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Library Staff Certification

e Offered to all public library personnel
 There are 4 certification levels

e All 4 levels are permanent certificates

e Certification levels change only by application

e Libraries may have local hiring requirements that
exceed state established guidance

Find out more by visiting
http:/ /www.michigan.gov/librarycertification



Presenter
Presentation Notes
Points to remember 
Library staff certification is available for all personnel.  
Certification level does not automatically change, for example after a person with a level 2 certification has served the equivalent of 4 full years of employment  (7280 hours) they do not automatically attain level 1 certification.  That person must fill out the application for certification found at www.michigan.gov/librarycertification and apply for level1 certification.     


http://www.michigan.gov/librarycertification

The Four Levels of Certification

Level 1 - Permanent Professional

— ALA accredited MLS degree
— four years paid professional full-time employment, or equivalent (7280 hours)

Level 2 - Professional

— ALA accredited MLS degree
Level 3 - Limited Professional

— bachelors or higher degree from accredited college or university (non MLS)
— completion of the Beginning Workshop offered by Library of Michigan

Level 4 - Paraprofessional

— high school diploma or its equivalent

— completion of the Beginning Workshop offered by Library of Michigan

— one year full-time employment or equivalent consisting of library work experience
following high school completion (1820 hours)
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Presentation Notes
LEVEL I — PERMANENT PROFESSIONAL
• a master degree or its equivalent from a library school accredited by the American Library Association 
• four years of full-time employment, or an equivalent time period, consisting of paid professional library work experience in a library or libraries after completion of MLS
LEVEL II — PROFESSIONAL
• a master degree or its equivalent from a library school accredited by the American Library Association 
LEVEL III — LIMITED PROFESSIONAL
• a bachelor degree from accredited college or university
• completion of a Beginning Workshop offered by Library of Michigan 
LEVEL IV — PARAPROFESSIONAL 
• high school diploma or its equivalent
• completion of a Beginning Workshop offered by Library of Michigan
one year full-time employment or its equivalent consisting of library work experience following high school completion


Classification of Public Libraries

Required certification levels are linked to library class size.

Population Served Class

0-3,999 |
4,000 - 6,999 1
7,000 -11,999 |1

12,000 — 25,999 1V
26,000 — 49,999 Vv
50,000 or over VI


Presenter
Presentation Notes
Michigan’s public libraries are grouped into 6 classes based upon the size of their served populations.  A library’s class size determines the certification requirements that must be met to receive state aid.  



Staff Certification Level Guide

Library

Class

|
11
M1
IV
V
VI

Director

Certification

4

= = N W

Support Staff
Certification
No Requirement
No Requirement
One Level 4*
One Level 4*
One Level 3 per 20,000 Served
One Level 3 per 20,000 Served

*Exclusive of Director



Certification Questions & Web
Resources

Certification Questions:
Joseph Hamlin (517) 373-3828 or hamlinj2@michigan.gov

Continuing Education Questions:
Shannon White (517) 373-9489 or WhiteS29@michigan.gov

This information is also available online and can

be found here
 www.michigan.gov/librarycertification (Certification)
e www.michigan.gov/libraryce (Workshop Information)



http://www.michigan.gov/librarycertification
http://www.michigan.gov/libraryce

Library Data and the Annual Report

Joe Hamlin | =
Library Data Coordinator | =
Hamlinj2@michigan.gov
(517) 373-3828




Survey/Application Time Frame

The survey will be open from

October 152014 thru Midnight February 2"
2015

Letters with your Username and Passwords
were sent out in July this year.



®

Fiscal Year Reporting

 Most recent completed library fiscal year
prior to October 1.

 Michigan libraries conform to one of nine
different fiscal year cycles


Presenter
Presentation Notes
Report Year: Most recent fiscal year completed prior to October 1.  If your reporting year has changed, provide documentation authorizing the change, such as board minutes.

Jan 1 – Dec 31
March 1 – February 28
Apr 1 – Mar 31
May 1 – Apr 30
June 1 – May 31
July 1 – June 30
Aug 1 – July 31
Oct 1 – Sept 30 
Dec 1 – Nov 30



3 Categories of Collected Data

 Federally required data elements

» Public Library Statistics Cooperative now part
of IMLS (formerly FSCS)

e State Aid requirements
»income, personnel certification

 Frequently requested data

»telecomm speeds, summer reading stats, etc.


