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The purpose of the Learning Resources Association of cCalifornia
Community Colleges (LRACCC) is to combine and coordinate the
efforts of various groups in the state which support community
colleges in the improvement of learning. LRACCC represents a cross
section of 1library, media, computer, telecommunications, and
tutorial organizations. LRACCC is also active int he development
and application of improved standards as they relate to personnel,
services, activities, programs, materials, equipment, and
facilities in learning resources centers throughout the California
community colleges.
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Guidelines Committee, and special thanks to the Committee and the
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concerning the content of this document.

The LRACCC Board hopes that the California community colleges find
these guidelines useful in planning for personnel and materials in
the learning resources center.
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PERSONNEL AND MATERIALS GUIDELINES
FOR LEARNING RESOURCES PROGRAMS OF
CALTIFORNIA COMMUNITY COLLEGES

JUNE 1980

In June, 1979, an ad hoc committee of the Learning
Resources Association of California Community Colleges was
appointed to develop quantitative recommendations for guide-
lines concerning staff and materials for learning resources
programs in California Community Colleges. These recommenda-

tions are intended as a complement to The Facilities Guidelines

for Learning Resources Centers, LRACCC, April, 1978.

The committee took as its starting point a draft document
prepared by an ad hoc sub-committee of the American Libréry
Association: '"Draft Statement on Quantitative Standards for

Two Year Learning Resources Programs,'" College and Research

Libraries News, No. 3., March, 1979 (adopted with changes at

the annual ALA conference in Dallas, June 26, 1979, see Appen-
dix).

The recommendations which follow represent an attempt to
deal with the three major components of a total learning re-

sources program in order to provide more specific assistance

~for use ir planning. These three components are: (1) the

Library or traditional print materials component; (2) the
Learning Center component (sometimes called Learning Assistance
Center, Learning Laboratory, etc.), an innovative learning
environment offering individualized as well as conventional

classroom instruction and/or non-traditional instruction directly
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to students; (3) the Media Services component which includes
services as they apply to audio-visual and/or non-book materials
and includes the production and acquisition of instructional
materials and the installation, distribution, operation and
maintenance of audio-visual equipment and materials. In all
three components, a fundamental responsibility is that of
instructional development for faculty and staff. At any indi-
vidual college there may be a greater or lesser degree of
overlapping and/or integrating of these three components depend-
ing upon facilities, programs offered and administrative organ-
ization.

As its most important unit of measurement, the committee

has used total college enrollment, rather than either of the

"yardsticks,'" DGS (Day-Graded Students) or FTE (Full-Time
Equivaleht), used in the two previously-mentioned documents.
The rationale for this variation stems from the steady increase
in the number of part-time students in California community
colleges. ‘Each of these students, regardless of the number
of units for which he/she enrolls, is urged to make full use
of the learning resources facilities and services at his/her
institution. Futhermore, because of individual needs, these
students nften place even greater demands on learning resources
programs than do full-time, traditional students.

Two additional factors, (1) design of facility, and (2)
types of instructional programs offered, necessarily affect
quantitative standards. Hence, the standards herein are intended

not as absolute dicta, but as guidelines only. The committee

has tried to balance the ideal with the practical.




For a glossary of terms used in this document and for

complete qualitative standards, see the 1972 Guidelines for

Two-Year College Learning Resources Programs,1 in the appendix

of this publication.

STAFF

Staff components are defined in the ALA Guidelines.

Staffing of branches, extension centers, commercial level pro-
duction facilities, computer operations, printing services,
extensive learning or developmental laboratories, bookstore
operations, or on-the-air broadcasting are not included in the
table.

The size of the college will determine whether or not
there will be a separate adminstrative head for one or more
of the following three components.

"The chief administrator of the Learning Resources Program
is selected on the basis of acquired competencies which relate
to the purpose of the program, educational achievement, admin-
istrative ability, community and scholarly interests, professional
activities, and service orientations. He has a management
responsibility and is concerned and involved in the entire
educational program of the institution as well as with the opera-
tion of the Learning Resources Program. He is professionally

knowledgeable about all types of materials and services and is

1. American Association of Community and Junior Colleges--
Association for Educational Communications and Technology--
American Library Association. '"Guidelines for Two-Year
College Learning Resources Programs.'" Audiovisual Instruction,
XVIII, p. 50-61 (Jan. 1973). College & Research Libraries
News. XXXIII, p. 304-15 (Dec. 1972).




capable of management of instructional development functions.
Because the ultimate success of a Learning Resources Program
is to a large extent dependent upon the ability of the admin-
istrative head to perform his multiple duties effectively,
the recruitment and selection of the administrative head is
of paramount importance."2
In the Library or traditional print materials component
the staff should consist of: an administrative head with a
librarian's credential (where size so indicates), credentialed
librarians with expertise in library materials selecting, cata-
loging and classifying, in reference and public services and in
instruction at the college level; library/media technical
assistants and clerical staff to support the professional

staff; and student assistants.

In the Learning Center component, the staff should consist

of: a credentialed administrative head (where size so indicates),
credentialed instructors and some or all of the following =
counselors, psychologists,.tutors, clinician, instructional

aids, librarians, media technicians, library/media technicians,
clerical staff and student assistants.

| A learning assistance program may include some or all of

the following = learning disabilities, speech therapy, basic

- skills instruction, study skills, reading/writing labs, testing

centers, content tutorial centers, and EOPS.

Z. Ibid., p. 311



In the Media (audio-visual) component, the staff should
consist of: a credentialed administrative head (where size
so indicates), and some or all of the following: credentialed
instructors, media specialists, graphics artists, photograpers,
media technicians, electronics technicians, library/media tech-
nical assistants, clerical staff and student assistants.

There should be a credentialed librarian responsible for
organizing, cataloging, classifying and maintaining all learn-
ing resources materials and a central catalog of all materials
available to faculty and students.

There should be a credentialed employee on duty in each
of the components during all the hours that each of the com-
ponents is open for service.

The following table does not include students assistants

who are essential for good service.

TABLE 1

STAFF (FTE; for essential services only)

TOTAL COLLEGE Library Learning Center Media Services Totals
ENROLLMENT Cert. *| Class. *]] Cert. | Class. Cert. j Class, Cert. Class,
Under 1,000 1 2 1 2 1 2 3 6
1,000-4,999 2 3 1 2 1 2 4 7
5,000-9,999 4 6 2 3 2 4 8 13
10,000-14,999( 6 9 3 5 3 5 12 19
15,000-19,999| 7 10 4 6 4 6 15 22
20,000-25,000f 8 12 5 8 4 8 17 28

*Cert.=Certificated;

Class.=Classified
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COLLECTION SIZE

Size of the collection available on any two-year college
campus necessarily is dependent on a number of factors, but
primary ones are the number of students enrolled and the number
and variety of instructional programs offered, and the regional
role of the college's learning resources program. Materials
available to the students and faculty should consist of a
variety of print and non:print materials. All items should
be centrally and professionally catalogued.

If the materials are to meet the instructional needs of
the institution served, continued acquisitions accompanied by
effective collections management are needed even where holdings
exceed recommendations. Up-to-date materials are needed for
presentation of new information and new interpretations or the
collection becomes dated and thus fails to support the curricular
needs of the college. New courses added to the curriculum and
new instructional programs require new materials to meet class-
room and individual needs of students. As enrollment increases
there is need for more duplication of titles and for broader
approaches to topics already represented in the collection.
Computer programs and access to data bases for information
retrieval are increasingly important as part of learning re-
sources programs.

Five percent of the collection size should be the minimum
annual acquisition for each learning resources program. Addi-
tional funds should be provided for replacements of lost or
stolen items, and for materials to support new courses and

curricula.




Each item in the following materials list is considered

a single unit for determining collection size.

1 One book

2. One periodical subscription
3. One pamphlet

4. One microform - any type

one book title represented by a microform
one periodical title represented by a microform
one physical unit of microform

5. One audiovisual title of any of the following:
audio recording, motion picture, filmstrips, slide,
overhead transparency, video program, mixed media

6. All other library materials - one title: (flat picture,
study print set, map, chart, realia, game, etc.)

TABLE 11

COLLECTION SIZE (for essential services only)

Other Audio

TOTAL COLLEGE Periodical Motion Picture|and/or Visual

ENROLLMENT Books |Subscriptions |Pamphlets [Microforms|§ Videotapes* |Materials TOTALS
Under 1,000 20,000 200 1,000 2,000 100 5,000 28,300
1,000-4,999 40,000 400 5,000 4,000 500 20,000 69,900
5,000-9,999 60,000 500 10,000 6,000 1,000 40,000 117,500
10,000-14,999| 80,000 600 15,000 8,000 1,500 60,000 165,100
15,000-19,999 {100,000 700 20,000 10,000 2,000 80,000 212,700
20,000-25,000 (120,000 800 25,000 12,000 2,500 100,000 260,300

* The numbers in this colum may vary according to film rental policy at the individual
college or if the college belongs to a film consortium.

