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Board of Library Commissioners
 98 North Washington Street, Suite 401 • Boston, Massachusetts 02114
(800) 952-7403 in state • (617) 725-1860 • (617) 725-0140 fax
INSTRUCTIONS & DEFINITIONS
FY2009 Annual Report Information Survey (ARIS), 
Additional Information Survey (AIS)

Branch & Bookmobile Forms
Collecting data for activities during FY2008
· a bullet identifies new or revised instructions or definitions
NOTE that there are a few separate instructions for the Branch form on p. 11.  However, for bookmobile and most branch questions, the instructions are the same as used for the main library.

Please do not leave any questions blank. Either report a number including zero or NC for ‘Not Collected or Counted’ when the data item is applicable to the library but the library does not collect the information requested. For example, the library has a web page but does not count the number of hits the homepage receives. Or NA for ‘Not Applicable’ when the data item is not applicable to your library. For example, the library does not have a web page and therefore does not have any hits.

If actual counts are not available, estimates may be provided for the following data items (note: since estimates are based on actual usage, they should vary from year to year):


attendance in the library
number of reference questions
attendance at all children’s programs
attendance at all adult and YA programs
hits on the library’s website
number of users of public Internet computers
number of gross square feet

number of dedicated parking spaces
seating capacity
Section A - GENERAL INFORMATION  

Please check the provided information and write in corrections as needed.

Section B – POSITION SALARIES & STAFFING AS OF 7/1/2008 

Report data for all funded positions as of 7/1/08, using the position classifications and titles provided on the left side of the page.  In Section B, provide information for positions rather than for staff.

Positions to Report-Include data for all funded positions in the main and branch libraries paid through the library's budget (positions funded by the municipality, State Aid to Public Libraries and Public Libraries Fund grants, trusts and endowments, gifts, and/or other miscellaneous sources) as of 7/1/2008, even if some of those positions are temporarily vacant on that date.  Also report volunteer directors.  Include vacant positions in the ‘Number of Positions’ and the “Total Hours per Week’ columns.
EXCLUDE FROZEN POSITIONS.  A frozen position is  SEQ CHAPTER \h \r 1a library position that the municipality prohibited the library from filling as of 7/1/08.  A frozen position is different from a temporarily vacant position in that there is no intention of filling the frozen position within the next several months.

If a position is frozen but the library is permitted to fill some of that position’s hours by increasing the hours of existing staff, report the increased hours of existing staff.

Exclude positions paid with these funds:

1. regional or reimbursed positions at contracting libraries, and 
2. state or federal funds other than State Aid to Public Libraries (e.g. LSTA, subsidized employment/training programs, court ordered community service programs, etc.),

3. foundation grants funds, and

4. budgets of other municipal departments (e.g., the Custodian is paid by the DPW)
Also exclude volunteer positions unless it is the library director position, and exclude "substitute" positions when they are used to fill in for other positions when staff is on vacation or out ill. 

Staff Who Hold More than One Position-In rare instances, a library may have two positions that pay different salaries but are filled by the same individual. In such a case, in each position classification, report each salary range, count the position, report the average hours per week the position is funded, and the number of vacancies.  However on p. 3, report the individual’s educational level only once under their position title which has the greatest responsibility or most hours per week.  In the margin by both positions, note that 1 person holds two positions and give the other position title. 
Some staff in many small and medium size libraries frequently work in a ‘jack of all trades’ position where they perform a variety of tasks that in a larger library would be the responsibility of several positions.  For example, the position may be responsible for circulation, reference and children’s duties.  On this survey, the position should be reported once under the classification where the position has the most hours or the most responsibility.
Consider the following when placing positions in the classifications provided on the form. Senior Librarians, found in larger libraries, are typically department heads and supervise Staff Librarians. Staff Librarians may supervise support staff in the various Technician, Page and Clerical positions. Senior Library Technicians perform more complicated tasks than Library Technicians and frequently supervise them. We realize that there will be gray areas as positions are consolidated to fit the consistent format we use to summarize staffing across the state. Do not report Custodian positions in ‘Other’; report ranges for Senior and Junior custodian positions in the one Custodian classification.

Hourly Range- List one hourly salary range for each funded position classification. Do not report average salaries. If no range exists, report the actual hourly amount paid. When more than one position is included in a position classification or title, report the lowest minimum hourly salary and the highest maximum hourly salary paid to those positions to create an inclusive range for all the positions in the classification or title. For example, under Staff Librarians-Adult Ref. Service, a library may have 5 reference positions among three position titles: Reference Librarian I, II and III. Report the beginning hourly salary for the Reference Librarian I position and the highest hourly salary for the Reference Librarian III position to create an inclusive range for all 5 positions.