Presenter
Presentation Notes
The Public Library Statistics Cooperative – formerly FSCS (Federal-State Cooperative System for Public Library Data) is a program within IMLS. It is the national census of public libraries. The data collected are tabulated, analyzed and disseminated annually to inform state and national policymakers. 
Statewide Data Element Revisions:
Suggestions from: State Librarian, Library of Michigan staff, Library Cooperative Directors, Michigan Library Association, Library Directors and others within the wider library community.
Consideration given to usefulness of data collected, and ease in collection.
Revisions to form require changes in software programming codes.







Completing the Report

https://mi.countingopinions.com

Log in with

e Unique FSCS ID and password

* |f you do not have your login information contact
me.


Presenter
Presentation Notes
Unless otherwise indicated, all information is for the Main Library and all Branches.  Financial information must be precise for income and expenditures during the reporting year and should be reported in whole dollars.  Other statistical information should be estimated if exact counts are not available. This report, must be submitted on or before February 2, 2015 and the Certification Of Information Page (with original signatures) must be postmarked by 5, 2015 to be eligible to receive state aid. 


https://mi.countingopinions.com/
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Michigan.gov  Home  Contact Us  Library of Michigan
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Login

Password:

Password reminder
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Help is available from Joseph Hamlin, Library of Michigan at 517-373-3828 or hamlinj2@michigan.gov

Michigan.gov. Home ContactUs Library of Michigan
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Presentation Notes
This is the Landing page for the annual report, the url is https://mi.countingopinions.com .  I know that many libraries have bookmarked the Annual Report url in the past, and I would ask that you check and make sure that the url you have saved is the correct one.  Also make sure that you have not included www. In the url.  If this is included it will tell you the page is not found.  

You can also access the recorded webinars using the Video Button, See a brief explanation through the Help Button, and View the FAQ.


https://mi.countingopinions.com/

Home ¥ Reports Data Input Home Logout

.\\l' Q""7"-‘.." !
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Michigan.gov Home ContactUs Library of Michigan

Welcome Addison Township Public Library

© 2014 Counting Opinions (SQUIRE) Ltd.
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Presentation Notes
After you have logged in you will be taken to the welcome screen for your library.  

There are also some useful inks on this page.

Links on the upper right:
Reports - Allows the user to create reports using all collected and released data
Data Input - Takes you to the input screen for all years of data collected for your location
Home - Travels back to the Welcome Screen
Profile – Allows you to change your user information and password etc…
Libraries and Locations – Libraries lists main library system info, Locations lists both main systems and branches.
Maps- Will take you to the new interactive library directory

When you are ready to continue, click on the Enter button or the Data Input link.  This will take you to the current annual reporting form.  
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Presentation Notes
On the data input screen.  The Table of Contents can be used to move around the report section by section in any order.  You can also choose to hide this menu.  If you click on a section in the table of contents it will open only that section.  To go back and see all of the sections click on Review at the top of the table of contents menu.



PUBLIC LIBRARY SURVEY
PART I: ADMINISTRATIVE ENTITY INFORMATION

1. Report Start Period

Most recent fiscal year completed prior to October 1, 2013, even if that means reporting less than 12 months of data. The reason for reporting less than 12 months of data could be due to a change in legal
status, change in fiscal year, etc. if your reporting year has changed, please mail documentation authorizing the change (such as board minutes) to the Library of Michigan.

Lissarer or Micssoas—2013-10-12—co8an
Most recent fiscal year completed prior to October 1, 2013, even if
that means reporting less than 12 months of data. The reason for
reporting less than 12 months of data could be due to a change in
legal status, change in fiscal year, etc. If your reporting year has
changed, please m: i izi

as board minutes) to the Library of Michigan.

. Report End Period

Most recent fiscal year completed prior to October 1, 2012, even if that means reporting less than 12 months of data. The reason for reporting less than 12 months of data could be due to a change in legal
status, change in fiscal year, atc. If your reporting year has changad, please mail documentation authorizing the change (such as board minutss) to the Library of Michigan.

Lisnarr or Mucssean—2013-10-12—co8um

Most recent fiscal year completed prior to October 1, 2012, even if
that means reporting less than 12 months of data. The reason for
reporting less than 12 months of data could be due ta a change in
legal status, change in fiscal year, etc. If your reporting year has
changed, please mail documentation authorizing the change (such
as board minutes) to the Library of Michigan.

L EECS

. Current Legal Hame of Main Library

Provide the legal name of the main library that is current at the time of filing the annual report.

. Legal Hame of Main Library at Reporting Year End

Lerary o Micraoas—2013-10-12—co8m

Provide the name of the library cooperative if the librai

member at the time of filing the Annual Report. If the library is nota
member at the time of filing, indicate “none.”

