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PREFACE

This handl).* is one of a series prepared under the direction of the
Department of Education. It was written in consultation with area school
library/learning resource center specialists, and two members of a
university library science program. C. Milton Wilson, consultant, School
Plant Facilities, Department of Education, gave vital assistance in
development of the chapter on quarters and facilities. It was also'shared
with Richard Gross, Dean, Telecommunications, Kirkwood Community College,
and with Charles R. Moench, Chief, Bureau of Area Schoole Department of
Education for their comments. Sharon Willis, word processor, prepared the
document for printing and Tonya Cox, graphic artist, prepared the cover
art. Its purpose is to establish guidelines for the development of
library learning resource centers in Iowa's area schools and community
colleges.

Since this publication could not be designed as a detailed manual for
administering an area school library learning center, the bibliography
lists books and periodicals that will be helpful in planning, developing,
and administering a library learning center at the Area School Level.



INTRODUCTION

"guide students to became effective and
independent learners..."

Today, educational philosophy recognizes an educated individual as one who
has learned hew to learn--to think and to use methods of disciplined
inquiry in examining and exploring ideas as opposed to one who has
memorized facts. To meet the need implied in this philosophy,
instructional methods within 'a curriculum will, of necessity, stress
individual learning and independent study. The library learning resource
center staff must fuse resources and services into a program which will
guide students to become effective and independent learners and assist
teachers to become stimulating and innovative instructors.

Plan for Pr ress in the Librarv/Learnin Resource Center Area Schools,
has been developed to assist librarians, information specialists, and
instructional technologists (audiovisual specialists), in planning for the
development of such a program. The quantitative guidelines have been
arranged in three phases to enable Iowa area schools to develop both short
and long-range goals for their library/learning resource center programs.

The terms library/learning resource center and library are used throughout
this handbook to designate a centralized collection of materials,
equipment and service with a staff of professional personnel working
closely with teachers and administrators. There are many other terms for
such a center; for example, library media center, instructional materials
center, library/instructional materials center and learning resource
center. Regardless of the terminology used, all area schools in Iowa are
urged to strive to meet the standards set forth in this handbook.
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The Library /Learning Resource Center...

serves students by:

o Establishing an environment for learning.

o Maintaining a wide selection of media
*
and equipment that

meets student demand for different levels of ability and
interest.

o Organizing materials and equipment for quick, easy
accessibility.

o Providing and maintaining access tools, including but not

limited to catalogs.

o Contributing to the development of skills in reading,
viewing, listening, evaluation, and communication.

o Providing guidance in selection and use of appropriate

media.

o Providing opportunities for independent or self-directed

learning.

o Teaching had to find and utilize outside sources for
additional information.

o Acting as liaison to outside libraries and information
sources such as Area Education Agency Media Centers

(AEAMCIS) IINFORMS, public libraries, and the regional
public library system, and the ICAN network including human

resources.

o Anticipating student needs for informational materials to
support specific classroom instruction.

o Providing materials for recreational reading and current

awareness.

o Providing facilities for individuals and small groups to
study, read, and use audiovisual materials in the center.

*Print and nonprint materials including books, magazines,
microcomputer programs, filmstrips, records, tapes, films,
pictures, programmed instructicn, eddcational games, and other
learning materials, not considered as classroom text materials.

7
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The Library/Learning Resource Center...

serves faculty by:

o Cataloging all instructional media that are available on
campus to provide descriptions and access.

o Providing materials for professional development.

o Assisting in selection and accumulation of materials to
support learning objectives, including participating in
curriculum development.

o Providing information on outside resources available through
interlibrary loan, and other sources including human
resources.

o Providing information on new instructional materials and
technology.

o Providing inservice training.

o Providing materials for examination and preview.

o Scheduling materials and equipment for maximum use.

o Providing the opportunity to make recommendations for
purchase of materials.

o Compiling bibliographies of materials in the collection
related to specific courses.

o Maintaining a reserve service to increase student and
faculty access to materials.

o Developing and maintaining a vertical file where
appropriate.



The Library/Learning Resource Center...

serves administrators by:

o Providing information to support administrative decisions.

o Promoting use of the center's services and resources by the
academic community.

o Maintaining statistics to permit evaluation of the degree to
which funds spent in the center are cost-effective and to
satisfy the requirements of external reports.

o Informing the administration of the degree to which the
center's collection, equiment, facilities, and staff meet
national and state standards, and, where deficient,
suggesting the means by which those standards can be met.

o Presenting short- and long-term management plans to
introduce new services to satisfy informational needs not
met at the time, discontinue or improve old services
underutilized by their target groups, and increase the
efficiency with which the center operates.

o Complying with relevant federal, state, and local laws.

o Maintaining a constant and complete inventory of all

learning materials and equipment.

o Providing inservice training in Library/Learning Resource

Center usage.

o Avoiding needless duplication of learning materials
throughout the college.

o Serving as liaison with other library and information
networks and agencies.

o Providing central distribution of materials and equipment.

o Providing a centralized area for production of instructional
materials.

Participating in the planning and development of buildings
and classrooms for effective learning.

o Providing a central control and accounting procedure for the

distribution of materials.

8 9
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STAFF

"The professional person. . 'initiates services which change a roan full
of materials into a wellfunctioning center of learning."

The learning resource center staff has diverse responsibilities, providing
library and media services, processing materialsu and maintaining
equipment. In order to fulfill these responsibilities, the staff should
include an adequat:: number of professional and support personnel. Area
Schools with branch campuses should find it advantageous to employ an
administrator to coordinate the learning resource centers for all
campuses. Detailed job descriptions should delineate the qualifications
and duties of each position to ensure that an appropriate mix of knowledge
and skills is present among the staff.