Exclude benefits such as longevity pay and educational bonus from the hourly salary.

When the hourly wage is less than the minimum wage as of 7/1/08, report the annual amount instead as a stipend. The only exception is the Page classification; report the hourly wage.  As of 1/1/08, the Massachusetts minimum wage is $8.00 per hour.   
Number of Positions- Enter the total number of funded positions in each job classification, regardless of how many hours they are funded. For example, if a library has 3 full-time reference librarian positions, 1 part-time reference librarian position and 1 Sunday-only reference librarian position, report 5 for Staff Librarians-Adult Ref. Service.  Include all seasonal positions and those temporarily vacant for unusual reasons such as extended sick leave.  Exclude frozen positions, i.e., those the municipality has forbidden the library to fill.

Total Hours per Week- For each position classification, report the total number of hours funded for all positions in a typical week. Include vacant positions.  If a position’s hours vary, report a prorated weekly amount by calculating an average. 

Formula for Prorating Seasonal Position Hours- If any position is funded seasonally, such as summer page, prorate the hours to an annual weekly average. A formula using 12 weeks for summer and 40 for winter may be used to prorate seasonal hours. For example, if a summer page position is funded for 20 hours a week, multiply 20 x 12 weeks (4 weeks each for June, July, August) and divide by 52 weeks to report 4.6 prorated hours a week. 

Formula for Prorating less-than-weekly Position Hours- For positions such as rotating weekend reference librarian, prorate the hours to obtain a weekly estimate. For example, a reference librarian position is funded from noon to 5, one Sunday a month. The average weekly hours may be prorated as follows: 5 x 12 months divided by 52 to report 1.2 hours a week. If the reference librarian works every other Sunday, the weekly average may be calculated as follows: 52/2 = 26 weeks x 5 hours = 130 hours divided by 52 weeks = 2.5 hours per week on average.

Number of Vacancies- the number of positions in each classification that are temporarily vacant as of 7/1/08. If there are no vacancies in a position classification, report zero in this column.  Do not leave this column blank.  The number reported here for each position classification must be equal to or less than the figure reported in the ‘Number of Positions’ column.  Do not report frozen positions as vacancies; omit frozen positions from the ARIS.

POSITIONS:



Library Director- Head of a library or library system.

Assistant Director- Librarian ranking next to the Library Director and having responsibility for library activities in the absence of the Director.

Senior Librarian- Librarian, typically at the department head level and has supervisory responsibility for other professional librarians.  

Branch Librarian- May be either Senior or Staff Librarians, but should be reported separately because of their unique position as Branch Librarians.  Branch Librarians spend at least half of their work week in a branch library setting.

Staff Librarian- Both experienced and entry-level librarians in the following areas, who may have supervisory responsibility for support positions but do not have supervisory responsibility for other professional staff:

Staff Librarian-Adult Reference Services 
Staff Librarian-Children's
Staff Librarian-Circulation Services
Staff Librarian-Technical Services (Cataloging & Related)

Staff Librarian-YA Services
Staff Librarian-Other - Positions which do not easily fit into the existing position titles supplied here.  For example, information systems librarians, development and fund raising officer, volunteer coordinator, museum curator, and webmaster.  

Library Associate-Senior Library Technician- Senior Library Associates perform more complex circulation, processing, or public service duties (not general clerical work) under professional supervision and often have supervisory responsibility for subordinate staff. 
Library Technician- Performs circulation, processing, or public service duties (not general clerical work) under supervision.  Typically does not have supervisory responsibilities.

Page- Shelves and/or retrieves books and other materials.  Typically a part-time position with no supervisory responsibilities.

Administrative Assistant- May include a variety of job titles such as Director's Secretary or Assistant to the Director.  May have more administrative responsibility than typical clerical positions, but not the professional or managerial responsibilities associated with the Assistant Director, Senior Librarian, or Staff Librarian classifications.
Clerical Staff- Examples of job titles are clerical assistant, library aide, clerk-typist, secretary, bookkeeper.

Other library staff- Support positions which do not easily fit into the Library Associates/Senior Technicians, Library Technicians, Pages, Administrative Assistant, Clerical and Custodial positions.  For example, security staff and bookmobile driver.  

Custodian- Include only if the salary is part of the library's budget.  Do not list if the position is funded by another municipal department or is contracted out to a firm or individual.