. Street Address

The complete street address of the actual physical location of the main Iibrary. DO NOT report a post office box or general delivery.

Lisnary oF Micraoan—2013-10-12—co8um
The complete street address of the actual physical location of the
main library. DO NOT report a post office box ar general delivery.

. City

The city or town in which the main library is located.

Lerary o Microas—2013-10-12—co8um
The city or town in which the main library is located.

8. Zip

Include the five-digit postal zip code for the strect address of the main library.

Lizrarr or Micraan—2013-10-12—co8m
Include the five-digit postal zip code for the street address of the
main library.

. Mailing Address

The complete mailing address of the main library. DO NOT complete if this address is the same as the street address.

Linary oF Mictsoan—2013-10-12—co8m
The complete mailing address of the main library. DO NOT complete
if this address is the same as the street address.

10. Mailing City

The city or town for the mailing address.

Lerary of Microas—2013-10-12—co8m
The city or town for the mai address.

11. Mailing ZIP Code

Include the five-digit postal zip code for the mailing address of the main library.

o5 Micraoan—2013-10-12—cofun
Includle the five-digit postal zip code for the mailing address of the
main library,

12. County

The county in which the main library is located,

Linary or Maciaoas—2013-10-12—coBum
The county in which the main library is located.

13. Township

The Township in which the main library is located.

Linary oF Micrsoan—2013-10-12—co8m
The Township in which the main library is located.

14. Cooperative

Provide the name of the library cooperative if the library is @ member at the time of filing the Annual Report. If the library is not @ member at the time of filing, indicate "none.”

Lisary oF Micrsoax—2013-10-12—co8m

Provide the name of the library cooperative if the library

member at the time of filing the Annual Report. If the library is nota
member at the time of filing, indicate "none.”

16. Phone Humber

Area code and telephone number of the main library.

Liznary or Macrsoan—2013-10-12—coBum
Area code and telephone number of the main library.

16. TDD Number

Araa code and telephone number to ba used with a Telephona Device for the Deaf (TDD).

Lisrarer or Mucssoas—2013-10-12—oo8un
Area code and number to be
Device for the Deaf (TDD).

17. Director's Name

The name of the current official director of the main Iibrary. If the director position is vacant st the time of filing this report, provide the name and titfe for the acting or interim director and Iabel &s such.

Lisnaser or Macsanan—2013-10-12—co8an

The name of the current official director of the main library. If the
director position is vacant at the time of filing this report, provide
the name and title for the acting or interim director and label as
such.

18. Email Address of Library Director

The email address to be used to contact the library director.

Lesrary of Micraas—2013-10-12—colm
Thy il to be used

the library director.

19. Fax

Area code and telephone number for the fax machine used for administrative purposes.

Lurary of Micrsoan—2013-10-12—colm
Area code and telephone number for the fax machine used for

administrative purposes.



Presenter
Presentation Notes
Prompts will open a window with a map of the data that will include all of the data elements with definitions and any notes that have been entered.  You can print this list out.  


=

Edit Checks, Notes and Prefilled Fields

[PART I: ADMINISTRATIVE ENTITY INFORMATION]|

1.Report Start Period

[ 10001/2012
2.Report End Period v [ 09/30/2013
2.FSCS [ IMI0405 -3
4. Current Legal Name of Main Library [FlAddison Township Public Library

5.Legal Name of Main Library at Reporting Year Er(j 4 Addison Township Public Library
6. Street Address [3+]/1440 Rochester Road
7.City [*F||Leonard
8.Zipy [+ [M8367
9. Mailing Add 1440 Rochester Road
Mailing Ckv() fn*eonan:l
11. Mailin p Cnde ("1- %35?
12.Co rkvu’) -\"‘r"OakIanu:I
13. Township. [*||Addison
14. Cooperative [3| The Library Metwork
15.Phone Number #|(24862871580
16.TDD Number &
17.Director's Name [*||Jaema Berman
18. Email Address of Library Director [F| joerman@tin_lib.mi_us
19.Fax [F+| /2486286109
20. Web Address [ | www._addisontwp.michlibrary.org
21.Has Friends Group? & ¥ Yes
22. Library Class 3| class 2: Serve 4.000-8,999 v
23. Administrative Structure Code »’) [ | Administrative Entity with a Single Direct Service Outle
24.ReEstablishDate ~ Fr
25. ReEstablishStatute &
26. Local Governance [%| Municipal Government
27.Type [ [ Township v

[Dublic Lihrare NDafinition]


Presenter
Presentation Notes
If a Data Element has an edit check there will be a green checkmark at the end of the title (circled in red).  An edit check is used to flag possible errors.  A few examples of edit check errors would be, if you were to enter the same number of library visits as last year or if you report a large drop or increase in your print materials inventory, these will activate the edit check.  If an edit check is tripped you will not be able to lock and submit your report without entering a note to explain.  Notes can also be used to explain anomalous data and will print out at the bottom of your annual report.