BUDGET
Budgeting by fixed formulas in a scense is not possible
for learning resources programs in California's two-year
colleges because of wide variances in practice from institution
to institution. For example, film rentals may or may not be
departmental budgets, consortia may or may not be utilized,
and staff fringe benefits may or may not be included in the

budget for the learning resources programs. In addition to

BEST COPY AVAILABLE
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these, various other services normally a part of learning
resources programs, such as learning or develobmental labora-
tories, will not always be so charged in the institutional
budgets.

The formulas are further complicated where there are
centralized services, satellite operations, and continuing
education responsibilities, so that an absolute formula is not
possible without examining at each campus all elements of
staff, materials, services, and the delineations listed in

IITI C of the 1972 ALA Guidelines. Budget allowance should

reflect inflationary costs which have been especially high in
library books, periodical subscriptions, and other learning
materials.

Experience indicates that a fully developed learning
resources program will usually require from 7 to 12 percent of
the operational budget of the institution, whether these are
separately identified as learning resources or diffused in a

multiple number of accounts.
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Guidelines for Two-Year College
Learning Rescurces Programs”

~

Approced by the ACRL Board of Directors on
June 30, 1981. These guidclines supersede and
replace the previous guidelines which appeared in
C&RL News, December 1972.

Associatiun of College and
Research Libraries
Association for F.ducatiunal Comymunications
and Technology

Two-Year College. Includes publicly-supported
community colleges, privately-supported junior
colleges. two-ycar technical colleges, and two-
year branch camnpuses.

Learning Resources. Iucludes library, audio-visual
and telecommunications und encompasses instruc-
tivnal development functions and instructiunal
system compunents. (See Glossary for expanded
definitiuns.)

Introduction. Two-vear colleges constitute une
of the most dynawmic sectors in American higher
education. They are probably the must diverse of
all postsecondary institutions in the country,
ranging from highly specialized technical or voca-
tivnal schools to comprehensive multi-unit com-
munity colleges. In addition. there are two-year
branch campuses of colleges und universitics,
pruprietary institutions with similar missions, and
uther specialized institutions. A statement de-
scribing adequate learning resources and services
has been difficult to formulate for such institu-
tions because of factors such as the widely diver-

“sifiedd purposes and sizes of the institutions—pri-

vate and public, the high proportion of commut-
ing students, the comprehensiveness of the curri-
cula, the willingness of administyators and faculty
to experiment unhampered by tradition, and the
heterugeneity of background among those enrol:
led. Although the diversity mmong the institution.
al patterns makes the establishment of generally
app'cable guidelines diffendt, all two-vear in-
stitutions need gualitative recommendations
based on prafessional cxpertise and suceessin)
practices in leadimg instititions which can he
used for self-evaluation and projective planuing.
The evolution of libraries away from their tradi-
tiona) function as repositories of hooks has been

parallel to the evolution uf audiovisual centers
away from their traditiunal function as agencies
for showing films. There has been a confluence of
accelerated development in both areas which is
inextricably interwoven in the technological revo-
lution in education. Contemporary Leaming Re-
sources Programs in two-year colleges are sup-
portive of institutiun-wide efforts. Such prugrams
should pruvide innovative leadership coupled
with a multiplicity of varied resources which are
nanaged by qualified staflf who serve to facilitate
the attaiminent of institutional objectives.
Paramount tu the success uf such programs is the
involvement uf Learning Resources stafl with
teaching, administrative, and other staff members
in the design, implemnentatiun, and evaluation of
instructional and edocational systems of the in-
stitution.

These guidelines are disguostic and descriptive
in nature. They have been prepared to give di-
rection to two-yc - alleges desiring to develup
compreheusive Learmng Resources Programs.
This document is designed to provide criteria for
infurmation, self-stndy. and planuing, not tu es-
tablish minimal (or accreditation) standards. Ap-
plication of the criteria should be guverned by
the purposes and objectives uf ecach college. Since
they represent recommended practices, any var-
iant procedures should be supported by cogent
reasuns directly related to institutional objectives.

Nuthing in these guidelines shuuld be cun-
strued as an effort to superimpose an administra-
tive or organizational structure upon an institu-
tion. There is no expectation that every institu-
tiun shuuld ‘be forced into the same mold. The
guidelines are more concerned with functions re-
lated tu the instructional pragram rather than
with specific organizatiunal pattemns. Althuugh it
is expected that these functiuns will be gruuped
into adwministrative (ur supervisory) units within
the Learning Resonrees Program, the nature uof
grouping and the resulting number of units must
he determined by the unique requirements, re-
sources, facilities, and staff of the college. The
degree of antonomy granted cadh unit will also
vary comsiderably, Tn some institutions, perhaps
becanse of size, the units may be fairly task
specific, with supervisory (rather than administra-
tive) heads, and with litde budgetary antonomy.

*Association of College and Research Libraries, 1982

+
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Examples of such nnits include: an audio-tutorial
laboratory: a hibliographic control center; media
production, techoical processes. ete. In other in-
stitutions, cach unit inay subsnme a number of
related activities, or carry ont direct instructiona)
assignments of 4 broad scape, and have an admin-
istratw: head and a high degree of hndgetary au-
tonamy. Examples of soch units include: un au-
diovisnal center; a compatiog center; a library, a
telecommuuiciations center; cte. To all institn-
tions, however, the units report to a chiel ad-
ministrator responsible for overall coordination of
the Leaming Resonrces Program  The extent of
direct supervision of the uaits will he determined
by the nature of the waits and the degree of au-
tonomy granted them.

Maay aspects of traditional lihirary and au-
diovisual services in the two-vear college and the
integration of these services have not been
studied adequately for long-raoge projection of
needs. Until such studies have been made these
guidelines may serve as the foundations for re-
search and for experimentation in organization,
structure, and services.

The changing and expanding role of two-vear
colleges in America today may well result in in-
stitntions quite different from those in operation
at the present time. These guidclines, therefore,
may require significant upward revision when
such institutions rcach a new stagé in their de-
velopment. At that point, they may well need
greater resonrees and greatly extended services.
All concerned should he alert to this coming chal-
lenge.

Tue Rove OF THE LEARNING RESOURCES
ProtGRa

Mauy diverse elements contribnte to the ual-
ity of instruction as it cantributes to the de-
velopment of two-year college stndents. No one
of these is dominant or isolated from the others.
Faculty, students, finances, teachiog methods,
facilities, resources, and educational philosophy
all play significant roles in the educational envi-
ronment of the institution.

Education is more thin exposure through lee-
tores and cote learming to the knowledye, ideas,
and vdaes corrent o societs. Education is a pro-
cess for coonmunicating means for resolvang the
range of problems continuously enconntered by
man in living and in pursmng an occupation.
Students inust be ahle to explore fields of knowl-
edige which will enhance their potential and he
refevant to thea. The means of exploration in-
clude active participation in the classroom and
the labaratory, selfl-directed stady. and the use of
individualized instrnctional resources. Trained
professional assistance is necessary in the design
of instrnctional svstems which contmbnte to the
ennichment of the leaming environment as well
as to the sapport of stadents and faenlty. The de-
sign of the instricctional system. wtilizing a

configuration of resources, is a joint responsibility
of administration, teaching faculty, and the
learning Resonrces staff.

The student's success in achieving instructional
objectives is heavily dependent on access to ma-
terials. Both stodent and facolty member function
at their best when Learning Resonrces Programs
are adequately conceived, staffed, and financed.
More than almost any other elenent in the in-
stitution, Learning Resonrces Programs express
the edicatioaal philosaphy of the institution they
serve. )

Because of its direct relationship to the institu-
tional and instructional objectives, the Learning
Resources Pragram has a fourfold role: (1) to pro-
vide leadership and assistance in the develop-
ment of instructional systems which employ effec-
tive and efficient means of accomplishing those
objectives: (2) to providc an organized and readily
accessible collection of materials and supportive
equipment needed to meet institutional, instruc-
tional, and individual needs of students and fac-
ulty: (3) to provide a staff qualified, concerned,
and involved in serving the needs of students,
faculty, and community: (4) to ¢ncourage innova-
tion, learning, and community service by provid-
ing facilities and resources which will make them
possible.