Professional Staff

The head librarian or director should have earned a master's degree in
library science with understanding of information science and
instructional -!chnology, and have administrative experience or a
demonstrated understanding of administrative procedures and
responsibilities. Additional professional staff shall have earned at
least a master's degree in library science or technology. All
professional staff shall net Iowa Area Schools or community college
certification requirements of the Iowa Department of Education. [(Section
281, 74.9(1), (4), (51].

When additional professional persons are added to the staff, their
training and backgrounds should strengthen and complement the first
professional's training and background. They could be, for example,
librarians with specialties in reference or specific subject areas, or
instructional technologists to give direction to production services.

The director and other professional staff establish operating policies and
procedures: select materials and equipment; organize materials, equipment
And furnishings; provide instruction in the use of the center, its
materials and equipment; and assist faculty in preparing materials for
instructional use. While the head librarian or director may assume duties
necessary to the daily operation of the center, there should be adequate
assistance to permit the director to engage in essential management
activities such as evaluating current services and procedures, designing
new services and procedures, and promoting the center's services among
students, faculty, and staff.

9
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Support Staff

Non-certified personnel are essential to other library /learning resource

center program. They free the professional staff from clerical tasks and

may provide specialized support services. Two broad classifications of

support personnel are clerks and technicians.

The training of a clerk is done primarily on the job, but office

experience and typing skills are prerequisites.

Technicians are support personnel who
fields, such as graphics, information
technology, television, photography,
to be offered by the library or media
technicians needed.

Staffing Recarmendations

have special training in one or more

and materials processing, computer
and equipment repair. The services
center will determine the type of

(Phases o: goals to attain by the end of successive stipulated periods)

Full time
Equivalent
Enrollment

under 1000
1000-2999
3000-4999
5000 -6000

For each
additional
1000

p:lase Phase II Phase III

Professional Support Professional Support Professional Support

1.5 FTE 3.0 FTE 2.5 FTE 5.0 FTE 3.0 FTE 6.0 FTE

2.5 FTE 5.0 FTE 3.5 FTE 7.0 FTE 4.0 FTE 8.0 FTE

3.5 FIE 7.0 FTE 4.5 FTE 9.0 FTE 6.0 FTE 12,0 FTE

6.0 FTE 12.0 FTE 7.0 FTE 14.0 FTE 8.0 FTE 16.0 FTE

.5 FTE 1.0 FTE .75 FTE 1.5 FTE 1.0 FTE 2.0 FTE

Staff requirements will vary, depending on the program of educational services offered

at the particular area school. Institutions offering solely vocational-technical
programming may need fewer FTE's than the recommended number, while schools with an
emphasis on arts and sciences education may find the number too low.

Area Schools with several campuses will find it advantageous to employ a library

coordinator to administer the library resource programs for all campuses.
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QUARTERS AND FACILITIES

"...a wide variety of
activities will take place

in the center..."

The library/learning resource center should be located to provide maximum
azcessibility to students and faculty. A central facility does not preclude the
possibility of satellite centers. Such centers, however, should be considered only
when excessive distance to the central site inhibits use of the collection and/or
services by specific user groups.

The library/learning resource center should be an attractive facility which students
and faculty enjoy using. Since a wide variety of activities will take place in the
center, even though these activities would vary from center to center, several areas
should be kept in mind:

1. Special arrangement for circulation, reference, index tables and card catalog or
computers and/or terminals for online or other computer accessed catalog. If
there is more than one campus, access to all collections should be provided.

2. Study area to include space for browsing, listening, and viewing by individuals
and small groups. There should also be convenient access to a roan for large
groups.

3. Space for shelving books, current magazines and other components of collection
housed in reading-listening-viewing area.

4. Office area for professional personnel.

5. Central work area for cataloging and processing new materials and for maintaining
present materials and equipment.

6. Central production area to accommodate materials and equipment needed for
production of instructional materials.

7. Display areas for library materials and for student work from other programs.

8. Storage area for audiovisual materials and equipment, microcomputer software, and
for back issues of periodicals in original or microformat, and other materials.

9. Reserve area for materials requiring more stringent circulation control.

Area schools with several attendance centers may find it advantageous to provide
certain services ,such as processing, from one campus, but each campus must have its
own library/learning resource center.

The lighting systems should be designed to provide a variety of lighting patterns in
each activity area. A combination of blanket and task lighting should be used which
will provide a minimum of seventy-five foot-candles of light at the working surface.
These lights should be on variable switching patterns, and task lighting on dimmer
controls to provide for adequate light controls for the many types of viewing
activities taking place in the library/learning resource center.



Electrical outlets, or electrical services, need to be considered seriously in the

design, development, or remodeling of a library/learning resource center. Sufficient .

grounded duplex outlets must'be provided at intervals, preferably every three feet on

perimeter walls in each of the defined areas of the center. Areas which serve

computers need to be surge protected. Consideration should be given to a key-operated

electrical switch in the computer area to allow central control with less chance of

accidental shutdown.

Individual study areas, study carrels, and conference rooms need to be equipped with

electrical service, adequate lighting, and with the ability to receive audio - as well

as video - tmsmissions, either by antenna, cable or local transmission.

In addition, consideration might need to be given to developing a conference area to

allow for interactive telecommunications.

Telephone and intercom systems should be located in the office area, at the reference

desk, and in other areas where their use may be important, such as the computer area,

the conference area, and the reading - listening-viewing areas.

Light switches, electrical outlets, fire extinguisher, telephones, and thermostats

should be located so they will not interfere with space needed for shelving or

storage. Electrical outlets and other jacks could be placed at ends or kickbases of

stacks.

Seating should include comfortable chairs and end tables for casual readers, study

carrels for privacy, and tables for more formal library usage. Floor, ceiling, and

wall treatment should be considered which will minimize acoustical interference and

enhance the aesthetic qualities of this environment. Carpeting is an excellent

material to accomplish this goal.

Access to materials and services should be provided for the handicapped.

