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Guidelines for Two-Year College 
Learning Resources Programs

(Revised)
PART TW O

Approved by the AC RL Board o f  Directors on 
June 30, 1981. These guidelines supersede and  
replace the previous guidelines which appeared in 
C&RL News, December 1972. (Part One of the 
guidelines appeared  in C& RL N ew s, January 
1982, pp. 5-10).

Association of College and 
Research Libraries

Association for Educational Communications 
and Technology

I V .  I n s t r u c t i o n a l  S y s t e m  C o m p o n e n t s  

A. S ta ff
1. The chief administrator o f  the Learning Re­

sources Program is selected on the basis o f  
acquired competencies which relate to the 
purposes o f  the  program , educa tiona l 
achievement, administrative ability, commu­
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 m ate­
rials and services and is capable of management 
of instructional developm ent functions. Because 
the u ltim ate  success of 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. The administrative (or supervisory) heads o f  
the separate Learning Resources Units are 
selected on the basis o f their expertise in and  
knowledge o f the function  and role o f  the 
particular Learning Resources Unit w hich 
they will manage and to which they will give 
leadership.

3. A well-qualified, experienced s ta ff is avail­
able in sufficient numbers and areas o f spe­
cialization to carry out adequately the pur­
poses and objectives o f  the Learning Re­
sources Program.

Depending upon the size and programs of the 
in stitu tio n , the  hours opera ted , th e  physical 
facilities, and the scope and nature of the services

performed, the num ber and specializations of pro­
fessional and supportive staff will vary from one 
institution to another.

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

The effectiveness of a Learning Resources Pro­
gram is determ ined by the performance of the 
staff. I t is e ssen tia l, th e re fo re , th a t all p e r ­
sonnel—professional and support staff—be rec­
ommended for employment to the chief adminis­
trator on the advice of the Learning Resources 
Unit head who will be involved in the supervi­
sion of the new staff member.

5. Professional s ta ff members should have de­
grees and/or experience appropriate to the 
position requirements.

Professional training is appropriate to assign­
m en t in th e  L earn in g  R esources Program . 
Additional graduate study or experience in a sub­
ject field should be recognized for all personnel 
as appropriate to such assignments.

Professional staff members are assigned duties. 
They are accountable for the operational effec­
tiveness of the Learning Resources Program as 
designated by the chief administrator and heads 
of units. They may be supervisors as well as pro­
fessional consultants to the faculty and advisors to 
students.

6. Every professional s ta ff member has faculty  
status, faculty benefits, and obligations.

Professional staff benefits include such preroga­
tives as tenure rights, sick leave benefits, sabbati­
cal leaves, vacation benefits, retirem ent and an­
nuity  benefits, provisions for professional d e ­
velopment, and compensation at the same level 
which is in effect for teaching faculty or for those 
at com parable levels of adm inistration. W hen 
Learning Resources personnel work on a regular 
twelve-month schedule, salary adjustm ents will 
be necessary to compensate for additional service 
days. W here academic ranks are recognized, such 
are assigned to the professional staff based on the 
same criteria  as for o ther faculty, and are in ­
dependen t of in ternal assignm ents w ithin the 
Learning Resources Program.

There is the obligation of faculty status to m eet 
all faculty and professional requ irem en ts , ad ­
vanced study, research, prom otion, com m ittee 
assignments, membership in professional organizations,



46

 sponsorships, publication in learned  
journals, etc., which the institution expects of 
faculty members. It is expected that professional 
staff will ab ide by the  in stitu tio n a l policy/ 
procedures or contractual arrangem ents 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 o f  both the institution and the profes­
sional s ta ff 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 developm ent sessions; travel funds for 
regular attendance of some staff members and oc­
casional attendance for every staff member at ap­
propriate state or national meetings, workshops 
and seminars; and special arrangements for those 
staff members who serve as officers or committee 
m em bers or participate on a state or national 
program.

8. Teaching assignments by Learning Resources 
sta ff members are considered dual appoint­
ments in calculating sta ff 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 hours.

9. Support s ta ff members are responsible fo r  
assisting the professional sta ff in providing 
effective services.

Responsibility for each level of support staff 
will be determined by the needs of the institution 
and the appropriate administrative structure. The 
number and kind of support staff needed will be 
determ ined by the size of the college and the 
services provided. The educational background 
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 technical programs 
will meet the training required; in other cases, 
one-year programs may be sufficient; or skills 
may have been learned through extensive work 
experience in a related position. The support staff
may be supervisors as well as technical assistants 
or aides.

10. Student assistants are employed to supple­
ment the work o f the supportive s ta ff

Student assistants are important because of the 
variety of tasks they can perform effectively. They 
encourage other students to use the facilities and
services, 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

1. Planning o f new or expanded facilities is ac­
complished with the participation and con­
currence o f the chief administrator in all de­
tails and with wide involvement o f users and 
staff.