Section C - NUMBER OF STAFF & DIRECTOR’S ANNUAL SALARY

Report the number of PEOPLE in the funded positions, as of 7/1/08, including Custodians on the library’s payroll. Exclude vacant positions and frozen positions.  Usually there is one person per position but it may be more when positions are shared and less when one person holds more than one position. 

C1 Number of Staff Working 35 Hours or More Per Week- Excluding vacancies and frozen positions, report the total number of people in all positions reported in Section B typically working 35 hours or more per week.

C2 Number of Staff Working Fewer Than 35 Hours Per Week- Excluding vacancies and frozen positions, report the total number of people in all positions reported in Section B typically working fewer than 35 hours a week. 

For most libraries, the sum of C1 and C2 should equal the sum of all the educational levels reported in Section D, minus the number of custodians.

C3 Annual Salary of Library Director- For the library director’s position, list the annual salary actually paid as of 7/1/08.  If the Director is under contract, this would be the contracted amount. If possible, exclude benefits such as longevity pay and educational bonus.
Section D - STAFF EDUCATIONAL LEVELS AS OF 7/1/08
Report one educational level for each staff member reported in Section C, questions C1 and C2.  Exclude custodians and vacancies and frozen positions.

HIGHEST EDUCATIONAL LEVEL ATTAINED

For each position classification, report the NUMBER of staff holding positions in that classification for which the specified educational level is the highest educational level completed.  When a staff member has both an ALA-accredited MLS and an additional advanced degree(s) do not report the additional advanced degree(s), report only ‘Master's Library Science’. 

In the rare instance where one staff member holds two positions, report their education level only once in the position classification which has the greatest responsibility or most hours per week.  In the margin for both positions, note that 1 person holds 2 positions and give the other position title.

Master’s/Doctorate in Library Science- Include ALA-accredited programs regardless of degree name, for example, master's in library and information science, master's in library science. Graduates of programs which have been discontinued or which currently are not ALA-accredited should be counted here if the degrees were awarded when the program was accredited by ALA.

Other Graduate Degree- All doctoral degrees and master's degrees other than an ALA-MLS. 

2 or More Years of College- An associate's degree or between two and four years of college credits.

Fewer Than 2 Years of College- Some college courses completed, but fewer than two years of college credits.

High School Students/Other- Categories of educational attainment not accounted for elsewhere; include unknown here.

Total MLS Hours Per Week- Add all the hours usually worked in a week by all staff members counted in the "Master's Library Science" column, excluding the shaded positions (Library Associates through Clerical and Other).
Section E - HOLDINGS INFORMATION AS OF 6/30/08
Include duplicates and gifts and data for all the library’s outlets: main, branch and bookmobile.  Report Young Adult with Adult.  If you cannot separate Children’s from Adult holdings for all media types that the library has, please select one of these reporting options for all the Children’s media types:  

1. report ‘NC’ in the Children’s fields for ‘Not Counted’ and report all the holdings in both the Adult and Total columns, OR
2. report a knowledgeable estimated count in the Children’s column, an estimate in the Adult column and the estimated total in Total column.
Among holdings, count books, audio and video materials from rental/lease plans such as McNaughton and from rotating video circuits that are among the holdings as of June 30th.
Report physical units. For smaller libraries, when volume data is not available, title information may be substituted. Items that are packaged together as a unit, e.g., two compact discs, two films, or two video cassettes, and are generally checked out as a unit, should be counted as one physical unit. However, if parts of a bibliographic item are separately bar coded (e.g. two video cassettes for Gone with the Wind), each may be counted as a physical unit. 

The format under which you cataloged an item for your collection is the determining factor when deciding the media format under which to report holdings on the ARIS. 

E1 Books- Number of print volumes owned by the library (e.g. 3 copies of the same title = 3 volumes). Include books accompanied with a floppy disk or CD-ROM. 

E2 Volumes of Print Periodicals, Newspapers and Other Print Serials- Report the number of monographic series (e.g. Fodor’s Guide to Europe) that are not included in E1 and the number of bibliographic volumes (as defined by the publisher) of periodicals and newspapers owned by the library. For example, the publisher of Library Journal defines one volume as all the issues published in one calendar year. Therefore, if the library owns 10 years of Library Journal, report holdings of 10 volumes. 

You may estimate the number of bibliographic volumes of periodicals and newspapers as the number of years of back runs that the library retains (e.g. 5 years of American Libraries equals 5 volumes). Write ‘NC’ if your library does not have records regarding bibliographic volumes.

Under Holdings Information, do not report the number of issues of periodicals the library owns or has access to.