As program demands and enrollment patterns change, it is vital that continued

attention be given to expansion needs of the library/learning resource center whether

it is housed in an existing facility or being planned as a new structure. Flexibility

in area arrangement, furniture, shelving and storage should be included in planning.

Professional consultative services such as those available fran the Department of

Education and the state universities should be obtained during the development of the

educational specifications and prior to the employment of an architect. These

consultative services should also be used by area school staff while the architect is

working on the design and development stages.
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Quarters & Facilities

Phase I

FTE Equivalent Enrollment
Under 1000.

a. Reading-Listening-Viewing 7,500 sq.ft.

Phase II

8,500 sq.ft.

Phase III

9,250 sq.ft.

Roan, Material Storage, Offices,
and Conference Roans

b. Production, Audiovisual 5,000 6,000 6,750

Equipment, Cataloging and
Processing, Listening and
Viewing Roans, Studio,
Computer Laboratory

c. Related Instructional Area 750

d. Tbtal (excluding halls,
language and learning
laboratories, stairways,etc.) 13,250

750

15,250

750

16,750

FTE Enrollment 1000-2999

a. Reading- Listening- Viewing... 9,500 sq.ft. 11,500 sq.ft.
b. Production... 5,000 7,000

13,050 sq.ft,
8,550

c. Related Instruction Area... 950 950 950

d. Total 15,450 19,450 22,550

FTE Enrollment 3000-4999

a. Reading-Listening-Viewing... 150500 sq.ft. 18,250 sq.ft. 21,750 sq.ft.

b. Production... 7,750 11,000 14,000

c. Related Instruction Area... 1,500 1,500 1,500

d. Tbtal 24,750 30,750 37,250

FTE Enrollment 5000-9999

a. Reading-Listing-Viewing... 23,000 sq.ft. 28,000 sq.ft. 32,200 sq.ft.

b. Production... 11,500 16,500 20,700

c. Related Instruction Area... 2,300 2,300 2,300

d. Tbtal 36,800 36,800 55,200

Figures for desired square footage may vary, depending on the educational emphasis of
the area school. Vocational-Technical institutions and canprehensive ccmmunity
colleges may be expected to have differing needs.

13



MATERIALS CCLLECTION

A balanced, up-to -date collection of print and audiovisual materials
should to maintained to meet the needs for information within the college
community. These materials should be selected by the director and
professional staff working closely with faculty and consulting
authoritative selection aids to determine the quality of materials under
consideration.

To guide this process, a selection policy and procedure statement should
be developed and adopted by each area school, taking note of American
Library Association Freedom to Read and Intellectual Freedom statements.

The collection should be tailored to tne needs of students, faculty, and
staff as well as to the curriculum of each college. Regular evaluation of

materials by professional staff, in consultation with factalty, will be
necessary to keep the collection up-to-date and tuned to evolving local
needs.

Suggested numbers of materials may vary, depending en the educational
emphasis of the area school. Vocational-technical institutions and
comprehensive community colleges may be expected to have differing needs.
The number of educational programs offered by an institution will have a
significant influence on the number of materials needed. A school with a
smaller enrollment, but a larger number of course offerings, may need as
many materials as a larger school with a similar number of course
offerings.

Materials FTE -np to 999 FTE 1000-2999 FTE 3000-4999 FTE - 5000

Phase I

A. Periodicals 200 300 '500 700

B. Other Written Material 20,000 30,000 50,000 70,000

C. Video Tape/Motion Pictures 100 200 350 700

D. Other AV including
.Computer Materials 350 1,350 3,290 5,350

E. Other materials 350 350 1,200 2,351

F. Total 21,000 32,200 55,250 79,100

Phase II

A. Periodicals 250 400 600 750

B. Other Written Material 25,000 40,000 60,000 78,000

C. Video Tape/Motion Pictures 150 275 525 975

D. Other AV including
Computer Materials 850 2,275 4,300 6,950

E. Other materials 350 800 1'800 3,450-----
F. Total 26,600 43,750 67,225 90,125
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Materials FIB-up to 999 FTE 1000-2999 FTE 3000-4999 FTE - 5000

Phase III

A. Periodicals 300 500 700 800

B. Other Written Material 30,000 50,000 70,000 85,000

C. Video Tape/Motion Pictures 200 350 700 1,200

D. Cher AV including
Computer Materials 1,350 3,200 5,350 8,500

E. Other materials 350 1,200 2,350 4,500

F. Total -32770 Sg7TO 79 7ruu 100,000

NOTE: The volume listings for each enrollment category could be considered to
be a range, e.g. a small area school would have a minimum of 200 periodicals in
phase I, but would increase its holdings gradually as its size increased,
perhaps having 250 by the time it reached 750-800 students and approaching 300
by the time the enrollment moved into the next category.

Professional Materials

Materials to support the professional needs of the library/learning resource
staff and of the rest of the faculty should be provided. They may be housed in
the center or in departments or classrooms, but should be ordered through, and
cataloged or indexed by, the library/learning resource center staff to make
them accessible for sharing.

The kinds of materials which should be emphasized would include:

o Current professional magazines

o Basic professional books which would be used frequently
Courses of study and curriculum guides

o Community resources guides
o Textbooks and teachers' manuals
o High use audiovisual materials for professional development

o Pamphlets and government documents
o Announcements about continuing education opportunities

Professional organization publications

The library/learning resource center should supplement the professional
materials through such services as interlibrary loan, and computer-assisted
data basis searching.

Annual budgetary allocations, commensurate with the need of the individual area
school should be provided to build and maintain adequate collections. Budgets,

like collections, may be centralized or decentralized. If the professional
materials budget is centralized it should be separate from, and in addition to,
funds for the general collection.
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An annual budgetary allowance should be provided to maintain and
improve the collection of materials and equipment for each
library/learning resource center: Sufficient quantities of materials
and equipment to meet each phase requirement should be purchased
through capital outlay. The normal annual budgetary allowance for
instructicn provides for maintenance and improvement only. A fully
developed Library/Learning Resource Center Program will need a stable

budget with appropriate annual increases. Wide increases or decreases

in budget do not allow for careful planning and growth.