CLOSSARY

The terms listed below are used throughout
these guidelines as defined.

Tuo-year college. Any postsccondary associate
degree-granting public or private educational in-
stitution which scrves one or mare of the follow-
ing purposes: (1) providing the first two years of
college’ work in anticip. *-« of transfer to another
institution at the junior or third-year level; (2)
providing vocational and technical cducation in
preparation for joh entry; (3) uffering a compre-
hensive program of liberal arts, occupational edu-
cation, general education, and developmental
education; (4) offering readily-accessible lifelong
learning opportunitics of all types; and (5) provid-
ing. throngh hrunches or extension centers of
f«lur-)'e.lr colleges or wniversities, the first two
vears ol postsecondary eduction. Thus the term
“twosvear college”™ includes publicly-supported
conununity colleges, privately-supported junior
colleges. two-vear technical colleges, and two-
vear branch campuses.

Learning Resources Program. An administra-
tive configuration within the institution responsi-
ble for the supcervision and management of Learn-
ing Besourees Units, regardless of the location of
these comnponents within the varions physical en-
viromnents of the institution.

Learning Resources Unit. A subordinate agency
within the Learning Resources Program suf-
ficiently large to acquire organizational ideotifica-
tion as distinet from individid assigniment and
with an administrative or supervisory head, and
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which mly'have its own facilitles, staff, and
budget. Hlow many of these units would make up
the Leaming Resources Program, and the func-

“tions assigned to each. will vary from institution

to institution.

Instructional decelopment functions. The solu-
tion of instructional problems through the design
and application of instructional system compo-
nents.

Instructional system ¢ ts. All of the re-
sources which can be designed, utilized, and
combined in a systematic manner with the intent
of achieving leaming. These components include:
persons, machines, facilities, ideas, materials,
procedures, and management.

Instructional product design. The process of
creating and/or identifying the most effective ma-
terials to meet the specific objectives of the learn-
ing experience as defined by instructional de-
velopment.

Production. The design and preparation of ma-
terials for institutional and instructional use. Pro-
duction activities may include graphics, photo-
graphy, cinematography, audio and video record:
ing, and preparation of printed materials.

Staff. The personnel who perform Learning
Resources Program functions, These persons have
a variety of abilities and a range of educational
backgrounds. They include professional and sup-
portive stafl.

Professional staff. Personnel who carry on re-
sponsibilities requiring professional training at the
graduate level and experience appropriate to the
assigned responsibilities.

Supportive staff. Personncl who assist profes-
sional staff members in duties requiring specific
skills and special abilities. They make it possible
for the professional staff to concentrate their time
on professional services and activitics. Their train-
ing may range from four-year degrees and two-
year degreces to a one-ycar certificate, or exten-
sive training and experience in a given area or
skill.

System(s) approach. A process for effectively

"and efficiently applying the instructional systems
component to achicve a required outcome based

on agreed-upon institutional goals.

Materials. Divided into three categorics: writ-
ten. recorded, and other materials (sce below).

Written materials. All literary, dramatic, and
musical materials or works, and all other mate-
rials or works. published or unpuhlished,
copyrighted and copyrightable at any time under
the Federal Copyright Act as now existing or
hereafter amended or supplemented In whatever
format.

Recorded materiuls. All sound, visual, au-
diovisual, films or tapes, videotapes, kinescopes
or other recordings or transcriptions, published
or unpublished, copyrighted or copyrightable at
any time under the Federal Copyright Act as now
existing or hereafter ded or | ted

1

Other material. All types of pictures, photo-
graphs, maps, charts, globes, maodels, kits, art ob-
jects, realia, dioramas, and displays.

1. OBJECTIVES AND PURPOSES
A. The college mukes procision for u Learning

Resowurces Program.

The kinds of educational programs offered at
ncarly every two-year college require that
adcquate provisions be made for a Leaming Re-
sources Program, which should be an integral
part of each institution. Leaming Resources Pro-
grams should efficiently meet the needs of the
students and faculty and be organized and man-
aged for users. The effect of combining all learn-
ing resources programs under one administrative
office provides for the maximum flexibility, op-
timum use of personnel, material. equipment,

“facilitics, and systems to permit increased oppor-

tunitics for the materials best suited for the user's

needs.

B. Learning Resources Programs have a state-
ment of defined purpose and ohjectives.

The need for clear definition of the role and
purposes of the college and its various programs
is highly desirahle. Since Learning Resources
Programs are a vital part, the objectives within
the college they serve need to be defined and
disseininated in an appropriate college publica-
tion. Within this framework, the following overall
purposes of the Learning Resources Program are
delineated:

1. Leurning Resources Programs exist to facili-

tate and improve learning.

The cmphasis is upon the iinprovement of the
individual student, with a wide choice of mate-
rials to facilitate le. .~ -g. Such emphasis requires
a stafl committed to etiective management of in-
structional development functions and eflective
utilization of instructional system components,

2. Learning Resources Programs, like the in-
structional staff, are an integral part of in-
struction,

Students who discover by themselves, or who
are encouraged by the staff or faculty to seck out,
the matcrials appropriate to their curriculum se-
quence of courses should be provided options to
regular classroom instruction to achieve credit for
a particular course. Such alternatives should be
developed and made acailable to the students.
The staff provides information on new materials,
acquires them, or produces them, working
cooperatively with the faculty on instructional de-
velopment.

3. Learning Resources Programs provide a va-
riety of services as an integral part of the in-
structional process.

a. Instructional development functions,
which include task analysis, instructional design,
evaluation, and related research.

b. Acyuisition of leaming materials, includ-
ing cataloging and other related services.

16 BESTCOPY AVAILABLE.
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¢. Production.

d. User services which include reference,
circnlation (print and nnnprint aterial), trans-
mission or disseminatinn, and assistance to both
faculty and students with the usc of Learning Re-
sources.

e. Other services, such as the computer op-
eration, bookstore, campus duplicating or print-
ing service, the learning or developmental lab,
varions auto-tutonal carrels or lahs, telecommuni-
cations, or other information networks might be
included within the functions and purposces of the
college’s overall nrganizatiun and objectives.

4. Learning Resources Programs cooperate in
the decelopment of area, regional, and state
networks, consortia or systems.

Every twn.year cnllege, whether privately or
publicly suppnrted, has a respunsibility to help
mcet the resource naterial need of the larger
community in which it resides. Attention is
placed on ways in which each college can serve
that community; in turn, the community serves
as a reservoir of naterial and human resources
which can he used by the college.

If the internal needs of the college and its stu-
dents and staff are met, then coordinatinn of its
resonrces and scrvices with those of other institu-
tions to mecet wider needs is mandatory. Recip-
rocal participation in consortia with other institu-
tions for the develnpment of cxchanges, net-
works, or systems pravides the colleges with ma-
terialy and services that otherwise enuld not prac-
tically be provided.

11, ORGANIZATION AND ADMINISTRATION

A. The responsibilities and functions of Learning
Resources Programs within the institutional
structure and the status of the chief adwminis-
trator and heads of Learning Resources Units
are clearly defined.

The effectivencss uf services provided depends
nn the understanding by faculty, college adminis-
tratnrs, students. and learning Resnurces staff nf
their respnnsibilitics and functions as they relate
tn the institutiun. A written 'statement, endursed
by the institutiun’s trustees ar other pnlicy-setting
group, should he readily availahle.

To fenction adequately, the chicl administrator
of a Learning Resources Program (whose title
may vary in different institutinns) reports to the
administrative officer uf the college responsible
for the instructinnal program and has the same
administrative rank and status as uthers with simi-
lar institution-wide responsibilities. These re-
sponsibilities ure delincated as part nf a written
statement su that the chiefl administrator has
adequate anthority to manige the internal opera-
tions and to provide the services needed.

B. The rclationship of a Learning Resources
Program to the total academic program necessi-
tates incolcement of the professional staff in all
areas and levels of academic planning,

Provision of learning inatenals is central to the
academic progrom. As o result, the professinnal
staff has interests which are broad and go heyond
the scope nf its day-to-day operations. The pro-
fessional staff members are involved in all areas
and levels of academic planning. The chief ad-
ministrator and heads of Learning Resources
Units work closely with other chiefl adininistrators
nf the college, and all professional staflf members
participate in faculty affairs to the same cxtent as
uther faculty.

