Nebraska Library Commission
2016 Nebraska Library Internship Grant Program

Instructions for Directors & Intern Supervisors for Internship Program

The Nebraska Library Commission is pleased to be working with your library on your upcoming grant-funded internship. Beyond providing the funds, this program is about helping you enhance your intern’s library work experience and helping your intern view librarianship as a viable career opportunity.

Listed below are important components and expectations of the internship program covered in your award letter and agreement that needs your attention and consideration for this program to go smoothly.

· Suggestions

· Beyond advertising your internship position locally you may wish to use statewide venues so that college students away from home may learn about your upcoming opportunities. Two opportunities you can use to reach students include:  http://www.internne.com/ (for any internships within Nebraska) and for library internships and other library-related positions use the Commission’s http://nowhiringatyourlibrary.nebraska.gov/scripts/jobbank/jobform.asp  
· NLC’s 2016 Nebraska Library Internship Grant Program web page is a good resource for you and is linked here: http://nowhiringatyourlibrary.nebraska.gov/Internships.asp
(Sections include: Grant Overview, Goals & Outcomes, Grant Program Calendar & Deadlines, Eligible Interns and the Type of Internship, General Information about Internships, Expectations of Awarded Applicants & Selected Interns, Additional Helpful Information and Internships in General, and other information.
· “The Employer Guidebook to Developing a Successful Internship Program” found on  InternNE.com, a program of the Nebraska Department of Economic Development, provides you with additional information concerning internships and can be found at:    http://nowhiringatyourlibrary.nebraska.gov/internship/Employer's_Guidebook_to_Developing_a_Successful_Internship_Program.pdf
· Expectations
Before the Internship:

· If the intern supervisor did not participate in or view the recorded version of the February 17th NCompass Live: The Secret to Successful Internships, have them do so by following this link: http://nlc.nebraska.gov/scripts/calendar/eventshow.asp?ProgID=15079 If you watched the session but would like to refer to the outline of the session as a guide as you prepare for your intern, that informative outline can be found at: http://nowhiringatyourlibrary.nebraska.gov/interns/SecretofSuccessfulInternshipsOutline.pdf
· Remember the intern must be a high school or college student AND must have never interned or been employed by a library. (There are no restrictions associated with current or former library volunteers.)
· Once the intern(s) has been hired or secured through a stipend arrangement, inform JoAnn McManus of the planned start date and estimated end date of the internship.
· Determine how supervision will be conducted. Make sure the intern’s supervisor contact information is communicated to JoAnn McManus if the supervisor is someone other than the one listed in your grant application.
· Create or refer to your schedule of activities for the internship. An example schedule of activities might be helpful. You are encouraged to download the example at: http://nowhiringatyourlibrary.nebraska.gov/interns/ProposedTimelineandScheduleofInternshipActivties.docx
· At the start of the internship (or before):
· Inform JoAnn McManus of the start date and estimated end date of the internship.
· Print off the Intern Surveys Participation Consent Form (and Refusal Form) available at: http://nowhiringatyourlibrary.nebraska.gov/Internship/SurveyConsent.pdf
· If the intern is under 18, provide the Intern Surveys Participation Consent Form to the intern to take home to a parent and ask them to bring it back with them when they next report at work. If the parent is not interested in providing their consent, provide the “Refusal to Participate in the Intern Surveys Form” so that the intern can get a signature on that form and return it to the library.  

· If the intern is 18 or over, ask the intern to read and sign the Intern Surveys Participation Consent Form.  If the intern is not interested in providing their consent, ask the intern to sign the “Refusal to Participate in the Intern Surveys Form.” 
· The library should return the signed form to JoAnn McManus within the first 30 days of the internship.