Phase I

Materials

Maintenance

Funds to replace 5%
of the current collec-
tion, to maintain sub-
scriptions, continua-
tions, reference
materials, and to re-
place lost and stolen
materials.

Improvement

Funds to service new
or revised programs
and to reach Phase I
goals.

Equipment

Phase II Phase III

Funds to replace 7.5%
of the current collec-
tion, to maintain sub-
scriptions, continua-
tions, reference
materials, and to re-
place lost and stolen
materials.

Funds to service new
or revised programs
and to reach Phase II
goals.

Funds to replace 10%
of the current collec-
tion to maintain sub-
scriptions, continua-
tions, reference
materials, and to re-
place lost and stolen
materials.

Funds to service new
or revised programs
and to reach Phase III
goals.

Sufficient yearly allocations to reach and maintain the goals of each phase

and to replace equipment on an established rotation program.

Supplies

Sufficient yearly allocations to provide adequate quantities of supplies to

handle all materials and equipment.
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EQUIPMENT

Technology is proliferating and changing rapidly. Area School librarians
need to keep abreast of those changes and reflect them in their planning
for the needs of the library/learning resource center, and in their advice
to faculty members.

Several factors such as central distribution, the number of floors in a
building, the number of buildings, elevators in multi-level buildings and
closed-circuit devices, may affect the amount of audiovisual equipment
needed by an area school or cammunity college. Compatibility with
available materials and between devices used in combination with each
other is desirable. Standardization of certain items will reduce supply
and maintenance problems and simplify training in equipment operation.
Accessibility of equipment affects its use.

In the case of closed- circuit devices, plans must be made so that the
individual classroom or auditorium will have the service it needs at the

appropriate time.

A carefully planned program will provide for optimum use of equipment
presently available and, at the same time, allow sufficient flexibility to
make use of innovations as soon they have demonstrated their worth in the
improvement of instruction.

The equipment listed in these guidelines is a minimum recommendation, and
area schools or community colleges should feel free to expand in those
areas where their particular needs are greatest. It is assumed that all
equipment would be part of the library/learning resource center, or
library media center, inventory and would be housed there unless needed on
a long term basis in a classrooms, auditoriums or departments. Equipment

should be indexed separately, in the catalog, or both, to provide for easy
access.
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Equipment Recommendations

In addition to permanent sound and projection equipment in large lecture

halls and auditoriums, appropriate equipment in laboratories and
permanently mounted screens and roan darkening drapes or shades in each
classroom. The following guidelines should be considered. A replacement
schedule of five years is recommended.

Equipment FTE up to 999 FTE 1000-2999 FTE 3000-4999 FTE 5000-

Phase I

16mm 10-14 25-29 45-46 50+*

Video cassette - 10-14 25-27 33-38 50+

recorders/players

Slide projectors 25-29 50-54 65-77 100+*

F S projectors 10-11 15-16 20-21 25 +*

Overhead projectors 1 per teaching station plus 1 >

Opaque projectors 1 plus sufficient quantity to meet program needs.

Screens Portable screens as needed in audition to the permanent
screens in each classroom or auditorium.

TV monitors 1 per 15 teaching stations plus 2.

Record players and/or 10-14 25-28 36-39 50+

compact disc players

Audio cassette 25-49 100-124 175-199 250+

recorders/players.

Microform readers 1 per media center

Microform reader/ 1 per media center
printers

Micro computers/ 1 for media center management plus sufficient

terminals quantity to meet needs of curriculum and appropriate

peripheral hardware.

Copy machines 1 per center plus additional units as needed.

Duplicating machines 1 per center plus additional units as needed.

*The video cassette format is making rapid inroads into the need for 16mm film,
slides, and film strips. Plans for the future should probably decrease holdings
of such projectors and increase availability of video cassette units.

18
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-v
Equipment (Area Schools) FTE up to 999 FTE 1000-2999 FTE 3000-4999 FTE 5000 -

Phase II

16nm 15-19 30-34 47-48 50+*

Video cassette -
recorders/players

15-19 28-30 39-44 50+

Slide projectors 30-39 55-59 78-89 100+*

F S projectors 11-12 16-17 22-23 25+*

Overhead projectors 1 per teaching station plus 2 >

Opaque projectors 1 plus sufficient quantity to meet program needs.

Screens Portable screens as needed in addition to the
permanent screen in each classroom and auditorium.

TV monitors 1 per 5 teaching stations plus 2.

Recorder players and/or 15-19
compact disc players

Audio cassette
recorders/players.

Microform readers

Microform readers/
printers

Microcomputers/
terminals

Copy machines

Duplicating machine

29-32 40-44 50+

50-74 125-149 200-224 250+

1 per 10 teaching stations housed in library

2 per library

2 for library management plus sufficient quantity to
meet needs of curriculum and appropriate
peripheral hardware

1 per center plus additional units as needed

1 per center plus additional units as needed

*The video cassette format is making rapid inroads into the need for 16mm film,
slides, and film strips. Plans for the future should probably decrease holdings
of such projectors and increase availability of video cassette units.
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Equipment

Phase III

16mm

Video cassette -
recorders /players

Slide projectors

F S projectors

Overhead projectors

Opaque projectors

Screens

TV monitors

FTE up to 999 FTE 1000-2999 FTE 3000-4999 FTE 5000-

Record Players and/or
compact disc players

Audio cassette
recorders/players

Microform readers

20-24 35-44 49 50+*

20-24 31-32 44-49 50 +*

40 49 60 -64 90-99 100 +*

13-14 18-19 24 25 +*

1 per teaching station plus 3

1 plus sufficient quantity to meet program needs

Portable screens as needed to supplement the
permanent screens in classrooms and auditoriums.

