
DOCUMENT RESUME

ED 424 877 JC 980 455

TITLE Personnel & Materials Guidelines for Learning Resources
Programs in Community Colleges.

INSTITUTION Learning Resources Association of California Community
Colleges, Suisun.

PUB DATE 1990-02-00
NOTE 29p.

PUB TYPE Guides Non-Classroom (055) Reports Descriptive (141)

EDRS PRICE MF01/PCO2 Plus Postage.
DESCRIPTORS *Community Colleges; *Educational Environment; *Educational

Facilities Design; Educational Media; Educational
Objectives; Enrollment; *Learning Resources Centers; Program
Implementation; *Resource Materials; Two Year Colleges

IDENTIFIERS Learning Resources Assn of the California Com Cols

ABSTRACT
In order to provide specific planning assistance, this paper

describes three major components of a learning resources program: (1) the

library or traditional print materials component; (2) the learning center

component, which is an innovative learning environment offering
individualized and conventional classroom instruction and/or non-traditional
instruction directly to the students; and (3) the media services component,
which includes audio-visual and/or non-book materials and includes the
production and acquisition of instructional materials and the installation
and operation of audio-visual equipment and materials. In all three
components, instructional development for faculty and staff is imperative, as
are facility design and types of instructional programs offered. The report
uses total college enrollment, as opposed to day-graded or full-time
equivalent, as its most important unit of measurement. Two appended articles
discuss guidelines and quantitative standards, and a glossary of terms is

included. (AS)

********************************************************************************
Reproductions supplied by EDRS are the best that can be made

from the original document.
********************************************************************************



r-
r--
00
.zr
csi

4.1 PERSONNEL &
MATERIALS
GUIDELINES

U.S. DEPARTMENT OF EDUCATION
Office of Educational Research and Improvement

EDUCATIONAL RESOURCES INFORMATION
fiSirCENTER (ERIC)

his document has been reproduced as
received from the person or organization
originating it.

0 Minor changes have been made to
improve reproduction quality.

Points of view or opinions stated in this
document do not necessarily represent
official OERI position or policy.

for Learning Resources
Programs In

Community Colleges

1

PERMISSION TO REPRODUCE AND
DISSEMINATE THIS MATERIAL HAS

BEEN GRANTED BY

D. Kirkorian

TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC)

LEARNING RESOURCES ASSOCIATION OF THE CALIFORNIA COMMUNITY COLLEGES

BEST COPY iNVALE 2



LEARNING RESOURCES ASSOCIATION OF CALIFORNIA COMMUNITY COLLEGES
4000 SUISUN VALLEY ROAD, SUISUN CITY, CALIFORNIA 94585-1431 (707) 864-7106

FORWARD

The purpose of the Learning Resources Association of California
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efforts of various groups in the state which support community
colleges in the improvement of learning. LRACCC represents a cross
section of library, media, computer, telecommunications, and
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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
scores of individuals throughout the state who provided input
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.

Donald G. Rirkorian, Ph.D.
Executive Director
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PERSONNEL AND MATERIALS GUIDELINES

FOR LEARNING RESOURCES PROGRAMS OF

CALIFORNIA 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 Library

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 in 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

Equivalent), 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 often 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.

5
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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).
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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.

2. Ibid., p. 311
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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.

TOTAL COLLEGE Library

TABLE 1

STAFF (1-1h; for essential services only)

Learning Center Media Services Totals
ENROLLMENT Cert. * Class.* Cert. Class. Cert. 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
20,000-25,000 8 12 5 8 4 8 17 28

*Cert.=Certificated; Class.=Classified

8
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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.

9
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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 II

COLLECTION SIZE (for essential services only)

TOTAL COLLEGE
ENROLLMENT Books

Periodical
Subscriptions Pamphlets Microforms

Motion Picture
& Videotapes*

Other Audio
and/or Visual
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 column 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 sense 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 developmental 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

III 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.

11



PERSONNEL AND MATERIALS GUIDELINES COMMITTEE

1979-80

Marjorie Knapp, Chairperson

Kitty Akers

Shirley Bosen

John Geyer

Leo LaJeunesse

Gerry Lieber-Mackay

Norma Nyquist

Leland E. Russell

Frances Vella

12



APPENDICES

13



Guidelines for Two-Year College
Learning Resources Programs*

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

Association of College and
Research Libraries

Association for Educational Communications
and Technology

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

Learning Resources. includes library, audio-visual
and telecommunications and encompasses instruc-
tional development functions and instructional
system components. (See Glossary for expanded
definitions.)

Introduction. Two-year colkges constitute one
of the most dynamic sectors in American higher
education. They are poibably the most diverse of
all postsecondary institutions in the country.
ranging from highly spedalim-d technical or voca-
tional schtmls to comprehensive multi-unit coin-
munity colleges. In addition, there are two-year
branch campnses of colleges imd universities.
proprietary institntions with similar missions, and
other specialized institutions. A statement de-
scribing adequate learning resources and services
has been difficult to formulate for such institu-
time; because ml factors such as the widely diver-
sified purposes and sizes of the institutionspri-
vate and public, the high proportion of commut-
ing students, the comprehensiveness of the curri-
cula, the willingness of administrators and faculty
to experiment unhampered by tradition. and the
heterogeneity of background among those enrol-
led. Although the diversity among the institution-
al pmt,-rus makes thy estalilisluneut of generally
app'cable guidelines difficult, all two-year in-
stitutions need qualitative recommendations
based on professional expeitise aud successful
practi-es in leading institutions which can be
used for self-evaluation and projective plauming.