To enter a note, click on the notepad icon to the right of the data element. (circled in Blue). 

The Notepad field allows you to enter notes on any Data Element. 



Pl Value Notes

1. Report Start Period

input note here to explain the anomalous value, or select any existing note(s) (shown below, if applicable)
to apply the selected note to the Pl value.

Motes

|“ Add | | Cancel .



Presenter
Presentation Notes
(Note field)

You can also reuse notes, any note you have written will show up below the note field.  To reuse a note, click on the note box and then select add.  
 



Sampling Example-Library Visits

e Count visits during typical week in October

» Typical week - a time that is neither unusually busy or
unusually slow

» Avoid holiday times, vacation periods for key staff, or days
when unusual events are taking place in the community or
library

» A week in which library is open regular hours
» Include 7 consecutive calendar days (Sun-Sat)

e Multiply the count by 52

» Make a new estimate each year


Presenter
Presentation Notes
If you don’t have the equipment to record a statistic please (for example your library does not have a door counter) please follow  



Home Menu Help Logout

Reports Prompts Print

‘ Home HMenu Help Logout

Reports Prompts Print
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PART Il: OPEN HOURS AND SQUARE F -

PART IV: PAID STAFF E 1.Report Start Period v e |:| 1010112012
PART V- OPERATIG NCOME =

PART VI CAPITAL NCONE .Report End Period ' B |:| 91302013
PART VI OPERATING EXPENDITURES =

PART VIl CAPTAL OUTLAY E Bl | 0405 s
PART IX; LBRARY COLLECTION =

AR A TR SR E 4. Current Legal Name of Main Library & ‘50“ Township Public Li
PART X: CERTFICATION OF PUBLIC LI

PART XIt HONRESENT FEES INFORM & ‘50" Township Public Li

et 1L
Previous || Next -
‘7| u E 9.Mailing Address v [%{/1440 Rochester Road
<« Hide
e ? oo ]
Mailing ZIP Code B



Presenter
Presentation Notes
After you have entered your data, and are ready to submit your report;

Click on the Verify button at the top of the report.
Verify will give you a visual error bar wherever the software detects a problem.  

After you have corrected any errors and added any necessary notes click on the Submit/Lock button located to the right of the Verify button.
The Submit/Lock this is the last step in submitting your annual report data and will list any errors in a separate text box.  Though you can skip the verify button I recommend that you use verify to correct any problems with the report before you use Submit/Lock to submit your data.  As it is easier to identify the errors with verify.

If you would like a printed copy of your report select the print button in the green bar, you have 3 options for printing.  You can also print copies of previous years reports by selecting an earlier time period from the Data input screen.   

After you have submitted, Click on the Home Button, fill out the Certification of Information PDF, print it and sign, then mail it in.  It would also be a good idea to save a copy of your completed form.



ating Income Summa

X &
i B

W

5 o ol Opersa o £+ 6 7173 [ em |
7 |a0.state Government Operating Income ¥ $3,169

Required Required: a value is required!

41.Federal Government Operating Income v’ L3

Required Required: a value is required!

s

Required Required: a value is requiredt

[PART VI: CAPITAL INCOI

Required Required: a value is required!

2.State Capital Income v B

Required Required: a value is required!

3.Local Capital Tcome v’ L3

Required Required: a value is required!

Required Required: a value is required!

i A ST —
oo romion et e

gpir CRITICAL EDIT - The POPULATION OF LEGAL SERVICE AREA is not reported o is equal 1o zero. POPULATION OF LEGAL SERVICE AREA (administrative entity data element £208) is less than or equal 10 zero.

i

H

$1,000

HECK P ved >
S l;u)i:HupSuuu [

Lock Failed

(1.) Report Start Period: no valid value for REQUIRED indicator!
(2.) Report End Period: no valid value for REQUIRED indicator!

(34.) Was there a legal service area boundary change during the reporting period?: no valid value for
REQUIRED indicator!