One per teaching station plus 2

20-24 33-35 45-49 50+

75-99 150-175 225-249 250+

1 per 5 teaching station housed in library.

Microform/reader/ 3 per library
printers

>
Microcomputers/terminals 3 for media center management plus sufficient

quantity to meet needs of curriculum, and
appropriate peripheral hardware.

Copy machine 1 per center plus additional units as needed.

Duplicating machine 1 per center plus additional units as needed.

*The video cassette format is making rapid inroads into the need for 16mm film,

slides, and filmstrips. Plans for the future should probably decrease holdings
of such projectors and increase availability of video cassette units.

20
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Items for Special Consideration

Large Group Instruction

If a large group instruction area is used, the following equipment may be
considered:

o Student-teacher response system
o Rostrum with remote controls for roan darkening, equipment operation
o Large wall screen, electric, 12' x 12'
o Equipment for rear screen projection
o Public address system
o Telephone jacks for use with lecture and telewriter system; may also be

installed in selected rooms throughout the building.

Building Facilities

The following should be available throughout the building:

o All centers should be equipped with a master antenna and closed circuit W or
cable distribution system which will provide standard 1,000 microvolt color
quality signal in each instructional center from an IPT station in your
area. The distribution system should permit insertion of a program from any
classroom. The installation specification should be approved by the state
IFT network engineer. The "head end" should permit insertion of video tape
recorded programs and audio signals from AM and FM tuner. The system should
include provisions for possible building expansion including use of cable
programs and satellite programming.

Equipment Needed for Production

All library learning resources centers need to have sane producticn
capabilities. The amount will vary depending on the availability of other
services. Minimum requirements should include:

Phase I

Still photography
(1-35mm camera; film
developed outside)
Production & Reproduction
of sound recordings

Sign production
Graphics, layout and

lettering
Laminating & dry mounting
Production of overhead

transparency.
Simple illustrations
Video playing and duplication
Cne camera videotaping and

dubbing.

Phase II Phase III

Phase one plus
Photographic B & W print-

ing & processing
Editing of sound recoraings
Two camera video

productions

Basic graphic design
computer software and
peripherals
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Phase I & II plus
Simple studio video

production and editing
Simple studio sound

recording and editing
Color photographic devel-

oping and editing

Advanced graphic design
computer software and
peripherals



Networking

Opportunities for networking will vary from campus to campus but all library,
learning resource centers need to be aware of the availability of such

resources. Networking will increasingly offer such assistance as cataloging and
interlibrary loan support, better discount for purchasing, and distance learning.



FURNITURE

Standard library furniture from a reliable manufacturer should be considered for
initial purchase. When facilities are expanded, additional furniture of the same
style can be obtained, thus preserving a unified, pleasing appearance.

Card Catalog

Capacity estimate--1,000 cards per drawer--5 cards per item.

Drawers in units of 15, 30, or 60 Solid base preferred for
60-drawer units.

Charging Desk Units

Book return Clipboard

Card file Desk
Charging Open shelf
Corner display

Depth 26"

Height 39"
Width 30"-36"

Shelving

Capacity estimates (no shelving over 2/3 full)
Number of books per 3-foot when full:

Books of average size 21-30
Reference books 18

Periodical shelving
Depth of shelves, straight across 12"
Depth of shelves, slanting 16"

Depth of shelves, storage 12"-15"
Height of unit 60";72", 84"

Book shelving
Depth 8", 10", 12"
Height of unit 5'-7'
Height of counter section 30"-42"

Space between adjustable shelves. 10"-10 1/2"

Thickness of shelf 13/16"
Reference shelving

Depth of shelves 12"

Height of unit 42"

Space between adjustable 14"-16"

Width of section on centers 3'

23

24



Tables'[variety of height]

Carrels
Depth of desk 24"
Height of desk 29"

Width of desk 36"

Tables (standard tables are 60", 72" length)
Rectangular

Height 26"-29"

Length 60",72",90",120"

Width 36"

Round (for variety only)
Diameter 48"-60"

Height 26"-29"

Square (not recommended)
Height 26"-29"

Length 42"

Width ,42"

Computer desks. Sizes vary. Choose large
enough units to handle the equipment.

Workroom Furniture

Shelving
Height 6 shelves or 80"

Tables
Sitting height and standing height

Other Furniture

Atlas stand
Book trucks (shelved; depressible)
Catalog reference tables

(standing height)
Desk
Dictionary stands
Exhibit case
File cabinets (legal sized, with hanging folders)

Newspaper rack
Paperback display rack
Periodical index table
Record display bin
Seating (Lounge; study)
Swivel chairs (desk high)
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Audiovisual Materials and Equipment Storage

Storage units for these materials and equipment are not as standardized as other
library furniture, so specifications are not included. Whether audiovisual
materials should be interfjled with books, housed separately with open access, or
housed in limited access areas with back issues of periodicals is still a matter
for debate and individual choice. Whichever choice is made, regular library
shelving is perhaps the most versatile storage available.

Many pieces of equipment are stored on carts. All equipment carts should be

complete with 20'electrical assembly. Standard heights are:

42" for use with motion pictures, films, and slide projectors.

34" for use with the opaque, filmstrip, and slide projectors.

26" for use with the overhead projectors, record players, and tape

recorders.

16" for use with the overhead projectors (teacher seated ).

24" for use of the small overhead projector

42" - 54" for use with the television receivers.

Microcomputer system carts vary greatly in size.

NOTE: Audiovisual and computer carts can provide a safety hazard. Caution

should be taken to avoid injury of employees or patrons.
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"Draft: Statement of Quantitative Standards for TWo-Year Learning Resources
Programs," College and Research Libraries News, March, 1979, pp 69-73.

"Guidelines for TWo-Year College Learning Resources Programs (Revised), Part
One," College and Research Libraries News, January 1982, pp 5-10.