E3 Audio- Include all audio formats designed primarily to be played on audio equipment. Examples include compact discs (not CD-ROMs), cassettes, records, music cassettes, spoken word and language instruction products. (Report materials in compact disc-read-only format designed primarily for playback on a computer in E6, Materials in electronic format.)

(
E5 E-books- Report only E-books owned by the library or available through an automated network, not those available, at no charge to your library, from a state or regional contract.
(
E6 Downloadable audio- Report only downloadable audio owned by the library or available through an automated network, not those available, at no charge to your library, from a state or regional contract.
(
E7 Downloadable video- Report only downloadable video owned by the library or available through an automated network, not those available, at no charge to your library, from a state or regional contract.
E8 Other Materials in Electronic Format- Report the number of items in electronic format, i.e., processed by a computer. Include circulating materials (e.g. The Magic School Bus), and reference resources (e.g. Grolier's Encyclopedia) and applications software materials patrons sign up to use at the public computer(s) (e.g. Microsoft Word). Include CD-ROMs owned as a result of CD-ROM subscriptions here but count the number of subscription(s) in F3. Count items that are packaged together as one physical unit.  Include CD-ROMs, exclude e-books. Exclude floppy disks or CD-ROMs that accompany and are cataloged with books. 

E9 Materials in Microforms- Report physical units of microforms. Physical units may be estimated by counting the fiche in one compressed inch times the inches of drawer space, or the number of rolls in one drawer times the number of drawers. 

E10 Miscellaneous- Include other materials not reported elsewhere that the library circulates such as  films, framed art work, kits, puppets, slide sets, educational aids.
Section F - NUMBER OF PRINT AND NON-PRINT SUBSCRIPTIONS 

F1 & F3- Report the number of subscriptions (purchased and donated) received by the library and its branches as of 6/30/08. Count titles, including duplicate titles, not individual issues. Include children's, YA, adult, duplicate and gift subscriptions. Exclude periodicals residents bring from home, e-books and do not count McNaughton-type rental/lease plans as subscriptions.
F1 Print Serial Subscriptions- Number of subscriptions to periodicals, newspapers and monographic series in print format; examples respectively are Newsweek, The Boston Globe and H. W. Wilson’s Public Library Catalog (print edition). 

F2 Subscriptions to Electronic Serials- Number of subscriptions to periodicals, newspapers and monographic series in electronic format (CD-ROM and online); examples, respectively, are CQ Weekly Report, The Los Angeles Times and Books in Print on Disc.
Include subscriptions accessible through an automated network, e.g., Patriot Ledger on the Old Colony Library Network. Exclude subscriptions available, at no charge to your library, through the regions and/or the statewide contract such as The Gale Group databases and The Boston Globe.  Exclude subscriptions to indexing and abstracting databases that include full-text serial content (e.g. EBSCO Host, ProQuest, OCLC FirstSearch).  Exclude access to the Internet itself as a subscription even if you pay the Internet provider a monthly fee.
(
F3 Other Subscriptions- Examples include microforms and paid and gift subscriptions to museum passes. Examples of microforms include subscriptions to microform copies of Time, The New York Times and dissertations.  Count periodical titles, or product titles if a series.  For museum passes, count each membership, not individual passes or the number of admissions permitted by each pass. For example, three separate passes issued by a museum for Saturday, Sunday, and Monday through Friday, are reported as one if they are issued on one membership.
Section G - DATABASES


G1 Databases-  SEQ CHAPTER \h \r 1Include those databases paid for directly or indirectly from the library’s budget (e.g., automated library network databases). A database is a collection of electronically stored data or unit records (facts, bibliographic data, abstracts, texts) with a common user interface and software for the retrieval and manipulation of the data.  The data or records are usually collected with a particular intent and relate to a defined topic.  Each licensed database product is counted individually even if access to several licensed database products is supported through the same interface.
Section H - CIRCULATION INFORMATION FOR FY2007 (7/1/07-6/30/08)

Include data for main and branch libraries and bookmobiles. Also, include circulation of all materials in all formats that are charged out for use outside the library, interlibrary loans lent to users of your library (not ILLs checked out to another library), renewals, all types of nonresident circulation, circulation from deposit collections owned by regional library systems, circulation of rental/lease plan (e.g., McNaughton) book, audio and video materials as well as circulation of videos from collections that rotate among a circuit of towns.  
Report Young Adult with Adult.  If you cannot separate Children’s from Adult holdings for all the media formats the library has, please select one of these reporting options for all the Children’s media types:  

1. report ‘NC’ in the Children’s fields for ‘Not Counted’ and report all the circulation in both the Adult and Total columns, OR
2. report a knowledgeable estimated count in the Children’s column, an estimate in the Adult column and the estimated total in Total column.