The professional stalf members are involved in
major college comnmittees. As far as possible, the
professional stafl memnhers ought to function as
lizisnn participants inr staff meetings of the various
departments. )

C. Advisory committees composed of faculty and
students are cssential for the evaluation and ex-
tension of services.

As a rule, there should he a faculty advisory
committee appointed by the appropriate adminis-
trative officer of the callege, elected by the fac-
ulty, or selected hy the procedure generally fol-
lowed in the formation of a faculty commitice, It
should include representatives of the various
academic divisions of the college and consist of
both senior and juninr members uf the faculty,
chosen carcfully fur their demonstrated interest
heyond their uwn departmental concerns. The
committee functions in an advisory capacity and
acts as a connecting link between the faculty as a
whole and the learning Resources Program. It
should nut concern itself with details of adminis-
tratinn.

A student advisory committee (or a joint advi-
sory committee with the faculty) serves as a
liaison between the student body and the Leam-
ing Resources Progran.. ‘e committee should
wnrk closely with the chicf administrator and
shnuld be used as a snunding board fr new ideas
in develuping a more effective program of ser-
vices.

D. The chief udministrator is responsible for the
administration of the Learning Resources Pro-
gram. which is carried out by means of estab-
lished lines of authority, definition of respon-
sihilities, and channels of communication
through heads of Learning Resources Units as
defined in writing.

E. Internal administration of a Learning Re-
sources Program is hased on staff participation
in policy, procedural, and personnel decisions.
The intemal organization is appropriate to the

institution, and within this framework is based

upun a considerable amnunt nf self-determina-
tion, guided by the need for mecting common
goals. Regnlar stafl mectings and clearly devised
lines of authority and responsihility are necessary.

All stufl inembers share in the process by which

policies and procedures are developed: all staff

members have access to heads of Learning Re-
sources Units and the chief administrator.
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Each professional and supportive staff member
is provided with a pnsition desceription which
dearly identifies the position duties and respon-
sibilities, and supesior wd subordinate relation-
ships. Each Learning Resonrees Unit requires a
staff manual which provides policy and procedural
statements, duty assigminents, and otlier organiza-
tional matters, and items of general information
which would comnpliment instructional policies.

F. Budget planning and implementation of a
Learning Resourccs Program is the responsibil-
ity of the chicf administrator. (See Section I11.)

G. The accumulation of pertinent statistics and
maintenance of adequate records is a manage-
ment responsibility.

Adequate recurds ave needed fnr internal
analysis and management planning and to provide
data for annmal and special repnrts needed by the
college. accrediting assnciatiuns, and government
agencies. Effective planning can be made only nn
the basis nf available informatiun. Statistics pro-
viding a clear and undistnrted picture of activi-
ties, acquisitions nf materials and equipment,
utilization of materials, equipment and personnel,
and annual expenditures are essential for federal,
state, and. college use. These statistics and rec-
ords are collected in terms of the definitions and
methods of reporting set forth in federal and pro-
fessional publications. Appropriate data must also
be collected and analyzed with regard to the in-
structional progrums and the effectiveness of
Learning Resources on these programs. Data of
this type serve as the basis for important instruc-
tional decisions affecting the institution, faculty,
students, and Learning Resnurces Program.

H. Adequate management includes the prepara-
tion and dissemination of information to ad-
ministrotion, faculty, and students concerning
acticities, sercices, and amaterials,

The close interrelationship which exists with
instructional departinents on the campus de-
mands that information about the Learning Re-
sources Program be readily available. An annual
report and other planned informational repnrts
are essential for this purpose. Among other pos-
sible publications are bibliographies, acquisitions
bulletins, current awareness lists, handbooks for
faculty and students, releases to student and
community publications through regular college
channels, canpus broadeasts, und utilizatinn nf
other communications services which will reach
students and laculty.

1. Responsibilitics for all learning resources and
services shadd be assigned to a central adniin-
istrative unit,

Centralized administration is desirable in nrder
to provide coordination of resources and services,
to develop system approaches to needs, and to el-
fectively utilize staff. Material and equipment, nn
the other hand. may be lacated in the areas
where learning takes place. Inventory control of
all materials and equipment should be the re-

spounsibility of the Leaning Resonrces Program

and its units. All such collections of materials

shonld be considered the resonrces of the entire
college and not limited in ntilization to separate
departinents.

J. Multicampus districts take advantage of the
opportinity for clase couperation, exchange of
resources, and shared technical processes while
prociding full resources and services for cvery
campus.

Each campus in a multicampus, twn.ycar col-
lege district has its instruetinnal and individual
nceds met nn its campus. Learning Rcsources
needed by ofl.campus programs are supplied by
the campus sponsoring the prngram. There is nn
need, however, for duplication nf routinc techni-
cal prncesses and production facilitics where
these can be centralized more economically. Or-
ganizational structure within the district should
facilitate cooperatinn and exchange of resources.

111. BUDGET

A. Learning Resources Program budgcet is a func-
tion of program planning. It is designed to im-
plement the realization of institutional ond in-
structional program objectices.

It is the responsibility of the chicf adminis-
trator of the Learing Resources Program to sce
that cach unit of a Learning Resources Program
reccives due attention in the hudget and that the
allocation of funds is based nn appropriate data.
B. Budget planning for the Learning Resources

Program reflects the college-wide institutional

and instructional needs, is initiated by the chief

administrator, and is rhanged in consultation
with him or her.

Adequate budget, essential to provide good
services, is based upun e needs and functions of
the Learning Resuurces Programs in suppnrt of
the institutional and instructional process,

C. Sepurate categorics ore maintained in the
budget for salaries, student wages, purchase
ond rental of all types of materials and equip-
ment, production of instructional materials,
supplies. external and internal direct costs
{computer, fringe hencfits, ctc.), repairs, re-
placement and new equipment, tracel of staff
to professionol mectings, and other related
items.

For manageinent pnrposces, casts relating tn the
various types of materials and services are sepa-
rately identifiable. Where specialized facilities
and functions are a part of the Learning Re-
sonrees Program, it is desirable that cost for these
be identifiable as well.

D. Financial records ore maintained by, or are
accrssible to, the Learning Resources Units.
Costs analyses and financial planning are

dependent upon the adequacy of records, with

sufficicnt additional information to enable com-
prehensive planning and cffective utilizatinn of all
funds available. These records are nnt necessarily
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the same records as are needed in the business

office.

E. All expenditures, other than payroll, are ini-
tiated in the Learning Resources Units with
payment made only on invuices verified for
payment by the staff.

Purchases are initiated by the staff through
preparation of purchase order i requisition. In-
stitutional business operations require approval of
all invoices by the operating departments,

F. To the legal extent possible and within the
policies of the Board uof Trustees, purchases of
materials are exempted from restrictice annual
bidding.

Materials often are unique items obtainable
from a single source. Equivalent prices and
speedier service often can be obtained by direct
access to the publisher of manufacturer rather
than through a single vendor. Saltisfactory scrvice
requires prompt delivery so that the needs which
determined their acquisition might he met; a
larger disconnt inight justifiably he rejected if it
entails a dcelay in filling the order. Satisfactory
scrvice rendered by a vendor in the past may
more than outweigh the confusion and interrup-
tion of service inherent in frequent changes of
vendors through annual bidding requirements for
learning materials.

G. Purchuse of materials is based on curricular
requirements and other factors, and thus made
throughout the year rather than annually or
semiannually.

Expenditures are hased on need, availability
and practical considerations such as processing
time, rather than through fixed sequences which
inhibit the functions of the unit.

H. Learning Resources Program cquipment is
purchased through o systems approach.

The purchase of any Learning Resources Pro-
gram equipment, like all functions of the Learn-
ing Resources Program. should be carried out
through a systems approach hased on well-
defined institutional and instructional ohjectives.
L. Development of performance specifications for

Learning Resources Program equipment to be

purchased for implementation of instruction is

based on calid criteria.

Performance quality, effective design, ease of
operation. cust, portability, cust of maintenance
and repair, and availuble service are among the
criterin which shunld be applied to equipment
selection.

Must important, however, is how the item or
items will Kt into planning for maintenance and
improvement of corricnhn programming as set
forth in continuous instructionzl design plans, Re-
sponsibility for evaluating, selecting and recom-
mending purchase of equipment ix that of the
Learning Resources staff,

J. Cooperative purchasing of materials, cquip-
ment. parts, and services should be effected
where possible.

In an effort to secure the best materials,
equipinent. parts, and senices at the Jowest cost,
cooperative purchasing should be developed with
other area institutions.

IV, INSTRCCTIONAL SYSTEM COMPONENTS

A. Staff

1. The chief administrator of the Learning Re-
sources Pragram is selected on the hasis of
acquired competencies which relate to the
purposes of the program, educational
achicrement, administrative abifity, commu-
‘nity and scholarly interests, professional ac-
tivities, and service orientation.