"These guidelines are diagnostic and descriptive in nature. They have
been prepared to give direction to two-year colleges desiring to dwelop
Comprehensive Learning Resources Programs. This document is designed to
provide criteria for information, self-study, and planning, and not to
establish minimal (or accreditation) standards." (p. 5)

"Guidelines for Two-Year College Learning Resource Program (Revised), Part
Two," College and Research Libraries News, February 1982, pp 45-49.

Selected C.Alool Laws and Standards: A Summary Containing Specific School Laws
Relating to Area Schools, Standards for Area Community Colleges and Area
Vocattonal Schools. Area Schools Division, Iowa Department of Public

Instruction, 1984.

"Statistical Report" Bureau of Area Schools, Department of Education, annual.

This is an unpublished annual summary of the annual reports filed by
individual Area School Library Learning Resource Centers. Compilation
and tabulation expected December - January.

Facilities Planning

"Guidelines for Sites, Facilities and Equipment", Iowa Department of
Education, 1974 (under revision).

Metcalf, Keyes. Plannin Academic and Research Libra Buildin s. Rev. ed.

American Library Association, 1986.

Plan for Progress...in the iNita Center, Facilities. Iowa Department of

Education, 1973.

Plamm415LLibrary Buildings: From Decision to Design. Edited by Lester K.

Smith. Library Administration Division, American Library Association, 1986.

AACR2 Decisions and Rule Interpretations. 3d ed. Compiled by C. Donald

Cooke and Glenna E. Stevens, American Library Association, 1985.

This appears to be the latest edition of Anglo-American Cataloguing
Rules 2, with additions and revisions.

Akers, Susan Grey, Akers' Simple Library Cataloging. 7th ed. Completely

revised and rewritten by Arthur Curley and Jana Varlejs. Scarecrow

Press, 1984.
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American Libraries (Periodical). ALA, monthly, membership or subscription.

Austerity Management in Academic Libraries. Edited by John F. Harvey and
Peter Spyers-Duran. Scarecrow, 1984:

Fifteen essays on topics such as fund raising, intra-campus coordination
budgeting, and building planning.

Bcwker Annual of Library and Book Trade Information. R. B. Bowkere annual.

Buckingham, Betty Jo. Plalm21ImbraaBuetIniTheSchoMedi. Iowa
Department of Public Instruction, 1984.

Buckingham, Betty Jo. Weeding The School Library Media Collections. Iowa

Department of Public Instruction, 1984.

C & R L News (Periodical). Association of College and Research Libraries,
American Library Association, bimonthly.

College and Research Libraries (Periodical). Association of College
and Research Libraries, American Library Association, bimonthly.

Community and Junior College Libraries (Periodical). Haworth Press,

quarterly.

Community College Review (Periodical). North Carolina University Department
of Adult and Community College Education, quarterly.

"Community Junior College Libraries: National and International Aspects.
Issue edited by Marilyn Searson Lary. Library Treads, Spring 1985, pp
439-539.

Includes articles on organization and administration, automation,
remedial/developmental/compensation education, career resources centers,

learning assistance centers, and the future.

Community/Junior College: Quarterly of Research and Practice (Periodical).
Hemisphere Publishing Corp. (for Virginia Commonwealth University,
Adult Education Program), quarterly.

Commtrity, Technical and Junior College Journal (Periodical). American
Association of Community and Junior Colleges, 6/yr.

D E Quick Notes, 1-12. Iowa Department of Education, 1986-1987,

Dale, Doris Cruger, "Recommendul Guidelines for Materials Selection Policies
in COununity College Libraries," Community and Junior College Libraries, v.
1, no. 4., pp. 5-15, Summer 1983.

Dewey Decimal Classification and Relative Index. 20th ed. Forest Press,

cal987.

Educational Media Yearbook. Libraries Unlimited, annual.

Ettelt, Harold J., "What Price Weeding?" Ccamunitv and Junior College
Libraries, V. 1, no. 3, pp. 69-77, Spring 1985.
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Rapper, William. Administration in Community College Libraries. 1982. 15p.

Focuses on organization of services, maximizing effectiveness,
administrative qualifications, and standards.

Journal of Academic Librarianship (Periodical).

Kohl, David F. Handbook for Library Management Series. ABC -Clio, 1985.

Acquisition, Collection Develognent and Collection Use
Administration, Personnel, Buildings and Equipment

Catalogs and Catalog,
Interlibrary Loan' Patron Use and Collection Management

Library Education and Professional Issues
Reference Services and Library Instruction

A series of reports on practical research in different kinds of

libraries useful for library administrators.

Library Acquisition Policies and Procedures. Edited by Elizabeth Futas.

Neal-Schuman, 1984.

Geared toward administrators and professionals working with acquisition.

Library H: (Periodical). Pieran Press, quarterly.

Library Hi Tech News (Periodical) Pieran Press, 11/yr.

Library Journal. R. R. Hawker, bi-monthly.

Libra of Cbn ress Sub'ect Headin s - Cumulative Microform Edition. Library

of Congress, Cataloging Distribution Service, quarterly.

Each quarter's microfilm edition is complete so old edition can be

discarded. Available as subscription for $70.00 per year. The print

edition is also available but thought to be much less useful and more

out-of-date.

Library Resources and Technical Services (Periodical). Resources

and Technical Services Division, American Library Association, quarterly.

Library Technology Reports. Americal Library Association, 6/yr.

Library Trends (Periodical). University of Illinlis, Graduate School of

Library Science, quarterly.

Liestner, James W. A Systematic Process for Planning Media Programs.

Chicago: American Library Association, 1976.

Management and Staff Development. Association of College and Research

Libraries, American Library Association, 1982.