Tlie evolution of lilwaries away from their tradi-
tional function as repositories 1 1 rooks has been

parallel to the evolution of audiovisual centers
away from their traditional 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 Learning Re-
sources Programs in two-year colleges are sup-
portive of institution-wide efforts. Such programs
should provide innovative leadership coupled
with a multiplicity of varied resources which are
managed by qualified staff who serve to facilitate
the attainment of institutional objectives.
Paramount to the success of such programs is the
involvement of Learning Resources staff with
teaching, administrative, and other staff members
in the design, impkmentation, and evaluation of
instructional and educational systems of the in-
stitution.

These guidelines are diagnostic and descriptive
in nature. They have been prepared to give di-
rection to two-yr --dlege.: desiring to develop
comprehensive Lea g Resources Programs.
This document is designed to provide criteria for
information, self-study, and planning, not to es-
tablish minimal (or accreditation) standards. Ap-
plication of the criteria should be governed by
the purposes and objectives of each college. Since
they represent recommended practices, any var-
iant prucedores should be supported by cogent
reasons directly related to institutional objectives.

Nothing in these guidelines should be con-
strued as an effort to superimpose an administra-
tive or organizational structure Up011 an institu-
tion. There is no expectation that every institu-
tion should be forced into the same mold. The
guidelines are more concerned with functions re-
lated to the instructional program rather than
with specific organizational patterns. Although it
is expected that these functions will be grouped
into administrative (or supervisory) units within
the Learning Resources Program, the nature of
gnmpiog and the resulting oumber of units most
he determined by the Ilni111112 requirements, re-
sources, facilities, and staff of the college. The
degree of aotonomy granted each unit will also
vary considelably. ln some institutions, perhaps
because of size, the units may be fairly task
specific, with supervisory (rather than administra-
tive) heads, and with little budgetary autonomy.

*Association of College and Research Libraries, 1982
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Examples of such units include: an audio-tutorial
laboratory; a bibliographic control tenter; media
produet technical processes. etc. In other in-
stitutions. eaeh unit may subsume a number of
related activities. or carry out direct instnictional
assig nts of a hroad scope. and have an admin-
istrative head and a high degree of hndgetary au-
tonomy. Examples of stub 1111ils IM:11111V: an an-
dim isual center; a compoiting center; a library, a
telecom mom ications center: etc. In all institu-
tions, however, the units report to a chief ad-
ministrator responsible for overall isoordination of
the Learning Resources Program The extent of
direct supervision of the units will be determined
by the nature of the units and the degree of au-
tonomy granted them.

Many aspects of traditional library and au-
diovisual services in the two-year college and the
integration of these services have not been
studied adequately for long-range projection of
needs. Until such stmlies hase 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-year
colleges in America today may well result in in-
stitutions quite different from those in operation
at the present time. These guidelines, therefore,
may require significant upward revision when
such institutions reach a new stage in their de-
selopment. At that point, they may well need
greater resources and greatly extended services.
All concerned should he alert to this coming chal-
lenge.

THE ROLE 1w TIIE LEARNING RFsOURCES
PRIX.IIA

Mauy diverse elements contribute to the qual-
ity of instruction as it contributes to the de-
selopment of two-year coollege students. No one
of these is dominant or isolated from the others.
Faculty, students, finances, teaching methods,
facilities, resources, and educational philosophy
all play significant roles in the educational envi-
ronment or the institntion.

Education is more than exposure th r gh lec-
tures and rote learning to the knosiledge ideas,
and %Ales current in spirts. Education is a pro-
cess for communicating means for resolving the
range of problems continuously encountered by
Mall in living and in pursuing an occupation.
Strident% most be Ale to esphire fields of knowl-
edge which will enhance their potential and be
relevant to them. The means ol exploration in-
elude ;refit.- participation in the classroom and
the laboratory, self-directed stn rily. and the use of
individualized instructional resources. Trained
professional assistama is necessary ito the design
id instructions:II systems mhich controbode to the
enrichment of the learning ens trainment as well
as hi the support of students and factilty. The de-
sign of the instrnetoonal system. utilizing a

configuration of resources, is a joint responsibility
of administration, teaching faculty, and the
Learning Resources staff.

The student's success in achieving instructional
objectives is heavily dependent on access to ma-
terials. Both student and faculty member function
at their best when Learning Resources Programs
are adequately conceived, staffed, and financed.
More than almost any other element in the in-
stitution. Learning Resources Programs express
the educational philosophy of the institution they
serve.

Because of its direct relationship to the institu-
tional and instructional objectives, the Learning
Resources Program 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 provide 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 encourage innova-
tion, learning, and community service by provid-
ing facilities and resources which will make them
possible.

GLOSSARY

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

Two-yeur college. Any postsecondary associate
degree-granting public or private educational in-
stitution which serves one or more 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 education in
preparation for job entry; (3) offering a compre-
hensive program of liberal arts, occupational edu-
cation, general education, and developmental
education; (4) offering readily-accessible lifelong
learning opportunities of all types; and (5) provid-
ing, through branches or extension centers of
four-year colleges or universities, the first two
years of postsecondary education. Thus the term
-two-year college- includes publicly-iamported
community colleges, privately-supported junior
colleges. two-year technical colleges, and two-
year braiwh campuses.