(11.) Number of Bookmobiles: no valid value for REQUIRED indicator!
(17.) Total Annual Scheduled Public Service Hours: no valid value for REQUIRED indicator!
(40.) State Government Operating Income: no valid value for REQUIRED indicator!
(41.) Federal Government Operating Income: no valid value for REQUIRED indicator!
(42.) Total Operating Income: no valid value for REQUIRED indicator!
(1.) Federal Capital Income: no valid value for REQUIRED indicator!
(2.) State Capital Income: no valid value for REQUIRED indicator!
Local Capital lcome: no valid value for REQUIRED indicator!

(4.) Private Capital Income: no valid value for REQUIRED indicator!

Total Population Served: EDIT CHECK FAILED:O > O
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Presentation Notes
Verify will give you a visual error bar wherever the software detects a problem.
Submit/Lock this is the last step in submitting your annual report data and will list all of the errors in a separate text box.  I recommend that you use verify to correct any problems with the report before you use Submit/Lock to submit your data.



Accessing The Data

After the Annual Report Data is collected, the Library Data
Coordinator reviews the statistics to identify out of range data
errors and will consult with public library staff

The data is then submitted to IMLS and the Census Bureau

The statistics are then posted to
http://www.michigan.gov/librarystatistics

Statistics from 2009 to the present are available,

You can also create your own custom reports using the LibPAS
software, login at https://mi.countingopinions.com



Presenter
Presentation Notes
The statistics for the last reporting year are posted every August http://www.michigan.gov/librarystatistics 


http://www.michigan.gov/librarystatistics
https://mi.countingopinions.com/

Interpreting Data

Analyze measures in terms of library
mission, goals, and objectives

Performance measures are not absolutes
Keep performance measures in context

Patience and planning are required to
improve performance measures


Presenter
Presentation Notes
Analyze measures in terms of library mission, goals, and objectives
Libraries, even in communities of similar size, have varying funding patterns and community expectations for service. 
Performance measures are not absolutes
Performance measures are not necessarily precise.  Many measures are calculated in percentages and express ratios.  Do not be too concerned about “decimal points.”
Keep performance measures in context
There are no “right” or “wrong” scores for performance measures.  One performance measure alone cannot tell a complete story.  Performance measure scores should be interpreted in context with each other and with the library’s overall service program and budget.
Patience and planning required to improve performance measures
Changing a performance measure is not accomplished overnight.  Such a change usually requires work over an extended period of time.




What Picture Emerges From The
Data ?

Is library attendance growing or shrinking?
e What is the trend in library salaries?
W

nat is the average collections
expenditure per capita for each library
class?

e How does the collection size/composition
compare to similar libraries in its class?


Presenter
Presentation Notes
Analyze the trends, data is available from 2007 thru the present at michigan.gov/librarystatistics 


Data and Advocacy

Demonstrate effective use of public funds
Help with long-range planning
Plan for effective use of technology

Provides feedback on effectiveness of specific
library services

Help create the vision of the public library of the
future and a plan for making that vision a reality


Presenter
Presentation Notes
Accurate and uniform information assists in demonstrating effective use of public funds.
Info gained will provide the public with a clear vision of what libraries do and their importance to the community.
Info can be used for allocating resources for various library operations, including collection development, staffing, and programming.
Sing the praises of what the library has accomplished, and what future activities are planned. 
Limited resources translates in more preparation required to compete for increased funding.  For example, officials often consider class rankings for  decisions related to funding, programs, open hours, collection, etc.
Employee recruitment and retention necessitates having knowledge about compensation in the field.




What Else?

Justify statements of need ‘_

ldentify library rankings
ldentify weaknesses

Provide historical record

Accurate, complete, anc
makes data effective

timely reporting


Presenter
Presentation Notes
Decision makers, local, state, or federal, have to base their resource allocation decision on some basis. We have to be as specific and skilled as others competing for dollars.
 National data can give a broad view of library service.  State rankings for instance are very useful at the state level.  Use high output ranks and medium input ranks to suggest that citizens are getting more benefits than the costs on a comparative basis.
 Locally, comparative data often can point out a library’s weaknesses.  If the comparative data comes from a creditable source (state or federal agency with no particular bias), libraries can use identified weaknesses to justify increased budget demands.
Statewide comparative data can often point out areas of greater need.  Since most states consider equal access to service a library goal, this can often be used to strengthen budget requests.
 Library stats provide an easily reviewable historical record of what the libraries have done and the role they have played


Funding Increases Can Provide:

Additional public service hours
Expanded services

A wider selection of materials
Technology upgrades

Expanded and/or improved space
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