Managing Student Workers in College Libraries, Clip Note No. 7. Compiled and

edited by Michael Kattman and Jane M. Kattman. Association of College and

Research Libraries, American Library Association, ca 1987.
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ata1224a, Neal-Schuman, 1977.
Marshall, Joan K. On Equal Terms: A Thesaurus for Nonsexist Indexing and

4 Measuring Book Circulation Use of a Small Academic Collection: A Manual.
Association of Research Libraries. Office of Management Studies, n.d.

Media Programs: District and School. Chicago: American Association of

School Librarians, Division of American Library Association and Association
for Educational Communication and Technology, 1976. Revision expected 1987.

Microcom ter -$.1ications in Administration and Instruction - New Directions
or Community Colleges, no. 47. Edited by Donald A. Della/ and Lawrence

H. Poole. ERIC Clearinghouse for Junior Colleges, Los Angeles, CA.,
September, 1984. 122pp. ED247990 (available from Iowa Department of

Education).

Twelve articles on microcomputers in community colleges including
"Applications of Micros in Libraries and Learning Resource
Centers.' by Eleanor M. Carter. Also available from Jossey-Bass,
Inc., Publishers, 433 California Street, San Francisco, CA 94104.

The New Copyright Law: Questions Teachers and Librarians Ask. National

Education Associeion, National Council of Teachers of English and American
Library Association, 1977.

New Directions for Community Colleges (Periodical). Jossey-Bass, Inc. (for

ERIC Clearinghouse for Junior Colleges), quarterly.

Slote, Stanley J. Weeding Library Collections II. Libraries Unlimited,

1982.

4

Smith, Stevenson G. Accounting for Librarians. American. Library

Association, 1983.

Useful information on financial decision making techniques.

Wilson Library Bulletin. H. W. Wilson, monthly.

Wynar, Bohdan S. Introduction to Cataloging and Classification. 7th ed. By

Arlene G. Taylor. Libraries Unlimited, 1985.

Updated tent.

Selection and Acquisition

AV Online. Searchable database available through Iowa Department of

Education, INFORMS.

Replacing NICEM.

Annotated Bibliography for High School Reading. Compiled by Lory Nels Johnson
and Betty Jo Buck'4.3ham, State of Iowa, Department of Public Instruction,

1984.
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Biography Index: A Cumulative Index to Biographical Material in Books and
Magazines (Periodical) H. W. Wilson, quarterly with annual and three-year

cumulations.

Book Review Digest (Periodical) ) H. W. Wilson, monthly except February and

July. Annual Cumulation.

Book Review Index (Periodical) Gale Research bimonthly and annual.

Booklist (Periodical) Americal Library Association, bimonthly,

Print and nonprint materials are reviewed.

Books for Secondary School Libraries, 5th ed. R. R. Bowker, 1976, (prepared

by National Association of Independent Schools).

Books in American History: A Basic List for High Schools and Junior Colleges.
2nd ed. by John E. Weltz and Nancy C. Cridland, Indiana University, 1981.

Books in Print. New York: R. R. Banker, annual.

Careers in Fact and Fiction. .By June Klein Bienstock and Ruth Bienstock
Anolik, American Library Association, 1985.

Choice. (Periodical). Middleton, Connecticut: Association of College and
Research Libraries, Division of American Library Association, monthly.

Primary selection tool for college libraries.

"Collection Development Statement," St. Louis (Missouri) Community College,

1982. ED222230.

Curriculum. Review (Periodical) Chicago: Curriculum Advisory Service,
bi-monthly during the school year (5 issues), (print and nonprint).

Current Career and Occupational Literature, 1984. By Leonard H. Goodman. H.

W. Wilson, 1984. Supposed to be published biennially.

Directory 3rd ed. J. Norton Publications,

1983.

Education for Health: The Selective Guide. National Center for Health

Education and Mental Health Materials, 1983.

Educational Film Locator of the Consortium of University Film Centers and

R. R. Balker Co. 3rd Ed. Hawker, 1986.

ERIC. The ERIC collection of educational information, available through the
Iowa Department of Education INFORMS service is also available on C D ROM

(Compact Disk, Read Only Memory) from.several,sources...

Feminist Resources for Schools and Colleges: A Guide to Curricular Resources.
rd ed. Compiled by Anne Chapman. The Feminist Press. $9.95



Fiction Catalog. 11th ed. H. W. Wilson, 1986. Base volume and 4 annual

supplements.

Fiction for Youth: A Guide to Recommended Books. 2nd ed. By Lillian L.
Shapiro, Neal-Schuman, 1986. 252 pp.

Good Reading: A Guide for Services Readers. 22d ed. R.

EP.
Comparable to Fadiman's Lifetime Reading Plan and

Granger's Index to Poetry. Edited by William Bernhardt.
University Press, 1986. 2014 pp.

Returns to earlier practice of including older as well as new titles.

Guide to Popular U.S. Government Publications. By LeRoy C. Schwarzkopf.
Libraries Unlimited, 1986. 432 pp.

Guide to World Literature. Edited by Warner Carrier and Kenneth Oliver. NOTE,

1980. pp 237. (Grades high school - 14).

Hospital/Health Care Training Media Profiles (Periodical). Olympic Media

Information. Bimonthly.

B. Bcwker, 1985. 419

Reader's Advisor .

8th ed. Columbia

Haw -to: 1400 Best Books on Doing Almost Everything. By Bill Katz and Linda S.

Katz. R. R. Bcwker, 1984. 377 pp.

Humanities Index sl)eiciodiaill) H.W. Wilson. Quarterly with annual cumulations
a round 250 magazines in archaeology, history, literature, philosophy, art

religion).

IMS Directory of Publications (Annual). IMS Press.

Formerly Ayer's.

Iowa and Some Iowans. 3d ed. Edited by Betty Jo Buckingham, Iowa Department

of Education, 1987.

Selection of Instructional Materials; a Model Policy and Rules. Iowa

Department of Public Instruction, 1980. 23 pp.

Library Journal (Periodical). R. R. Bcwker, semi-monthly, September-June;

monthly, July - August.

