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Libraries and 1nformatlon centers are rapldly

-becoming an 1ntegral part of American Indian live. A primary concern
of Indiam people is the avallabllluy ©of dependable information on
those issues and programs which directly affect their day to day s
lives. As the community informatiof agency, the library plays a key
role in 1mprov1ng access to local 1nformat10n. The library should.

concern itself wi
the grass roots

- meeting the 1nformat;onal needs of individuals,
y collecting, organlzlng, and disseminating

information on local programs and issues,' as- they presently exist in

the most objective and effecient means possible. In order,to de

elop

a successful information center, soundg plannlng is required. Guazde 8,

information,

' E R E R B

********************#****************:&******i*************************

Documernts acqulred by ERIC include many informal unpubllshed
materials not available from other sources. ERIC makes every effort -
to obtalﬁ the best copy availablée. nevertheless, items of ‘marginal *
reproducibility are often sncountered and this affects the quality *
of the microfiche and hardcopy reproductions ERIC makes available *
via the ERIC Document Reproduction ‘Service (EDRS) . *
responsible for the guality of the original document. Reproductions *

*
*

supplied by EDRS .are the best that can be made from the original.
e 35 2 ke o e ok e ok o o ok sk o s ke o ke ok ook ot oo ke ok e ok e ok ke ok ok ok e o e ok ke o ke s sk sk o ok kol ok s ofol sk K Sk koK

—part of a series of 11 guides de51gnad to provide initial direction
and alternatives to those planning oL, developing Indian. library _and *
information systenms, glvas a descrlptlon of information centers and
how. to implement them in Indian communities. Topics covered are:
types and location of information, organlzatlon and storage of

and methods of dlssemlnatlon.
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PREFACE .
&

4

Libraries and information centers are xrapidly becoming an
integral_part of Indian life. Individuals, organizations, and
tribes have come to the decision that librartes and the infor= _
mation services Vﬁgk they offer are necessary to meet Indian
goals. These goald may vary widely, from improved access to i
education,,cultural information, information on available social
services, to leisure reading. They are all based in a component
or institution desi%ned to progess ihformation - 4 library.

As yet, only limited resources are available to meet this
fast growing demand. Funding must usually be garnered from
other programs. Professionally qualified Indian librarians and
trained Indian technicians are in critically short supply. Books
and other informational resources still contain racist informa-
tion. Experience in developing programs, and services which
meet the local community's needs is slight. Specific sensitiv-
jty to Indian ways and alternatives is Jist devefoping as 1li-
brary and information $ervices develop in\Indian communities.

The purpose of these guides is to provide initial direction
and provide alternatives fo those planning or engaged in devel-
oping Indian library and information systems. Etach guide
discusses Basic policies, initial steps, or discreet actiyities
that apo2ar to be essential to successful Indian library service.
Each guide gives the reader basic directioq and @Tternatives for

developmpent in nis locale. |-
- T ’ .
The reader is strongly advised to recognize these guides
that have been success-

* for what they are - ideas and programs
~ ful in the communities where they are used. They will not solve
all the problems of Indian library servi They will provide
the reader with some ideas, programs, and ¢oncepnts to be con- .
;idered in light of informational needs in the specific Indian

Fomnunity'to be served. .
he
jm-

! Three basic types of information are presented in’
iguides: societal copinggskills, basic considerations fo
,plementation; and descriptions of services unique or critNcal
tto Indian libraries. These gqguides are_supplemented by the
I Appalachian Adult Education Center's,:Library Service Guides..
f The excellent Appalachian quides deal primarily with services
{

. \

in small communities.
. ) \
Coping skills are given in two guides, (#'s"1 and 2).
Organization and implementation will be discussed in five of
the guides (#0,3,9,10, & 11) which cover: funding, organization,

‘} assessing needs, matarials selection, and training. Five
guides will discuss services unique or critical to Indian Library
Service (#4,5,6,7, & 8). These guides cover: cataloging, urban

! services, adult education, program 2lements, and information

{ services. ’ Charles Townley, Editor
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I. DEFINITIONS
Information Center as used in this guide will refer to a
collection of information in all physical formats -on social, ed-

* ucational, and ‘health serv1ces, other surv1va1 1nformat1on, -and

ity. It is staffed by personnel whose functions are collect, or-
ganize, update and disseminate this information to the community
and answer the specific requests of individuals. The goal of

the information center is to provide community residents with
accurate information on issues and programs of local concern
thereby reduc1ng 1nd1V1dua1 frustration and 1mprov1ng effect1vn-
ness of service agencies’.

Indian L1brarx_as used in this guide refers to any organiza-
tion or agency in an Indian community that exists to create, col-
Tect, organize, and disseminate information to that community.