The chief administrator and staff work with the 
architect and the administration in every decision 
and have prime responsibility in the functional 
planning of the facility. Employment of a knowl­
edgeable media specialist or library building con­
sultant results in a more functional and useful 
building operation and should be given serious 
consideration. In the case of specialized facilities, 
special technical consultants may be required. As 
a result of poor design, functions of many build­
ings fail because those persons who will be work­
ing in or using the building have not . been in­
volved in planning. Staff, faculty, student repre­
sen ta tives, and o thers who will u tilize  the  
facilities should be consulted.

2. In the design o f classrooms and other college 
facilities where Learning Resources are to be 
used, Learning Resources specialists should 
be consulted.

The effective use of an instructional system is 
dependent upon the availability of a suitable en­
vironment for the use of specified Learning Re­
sources. Frequently, architects and other college 
staff are not always aware of all of the technical 
requirements of such an environment.

3. The physical facilities devoted to Learning 
Resources and Learning Resources Units 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 fo r  anticipated  
expansion, educational mission and program 
and technological change.

The location and extent of space provided for 
developm ent, acquisition, design, production, 
and use of learning resources is the responsibility 
of the chief administrator of Learning Resources, 
and should be designed to implem ent 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 developm ent 
and phasing. The alteration, expansion, or con­
solidation of facilities also should be 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  w hen develop ing  

facilities requirem ents from the program speci­
fications include projections of the student en­
ro llm ent, the ex ten t of com m unity services,
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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 o f Learning Resources Units should 
be located conveniently fo r  use by both stu­
dents and instructional s ta ff

Flexibility is essential to m eet 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 perform duties effectively and 
efficiently.

Learning Resources services for administration, 
acquisition, and cataloging should be 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. W here exist­
ing facilities will not perm it this arrangement, an 
effort should be made to reduce confusion and 
fru stra tion  by m aking clear to the  user the 
specific function of each facility.

The num ber of users varies in all units from 
peak periods when crowded conditions make ser­
vice difficult to tim es when few students are 
present. Physical arrangements should make con­
tinued service with minimal staff possible during 
quiet times and at the same tim e provide for 
augmented service at other periods.

Services provided are dependent upon staff, 
whose efficiency is in tu rn  d e p en d e n t upon 
adequate office, workroom and storage space. The 
production facility 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 
o f 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 individualized 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 trea t­
ment, regular custodial care, prompt maintenance
of equipment, and regular and systematic repair
of damages are necessary. Attention to the needs

of the handicapped must be met in accordance 
with legal requirements.

7. Space requirements‚ physical arrangements, 
and construction provide fo r  f ull utilization 
o f specialized equipment.

Specialized facilities are necessary for certain 
types of equipment. For example, computer ser­
vices, listening and viewing equipm ent, media 
production, and use of other types of electronic 
equipment require special consideration in terms 
of electrical connections, cables, conduits, lights, 
fire protection, security, and other factors which 
affect service.
C. Instructional Equipment

1. Necessary instructional equipment is avail­
able at the proper time and place to meet in­
stitutional and instructional objectives.

Centralized control of inventory
J
 and distribu­

tion of all equipm ent is necessary. A thorough 
and continual evaluation is desirable to ensure 
that enough of the appropria te  equ ipm ent is 
available.

2. Classroom and Learning Resources Program 
use o f equipment is managed in the most ef­
fective manner to minimize operational mis­
haps and insure effective utilization.

Assistance from Learning Resources staff is 
available as a regular service when needed and 
for the maintenance of equipm ent. Except for 
more complex equipment, the instructor and stu­
dent should be responsible for the operation of 
the equipment.

3. Learning Resources and in structiona l 
equipment are selected and purchased on the 
basis o f specific criteria. (See Section III.)

D. Materials
1. Materials are selected, acquired, designed, 

or produced on the basis o f institutional and 
instructional objectives, developed by the 
fa cu lty , s tuden ts , and adm in istra tion  in 
cooperation with Learning Resources.

A written statement regarding acquisition and 
production of learning materials has such an im­
portant and pervasive effect upon the instruc­
tional program and the services of the Learning 

 Resources Program  tha t all segm ents of the  
academic community should be involved in its 

 development. The statem ent should be readily 
available in an official publication.

 Learning Resources Programs provide materials 
 presenting all sides of controversial 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 avail­
able from  a variety o f sources.

 In an effort to meet the needs of the instruc­
tional process and cultural enrichment, it will be 
necessary to acquire materials through:

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

is neither possible or practical in terms of cost,
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utilization, or type;
c. loan through free loan agencies;
d. acquisition of materials as gifts;
e. design and production  of m aterials not 

readily available.
3. Materials must be accessible to authorized 

individuals.
Although there is no uniformly accepted sys­

tem to make all resources available, the materials 
must be properly organized and the necessary 
staff, facilities, and hardware provided. Highly 
sophisticated systems for retrieving, manipulating 
and displaying information might be necessary.