H2 Print Periodical, Newspapers and Other Print Serials- Include circulation of individual issues of journals. 
H10 Miscellaneous- Count one for each circulation of materials not mentioned elsewhere such as educational aids, films, filmstrips, framed artworks, kits, puppets, slide sets, museum passes. For passes, count one for each circulation of a pass, not the number of admissions authorized by the pass.

Section I - INTERLIBRARY LOANS

Report the number of library materials and non-returnables (e.g., faxes/photocopies, electronic files) RECEIVED FROM (I1) and PROVIDED TO (I2) other libraries. 

REMINDER - For the purposes of the ARIS, consider INTERLIBRARY LOAN (ILL) in its broadest sense. That is, as any loan or receipt of materials (or giving of a non-returnable photocopy or fax) on request between libraries under different administrations, including all types of libraries, regardless of their location in the world or their membership in any region or network. Consider the loan of materials on request between libraries in the same network as ILLs and between libraries in different networks as ILLs, regardless of the different terms that your network may use to describe such transactions.  For the purpose of the ARIS, all of these transactions are interlibrary loans and should be reported in Section I.


Non-returnables- Report the number of ITEMS (not pages) separately from library materials. Include faxes, photocopies, and electronic files.  Include materials received from the Boston Public Library’s Statewide Reference and Research Center. 
Faxes and copies made by local library staff while assisting a patron on site in response to a telephone, mail, email or fax reference questions should not be reported here; but should be counted in reference transactions.

Section J – How many Interlibrary Loans to other libraries are reported in Total Circulation, Section H? 
Report here how many of the interlibrary loans of library materials provided to other libraries reported in I2 are also reported in section H. When none of the library’s ILLs reported in I2 are reported in Section H, enter zeros in Section J.  For example: Sample Public Library, reported a total of 300 library materials provided to other libraries on line I2. The director knows that 62 of those 300 ILLs are also reported in Section H under the various types of media lent. (3 ILLs were provided to libraries outside the state and 59 were provided to the in-state libraries that are not members of their network.) Therefore, Sample Public Library would report 62 (3 + 59) in Section J under Adult/YA and under Total. If the library can readily determine which of the 62 were children’s and adult/YA materials, the figure should be split up. 

Section K - NONRESIDENT CIRCULATION TRANSACTIONS

See separate ‘Nonresident Circulation Form’ accompanying the ARIS form and figures compiled by your network.  

Section L - SERVICES INFORMATION DURING FY2008 

Report data for main and branch libraries and bookmobiles.  Include Young Adult with Adult.  

L1-L3 Total Hours the MAIN Library (L1), BRANCHES (L2), BOOKMOBILE (L3) were Open 

The total public service hours each of these types of service outlets for your library was actually open to the public during the fiscal year. Exclude hours that were scheduled but not actually open due to holidays, construction, weather, staff emergencies, etc.  In the case of a bookmobile, exclude hours the vehicle was off the road because of repairs, etc. Exclude the hours that a regional library system bookmobile may have been at your library unless the library was open to the public. Exclude hours that non-bookmobile vehicles were on the road, such as the hours a van was making deliveries to the homebound.

L4 Total Number of Saturdays Open- If both a branch and the main library are open on a Saturday, count that day only once.  The response can not exceed 52.
L5 Total Hours the Library Was Open On Saturday- The sum of the hours open at the main and branch libraries and bookmobile on Saturdays between 7/1/07 and 6/30/08.  
L6 Total Number of Sundays Open- If both a branch and the main library are open on a Sunday, count that day only once.  The response can not exceed 52.

L7 Total Hours the Library Was Open On Sundays- The sum of the hours open at the main and branch libraries and bookmobile on Sundays between 7/1/07 and 6/30/08.