· If the intern, or their parent/guardian, signed the consent form, direct the intern to complete the online baseline survey on the first day of the internship (if possible) found at: https://www.surveymonkey.com/r/InternBaseline  The intern may complete that survey at the library or at home if that is their preference. You may view a PDF of Intern Baseline survey as an FYI, however interns should complete the survey online through the SurveyMonkey link above. The PDF link (for your reference only) is provided here: http://nowhiringatyourlibrary.nebraska.gov/interns/InternBaselineSurvey.pdf
· Remember the internship should not start before March 15, 2016 and must conclude by November 30, 2016.

· Remember the library shall only expend grant dollars on stipends provided to the eligible interns, intern wages, and/or for withholdings such as FICA and other taxes associated with earned wages.
During the internship:
· Track the intern’s hours and activities.
· Consider keeping a scrapbook or diary.
· Save copies of the intern’s written works and other projects.
· Take pictures of the intern in action. Ask the intern (or their parent if the intern is under 18 years of age), to sign a photo release form if you wish to use the photo or provide the photo to the Nebraska Library Commission for their use. http://nowhiringatyourlibrary.nebraska.gov/interns/PhotoPermissionForm.docx
· Consider posting activities/photos to Facebook and other social media outlets.
· Highlight the intern’s activities in newsletters, newspapers articles or press releases.
· We encourage both you and your intern to actively participate on the Nebraska Librarians Learning Together Facebook page and share your thoughts and activities, available at http://www.facebook.com/NebraskaLibrarians
· If you adjust the activities significantly from your grant application, provide that information to JoAnn McManus so that any issues or questions regarding new activities may be addressed.

· Communicate how supervision will be conducted with the intern and work with the student to finalize a list of projects that will be completed taking advantage of their interest, talents, and skills if possible.
· Orient the intern to library-related educational and career opportunities (good sources are: http://nowhiringatyourlibrary.nebraska.gov/Learning.asp and http://nowhiringatyourlibrary.nebraska.gov/jobsandcareers__librarycareerinfo.asp
· Provide an orientation of the various facets of library work even if the intern’s duties are limited to a more narrow focus. Link to a Sample Public Library Orientation Plan: http://nowhiringatyourlibrary.nebraska.gov/interns/SamplePublicLibraryOrientationPlan.docx
· Stay in touch with JoAnn McManus. From time to time, JoAnn may request feedback from you about various aspects of the internship program. We appreciate your timely response to our email and telephone inquiries.
· Credit the Nebraska Library Commission and the Institute of Museum and Library Services in all internship publicity by using the following language: Funding for the project is supported in part by the Institute of Museum and Library Services (IMLS) under the provisions of the Library Services and Technology Act as administered by the Nebraska Library Commission, in partnership with the Nebraska Library Systems.
· When publicizing intern activities you may wish to refer to NLC’s February 16 press release for useful information.  http://nlc.nebraska.gov/publications/newsreleases/1602InternshipGrantsAwardedtoNebraskaPublicLibraries.aspx Contact Mary Jo Ryan at maryjo.ryan@nebraska.gov for advice.
At the end of the internship: (these links and forms will be provided to you in May)
· Direct intern (or interns) to complete the online post-internship survey. 
· Complete the online Supervisor Reporting Form about each intern that were funded by the grant. 

· Complete the online Supervisor Reporting Form about the Internship Program. 
· The Library Director completes and submits a form attesting to how funds were expended.
· Reflect on the program’s goals to ensure your internship supports the goals where possible:
· High school and college students get involved in real library work that takes advantage of their experience and interests.

· The internship introduces promising high school and college students to the varied and exciting work of Nebraska libraries.

· The internship functions as a recruitment tool, helping the student view the library as a viable career opportunity.

· The internship provides students with an enlightened view of the roles of libraries and librarians, an understanding of behind-the-scenes library operations, and insights into the role of technology in libraries.

· Libraries receive financial assistance to provide stipends (or wages) to students who often help expand a program or complete a project and bring in fresh ideas.
Questions? 
JoAnn McManus, Grant Coordinator
Nebraska Library Commission

1200 N Street, Suite 120

Lincoln, NE 68508

402-471-4870, 800-307-2665 (NE only)

joann.mcmanus@nebraska.gov
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