The chief administrator has a managenent re-
sponsibility and is concerned and involved in the
entire educational program of the institution as
well as with the operation of the Learning Re-
sources Program. The chicl administrator is pro-
fessionally knowledgcable about all types of mate-
rials and scrvices and is capable of managenent
of instructional development functions. Because
the ultimate snceess of a Learning Resources
Program is to a large extent dependent upon the
ability of the chicf administrator to perform mul-
tiple dutics cffectively, a comprehensive recruit-
ment and selection process is of paramonnt im-
portance. :

2. The administrative (or supcrvisory) heads of
the separate Learning Resources Units are
selected on the hasis of their expertise in and
knowledpe of the function and role of the
particular learning Resources Unit which
they will inanage and to which they w:ill give
leadership.

3. A well-qualified, expevienced staff is avail-
able in sufficient nwmbers and areas of spe-
cialization to carry ont adequately the pur-
poses and ohjectives of the Learning Re-
sonurces Program.

Depending npon the size and programs of the
institution, the hone. sperated, the physical
facilities, and the scope and naturc of the services
performed. the number and specializations of pro-
fessional and sapportive staff will vary from one
institution to another.

4. All personnel are considered for employment
Jollowing procednres as established by the
institution. '

The effectiveness of a Learning Resources Pro-
gram is determined by the performance of the
staff. It is essential, therefore, that all per-
sonnel—professional and support staff—be ree-
ommendced for employment to the chicf adminis-
trator on the &lvice of the Learning Resonrces
Unit head who will he involved in the supervi-
sion of the new staflf member.

5. Prafessional staff members should hace de-
grees andlor experience appropriate to the
position requirements.

Prafessional training is appropriale to assign-
ment in the Learning Resources Program.,
Additional graduate study or experience in a suh-
jeet field should be recognized for all persannel
as appropriate to such assignments.

Professional stall’ members are assigned duties.
They are acconntable for the operational «ffee
tiveness of the Learning Resources Program as
designated by the chiel adininistrator and heads
of units. They may he supervisors as well as pro-
fessional consultants to the facalty wnd advisors to
students.
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6. Every professional staff member hay faculty
statux, faenlty benefits, and obligations,

Professional stall benelits inclnde such preroga-
tives as tenure rights, sick leave benefits, sabhati-
cal leaves, vacation benefits, retirement and an-
nnity benefits, provisions for professional de-
velopment, and compensation at the same level
which is in effect for teaching faculty or for those
at cnmparable levels of administration. When
Leaming Resources personnel work on a regular
twelve-month schedule, salary adjustments will
be necessary to compensate for additional service
days. Where academic ranks are recognized, such
are assigned to the professional staff bused on the
same criteria as for other faculty, and are in-
dependent of internal assignments within the
Leaming Resonrces Progran.

There is the obligation of faculty statns to meet
all faculty and professional requirements, ad-
vanced stady, research, promation, committce
assigmments. membership in professional organi-
zations, spnnsorships, publication in learned
journals, etc.. which the institution expects of
faculty members. It is expected that professional
staff will abide by the institotional policy/
procedures or contractual arrangements which
could inclode such items as stafl evaloation, office
hours, work assignments, and other defined work-
ing relationships.

7. Professional development is the responsibil-
ity of both the institution and the profes-
sional staff member.

Personal membership and participation in pro-
fessional activities is expected of all staff mem-
bers. Further graduate study shoold be encour-
aged and rewarded, The institution is expected to
encourage and support professional development

‘by providing among other benefits: consultants

for staff development sessions; travel funds for
regular attendance of some stafl inembers and oc-
casional attendance for every staff member at ap-
propriate state or national weetings, workshops
and serginars; and special arrangements for thuse
staff members who serve as officers or committee
memnbers or participate on a state or national
program,

8. Teaching assignments hy Learning Resources
staff members are considered dual appoing-
ments in calcwlating stoff work loads.

When members of Leaning Resources staff are
assigned regular teaching responsibilities in train.
ing technicians or other classrooin assignments,
the hours scheduled in the Leaming Resources
Program are reduced by an equivalent time to
allow preparation and classroom contact hours.,

9. Support staff members are responsible for
assisting the professional staff in providing
effretive services.

Responsibility for each level of suppart staff
will be detenmined by the needs nf the institution
aml the appropriate administrative strncture. The
vumber and kind of support st needed will be
dctermined by the size of the college and the
services provided. The edueational hackgronnd
aml experience of such snpport stufl shoold be
approoriate to the tasks assigned. .
In wnany instances, gradwates of foor-year de-

gree programs and two-year Weelmical progrns
will meet the training required. other cases,
one-year programs may he sofficient; or skills
may have been learned thvough extensive work
experience in a related position. The support stafl
may be sopervisors as well as technical assistants
or nides.

10. Student assistants are emploged 10 supple-
ment the work of the supportive stuff.

Student assistants are important hecanse of the
varicty of tasks they can perform effectively. They
encourage other students tn wse the facilities and
services, and they senve as significant means nf
recruitment for supportive and professional posi-
tions.

They do not, however, replace provision of
adequate full-time stafl, nor can their work be
matched un an hour-to-hour basis with that of
regular full-time employment.

B. Fucilities

1. Planning of new or expanded facilitics is ac-
complished with the participation and con-
currence of the chief administrator in all de-
tails and with wide'invulvement of users and
staff.

The chief adininistrator and stafl work with the
architect and the administration in every decision
and have prime responsibility in the functional
‘Planning of the facility. Employmient of a knowl-
cdgeable media specialist or library building con-
sultant results in 2 more fnctional and useful
huilding operation and should he given serious
~comsideration. In the case of specialized facilities,
spedial technical consultants may be required. As
a resnlt of poor design, functions of many baild-
ings fail becanse those persans who will he work-
ing in or using the hailding have not been in-
valved in planning. Staff, faculty, studeat repre-
sentatives, and others who will otilize the
facilities should be consulted.

2. In the design of dassrooms and other college
Jacilities where Learning Resources are to e
used, Learning Resources specialists should
he consulted.

The effective use of an instructional system is
depenrent upon the availability of a snitable en-
virominent for the use of specified Leaming Re-
sources. Frequently, architects and other college
stafl are not always aware of all of the technical
reqoirements of soch an environment.
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3. The physical facilities devoted to Learning
Rezources and Lrarning Resources Units are
planned to procide appropriate space to
meet institutional and inotructional objectives
and should he sufficient ta accommodate the
present operation as well as reflect long-
range planning to procide for anticipated
expansion, educational mission and program
and technological change.

The location and extent of space provided for
development, acquisition, design, production,
and use of learning resources is the responsibility
of the chief administrator of Learning Resources.
and should, be designed to implement explicit,
well-articulated program specifications developed
by the Learning Resources and instructional staff
of the college. Such a program should include
flexible provisions for long-range development
and phasing. The alteration, expansion, or con-
solidation of facilities also should be guided by
carefully delincated program objectives which are
known and understood by Learning Resources
personnel, the instructional and administrative
staff of the cullege, and the Board of Trustees.
Factors to be considered when developing
facilities requirements from the program speci-
fications include projections of the student en-
rollment, the extent of community services,
gronth in the varicties of service, growth of ma-
terials collections, support of varying modes of in-
struction, stafl needs, and the impact of curricular
development and technrological advances,

4. Facilities of Learning Resources Units showld
be located conceniently for use by both stu-
dents and instructional staff.

Flexibility is esseatial to meet advances in
technology and changes in instructional require-
ments. Service arcas within the Learning Re-
sources Unit are grouped to aid the user and ta
peramt the stafl to pedorm duties effectively and
officiently

Learning Resources services for administration,
acqutisition, and cataloging shodd be centralized
for more efficient operation. Planning should pro-
vide for convenient Jocations of fucilities for stor-
ing and using equipent and materials close to
the learning spaces or central to stadent traffic
flow in which they are to be used. Where exist-
ing facilities will not permit this arrangement, an
cffort should he made to reduce confusion and
frustration hy making clear to the user the
specific function of cach facili

The number of users varies in all wnits from
peak periods when crowded conditions make ser-
vice difficidt to times when few students are
present. Phiysical arrangements should mske con-
tinued service with 1oinimal staff possible during
guiet times and at the same time provide for
anumcnu«l service at other periods.

Services provided are dependent upon staff,
whose efficiency is tn turn dependent upon
adeguate office, workroom and storage space. The
pmtlnc!km facility should provide for consultation
and demonstration space. 1t should be equipped
to permit the demonstrating and previewing of all
components of an instructional system. A staff
conference room, apart from the administrative
head's office., is desirable in all but the smallest
institutions.

