order for the QSAC certification to be processed.  If a person other than the authorized official should be contacted for questions, enter his or her name in the space for “contact person.”

Signature must be original signature; signature stamps cannot be accepted.
I certify that the information provided on the QSAC application truly represents the library’s current standard of quality measures.

Authorized Official:
Name: 
​​​​​__________________________________________________________________________

Title: 
__________________________________________________________________________

Phone: 
______________________________
Email: 
_______________________________

Sign and Date: 


Contact Person:

Name: 
​​​​​__________________________________________________________________________

Title: 
__________________________________________________________________________

Phone: 
______________________________
Email: 
_______________________________

Sign and Date: 


Return this completed form and a copy of the completed report to:







Quality Measures Certification



Library of Michigan



702 W. Kalamazoo, P.O. Box 30007



Lansing, MI 48909-7507
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