Learning Resources Program. An administra-
tive configuration within the institution responsi-
ble for the supervision and management of Learn-
ing Resources Units, regardless of the location of
these components within the various jthyskal en-
vironments or th, institution.

t..earning &worn's Unut. A subordinate agency
within the Learning Resources Program suf-
ficiently large tl, acquire organizational ideutifica.
timnn as distiort from individual assignment and
with sun administrative or supers isory head, and
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which may have Its own facilities, staff, and
budget. Dow many of these units would make up
the Learning Resources Program, and the func-
lions assigned to each, will vary from institution
to institution.

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

Instructional system components. All of the re-
sources which can be designed, utilized, and
combined in a systematic manner with the intent
of achieving learning. 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 staff.

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

Supportive staff Personnel who assist profes-
sional staff members in duties requiring specific
skills and special abilities. They make it possible
for the professional staff to corwentrate their time
on professional services and activities. Their train-
ing may range from four-year degrees and two-
year degrees to a one-year 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 achieve a required outcome based,
on agreed-opon institutional goals.

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

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

Recorded materials. 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
existiniz or hereafter amended or supplemented.

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

I. OBJECTIVES AND PURPOSES

A. The college makes provision for a Learning
Resources Program.
lite kinds of educational programs offered at

nearly every two-year college require that
adequate provisions he made for a Learning Re-
sources Program, which should be an integral
part of each institution. Learning 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,
facilities, and systems to pennit increased oppor-
tunities for the materials best suited for the user's
needs.
B. Learning Resources Programs have a state-

ment of defined purpose and objectives.
The need for clear definition of the role and

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

I. Learning Resources Programs exist to facili-
tate and improve learning.

The emphasis is upon the iinprovement of the
individual student, with a wide choice of mate-
rials to facilitate Such emphasis requires
a staff committed to etiective management of in-
atructional development functions and effective
utiliration 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 seek out,
the materials 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 available 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. Acquisition of learning materials, includ-
ing cataloging and other related services.
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c. Production.
d. User services which include reference,

circulation (print and nonprint material), trans-
mission or dissemination, and assistance to both
faculty and students with the use of Learning Re-
sources.

e. Other services, such as the computer op-
eration, bookstore. campus doplicoting or print-
ing service, the learning or developmental lab,
various auto-tutorial carrels or labs, telecommuni-
cations, or other information networks might be
included within the fimetions and purposes of the
college's overall organization and objectives.

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

Every two-year college, whether privately or
publicly supported, has a responsibility to help
meet the resource material need of the larger
community in which it resides. Attention is
placed on ways in which each college can Wye
that community; in turn, the community serves
as a reservoir of material and human resources
which can be used by the college.

If the internal needs of the college and its'stu-
dents and staff are met, then coordination of its
resources and services with those of other institu-
tions to meet wider needs is mandatory. Recip-
mcal participation in consortia with other institu-
tions for the development of exchanges, net-
works, or systems provides the colleges with ma-
terials and services that otherwise could not prac-
tically lw provided.

II. ORGANIZATION AND ADMINISTRKIION

A. The respon.sibilities and fund' of Learning
Resources Programs within the institutional
structure and the status of the chief achninis-
trator and heads of Learning Resources Units
are clearly defined.
The effectiveness of services provided depends

on the understanding by faculty, college adminis-
trators, students. and Learning Resources staff of
their responsibilities and functions as they relate
to the institution. A written 'statement, endorsed
by the institution's trustees or other policy-setting
group, should be readily available.

To function adequately, the chief administrator
of a Learning Resources Program (whose title
may vary in different institutions) reports to the
administrative officer of the college responsible
for the instructional program and has the same
administrative rank and status as others with simi-
lar institution-wide a-sponsibilities. These re-
sponsibilities are delineated as part of a written
statement so that the chief adMinistrator has
adequate authority to mamige the internal opera-
tions and to provide the sealer's needed.
B. The relationship of a Learning Resources

Program to the total academie program necessi-
totes involvement of the professional staff in all
areas and Inds of academic planning.

Provision of learning materials is central to the
academie program. As a result, the prokssional
staff has interests which are broad and go beyond
the scope of 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 chief administrators
of the college, and all professional staff members
participate in faculty affairs to the same extent as
other faculty.

The professional staff members arc involved in
major college committees. As far as possible, the
professional staff members ought to function as
liaison participants in staff meetings of the various
departments.
C. Advisory committees composed of facUlty and

students are essential for the evaluation and ex-
tension of services.
As a rule, there shoold be a faculty advisory

committee appointed by the appropriate adminis-
trative officer of the college, elected by the fac-
ulty, or selected by the procedure generally fol-
lowed in the formation of a faculty committee. It
should include apresentatives of the various
academic divisions of the college and consist of
both senior and junior members of the faculty,
chosen carefully for their demonstrated interest
beyond their own departmental concerns. The
committee functions in an advisory capacity and
arts as a connecting link between the faculty as a
whole and the Learning Re-sources Program. It
should not concern itself with details of adminis-
tnition.