8. The physical facilities procide a wide variety

of learning and study situations.

Students reqguire various types of facilities for
learning and study. Some require programmed
learning equipment: others learn best by use of
isolated individual study areas. In some circum-
stances they necd to study together as a group or
relax in comfortahle lounge chairs. Proper ar-
rangement and sufficient space for utilization of
instructional equipment and materials should be
provided for individaalized instruction, browsing,
and media production.

6. The physical facilitics are attractive, com-
Jortable, and designed to encourage use by
students.

Attractive and well-planned areas encourage
student utilization. Air conditioning and comfort-
able heating. proper lighting, acoustical treat-
ment, regular custodial care, prompt maintenance
of cquipment, and regular and systematic repair
of damages are necessary. Attention to the nceds
of the handicapped st be met in accordance
with legal requirements.

7. Space reqguirements, physical arrangements,
and construction provide for full utilization
of specialized ecquipment.

Specialized facilities ure necessary for certain
types of equipment. Fo. ~sample, computer ser-
vices, listening and viewing equipment, media
production, and nse of other types of clectronic
equipment reguive special consideration in tenns
of electrical connections, cables, condnits, lights,
fire protection, security, and other factors which
affect service.

C. lustructional Equipment

1. Necessary insteuctional equipment is acail-
able at the proper time and place to meet in-
stitrtional and instructional ohjectices.

Centralized contral of inventory and distribu-
tion of all couipment is necessary. A thorongh
and continnal evalwation is desirable to ensure
that enough of the appropriate equipment is
avatilable.

2, Classroom and Learning Resources Pragram
use of cquipment is managed in the most of-
Jective manner ta minimize operational mis-
haps and insure cffective utilization.

Assistance from Learning Resources staff is
availuhle ay a regolar service when needed and
for the maintenance of equipment. Except fur
more complex equipment, the instructor and sto-
dent should be respansible for the operation of
the equipment.

3. Learning Resources uml instructional

cquipment are sclected apd purchased on the
basis of specific eriterig. (See Section 1)
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D. Materials

1. Materials arc selected. atijuired, designed,
ar produced on the basis_of institutional and
instructional objectives, deccloped by the
Jaculty, students, and administration in
cooperation with Learning Resources.

A written statement regarding acquisition und
production of learning materials has such-an im--
portant ‘and pervasive effect upon the instruc-
tional program and the services of the Learning
Resoarces Prograin that all segments of the
academic community should be ‘involved in its
development. The statement should "be readily
availahle in an official publication.

Learning Resources Programs provide materials
presenting all sides of dontroversial issucs. The
position of the American Library Association, and
comparable assaciations. on the subject of censor-
ship is firnnly adhered to.

2. Materials wmay be acquired and imade acail-

able from a caricty of sources.

In an effort to meet the needs of the instrue-
tional process and cultural enrichment, it will be
necessary to aequire inaterials throngh:

a. purchase of commerctally available materials:

b. lcase or rental of materials where purchase
is neither possible or practical in terms of cost,
utilization, or type: ' '

c. loan through free foan agencies;

d. acquisition of materials as gifts;

c. design and production of materials not
readily available.

3. Materials must be accessible tu outhorized

individuals,

Although there is no wniformly aceepted sys-
ten to make all resaurces available, the inaterials
must be properly orjsanized and the necessary
stafl. facilities, and hardware provided. Highly
sophisticated sysiemns for retrieving, manipulating
and displaying information might be necessary.

4. Final management decision as to the order
in «hich matcrials are to be purchased or
produced is the responsibility of the chief
administrator or delegated subordinate.

Within the established framework of the
written statement on acquisition and production,
and the budgetary restraints, the final manage-
ment decision and priority judgment must be the
responsibility of the chief adininistrator and duly
designated subordinates.

S. Representatice waorks of high caliher which
might arouse intellectual curiosity, coun-
teract parochiclism, help to develop critical
thinking and cwltural appreciation. or stimu-
late use of the resources for continuing edu-
cation and personal decelopment are in-
cluded in the collection even though they do
not presently meet direct currcalar needs.

One fanction of higher education is to develop
adult citizens intellectually capuble of tuking their
pluces in a changing society. Provision of mate-
riul.lw bevond curricular needs is essential for this
g(f-\ .
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6. Matrrials reflect ages, cnltural hackgrounds,
intellectual Irvels, decelopmental needs, and
career guals represented in the student body.

Two-year collegge students represent all struta

of community and national fife. To meet their
needs, the collection must contain materials of alt
kinds and at all levels. Those students who re-

_quire hasic remedial materials, those who seck

vocational and technical training or retraining.
those who seck an understanding of their culture,
and those whao are utilizing their retircment years
for personal stimulation should cach find the ma-
terials which can serve their interests and sohve
their problems. Special care is taben to include
reprdsentative materials related to the needs of
minarities as well as materials reflecting diver.
gent social. religious. or political viewpaoints.

7. A broad policy is deceloped concerning gifts
to a Learning Resources Profram.

Generally, ¢ifts are accepted only when they
add strength to the collection and impuse no sig:
nificant limitations on housing, bandling, or dis.
position of duplicate. damaged; or undesirable
items. It is recognized that gifts frequently re-
gnire more time ta sercen, organize, catalog, and
process than new materials. Storage space and
staff tiine requirements must be considered in ac-
cepting gift materials. In acknowledgment nf
gifts, attention should be called to govérnment
recognition of such contributions for tax purposes,
as well as to the impropriety of any appraisal by
the recipient of a donation.

8. In local reproduction of materials for in-
structional use, care is taken to comply with
copyright regulations.

Laws restrict the copying of many items with-
ot permission. ecvdures and guoidelines must
be cstablished regarding reproduction of
cop: righted materials and made easily accessihle.

9. The reference collection includes a wide
scleetion of significant subjcct and gencral
bibliographies, authoritative lists, perindical
indexes, and standard reference works in all
Sfields of knowledge.

Every two-year college requires extensive hih-
liographical materiads for nuse in locating and ver-
ifying items for purchase, rental, or barrowing.
for providing Jor subject needs of users, and for
evaluating the collection,

10. Newspapers with carious geographical,
political, and social puints of cvlew on na-
tional and state issues are represented in the
collection.

Newspapers should reflect community, na-
tional. and worldwide points of view. Back files of
several newspapers are retained in print or mi.
croform.

1. Government documints arc required as

significant sources of information.

Some two-year colleges which are document
depositorics receive government publications as a
matter of course. All Learning Resources Pro-
grams should acquire regubirly such publications.
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12. Files of pemiphlets and other ephemeral

materialo are maintained.

An effective and up-to-date pamphlet file is a
strong recource In any college. Included gre voca-
tional ond ephemeral moterials developed
through systematic ecquisition of new materials,
including subscriptions to p phlet services and
requests for free materials. References in the
catalog to subjects contained in pamphlet files are
desirable in providing the fullest access to the
materials. Periodic weeding of the collection is
essential.

Manufacturers’ and publishers’ catalogs and

brochures which describe new materials and
equipment are ded to suppl t published
lists and to provide up-to-date information.

13. A collection of recorded and other mate-
rials should be available for individual use as
well as for meeting instructional needs.

14. Policy or procedures for the conservation
of materials, deletion, and weeding the col-
lection of obsolete materials should be de-
veloped as part of an onguing procedure.

The materials in the collection should be exam-

ined regularly to eliminate obsolete items, un-

necessary duplicates, and worn-out materials.
Procedures regarding deletion need to be explicit
for weeding and disposing of such materials.
Prompt attention must be given to damaged ma-
terials so that repairs and replacement (including
rebinding of printed materials or replacement of
portions of projected or recorded materials) are
handled systematically, along with prompt action
to replace important items, including those dis-
covered to be missing.

18. The Learning Resources Unit functions as
an archive for historical information and
documents concerning the college itself.

An effort should be made to locate, organize,

and house institutional archives to the extent de-
fined by the administration.

V. SERVICES

A. Users of Learning Resources have the right to
expect:

1. That facilities, materials, and services are
available and accessible to meet demon-
strated instructional needs for their use re-
gardless of location;

2. That an atmosphere be provided which
dllows sensitive and responsive attention to
their requirements;

3. That professional staff be recdily available for
interpretation of materials and services ond
for consultation on instructional develop-
ment;

4. That physical facilities be properly main-
tained to make use comfortable and orderly;
5. That requests for scheduling, circulation,
distribution, and utilization of materials and
related equipinent be handled expeditiously;

6. That acquisition, production, and orgsniza-
tion of mutcrials meet educational. cultural,
and personal needs.

7. If an institution is conducting classes in off-
campus locations, careful planning and fund-
ing must be provided to ensure that equal
services are aveilable to those programs.