4. Final management decision as to the order 
in which materials are to be purchased or 
produced is the responsibility o f  the ch ief
administrator or delegated subordinate.

W ithin  th e  e s tab lish ed  fram ew ork 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 administrator and duly 
designated subordinates.

5. Representative works o f high caliber which 
m ight arouse intellectual curiosity, coun­
teract parochialism, help to develop critical 
thinking and cultural appreciation, or stimu­
late use o f the resources fo r  continuing edu­
cation and personal developm ent are in­
cluded in the collection even though they do 
not presently meet 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 needs is essential for this 
goal.

6. Materials reflect ages, cultural backgrounds, 
intellectual levels, developmental needs, and 
career goals represented in the student body.

Two-year college students represent all strata
of community and national life. To m eet their
needs, the collection must contain materials of all
kinds and at all levels. Those students who re­
quire basic remedial materials, those who seek
vocational and technical training or retraining, 
those who seek an understanding of their culture, 
and those who are utilizing their retirem ent years
for personal stimulation should each find the ma­
terials which can serve their interests and solve
their problems. Special care is taken to include
representative materials related to the needs of
minorities as well as materials reflecting diver­
gent social, religious, or political viewpoints.

7. A broad policy is developed concerning gifts
to a Learning Resources Program.

Generally, gifts are accepted only when they
add strength to the collection and impose no sig­
nificant limitations on housing, handling, or dis­
position 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 be considered in ac­
cepting gift m aterials. In acknow ledgm ent 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 o f materials fo r  in­
structional use, care is taken to comply with 
copyright regulations.

Laws restrict the copying of many items with­
out permission. Procedures and guidelines must 
be es tab lished  regard ing  rep ro d u c tio n  of 
copyrighted materials and made easily accessible.

9. The reference collection includes a wide 
selection o f  significant subject and general 

 bibliographies, authoritative lists, periodical 
indexes, and standard reference works in all 
fields o f knowledge.

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

10. Newspapers w ith  various geographical, 
political, and social points o f view on na­
tional and state issues are represented in the 
collection.

N ew spapers should reflect com m unity, na­
tional, and worldwide points of view. Back files of 
several newspapers are retained in print or mi­
croform.

11. G overnm ent documents are required as 
significant sources o f information.

Some two-year colleges which are document 
depositories receive government publications as a 
m atter of course. All Learning Resources Pro­
grams should acquire regularly such publications.

12. Files o f  pamphlets and other ephemeral 
materials are maintained.

 An effective and up-to-date pamphlet file is a 
 strong resource in any college. Included are voca­
 tional and ep h em era l m aterials 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 files are 

 desirable in providing the fullest access to the 
materials. Periodic weeding of the collection is 

 essential.
 M anufacturers’ and publishers’ catalogs and 
 brochures which describe new m aterials and 

equipm ent are needed to supplement published 
lists and to provide up-to-date information.

 13. A collection o f  recorded and other mate­
rials should be available fo r  individual use as 

 well as fo r  meeting instructional needs.
14. Policy or procedures fo r  the conservation 

o f materials, deletion, and weeding the col­
 lection o f  obsolete materials should be de­

veloped as part o f an ongoing procedure.
 The materials in the collection should be exam­

ined regularly to eliminate obsolete items, unnecessary
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 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 fo r  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 . S e r v i c e s

A. Users o f Learning Resources have the right to
expect:
1. That facilities, materials, and services are 

available and accessible to m eet dem on­
strated instructional needs for their use re­
gardless of location;

2. That an atm osphere be provided which 
allows sensitive and responsive attention to 
their requirements;

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

6. That acquisition, production, and organiza­
tion of materials 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 available to those programs.

V I .  I n t e r a g e n c y  C o o p e r a t i v e  A c t i v i t i e s

A. Cooperative arrangements fo r  sharing o f 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 projects, such as shared 
cataloging, computer use, and other services 
which may he 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 alert 
to cooperative activities of all kinds and to be 
willing to explore the possibilities of participation 
for their own institution.
C. Responsibility fo r  the collection and preserva­

tion o f community history and fo r  the accumu­
lation o f  other local and statistical data is 
shared with other institutions and is coordi­
nated with them. ■ ■

Proposed Bylaws of the Law and
Political Science Section

Editors Note: The following proposed bylaws will 
be voted on by LPSS members at the 1982 ALA 
Annual Conference in Philadelphia.

Article I. Name

The name of this organization is the Law and 
Political Science Section of the Association of Col­
lege and Research Libraries.

Article II. Object

The Section shall represent librarians in the 
field of law and political science. It will act for 
ACRL in cooperation with other professional

groups in regard to those aspects of library ser­
vice that require special knowledge of law and 
political science.

Article III. Membership

Any member of ACRL may elect membership 
in the Section. Every personal member has the 
right to vote and is eligible to hold office.

Article IV. Meetings

The Section shall hold an annual meeting at 
the time and place of the Annual Conference of 
the American Library Association. Other m eetings