Tt may a]so be known as a culture center or med1a center:

Indian Communities are those groups of Indﬂan—pebpje who-
Tive: together in community andgidentify themselves as a tribe:, -an
organization or group-. EXampﬂgs of Indian communities are reser-
vations, rural communities, and -urban area popu]at1ons

-

T1. STATEMENT OF -PROBLEM "

k A primary concern of Indian peoplé is the availability of
dependable information on those issues and programs that directly
‘affect’ their day to day lives. -Accurate information i$ often
‘difficult to obtain in Indian communities due to the divide and
conguer mentality that has resulted in a plethora of federal,
state, and* tribal programs, each with a specific. objective some-
times at cross-purposes or duplicative sponsored by lTargely auto-
‘NOMOUS organ1zat1ons wi-th Tittle or no -overall organ1zat1on -or
control. Also, as in most small -communities, there is a tendency
to rely on person to person communication or the moccasin tele-
yraph which distorts #nformation on current community issues and
concerns., thereby causing tenSfon and'bad:feeTfngs

Most Indian peoéTe are frustrated and concerned: about this.

significant efforts have been made to create ordep in the Indian
bureaucracy. Also large scale communication systems are being-
developed, through use of the media and”other deviées. -Reliable
person to pecson: communication awaits the implementation of 1n-
formation services. .

As the commun1ty information agency, the Tibrary has a key-~
role to p]ay in improving access to local information. The 1~
brary should concern itself with meeting the informational needs
of individuals, the.grass roots, by collecting, organ1z1ng, and
disseminating information-on local programs and issues, as they

4. \ :
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confusion tresulting from bureaucratic "white" tape, lack of orga-'
nization and faulty communication in the community. Recently some
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presently exist, in the most objective and efficient means possi-
ble. Being an information center or source is a normal role for
a library. For a long time, people have used ldibraries to answer
their routine questions. For example, repairing the car, fixing
i the plumbing, or getting information on their favorite sports.
U The only change is that instead of using books or other commer-
‘ cially available resources, unique and constantly _changing situ-
ations in most Indian communicies requires that the library use
the community as both the source and the}recipient of information.
ITI. PLANNING . / -
® : : 5

In order to develop a successful information center, sound
planning is required. Several questions should be-answered be-
fore operations begin. Some of these are: What types of informa-
tion are vital to the community? Where is this information lo-
cated? What information is necessary?  How should this informa-
tion be collected? How should the infermation be -organized and .
stored? What methods will be used to disseminate this information
ip the community?

V.. TYPES OF INFORMATION

'The first task inﬁplanning an information center is to
determine the locally available information that -people in the
community require. If the community has an assessment of infor-
matigmal needs, the answer to this ‘question will be readily
avaijable. Otherwise, -peopile from various parts -of the community
shoufld be asked for their opinions. Also agencies should be
quesitioned to-determine the kinds of questions that they are most
often_asked. Information needs assessment that have been -made in
several Indian communities suggest the following areas of possi-
ble interest: . - -

1. information on—socjai services offered by federal, state,
Tocal, and tribal agencies:

2. information on educagiona] obportuniijes,,iﬂcluding
adult and vocational education.

3. information on health services, including nutrition, E]-
coholism, and drug abuse. . -

4. information on public service, fraternal, and rel.gious
groups and organizations.

S 5.- information on .legal and civil rights as well as regula-
- . tions such as equal opportunity requirements and taxes.

) 6. accurate information on community issues and problems,
including tribal council actions, perscnnel changes, and. local
events. .

A11 of this information is essenfia]ly ToqéT in its origin
and application. It is not readily available from one source in

Q 5.
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most Indian communities. MNor does its constantly changing nature
allow. it to be. codified and printed as a final answer for all
time. If community residents are to have access to this informa-
tion from one source, that source must be an information center.

Y. LOCATION OE INFORMATION ° "

. The next step is to determine which people and organizations
Will be contacted to provide the-needed information. Some, such
as PHS and the BIA Education Office, are obvious. Others are
carefully or inadvertently hidden and will require a great deal
of effort to find. The best procedure in this case is to use the
best judgement of the staff in developing an initial Tlist .of
sources. This list should be corrected and added to as you find
new sources of information or drop old sources. It should be
continually maintained and updated. Some people prefer to main-
tain a 1ist; others a card file. Use the method that is best for ,
“you;, -but keép a list that.is up to date. -

V1. WHAT INFORMATION:TO—COLEECT

+ When a program or issue: of interest is identified, some
basic information must be obtained.. While each program is 1ikély
to be different, there are common features -which will be needed
by the information center. Some of these are:

Name of agency-or.program: .
Address:

Qhoné number:

flame- of kespbnsfble person:

Brief description of the purpose or services offered by the
program. - ’

E1igibility and/or requirements for participation:

Sdignature of agency official attesting the.accuracy of
- information: . )
o

Date prepared: ’ . . e

JIf the agency or program has any brochures about its ser-
vices, appldication forms, instructions,-etc., these are also
useful. It is a good idea to prepare a standard data sheet using
an 5 x 8 card or 8% x 11 piece of paper including the information
above and use,it to collect and store the dnformation. Experience
indicates that the best way to collect this information is to in-
form the agency of your interest, make an appointment to meet
with a responsible staff member of the agency, send out staff to
conduct interviews, prepare a data sheet to use in the centey,
and ask the agency to authenticate its accuracy. This method has
the advantage that the staff gains first hand experience in’ the

\)‘ . s 6 a
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role of the agency and will be able to make better referrals.
Also the agency will have a positive feeling because it has pro-
vidded the information directly and has approved the summary to be
used. Agdencies and programs should be sent a copy of the stan-
dard data Sheet regularly for revision and updating required by
internal changes. ) o

Information on current issues is more.difficult to come by.
It'might include such items as.a proposed lease, a court case; a
pending tribal council action, or any other information of
interest to the local community. The primary goals of the center
in -dealing with these issues should be to identify them quickly,
get information on them from those people closest to the source(s)
and insure objectivity by including.divergent opinions from all
points of view involved. The basic information to be collécted
is: - :

= Name of issue:

Objective descr?ption of what has occurred to date:

Opinions of parties involved: - -

Names., addresses, and phone numbers of péople or agencies
involved: - ' : g

Once again, it is a wise idea to prepare and use a standard
-data form to collect and store this information. As issues are
identified, staff members should begin to collect information
from all the parties involved. 1In this effort as well as dissem-
inating information it is critical that staff keep their personal

opinions to themselves and attempt to maintain maximum objectivity.

VII.. ORGANIZATEON AND STORAGE OF INFORMATION

An information center must be organized in order to be use-
ful. If you can't find information rapidly when you need it,
you might just as well not collected it. The standard data forms
described- above are the first step. They will dinsure that ,
approximately the same type of information is colTected on all
programs or issues. It is recommended that forms for programs
and services be kept in separate files from those on current is-
sues. This¥is necesSary because of the different types of infor-
mation contadirred and the fact that the issues file requires more
frequent weeding, correction and addition. Supplementary informa-
“tion, such as application forms for programs, newspaper articles,
and documents relating to current issues should be separately
maintained in a file cabinet. o

Both data files and files of supplementary information
shauld be arranged by subject to facilitate access. Following is
an organizational scheme developed for a program and services
file on the Standing Rock Sioux Reservation:

A." Government

7.
0085
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1 Tribal Offices and Proyrams

2 Federal Offices and Programs ‘ T
3. County Offices and Programs : .

i), State 0ffices and Programs

ducation
. 1. Schools - .
2. Adult, Basic, Vocational, and Other

C. Social Services .
1. Clubs.
2. Health Services
N 3. Law Enforcement
4. Religious Institutions .

C. Business and Private‘Sector

This organizational scheme is presented only as an example-.
ATthough it has worked well for the Standing Rock Tribal Library,
other Indian communities will have other programs and require-
megt&. i - Y .

Organizing the current issues file and its supplementary in-
formation is more difficult. It is suggested that a subject
arrangement., alphabetized according to topic be used. Examples,
mi'ght be; civil rights, elections, equal opportunity, housing, or
water. rights. General headings, such as rumors, pending teibal
council -business, might also be used. The -one cardinal rule is
to make the organization flexible enough to- meet any contingency:.
The same organizational system should;, be used both for the issues
file and its supplementary information.

<
«

One way to maintain some semblance of order is to: keep a Tist
of the subjects that you use. By keepisg this 14t handy when
you are organizing new information, you will have a pretty good.
idea of whether to use -an existing category -or make a new -one. 1
you do- decide- to make a new category, add it to the Tist immedi-
ately so that you won't forget it. While you may think this- is
duplicative work at first, you will be happy that you did it once-
the information -center grows to any appreciable size.

VILI. METHODS OF DISSEMINATION .
1

The payoff of an information center comes in providing :peo-
ple with the dinformation that they require. -Consequently, it is
not enough to simply open the door one day and announce that
henceforth the Tibrary will supply the local dinformation needs of
the community. Carefully planned programs of dissémination and
public relations are required.