L8 Total Hours the Library Was Open After 5 p.m.- Round to a whole number.  Do not prorate or estimate, report actual number of hours open after 5 p.m.
L9 Attendance in Library- Report the number of times people entered all of the library’s outlets: main + branch + bookmobile. Do not report figures for less than July through June; if you have figures for less than 12 months, extrapolate to 12 months and report the extrapolated annual figure. If the library’s counter records customers entering and leaving, divide the count by two.  Procedures for estimating library visits may be adapted from the procedure for sampling reference transactions, available at: 

http://mblc.state.ma.us/grants/state_aid/faqs/pref_method.php
L10 Number of Reference Transactions- Report reference transactions that occurred at all of the library’s outlets: main + branch + bookmobile.  Do not report figures for less than July through June; if you have figures for less than 12 months, extrapolate to 12 months and report the extrapolated annual figure. 
A reference transaction is an information contact (not a directional transaction) which involves the knowledge, use, recommendations, interpretation or instruction in the use of one or more information sources by a member of the library staff.  It includes information and referral services.  Information sources include printed and non-printed materials, machine-readable databases, catalogs and other holdings records, and, through communication or referral, other libraries and institutions and people inside and outside the library.  The request may come in person, by phone, by fax, mail, or by electronic-mail from an adult, a young adult, or a child. Includes informal Internet and computer instruction sessions.

A procedure for sampling reference transactions is available at: 
http://mblc.state.ma.us/grants/state_aid/faqs/pref_method.php
L11 Number of Children's Programs Held- Programs designed for people 14 and under.  Each library-sponsored event is a program, e.g. a summer reading program that includes a weekly meeting of children for six weeks counts as six programs. Include classroom visits to the library, book talks to visiting classes and meetings of book discussion groups. Include formal Internet, computer and electronic resource training sessions for children referenced in O4. Exclude programs that are offered but do not have attendees. Exclude routine use of a library's Homework Center and activities such as on-going exhibits, contests run by the library, handouts, parades, or library booths at fairs.  Use of the library meeting room by groups other than the library itself is not counted either.
A program is defined here as any planned event that introduces library services, provides information or entertainment, or promotes the library.  It may take place in the library or elsewhere in the community, but the library must be a primary sponsor of the event, contributing time, money, space, or people to the planning or presentation of the program.  This includes programs for special groups of children such as Scout troops.  

L12 Total Attendance at All Children’s Programs- Count each person (child, YA and adult) attending a children’s program as one. Report a cumulative count of attendees, not a count of unique attendees. Exclude routine attendance at a library’s Homework Center. 
L13 Number of Adult and YA Programs Held- (see program definition above under L12.)  Include programs designed for either people over 18 (adults) or for young people ages 12-18. Include formal Internet, computer and electronic resource adult/YA training sessions referenced in O4. Exclude programs that are offered but do not have attendees. 
L14 Total Attendance at all Adult & YA programs - Count each person (child, YA and adult) attending an adult or YA program as one. Report a cumulative count of attendees, not a count of unique attendees. Exclude routine attendance at a library’s Homework Center.

L15 Total Number of Persons Volunteering- Exclude the members of the Board of Trustees when acting in their capacity as Board members (e.g. attending Board meetings, presenting the library’s budget request) and exclude Friends when engaged in the administrative work of their association (e.g. monthly organizational meetings) but include them when they are supporting library service goals, e.g. fund raising such as conducting a book sale.

Exclude a paid library director who also works additional unpaid hours in his/her role as library director (e.g. performing the same range of duties as when compensated). Also exclude any personnel paid through subsidized employment/training programs.

Section M - SERVICE AS OF 6/30/08
M1 Number of Registered Borrowers- Members of automated resource sharing networks should report the number provided by their network.  Counting methodologies vary from network to network. 


M2 How many residents of your municipality were registered to use your library as of 6/30/08?  
Report the number of people who live in your municipality who have a public library card that enables them to use your library.  It doesn’t matter where the library card was issued; report all residents who have library cards.  For the few libraries that register families rather than individuals, report the number of families, noting that the figure is not individuals.  Exclude institutional borrowers such as nursing homes and day care centers.
M5 Number of Library's Bookmobiles in Service- Count the number of bookmobiles in use, not the number of stops it makes. Exclude bookmobiles owned by regional library systems and vans the library may use for delivery to shut-ins.

Section N - SERVICE CONDITIONS DURING FY2008 

Please list any reason(s) why your data differs substantially from last year (e.g. library building construction or renovation, flood, etc.)
Section O - INTERNET AND ELECTRONIC SERVICES AS OF 6/30/08 AND DURING FY2008
O1 Number of Public Use Internet Computers Available in the Library and Its Branches and Bookmobiles (as of 6/30/08). If patrons use computers, count here, even if staff use them too. Include computers in a lab used for public instruction.  Include computers in children’s area (question Q3.)