A student advisory committee (or a joint advi-
sory committee with the faculty) serves as a
liaison between the student body and the Learn-
ing Resources Progran, committee should
work closely with the chief administrator and
should be used as a sounding board for new ideas
in developing a more effective program of ser-
vices.
D. The chief administrator 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-
sibilities, and channels of communication
through heads of Learning Resources Units as
defined in writing.

E. internal administration of a Learning Re-
source., Program is based on staff participation
in policy, procedural, and personnel decisions.
The internal organization is appropriate to the

institution, and within this frame-work is based
upon a considerable amount of selidetermina-
then, guided by the need for meeting common
goals. Regular staff meetings and clearly devised
lines of authority and responsibility are necessary.
All staff memlwrs share in the process by which
policies and procedures are developed; all staff
members have access to beads of Learning Re-
sources Units and the chief administrator.
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Erich profeisional and supportive staff member
is provided with a position description which
dearly identifies the positiun duties and respon-
sibilities, and superior and sulandinate relation-
ships. Each Learning Resources Unit requires a
staff manual which provides policy and procedural
statements, duty assignments, and other organiza-
tional matters, and items of general information
which would compliment instructional policies.
F. Budget planning and implementation of a

Learning Resources Program is the responsibil-
ity of the chief administrator. (See Section HI.)

C. The accumulation of pertinent statistics and
maintenance of adequate records is a manage-
ment responsibility.
Adequate records ate needed for internal

analysis and management planning and to provide
data for annual and special reports needed by the
college, aecrediting associations, and government
agencies. Effective planning can be made only on
the basis of available informatiun. Statistics pro-
viding a clear and undistorted picture of activi-
ties, acquisitions of 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 programs 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 Resources Program.
H. Adequate management includes the prepara-

tion and dissemination of information to ad-
ministration, faculty, and students concerning
activities, services, and materials.
The clOse interrelationship which exists with

instructional departments on the campus de-
mands that information about the Learning Re-
sources Program be readily available. An annual
report and other planned informational reports
arr 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 publieations through regular college
channels, campus broadcasts, and utilization of
other comm 'cations services which will reach
students and iiiculty.
I. Responsibilities for all learning resources and

services should be assigned to a central admin-
istrative unit.
Centralized administration is desirable in order

to provide coordination of resources and services,
to develop system approaches to needs, and to ef-
fectively utilim- staff. Nlaterial and equipment, on
the other hand. may be located in the areas
where learning takes place. Inventory control of
all materials and equipment should be the re-

sponsibility of the Leill nilig Res()1111Ts Program
and its units. All such collections of materials
shoold be VI msiderrd the resourcrrs of the entire
college and not I. 'tea in utilization to sepatate
departments.
J. Municarnpus districts take adrantage of the

opportunity for rinse cooperation, exchange of
re.murres, and shared technical processes while
providing full resources and services for eeery
campus.
Each campus in a multicampus, two-year col-

lege district has its instructional and individual
needs met on its campus. Learning Resources
needed by off-campus programs are supplied by
the campus sponsoring the program. T'here is no
need, however, for duplication of romine techni-
cal processes and production facilities where
these. can be centralized more economically. Or-
ganizational structure within the district should
facilitate cooperation and exchange of resources.

III. BUDCET

A. Learning Resources Program budget is a func-
tion of program planning. It is designed to ins-
fitment the realization of institutional ond in-
structional program objectives.
It is the responsibility of the chief adminis-

trator of the Learning Resources Program to sce
that each unit of a Learning Resources Program
receives due attention in the budget and that the
allocation of funds is based on 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 changed in consultation
with him or her.
Adequate budget, essential to provide good

services, is based 'spin, he needs and functions of
the Learning Resources Programs in support of
the institutional and instructional process.
C. Separate categories are maintained in the

budget for salaries, student wages. purchase
and rental of all types of materials and equip-
ment, production of instructional materials.
supplies. external and internal direct costs
(computer, fringe benefits, etc.), repairs. re-
phirement and new equipnwnt, travel of staff
to professional meetings, and other related
items.
For managetnent purposes, cmts relating to the

various Isms of materials and services are sepa-
rately identifiable. Vtlere specialized facilities
and limo are a part of the Learning Re-
sources Program, it is desirable that errst for these
be identifiable as well.
D. Financial remrds are maintained by, or are

acressibk to, the Learning Resources Units.
Costs analyses and financial planning are

dependent upon the adequacy of reenrds, with
sufficient additional information to enable corm
prehensis e planning and effective utilization of all
funds mailable. These records are not 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 nn invoices verified for
payment by the staff.
Purchases are initiated by the staff through

preparation of purchase order or 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 of Trustees, purchases of
materials are exempted from restrictive 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 Or manufacturer rather
than through a single vendor. Satisfactory service
requires prompt delivery so that the needs which
determined their acquisition might be met; a
larger discnunt might justifiably he rejected if it
entails a delay in Filling the order. Satisfactory
service 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.
C. Purchase of materials is based on curricular

requirements and other factors, and thus made
throughout the year rather than annually or
semiannually.
Expenditures are based 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 equipment is

purchased through a 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 based on well-
defined institutional and instructional objectives.
I. Developrrums of performance specifications for

Learning Resources Program equipment to be
purchased for implementation of instruction is
based on valid criteria.
Performance quality, effective design. ease of

operation, cost, portability, cost of maintenance
and repair, and available serviee are among the
criteria which should be applied to equipment
selection.