VI. INTERAGENCY COOPERATIVE ACTIVITIES

A. Cooperative arrangements for sharing of rc-
sources are devcloped with other inatitutions
and agencies in the community, region, state,
and nation.

To provide the best possible service to the stu-
dents and faculty in the two-year college, close
relationships with other local institutions and
agencies and with institutions of higher education
in the area are essential. Through consortia,
media cooperatives, and loan arrangemcents, in-
stitutions can share rcsources. The college may
need to make arrangements so that its students
may use the area facilities and resources. When
an unduc burden is placed on a neighboring in-
stitution, financial subsidy may be appropriate.

B. The institution is willing to consider participa-
tion in cooperative projects, such as shared
cataloging, computer use, and other sercices
which may be mutually beneficial to all partici-
pants.

By cooperative planning much expense and
wasteful duplication can be avoided in the com-
munity and region. Leaming Resources personnel
and institutional administrators need to be alert
to cooperative activities of all kinds and to be
willing to explore the possibilities of participation
for their own institution.

C. Responsibility for the collection and preserva-
tion of community history and for the accumn-
lation of other locui ~:4 statistical data is
shared with other institutions and is coordi-
nated with them. 00
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FOREWORD

The following statement on quantitative
standards for two-year college learning resources
programs has been prepared by the Ad Hoc Sub-
committee to Develop Quantitative Standards for
the “"Guidelines for Two-Year College Learing
Resources Programs.” A draft of the statement

appeared in the March 1979 issue of College &

Research Libraries News.

In June 1979 the Ad Hoc Subcommittee re-
vised this draft. At the ALA Annual Meeting in
June 1979, the ACRL Board voted to mtify the
revised statement. “Statement on Quantitative
Standards for Two-Year Leaming Resources Pro-
grams” is hereby published in its final form for
the information of ACRL members.

INTRODUCTION

When the "Guidelines for Two-Year College
Learning Resources Programs™® was completed in
1972, it was pl d that a supplementary state-
ment of quantitative standards should be de-
veloped. This document is the intended supple-
ment, designed to meet the recurring requests
for suggested quantitative figures for help in
planning and evaluating programs. No absolutes
are presented here; too many variables must be
considered for this to be possible. In addition, al-
though extensive use has been made of existing
statistics when these were appropriate,t no con-
clusive research provides quantitative measure:
ments of some factors. In such cases the profes-
sional judgment and extensive experience of the
members of the committee have been the basis
for the recommendations.

*American Association of Community and
Junior Colleges—Association for Educational
Communications and Technology—American Li-
brary Association, "Guidélines for Twe-Year Col-
lege Leaming Resources s.” Audiovisual
Instruction, XVIi1, p.50-61 (Jan. 1973); College
& Research Libraries News, XXXIII, p.305-13
(Dec. 1872).

tFor example, extensive computer analysis was
made of the 1975 HEGIS statistics, which had
the only comprehensive coverage of audiovisual
holdings. These statistics were analyzed by FTE,
by types of materials, and by other factors. The
quartiles developed have been used extensively
by the committee. Stanley V. Smith, Library
Statistics of Colleges and Universities: Fall 1975
Institutional Data (U.S. Dept. of Health, Educa-
tion and Welfare, Nationa! Center for Education
Statistics, 1977).

Quantitative Standards for
Two-Year Learning Resources Programs’

Adherence to every single element in the
Learming Resources Program (as defined in the
“Guidelines™) is not considered essential in this
document. For example, collection size is viewed
as velating not to hook holdings alone or to au-
diovisual holdings alonc but rather to total biblio-
graphical unit equivalents {as defined in section
on collections),

The significant variable accepted for most ele-
ments is enrollment expressed as full-time equiv-
alent (FTE) students. The tables reflect from
under 1,000 FTE to the largest enrollments for a
single Learning Resources Program. Should the
total enrollment be more than twice the FTE,
collection, staff, and space requirements will ex-
ceed the quantities in the tahles. Levels of at-
tainment of Learning Resources Programs will
vary. Two levels are addressed in this document
in each enrollment bracket: “minimal” (indicated
in the tables by M) and “good” (indicated by G).
A program consistently below the M level for its
size is probably not able to provide services
needed. A program consistently above the upper,
or G level, will usually be found to have the
capability of providing outstanding services.

It cannot be e, -:ed that these quantitative
standards will remain constant. To reflect changes
in two-year colleges, results of additional re-
search. new technological and professional de-
velopments, experience in the use of this state-
ment. and changes in the economic and educa-
tional conditions in the nation, it is recommended
that a review committee be appointed three years
from the date of initial adoption and at three-year
intervals thereafter.

STAFF

Staff components are defined in the
“Guidelines.” The positions in table 1, which in-
clude the director, are full-time equivalents for
stafl working thirty-five to forty hours a week for
twelve months a year, including vacations and
holidays, in a Learning Resources Unit in which
most processing occurs on campus. Staff in a cen-
tral unit, such as a processing center for a multi-
campus district, should be in proportion to the
services rendered each campus.

Staffing of branches, extension centers, com-
mercial level production facilities, computer op-
erations, printing services, extensive learning or
developmental laboratories, bookstore operations,
or on-the-air broadcasting are not included in the
table. Most institutions will need to modify the

*Association of College and Research Libraries, 1979
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TABLE 1

STAFF
Ful Time
Eaguivalent Profes-
Ensiliment Lovel sonrad Suppart
Under 1,000 M 2 4
C 4 6
1,000-3,000 M 2.5 5
C 4 10
3J.000-5,600 M 3.5 9
G 6 18
5,000-7,000 M 6 15
G 8 24
Additional for M .5 1
each 1,000 G 1 3
FTE over
7,600

staffing pattern to include such factors as longer
or shorter workweeks and annual contrects.

BUDCET

Budget formulas in a true sense are not possi-
ble in two-year colleges because of wide variances
fn practice from institution to institution. For
example, film rentals may be charged to de-
partmental budgets, and staff fringe benefits may
or may not be included in the budget for Learn-
ing Resources Programs. In addition to these,
various other services, such as learning or de-
velopmental laboratories, which are definitely
part of such programs. will not always be so
charged in the institutional budgets.

The formulas are further complicated where
there are centralized services, satellite opera-
tions, and continuing education responsibilities,
so that an absolute formula is not possible with-
out examining all elements of staff, materials,
services, and the delineations listed in 111C of the
"Cuidelines” at each campus.

Experience indicates, however, that a fully de-
veloped Learning Resources Program will usuatly
require from 7 to 12 percent of the educational
and general budget of the institution, whether
these are separately identified as learning re-
sources or diffused in a multiple number of
accounts.

COLLECTION SIZE

Size of the collection available on any two-year
college campus is best expressed as "biblio-
graphical unit equivalents.” Where a multicam-
pus district maintains some materials centrally,
these holdings should be distributed for statistical
purposes proportional to use by the various
campuses,

Bibliographical unit equivalents (BUE) consist
of written, recorded, or other materials. Each
item in the following three groups is one BUE.
Written Materials

1. One cataloged bound volume.

2. One periodical volume.

Coe erdagsd doroexen?.
One reel of microfilm.
. One cateloged microfiche.
. Five uncataloged microfiche.
Five microcards.
One cataloged musical work.
. One periodical currently received.
Recorded. Materials
10. One videocassette or videotape reel.
11. One reel of 16mm motion picture flm,
12. One cataloged 8mm loop film.
13. One cataloged 35mm slide program.
14. One cataloged set of transparencies.
15. One cataloged slide set or filmstrip.
16. Fifty cataloged 2 x 2 slides, not in sets.
17. One cataloged sound recording (disc, reel,
or chssette).
18. Five films rented or borrowed during an
academic year.
Other Materials
19. One cataloged map, chart, ort print, or
photograph.
20. One cataloged kit.
21. One cataloged item of realia, medel, or art
object.
22. Any other comparable cataloged item(s).

Table 2 shows the total number of BUEs used
to measure the collection. Normally, written ma-
terials should constitute at least 70 percent of the
BUEs. All other proportions of the totals may be
adapted to the Learning Resources Program of
the institution. Flexibility in determining the in-
formational needs of the program then makes it
possible to choose to purchase either a book or an
audiovisual item, a per.. 4ical subscription, or any
other materials. No two-year college should be
without some BUEs in cach of the five categories
used in tablc 2. Technical institutes with ex-
tremely specialized programs may reduce the
total BUE requirements as much as 40 percent.

oENSus®

ANNUAL ACCESSIONS

If the materials are to meet the instructional
nceds of the institution served, continued acquisi-
tions accompanied by continued weeding are
needed even where holdings exceed recommen-
dations. New materials are needed for presenta-
tion of new infurmation and new interpretations
or the collection becomes dated and decreases in
educational value. New courses added to the cur-
riculum and new instructional programs require
new materials to meet classroom and individual
needs of students. As cnrollment increases there
is need for more duplication and for broader ap-
proaches to topics already represented in the
collection.