O2 Was Wireless Internet Access Available for Public Use in the Main Library Facility (as of 6/30/08).  Report wireless Internet access in branches or bookmobiles on the branch and bookmobile forms.   
O3 How Many "Hits" Were Recorded On the Library’s Website during FY2008? - Retrieval of any item, like a page or a graphic, from a Web server.  For example, when a visitor accesses the library's homepage which has four graphics, typically that is 5 hits, one for the page and four for the graphics.  Use data provided by the library’s Internet Service Provider. Estimated data for the year may be extrapolated from partial existing records.  
O4 Did Your Library Hold Formal Training Sessions in the Use of Electronic Resources for Library Users?- Includes group or one-on-one, face-to-face and long distance training in the use of any electronic resource (including the Internet) and the equipment needed to access it.  Sessions are scheduled, of specified duration, covering specified topics in accordance with a plan and with desired goals; they may be held at a non-library location.  These sessions should be reported with Adult/YA and Children’s programs, as appropriate, in questions L14 and L12.  
  
O5 Number of Users of Public Internet Computers In the Library during FY2008 during a Typical Week- Report the number of individuals who have used Internet computers in the library during a typical week.  If computers are used for multiple purposes (Internet access, word processing, OPAC, etc.) and Internet users cannot be isolated, report all usage.    
Estimates may be extrapolated from existing partial data. Procedures for estimating library visits and reference transactions may be adapted for this data item. The number of in-library users may be counted manually, using registration logs, or with Web-tracking software.

O6 Did the Library Have an Acceptable Use Policy for Internet Access?- An Internet acceptable use policy is a written policy outlining the terms and conditions of Internet use in the library.
(
O7 Did the Library use Technological Measures to Block Access to certain Internet content?-Technological measures include the use of filtering software on the library’s Internet server, on computer hard drives (e.g., Cyberpatrol, Bess), by the Internet service provider, or through Internet search engine blocks (e.g., Google Safe Search or Yahoo Mature Content Filtering).  
(
Section P – FRIENDS, TRUSTEES, FOUNDATIONS AND GOVERNANCE

P4  Governance- City Library: The library may have been formed by a city on its own initiative.  It is governed as specified in the charter of the municipality or by special acts of the state legislature.  Funding is provided through state and local appropriations. (c.78, s.7; c.43B)  
Town Library: The library may have been established by resolution of the town governing body.  It is governed by a board of trustees who may be elected, appointed, self-perpetuating or ex officio. (c.78, s.7 & s.10; c.43B)
Corporation/Association:  The library was established as a non-profit library corporation, usually in conjunction with a will, deed or bequest to provide free library services to the public.  Governance is set out in the original instrument or articles of incorporation.  This library may receive state, local, and private funding.  In many cases some funding is also derived from the original endowment. (c.78, s.1; c.180, ss.1-4)
Section Q – STAFF PROVIDING SERVICES TO CHILDREN (14 and under) IN AN AVERAGE WEEK DURING FY2008
Basic services provided by the Children's department to people age 14 and under, parents and caregivers, adults  working with children, and agencies/organizations serving children, students of children's literature, writers, artists & craftspeople, adults developing language skills, and adults needing basic subject material. Basic services include:  develop and maintain a collection; provide reference; provide reader's assistance; develop programs to promote the objectives of the department; provide outreach activities, such as school & child day care visits, homebound delivery & deposit collections; provide access to children's materials & services through catalogs, ILL, electronic technology; represent the library to the community; improve existing services through evaluation of use and effectiveness of services.
If hours worked providing Children’s Services vary from week to week or are seasonal, prorate the hours and report the average worked per week.  If there were staff variations because of vacancies or layoffs, report an average hours per week.  The hours reported in Section Q need not equal the number of hours the library is open per week.
Q1 All Library Staff- exclude custodians.
Section R. CHILDREN’S AND YOUNG ADULT SERVICES AND FACILITIES
R2. Did Your Library Have a Homework Center? - A homework center is a space in the library dedicated to meeting the curricular needs of specified grades and/or home schoolers.  The space is designated for use during specific times of the day.  It houses, separate from the rest of the library, at least one CD-ROM or Internet station and materials in a variety of print, non-print and electronic formats related to the curriculum needs of the target grades.  The center is staffed by library staff and/or volunteer coaches trained by the library staff to assist students.
R3 How Many Children (14 and under) Participated in the Library’s Calendar Year 2008 Summer Reading Program? -Please report information for the period January 1, 2008 through December 31, 2008.  Please estimate if the summer reading program has not finished for the year.
Section S. MAIN LIBRARY FACILITY AS OF 6/30/08
This section displays previously reported data about the MAIN LIBRARY FACILITY.   Please update the data as of 6/30/08 by noting any corrections on the right. 