Most important, however, is how the item or
items will Fit into pla llll ing for maintenance and
improsement of curricidum programming as set
forth in continuous instruoional design plans. Re-
sponsibility for evaluating, selecting and recom-
mending purchase of equipment is that of the
Learning Resources staff.
J. Cooperative purchasing of matrrials, equip-

ment, parts, and services should be effected
where possible.
In an effort to secure the best materials,

equipment. parts, and sees ices at the lowest cost.
cooperative purchasing should be developed with
other area institutions.

IV. WORM-Ili/NAL SYSTEM COMPONENTS

A. Staff
I. The chief administrator of the Learning Re-

smores Program is selected on the basis of
acquired competeiwies which relate to the
purposes of the program. educational
achietement, administrative ability, comma-
'nity and scholarly interests, professional ac-
tivities, and service orientation.

The chief administrator has a management 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 chief administrator is pro-
fessionally knowledgeable about all types of mate-
rials and services and is capable of management
of instructional development functions. Because
the ultimate success rif a Learning Resources
Program is to a large extent dependent upon the
ability of the chief administrator to perform mul-
tiple duties effectively, a comprehensive recruit-
ment and selection process is of paramount im-
portance.

2. T/w administrative (or supervisory) bends of
the separate Learning Resource., Units are
selected on the basis of their expertise in and
knowledge of the function and role of the
particular Learning Resources Unit which
they will manage and to which they will give
leadership.

3. A well-qualified, experienced staff is avail-
able in sufficient numbers and areas of spe-
cialization to carry alit adequately the pur-
poses and objectives of the Learning RI'
Sources Program.

Depending upon the size and programs of the
institution, the how., ::;wrated, the physical
facilities, and the scope and nature of the services
performed, die number and specializations of pro-
fessional and supportive staff will vary from one
institution to another.

4. All personnel are considered for employment
following procedures as established by the
institution.

The effectiveness of a Learning Resonrces Pro-
gram is determined by the performance Id the
staff. It is essential, therefore, that all per-
sonnelprofessional and support staffbe rec-.
ommended fro employment to the chief admiuuis
trator on the inlvice of the Learning Resources
Unit head who will be involved in tlw supervi-
sion of the new staff member.

S. Professional stoff members should have de-
grees andlor experience appropriate to the
fllsition requirements.

Professional training is appropriate to assign-
ment in the Learning Resources Program.
Additional grachiate study or experience in a sub-
ject field shonld lw recognized for all personnel
as appropriate to such assignments.

Professional stall niembers are assigned dirties.
They are accountable bir the operational effec-
tiveness of the Lea g ResullIrces Program as
designated by the chiel administrator and heads
of units. They may be supers isms as,well as pro-
fessional cimsultants to the knoll and ads isors to
students.
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6. Erery professional staff member has faculty
statics, faculty benefits. and obligations.

Pniessional stall benefits include such preroga-
tives as tenure rights, sick leave benefits. sabbati-
ail leaves, vacation benefits, retirement and an-
nuity benefits, provisions for professional de-
velopment, and vompensation at the same level
which is in effect for teaching faculty or for those
at comparable levels of administration. When
Learning Resourees 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 based on the
same criteria as for other faculty, and are in-
dependent of internal assignments within the
Learning Resources i'rogram.

There is the obligation of faculty status to meet
all faculty and professional requirements, ad-
vanced st udy research, pr tints, committee
assignments. meinbership iii professional organi-
zations, spnnsorships, publication in learned
journals, etc., which the institution expects of
faculty nwmbers. It is expected that professional
staff will abide by the institutional policy/
procedures or contractual arrangements which
could include such items as staff evaluation, 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 should 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 staff members and oc-
casional attendance for every stall member at ap-
propriate state or national meetings, workshops
and seminars; and special arrangements for those
stuff memlwrs who serve as officers or committee
members or participate on a state or national
program.

8. Teaching assignments by Learning Resource.,
staff members are considescd dual appoint-
nwnts In calculating staff work loads.

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

9. %minor/ staff members arr resp .. sible for
assisting the professional staff in pros Wing
effective services.

Responsibility for each les el of support staff
will be determined by the needs of the institution
awl the appropriate sd strative structure. The

her and kind of support staff needed will be
determined by the size of the college and the
services provided. The educational backg d
and experience of such support staff should be
appropriate to the tasks assigned.
In many instances, graduates of four-year de-

gree programs and two-year teehnieal programs
will meet the training requirt4.1. in other cases.
one-year programs may be sufficient; or skills
may have been learned through este e work
experience in a related position. The support staff
may lw supervisors as well as technical assistants
or aides.

10. Student assistants are mployrd to supple-
ment the work of the supportire staff.

Student assistants are important because of the
variety of tasks they can perform eflectively. They
encourage other students to muse the facilities and
servims, and they serve as significant means of
recruitment for supportive and professional posi-
tions.