Five percent of the collection size should be
the minimum annual acquisition for each Learn-
ing Resources Program. This percentage does not
include replacements of lost or stolen items or

materials to support new courses or curricula,
which should be additional.

25



Q

ERIC

Aruitoxt provided by Eic:

TABLE 2
CoLLgCcnioN Stze

Written Materials BUE
A o vore Pietures & i Other Stze
Al "
Earollment Level tions Materials Videotapes Materials Materials Totals
Under M 200 20,000 15 350 50 20,613
1,000 G 300 30,000 125 1,350 350 32,125
1,000- M 300 30.000 125 1,350 350 32,125
3,000 G 500 50,000 350 3,200 1,200 55,250
, M 500 50,000 350 3.200 1,200 55,250
5,000 G 700 70,000 700 5,350 2,350 79,100
5,000- M 700 70,000 700 5,350 2,350 79.100
7,000 G 800 85,000 1.250 8,500 4,500 100,100
Additional M S 6,000 13 10 S 6,133
each 1,000 G 30 12,000 150 405 305 12,890
FTE over
7,000
TABLE 3
SPACE REQUIREMENTS
: Avdiovisual Total
Print Materials Materials and Related Assignable
Full-Time Equivalent and Services Services Instrectional uare
Enrullment Mini Mari Mini . ernicos -t
1,667 1.500 9,250 5,000 6,750 750 15.000
2.500 9.503 13,055 5,000 8,552 950 19,005
5.000 15,485 21,693 7,748 13,946 1,550 30,990
8,333 23.000 32,200 11,500 20,700 2,300 46,000
10.834 28,508 39,904 14,251 25.652 2,850 57,005
14,167 35.488 49,683 17,744 31,939 3,549 70,975
16,667 40,650 56,810 20,325 36,385 4,065 81,000

SPACE REQUIREMENTS

Space standards for two-year colleges have al-
ready been developed by the Learning: Resources
Associaton of California Community Colleges and
shouid be utilized for permanent facilities to be
in use for ten or more years. Their Facilities
Cuidelines.$ if adjusted to FTE by use of the
formula provided, will serve as a satisfactory
standard.

Table 3 has been adapted from the Facilities
Guidelines using absolute FTE to allow easy
comparison when that publicaton is not available.
The premises upon which the original was based
deserve more attention than is possible in these
standards.

To be added to the total square feet in table 3
is any additional space needed for refated instruc-
tional services for individualized instruction, such
as learning laboratories, study skills center, lan-
guage laboratories, etc. Also to be added are
internal offices, office service areas (file rooms,

$Leaming Resources Association of the Califor-
nia Community Colleges, Facilities Guidelines for
Learniag Resources Centers: Print, Non-print,
Related Instructional Services (P.O. Box 246,
Suisun City, CA 94385, 1978), $25.

vaults, duplica’inz rooms, internal corridors.
office supply rooms, etc.), office-related confer-
ence rooms and conference room services (kitch-
enettes, sound equipment storage, etc.), internal
classrooms and laboratories, and nonassignable
space (janitor's closets, stairways, public cor-
ridors, elevators, toilets, and building utility and
operational facilities).

EQUIPMENT FOR DISTRIBUTION

There is need for sufficient equipment for dis-
tribution to classrooms beyond equipment neces-
sary for individual utilization of sudiovisuals in
the learning centers. Recommendations are lim-
ited to major types of equipment. Opaque pro-
jectors should be available even in minimal pro-
grams; quantity will depend upon utilization.
Overhead projectors should be available in all
classrooms. Recommendations in table 4 are for
classroom equipment distribution only and as-
sume a replacement schedule not longer than five
years.

Quantitative formulas for some equipment are
inherent in use. In a laboratory situation, type
and quantity of equipment will depend upon
what the course or program is. Permanent sound
and projection equipment will be installed in
large lecture halls. All classrooms will have per-
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TABLE 4 )
EQUIPMENT FOR DISTRIBUTION

Videw Andio-
16mm Super Smm cussetle Slide cusette Recerd
LVses per Year Projactor Projector Plaver Projector Playes Player
1-100 2-9 2-9 2-9 2-24 2-49 2-9
101-1,000 10-24 10-24 10-24 25-49 30-99 10-24
1.001-3,000 25-44 15-19 25-32 50-64 100-174 25-33
3.001-5,000 4549 20-24 3349 65-99 175-249 3649
5,000+ 50+ 25+ 50+ 100+ 250 + 50+

manently installed projection screens and room-
darkening drapes or shades and will have connec-
tions and outlets for closed-circuit television
where it exists

In determining thc number of pieces of
equipment, a reasonable distrihution of demand
is assumed, i.e., that all use will not be concen-
trated on a peak period of either the days or the
academic year. Random access or broadcast de-
livery systems will also affect the needs for
equipment.

PropucTion

All Learning Resources Prograns should pro-
vide some production capability according to the
needs and requiremients of the curricula, the
availability of commercial materials. and the
capability of the delivery system. Production, ex-
cept where part of an instructional program or
mecting a specific institutional need, is not an
end in itself. Neither is it related to institutional
size.

Basic production capahility for all campuses
consists of minimal equipii. at items for:

Still photography (1 35mm camera and ar-

rangements for developing film elsewhere).

Ability to make and duplicate sound record-

ings.

Sign production.
Graphics layout and lettering.
Laminating and dry-mounting.
Ability to make overhead transparencies.
Simple illustrations.
Videoplaying and duplication.
One camera videotaping and videodubbing.
Intermediate production capability consists of
all elements above and in addition equipment
items for:
Photographic black-and-white printing and pro-
cessing.
Ability to edit sound recordings.
Two-camera video production.,
Advanced production when justified consists of
all above and in addition equipment items for:
Simple studio videoproduction in color.
Simple studio for sound recording and editing.
Optional production (justifiahle only when
needed for programs for couperative distribution
or highly sophisticated institutional needs) in
addition consists of:
Color television du..*-:-g, production, and
editing.
16mm motion picture directing. production,
and editing.
Color photographic developing and processing.

27



3

Gi:)ssary |

Average Weekly Student Contact Hours (WSCH: the average number of class hours

(50 min. periods) per week during which students are assembled
for instruction summed across all classes taught.

Closed-Circuit Television (CCTV): a limited television system in which
programs are not broadcast over air but sent to receivers
via coaxial cable.

Computer-Aided Instruction (CAI): a means of individualizing instruction
through the use of a computer to provide the student with
interactive experiences.

Computer-Managed Instruction (CMI): the use of a computer to keep track
of individual student progress and even to prescribe student
learning activities based on the diagnosis of achievement or
ability level via constantly updated input.

" CRT (computer display): "cathode ray tube"-the visual display of computer
- znput and output on a TV-type screen .«ther than on hardcopy
q.v.).

Fulltinwe Equivalence (FTE): the number of fulltime students plus a num-
ber of theoretical fulltime student enrollments/loads computed

by summing the fractional enrollments/loads of all parttime
students.

Hardcopy (computer terminal): the visual display of computer input and
output on paper.

Hardware: any machine or collection thereof which is required for the
display/use of software (q.v.).

Instructional Development: the systematic process of designing and pro-

ducing teaching/learning materials, presentations, courses or
programs.

Instructional Support Service: a non-classroom activity which is designed

to assist teachers and/or students by providing either pro-
ducts or services.

Learning Material Unit (LMU): a self-contained body of information, the
parameters of which vary according to the type of material
considered.

Learning Resources: any material, service or person which can be employed
in the teaching/learning process.

LearningkResoufces Center (LRC): the gathered collection of learning re-
sources under one administrative, and normally one physical,
structure.
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Learning Resources Program: the functional interrelation of learning re-
sources administered to maximally enhance the teaching/learn-
ing process.

Re-Entry (program): a program f counseling and/or special classes to
enhance the academic success of individuals returning to the

formal educational system after having been out of school for .

several years.

Remote (computer terminal): a computer input/output station located at
some distance from the actual computer.

Reprographic: relating to the reproduction of graphic materials by xero-
graphic, mimeographic, or lithographic techniques.
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