In the public relations area, residents must be made aware
that an information center focusing -on local programs and concerns
does exist. Further, people must be encouraged to use it. Pro-
spective users must be made to feel comfortable and anonymous- in
using -the information center. If they think their use of the




information center will be reported, they will forego using it.
The staff is the key to public relations efforts. They should
attend community meetings to explain the purpose of the center

and encourage the community to use it. The staff might also set
up a demonstration at a local event like a pow-wow or rodeo. They
should also explain that any questions asked or answers g1ven will
be done in strictest confidence. Residents should also be eh-
couraged to feed in information on a regular basis. If these con-
ditions are met, most community members will gladly include the
use of the center +in_their day to day existence.

Two types of information can be disseminated from the center,
that designed for individuals and that intended for groups. The
key in serving individuals is access. The services of the center
should be available when the majority of people can use’it. This -
includes evenj and. weekends. Drop-in visits should be encour-
aged. Telephone service i% essential. Staff might arrange a
hot Tine *With the phone company. This number should also be-
broadly c1rcu1ated in the community by means of posters and self-

. adhesive_ Jabels to ,put on the phone itself. The staff should also
:be preparéd to handle write- 4in, questions. In all cases questions
should be answered poTlitely and as rap1d]y as possible. Individ-
uals: should not be frustrated due to lack of an answer. If the
information center does not have it, it showld get it as soon as
possible. » ‘

~
-

Several types of broad scale dissemination ‘e possible. Use
of any of them is dependent on the cultuyal facturs of the com-
munity involved, the facilities available to vhe information cen=
ter and staff abildties and time. In many cases coae or more of
the follqwing methods might be des1rab?b s

New:1etters are SUCCESSfu]]y used- by several Indian- Vibrar-
ies. In -order to be successful, they should be published fre-
quently and “distributed broadily -at no charge, either by direct
mail or heavily trafficked community areas (i.e. trading post,
tribal offices, post off1ce) Newsletters shou]d deal primarily
Wit }@@a] concerns, issues, and programs. MWhile, such news-
letd@ys” should be clear and easy to read, one can use inexpensive

" medji2 of reproduction. .

\

Directori€s are useful as an introductory or summative
method of distributing information on most or some programs and
services available to the commun1ty Such directories normally
summar1ze “available services, give eligibility, and provide names,
addresses., and phone numbers. jf used they should be provided
free of charge to each househol D1rector1es are limited in
that they eventually go out of date.

Calendars have been found useful in many information centers. '
Published monthly, they 14ist important dates and*meetings. Some
also include brief information on programs and seryices. Like
thé newsletter, they also should be free and broad]y d1str1buted
to insure- maximum effectiveness,

» . =~ * z
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"IX. DO“S AND DON'TS - ‘

Television and radio are bath excellent methods to dissemin-
ate information vital to the community's well being. The infor-
mation center can use these opportunities to notify the community
of upcoming events, opportunities in programs and services, and
explore community issues. _Radio or teleyision time can sometimes
be free. Educational stations are often very willing to provide
it. Commercial stations are also required to have a certain
amount of free puglig;gngice'broadcasting time. A determined
seanch will frequently result in obtaining time. If the tribe or
organization has such time, the information center is the logical
unit to prepare announcements of community services and events.

“Video and audio tapes are useful if a significant part of
the community has access to the equipment required to operate
them. Using this med+a_ the staff can prepare information and
give in-depth reports on current issues:much as can be done on
radio or television. In addition, it can alkso include more people
in the decisign making protess by recording and.playing back
tribal counci sessions. ‘

Dos ) \ . {

1. Do be objective. Try to present all sides of a question,
regardless of your own opinion. i LN

i - P

2. Do be,confidenpiai. The sources.of opinion on‘locé]
issues should remain secret. Qu3§tions asked by individudls,
should: not be diseyssed wi-th, friends or relations.

-
|

o \ . _
4. Do encourage people to use tﬁe\Center by being heﬂﬁﬁul.
0ften people just:neéq help in formylating their questions.
Take' the time to discuss their concerns.

3. Do be as accurate as possible., heck questionable [in-
formation with authoritative ‘sourced.

[

5. Do admit- it {f you don't have an -answer. Then offér
to get the information as soon as possible. . i

. \ : L A |
Don'ts ‘ . f

1. Don't think that your opinion is the only correct PnEu
Be open and communicate the opinions of others, even if you
do not agree with them.

2. Don't be short tempered with people.

3. Don't circulate unsubstantiated rumor%. Check out their
input with an authoritative source. .

4. Don't be caugh., short. Keep your ear up the groundito‘

.identify new issues and programs. Collect information on
them as soon as possible. : \

oo L
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