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

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

The chief administrator and staff work with the
architect and the administration in every decision
and have prime responsihility in the functional
Vanning of tlo- facility. Employment of a knowl-
edgeable media specialist or library building con-
snitant results in a more fumtional and useful
building operat and should be given serious

-coaideration. ht the cam of specialized facilities,
special techniwl consultants may be required. As
a resnit of poor design, functions of many build-
ings fail because those persmis who will be work-
ing in or using the building have not been in-
volved in planning. Staff. faculty, student repre-
sentatives, and others who will utilize the
facilities should be consulted.

2. hi the design of classrooms aud other college
facilities where Learaing Rew . ryes are to be
used, lsarning Res .. sees specialists shmdd
be cvmsulted.

The efketh-e use of an instructional system is
dependent upon the availability of a suitable en-
virimment for the use of specified Learning Re-
sources. Frequently, architects and other eollege
staff are not always aware of all of the technkal
requirements of such an environment.
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3. The physical farilities devoted to Learning
Resources and Learning Resources Unita are
planned to provide appropriate space to
meet institutional and instructional objectives
and should be sufficient to accommodate the
present operation as well as reflect long-
range planning to provide 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 he 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 eon-
solidat. of facilities also should he guided by
carefully delineated program objectives which are
known and understood by Learning Resources
personnel, the instructional and administrative
staff of the college, 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,
growth in the varieties of service, growth of ma-
terials collections, support of varying modes of in-
struction. staff needs, and the impact of curricular
development and technological advances.

4. Facilities of Lear g Resources Units should
be hwated conveniently for use by both stu-
dents aml instructional staff

Flexibility is essential to meet advances in
technology and changes in instructional require-
ments. Service areas within the Learning Re-
sources Unit are grouped to aid the user and to
permit the staff to perfium duties effectively and
efficiently

Learning Resources services for administration,
acquisition, and cataloging should lw centralized
for more efficient operation. Planning should pro-
vide for convenient locations of facilities for stor-
ing and using equipment and materials close to
the learning spaces or central to student traffic
flow in which they are to be used. Where exist-
ing facilities will not permit this arrangement, an
effort should be made to reduce confusion and
frustration by making clear to the user the
specific function of each facility.

The number of users varies in all units from
peak periods when oo wded conditions make ser-
vice difficult to times when few students are
present. Physical arrangements should make con-
timwd service with minima: staff possible during
quiet times and at the same time provide for
augmented servier at other periods.

Services provided are dependent upon staff,
whose efficiency is in turn dependent upon
adequate °frier, workroom and storage space. The
productfim facifity should provide for consultation
and demonstration space. It 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.

5. The physical facilities provide a wide variety
of learning and study situations.

Students require 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 need to study together as a group or
relax in comfortable lounge chairs. Proper ar-
rangement and sufficient space for utilization of
instructional equipment and materials should be
provided for individimlized instruction, browsing.
and media production.

6. The physical facilities are attractive. com-
fortable, 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 equipment, and regular and systematic repair
ef damages are necessary. Attention to the needs
of the handicapped must be met in accordance
with legal requirements.

7. Spare requirenwnts, physical arrangements,
and construction provide for full utilization
of specialized equip ttt ot.

Specialized facilities are necessary for certain
types of equipment. Fc. -,ample, computer ser-
vices, listening and viewing equipment, media
production, and use of other types of electronic
equipment require special consider:11km in terms
of electrical connections, cables, conduits, lights,
fire protection, security, and other factors which
affect service.
C. Instructional Equipment

I. Necessary instruct I equipment is avail-
able at the proper tinic am/ place to meet in-
stitutianal and instructi nnn al objectices.

Centralized control of inventory and distribu-
thin of all equipment is necessary. A tl gh
and cow' al evaluation is desirable to ensure
that enough of the appropriate equipment is
available.

2. Classrtunn rind Learning Re Program
use of equipment is managed in the most cf-
fectiee manner to minimize merational mis-
haps and insure effective utilizalion.

Assistance from la-a g -es staff is
availidde as a regular service when needed and
for the maintenanm of equipment. Except for

complex equipment. the instructor and stu-
dent sl Id be req for the operation of
the equilmunt.

3. Learning Resources ad instructional
equipmeni are selected and purchased tin the
basis sprrthe criteria. (See Section III.)
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sb. Materials
1. Materials are *dear& at qutred, designed.

or produced Mt the basis.of institutional and
Instructional objectives, developed by the
faculty, students, and administration in
cooperation with Learning Resources.

A written statement regarding acquisition and
production nf learning materials has Suchan fro-.
portant 'and pervasive effeet upon the Instruc-
tional program and the services of the Learning
Resources Program that all segments of the
academic community should be 'Involved 'in its
development. The statement should be readily
available in an official publication.

Learning Resources Programs provide,materials
presenting all sides of crontroversial issues. The
position of the American Library Association:and
comparable associations. on the subject.of censor-
ship is firmly adhered to.

2. Materials may be acquired and made decid-
able from a variety of sources.

In an ellOrt to.meet. the needs of the instrue-
tional process and cultural enrichment, it will be
necessar to acquire materials thnmgh:

a. purchase of commercially available materials:
b. lease or rental of materials where purchase

is neither possible or practical in terms of cost,
utilization, or type:

e. loan through free foan agencies:
d. acquisition of materials as gifts;
e. design and production of materials not

readily available.
3. Materials must be accessible to authorized

Although there is no uniformly accepted sys-
tem to snake all resimrces available, the materials
must be properly organized and the necessary
staff, facilities, and hardware provided. Highly
sophisticated systems foi retrieving, manipulating
and displaying information might be necessary.