S1 Square feet (gross) - The square feet of the area on all floors enclosed by the outer walls including all areas occupied by the library, areas off-limits to the public such as mechanical rooms, and areas shared with another agency or agencies if the library has use of that area.
S3 Year of the Most Recent Renovation- Renovation includes addition, expansion, alteration, rehabilitation and restoration. Only the year of the most recent work will appear when the main library building has undergone successive renovations. Please indicate ‘None’ if a renovation has not yet been undertaken.

S4 Number of Dedicated Parking Spaces - The number of parking spaces available exclusively for library customers.  These include the following:  on-street parking identified with signs as for library patrons only, spaces in a lot designated solely for the library, and/or a proportion of spaces in a parking lot shared with another enterprise.  Excludes staff parking spaces and street parking not expressly indicated with a sign as for the library. An estimate of dedicated spaces is shown when the library shares a parking lot with another entity. 
S5 Seating Capacity of the (Main) Library (exclude general meeting rooms)- Report seats provided for users for reading or studying whether with or without equipment.  Include seats in carrels, in seminar and quiet study rooms and the audiovisual and children(s departments of the library.  Exclude seats in halls and theaters intended for audiences or special events. Also exclude informal seating such as floor space on which users may sit. Include bean bag chairs.  Exclude meeting room seats, floor cushion and pillow seating, story-hour-pit step seats, window seats and exterior seats. 
S6 Meeting Rooms in the Main Library Facility- Include room(s) where two or more patrons may have a public or group meeting after reserving the space with library staff.  For example, include conference rooms, auditoriums, general program rooms and rooms where ESL and literacy training takes place unless the latter is in a quiet study room.  Computer training labs are excluded as are rooms that are normally public service areas, such as reference, children's and local history rooms. For purposes of this survey, a (Quiet Study Room( is not a (Meeting Room(  though the differences may be only a matter of scale.  Count a room as either a (Quiet Study Room( or a (Meeting Room(, not both. 
S9 Does the Largest Meeting Room Have a High Speed Internet Connection? Internet access in the meeting room is via DSL, T1 line or cable modem instead of a modem using a standard telephone line.  
Section T - MAIN LIBRARY FACILITY DURING FY2008
T1 Number of Times Meeting Rooms (in the Main Library) Were Used for All Purposes? (exclude library staff meetings) Include all uses except your library staff meetings.  Include uses by other library groups such as your region, your network or the Board of Library Commissioners. If the meeting room is occasionally used for quiet study, count those uses here.  Count each use as one. For example, if the Garden Club uses the meeting room once a month, count 12 not 1. If a meeting room has an accordion divider so that it is sometimes used as 1 room and sometimes as two rooms, count the room as one and count all the uses whether as 1 or 2 spaces.  
FY2009 BRANCH/OUTLET SURVEY

A Number of Meeting Rooms- Count only rooms that are exclusively meeting rooms.  Exclude a reference room or children’s room in which meetings are also held.  

B3 Sum of All Hours Worked by All Branch Staff during an Average Week in FY2008- For a typical week during the last fiscal year, add up all the hours worked by all the branch staff members.  If some staff split their time between branch services and main library services, count only their branch service hours here.  Do not report an annual figure.  For example, if a branch has three staff who each work 20 hours a week at the branch and one staff member who works 10 hours at the main library reference desk and 15 hours at the branch, the response is 75 (3 x 20 + 15) rather than 85.

B4 Total Hours the Branch was Open- If your library has only one branch, the response here will be the same as reported on the ARIS, p. 6, L2.  If your library has more than one branch, the sum of B4 on all branch forms should be the same as the figure reported on the ARIS, p.6, L2.

B5 Number of Public Use Internet Computers Available in the Branch as of 6/30/08- If patrons use computers, count here, even if staff use them too. Include computers in a lab used for public instruction.  
B7  Number of Times Meeting Rooms were Used for All Purposes- Exclude library staff meetings.
B8 Attendance in Library- Report the number of times people entered the outlet/branch.  Do not report figures for less than July through June; if you have figures for less than 12 months, extrapolate to 12 months and report the extrapolated annual figure. If the library’s counter records customers entering and leaving, divide the count by two.   

B9 Number of Reference Transactions- Report reference transactions that occurred at the outlet/branch.  Do not report figures for less than July through June; if you have figures for less than 12 months, extrapolate to 12 months and report the extrapolated annual figure. Include informal Internet, computer and electronic resource training sessions with library users when they meet the definition of a reference question. 
For additional information, contact James Lonergan, State Aid Specialist (james.lonergan@state.ma.us) 
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