Ma azine Index (Periodical) Information Access Corp., monthly & microfilm
cumulated monthly). Also available an -line. 400+ Magazines. Expensive.

Magazines for Libraries: For the General Reader and School Junior College,

University and Public Libraries. 5th ed. Edited by Bill Katz and Linda

.Sternberg. R. FL. Bcwker0986._758 pp.

Magrill, Rose M. Acquisitions Management and Collection Development in

Libraries. American Library Association, 1984.

A basic introduction to acquisitions management.
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"Media Collections and Services in Academic Libraries," Library Trends,

Summer, 1986.

Media Review Digest (Annual). Pierian Press.

Mini Bibs, 1-13. Iaaa Department of Public Instruction, 1984. Revisions

planned in 1987-1988.

The Motion Picture Guide. R. R. Hawker, 1986.

National Council of Teachers of English. Books for You, a Booklist for Senior
High Students. National Council of Teachers of English, 1976.

New Schwann (Periodical). Schwann. Monthly, with 3 special issues.

Formerly Schwann Record and Tape Guide.

1986 AIT Catalog of Instructional Materials. Agency for Instructional
Television, 1985. 180 pp.

On Cassette. R. R. Bowker, 1986.

Outstanding Books for the College Bound. Compiled by Mary Ann Paulin and

Susan Berlen. Young Adult Services Division, American Library Association,

1984.

Paperbound Books In Print R. R. Bowker, Semi-Annual.

Play Index, 1978-1982. H. W. Wilson, 1983.

Earlier issues also available.

Readers Guide to Periodical Literature (Periodical). H.W. Wilson. (Quarterly
and Annual CUmulatives). Also on-line. 180 periodicals. $100.00.

Recorded Plays: Indexes to Dramatists, Plays and Actors. American Library

Association, 1985.

A Reference List of Audiovisual Materials Produced by the United States

Government (Periodical). National Audiovisual Center, quarterly.

Science Books and Films (Periodical). American Association for the
Advancement of Science. 5 issues per year. (Elementary through junior

college).

Eelf:alp: 1400 Best Books of Personal Growth. By Bill Katz and Linda S.

Katz. R. R. Bowker, 1984.

Ser21otiorilitScholLibrau Catalog, 11th ed. H. W. Wilson, 1977, annual

supplements.

Short Stories on Film and Video. By Carol E. Emmons. 2nd ed. Libraries

Unlimited, 1985.
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Short Story Index (Annual) H. W. Wilson. Indexes short stories in periodicals
indexed for Reader's Guide and Humanities Index.

Slide Buyers Guide: An International Directory of Slide Sources for Art and
Architecture. 5th ed. Sponsored by Visual Resources Association. Libraries
Unlimited, 1985. 267 pp. Slides for sale, rent or exchange.

Sources: A Guide to Print and Nonprofit Materials Available fran
Organizations, Industry, Government Agencies and Specialized Publishers
(Periodical) Neal-Schuman, 3/yr.

Subject Guide to Books in Print. R. R. Bowker, annual.

Ulrich's International Periodical Directory. R. R. Bowker, annual.

Video Source Book. 6th ed. National Video Clearinghouse, 1984.

The Vocational - Technical Care Collection: Volume I, Books by Jack Hall and

Victoria Cheponis Lessard. Neal-Schuman, 1981. 344 pp.

The Vocational - Technical Care Collection: Volume II, Films and Video. By Jack
Hall and Victoria Cheponis Lessard. Neal-Schuman, 1984. 275 pp.

Vcc. Ed. (Periodical). American Vocational Association, Monthly.

Wilsearch (Computer Program). H. W. Wilson.

Personal computer package which helps formulate searches of 3,500
periodicals and 60,000 books. Subscribers pay annual cost for diskette

plus cost for prepaid or non prepaid searches.

Wilsondisc (CD ROM disk). H. W. Wilson Co.

Provides user with in database to search on compact disks. Uses same

techniques as Wilsonline and Wilsearch.

Wilsonline Information System (Online). H. W. Wilson.

Online retrieval for 23 Wilson indexes is available in a number 02
patterns: subscribers and nonsubscribers to Wilsonline, the printed

indexes, or both. It includes Readers' Guide to Periodical Literature,
AppliedsScience, & Technology Index, Biography Index, GAD Monthly
Catalog, etc.

Wynar, Christine L. (side to Reference Books for Schools Media Centers;
Sources for print and Non-Print Media. Libraries Unlimited, 1973. 1974-75

Supplement, 1976.

Instruction

Brown, James W., and others, eds. A-V Instruction: Media and Methods, 5th

ed. McGraw-Hill, 1977.

33
L, 34



Cammack, Floyd M., Marri DeCosin and Norman Linnet Roberts. Community

College Library Instruction: Traininq for Self Reliance in Basic Library

Use. Shoe String, 1979.

Hart,,Thcmas L. Instruction in Library Media Centers. American Library

Association, 1978.

Htpkinsoni Shirley L. Instructional Materials for Teaching the Use of the

Library, 5th ed. Claremont, 1975.

Library Instruction: A Bibliography, 1975 Through 1985. Compiled and edited

by Tian Chu Shih. McFarland & Co,, 1986.

Margrabe, Marry M. The Now Library-Media Center: A Stations Approach and

Teaching Kit, rev. ed. Acropolis, 1975.

Moore, Mae Frances and Helen W. Yee. "Guide to Library Instruction for

Nontraditional Students in the Communit Colle. Pleasant Hill, CA: Contra

Costa County Department of Education, 1982. ED217947.

Library instruction for educationally disadvantaged and ESL students.

Shapiro, Lillian L. Teaching Yourself in Libraries: A Guide to the High

School Media Center and Other Libraries. H. W. Wilson, 1978.

University of Alabama. Cn Using the Library. Kendall-Hunt, 1986.