4. Final management decision az to the order
in which materials are to be purchased or
produced is the responsibility of the chief
administrator or delegated subordinate.

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

5. Representative works of high caliber which
might arouse intellectual curiosity, coun-
teract parochialism, help to develop critical
thinking and cultural appreciation, ur Ohms-
late use of the resources for continuing edu-
cation and personal development are in-
cluded in the collection even though they do
mit presently nwet direct curricular needs.

One function of higher education is to develop
adult citizens intellectually capable of taking their
places in a changing society. Provision of mate-
rials beyond curricular neeijs is essential for this
ge.d.

6. Materials reflect ages, cultural backgrounds.
intellectual kerb, developmental. nee& and
career goals represented in the student body.

Two-year college students represent all strata
of community and national life. To meet their
needs, the collection must contain materials of all
kinds and at all levels. TImw students who re-
quire basic remedial materials, those who seek
vocational and tedmical training or retraining.
tl who seek an understanding of their culture.
and those who are noticing their retirement years
for personal stimulation should each find the ma-
terials which can serve their interests and soh c
their problems. Special rare is taken to inchule
representative materials related to the needs of
minorities as well as materials reflecting diver-
gent social. religious, or political viewpoints.

7. A broad policy 18 del doped concerning gifts
to a Learning Resources Program.

Cent-rally, gifts are accepted only when they
add strength to the collection and impose no sig-
nificant limitations on housing, handling, or dis-
posit' of duplicate, damaged: or undesirable
items. It is recognized that gifts frequently re-
quire more time to screen, organize, catalog, and
process than new materials. Storage space and
staff time requirements must he considered in ac-
cepting gift materials. In acknowledgment of
gifts, attention should be called to government
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. ram is taken to comply with
copyright regulations.

Laws restrict the copying of many items with-
out permission. P-0,....dures and guidelines must
be established regarding reproduction of
cops righted materials and made easily accessible.

9. The reference collection includes a wide
selection of significant subject and general
bibliographies, authoritative lists, periodical
indexes, and standard reference works in all
fields of knowledge.

Every two-year college requires extensive bib-
liographkal materials for use in locating and ver-
ifying items for purchase. rental. ur borrowing.
for providing Jur subject needs of users, and for
evaluating the collection.

10. Newspapers with various geographical.
political, and soeial points of view on na-
tional and state issues are represented in the
rallertion.

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

I L Government documents are required as
significant sources of information.

Some two-year colleges which are document
depositories receive government publications as a
matter of course. All Learning Resources Pro-
grams shonld :require regularly such publkations.
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12. Files of pamphlets and other ephemeral
materials are maintained.

An effective and up-to-date pamphlet file Is a
strong reciource in any college. Included are voca-
tional and ephemeral materials developed
through systematic acquisition of new materials,
including subscriptions to pamphlet services and
requests for free materials. References in the
catalog to subjects contained in pamphlet Mes 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 needcd to supplement 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 ongoing 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.

15. 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:
I. 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
allows sensitive and responsive attention to
their requirements;

3. That professional staff be readily available for
interpretation or materials and services and
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 utilivation of materials and
related equipment be handled expeditiously;

6. That acquisie production, and organiza-
tion of materials meet educational. cultural.
and personal needs.

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

VI. INTERAGENCY COOPERATIVE ACTIVITIES

A. Cooperative arrangements for sharing of re-
sources are developed with other institutions
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 arrangements, in-
stitutions can share resources. The college may
need to make arrangements so that its students
may use the area facilities and resources. When
an undue burden is placed on a neighboring in-
stitution, financial subsidy may be appropriate.
B. The institution Is willing to consider participa-

tion in cooperative proiects, such as shared
cataloging, computer use, and other services
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. Learning Resources personnel
and institutional administrators need to be shot
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 accumu-
lation of other locui statistical data is
shared with other institutions and is coordi-
nated with them.



Quantitative Standards for
Two-Year Learning Resources Programs*

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 Learning
Resources Programs.- A draft of the statement
appeared in the March 1979 issue of College O.
Research Libraries News.

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

IWIRODUCDON

When the -Guidelines for Two-Year College
Learning Resources Programs" was completed in
1972. it was planned 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 CollegesAssociation for Educational
Communications and TechnologyAmerican Li-
brary Association, "Guidelines for Two-Year Col-
lege Learning Resources Programs," Audiovisual
instruction, XVIII, p.50-6I (Jan. 1973); College
& Research Libraries News, XXXIII, p.305-I5
(Dec. 1972).

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 1973
institutional Data (U.S. Dept. of Health. Educa-
tion and Welfare, National Center for Education
Statistics, 1977).

Adherence to every single element irs the
Learning Resources Program (as defined in the
"Guidelines") is not considered essential in this
document. For example, collection size is viewed
as relating not to book holdings alone or to au-
diovisual holdings alone 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 tables. 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 C level, will usually be found to have the
capability of providing outstanding services.

It cannot be ex,. 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
staff 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
bible. Most institutions will need to modify the

*Association of College and Research Libraries, 1979
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TABLE I
STAFF

Eqt.alent
EnnAlmens

Under 1,000

1,000-3,000

3,000-5.000

5,000-7,000

Additional for
each 1.000
FTE over
7.000

Prates.
Level Suppast

2 4
4 6
2.5 5
4 10
3.5 9
6 18
6 15

24
.5

3

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

BUDGET

Budget formulas in a true sense are not possi-
ble in two-year colleges because of wide variances
in 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 forrr.u:a is not possible with-
out examining all elements of staff, materials,
services, and the delineations listed in IIIC of the
-Cuidehnes- at each campus.

Experience indicates, however, that a fully de-
veloped Learning Resources Program will usually
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
I. One cataloged hound volume.
2. One periodical volume.

3. Coe cestagad
4. One reel of microfilm.
5. One cataloged microfiche.
6. Five uncataloged microfiche.
7. Five microcards.
8. One cataloged musical work.
9. One periodical currently received.

Recorded. Materials
10. One videocassette or videotape reel.
II. One reel of 16mm motion picture film.
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 cassette).
18. Five films rented or borrowed during an

academic year.
Other Materials

19. One cataloged map, chart, art print, or
photograph.

20. One cataloged kit.
21. One cataloged item of realia, model, 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. MI 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 pet -!oal subscription, or any
other materials. No two-year college should be
without some BUEs in each of the five categories
used in table 2. Technical institutes with ex-
tremely specialized programs may reduce the
total BUE requirements as much as 40 percent.

ANNUAL ACCESSIONS

If the materials are to meet the instructional
needs 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 information 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 enrollment 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.



TABLE 2
Couscnom Stu

PIZ
Enrollment

Under
1,000

1.000-
3.000

3.000-
5,000

5,000-
7.000

Additional
each 1,000
rrE over
7,000

Level

Writtes WW1&
Periodical Other

hacelp Written
ions Materials

Remodel Meredith
Moattre Other

Pictures & Remaded
Videotapes Material.

SUE
Conoco.

Other Sbe
Materials Totals

200 20,000 15 350 50 20,615
300 30,000 125 1.350 350 32.125
300 30,000 125 1,350 350 32.125
500 50.000 350 3,200 1,200 55,250
500 50,000 350 3,200 1.200 55,250
700 70,000 700 5.350 2,350 79,100
700 70,000 700 5.350 2,350 79,100
800 85,000 1,250 8,300 4,500 100,100

5 6.000 13 10 5 6,133
30 12,000 150 405 306 12,890

TABLE 3
SPACE REQUIREMENTS

Full-Time Equivalent
Ennallment

Print Materials
end Service.

Minimum Maaimum

Audiovisuel
Materiah and

Services
Minimum Maximum

Related
Instructireud

Services

Told
Assienabk

Square
Fer(

1.667 7,500 9,250 5.000 6,750 750 15,000
2,500 9,503 13,055 5,000 8.552 950 19.005
5,000 15.495 21,693 7,748 13,1346 1,550 30,990
8,333 23.000 32.200 11,500 20,700 2.300 46,000

10,834 28,503 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 56.910 20.325 36,585 4,065 81,000

SPACE REQUIREMENTS

Space standards fnr two-year colleges have al-
ready been developed by the Learning.Resources
Associaton of California Community Colleges and
should be utilized for permanent facilities to be
in use for ten or more years. Their Facilities
Guidelines.* 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 publkxiton is not available.
The premises upon which the original syas 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 related instruc-
tional services for individualized instruction, such
as learning laboratories, study skills renter, lan-
guage laboratories. etc. Also to be added are
internal offices, office service areas (file ,rooms,

*Learning Resources Association of the Califor-
nia Community Colleges. Facilities Gukielines for
Learniag Resources Centers: Print, Non-print.
Related Instructional Services (P.O. Box 246.
Suisun City, CA 94585, 1978), $25.

vaults, duplica17 rooms, internal corridors,
office supply room., 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).

Eotnermmi FOR DISTRIBUTION

There is need for sufficient equipment for dis-
tribution to classrooms beyond equipment neces-
sary for individual utilization of audiovisuals 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

rwr Year
lomm

Projector
ittp..t amm
Projector

Vkko.
cassetIe
Plow

Slw le
Projerior

A"dio.

1%7::.e.
kward
PI Ayer

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 10-24L001-3,000 25-44 15-19 25-32 50-64 100-174 25-35

3,001-5,000 45-49 20-24 33-49 65-99 175-249 36-495,000+ 50+ 25+ 50+ 100+ 230+ 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 the number of pieces of
equipment, a reasonable distribution 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.

PRODUCMON

All Learning Resources Programs should pro-
vide some production capability according to the
needs and requirements 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
meeting a specific institutional need, is not an
end in itself. Neither is it related to institutional
size.

Basic production capability for all campuses
consists of minimal equip:, lit items for:

Still photography (1 35inm camera and ar-
rangement,' 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 arid 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 (justifiable only when

needed for programs for cooperative distribution
or highly sophisticated institutional needs) in
addition consists of:

Color television dn._ :g, production, and
editing.

16mm motion picture directing, production,
and editing.

Color photographic developing and processing.



Glossary

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 caie.

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
input and output on a TV-type screen :lther than on hardcopy
(q.v.).

Fulltime 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.

Learning Resources Center (LRC): the gathered collection of learning re-
sources under one administrative, and normally one physical,
structure.



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.

2 9
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