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¢ "The activity which is the subject of this report was sspported
én whole or,in part by tife S. Office of Education, Department
of Health, Education and Welfare '(ESEA Title II). However, the
opinions expressed her do not necessarily reflect the position
“or. policy of -the U:;S. Office of Education should be Ynferred."
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POREWORD

»

-

The mogt effective instructional programs -exploy a
" 'y multisensory approach to leatming in their effort
. \EE serve students with varyidy b2ckgrounds, abilities,
eeds, and interests. Such an-approach ezbraces the
. potential of all sources of information——printed,
" wisual, auditory, and tactile. It involwes the use
. of all es of media by’ stunents and faCulty in
achieving the objectives of the school. 'In such an
{nstructional environzen: the coz;:reaensive media
.progra= is a funda—ental parr of the educaticnal pro-
cegsg, supporting, extepding, and- enriching tbe '
currdduluzs,
These reco—=endations, approved by the State Board of
-cucatiozi ar”its Novecder, 1975, =eeting, sho be
- lcoked upon as criteria -for planning, developing, and 2
evaluating media progracs whidh serve the Iearning
needs of studénts and the instructiopnal needs of
teachers based on the object{ves of rhe educaticmal ’
progra= of the school. - .
. *
Effective izpzeuantai.iua of these recommendations
vill require the carefully orchestrated, cooperation .
ahd contribut®on of the local board of education,
ad=inistrators, supervigors, teachers, mediag persotmel
and students. As a tesult of careful stuydy- and coo-
scientious effort to incorporate thex in day-to-day
operdtional procedures, these recozmendations shauld
zake a significant contribution to the i..":prov‘e:-ent of7 .
public education in North Carolina. ’

A. Craig Phillips
State Superintend




PREFACE - -

MEDIA PROGRAM RECOMMENDATIOKS: IKDI?IBUAL SCBOOL/ADHIWISTRATI URIT is the
*rgsult Of the contriburicda of many individuals from the public schools of
. North Carolina, from colleges and universities, atd from the Departrent of.
Publit Instruction. * The enthusiastic ;iar:icipa‘gion of so many individuals
hzs been gra:ifying and, to some degree,‘zeafurés the extent to which the
-recor—endations represeat a congensus of th direction, in which school
.‘edi,aﬁogra:s should move. '

r

-

- - Ed

The developzent of the Reco——endations has beep the result of careful, and
at Lizmes teo slow, effort over a period of years. Beginming in 1970, &
first step vas takep with a 'series of regional meetings bringing together
representatives of public scnools and higher eguca;ion who had expertise
in libra'" science, audiovisual education and instructigpal television.
GUIDELINES FOR SCHOOL MEDIA PROGRAMS, a first draft, was./published and
given linited distribution in late 1970. The wide divergence of opinion
concerning the acteptabilicty 6f this docezment &5 a basis for fusther work
led tc rethinkihg and a rededicated effort to gain rore complete agree=ent .
regarcing cccpetencies needed by professional personnel imthe public sckool -

i eXd. Fortunately, the rewision of guidelines for teacher education

tlacing greater, ezphasis on cocpetency-based certification, afforded

-

14
eded opportunity for achieving better igreecent.

In develcoping the Recomzendatiochs, careful attention has been given to the
suggestions contained im STANDARDS FOR SCEOOL MZDIA PROGRAMS, ALA/NEA, 1969,
and MEDIA PROGRAMS: DISTRICT AND SCBOOL, ALA/AECT, 1975. The Recor—endations

-
H
-
-

-

ect the best thinking of the leadership provided by thé Council of Cnief
e School Officers, se A:erican Library Association, and the Assocization
5dr i tme Recognirion is made of the
2 of the Sgandards Co***ttee of ghe Korth Carolina Association of
brarizas which revieved and critfqued the initial craft of the
Recormendations prior to the final editing * aed
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. .

» The quantitative standards for caterials and eCJ;gzeﬁf(are believed to be,
realigtic. Every scaool in Korth Carolina either has achieved the Level I'
recommendations or'is in a position to do so in the very near future.
Recomendaticus concerning staff, ‘aciiities, and budgetary support are more
challenging and merit the most serious effort on the part of all who seek
to "ifprove the educational opportunities of the youth of Rorth Carolink.

As schools approach the ultimate of service to their students and teachers,
they will be _zple:enting the Recormendations for Level II and Level III.
The degree to which these are accomplished will be 8 ceasure of our devocicn
to. auallity education for all. ’ k

-

James W. Carruth, Director
Division of Bducational Medis

Aruitoxt provided by Eic:
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INTRODUCTION

There 1s no single educational program that meets the needg of
all students equally well. Thnose who strive to build better educational
progracs rust constantly and honestly exanine and reexamine their goals
and objectives. Education of high quality is expensive, but far pore
costly is the waste of hurman resources in pdorly educated students
«hose talents are. lost to this nation. (2;5)* :
i Today's educators and other citizens realize that educational
progra_s of worth, vitality, and eignificancp to students and to
society depend upon excelleat media programs in the schoolss Quality
media progracs require media personnel in sufficient number apd with
specialized competencigs; learning resources of good quality in o
‘suffilient quantity and varied formats; and facilities of adequate
size and functional design. (2:5) ° ¢ - -
Tne objective of MEDIA PROGRAM RECOMMENDATIONS: ;KDIVIDUAL
SCEQOL/ADHMINISTRATIVE UNIT i8 to present recomsendations for school
and systec—level cedia programs that will provide students and teachers
with zedia serviges and resources essential for.jquality educatiea.
This docucent outlines criteria for cedia progréms’ designed to give
, 211 young people the educational experiences they need in order to
develop to their greatest potential. Application of thege criteria
by administrators, supervisors, cedia persomnel, classroo= teachers,
and boards of education will icprove the quality of cedisa progra_s in
thg individual schools and at the systez level.
HEDIA PROGRAN RECOMMENDATIONS: IKDIVIDUAL: SCBOOL/ABHIBISTRAIIVE
CHRIT delineatg¢s a broad concept-of services, personnel, -equipzent,
zaterials, physical facilities and school-cocunity coordination
essential to a unified media program. In addition te this broad plan,
the quantitative sections of these guidelines have been arranged i
three levels to enable the schools of Kprth Carolina to develop.¥oth
short-range and loug-raage goals.’ Sindﬁ‘uoet Xorth Carolingzéhhoole
are eirhex approdchipg or are alteady av Level I, it is ;2£os=ended
that achievement of Level II be dccomplished within ree-year period,
and that plans be developed to attdin Level III wit another three- °*
year perioed, .
Because this publication could ‘mot be designed as a step-by~step
czanual for administering a media prograzm, tb;/Sélected iiblidgraphy
at the end”of these guidelines lists bdoks,” pacphlets, and periodicals
helpful in planning, developing, and ad:ainistezing a unified media
progran. ¥or further study in this area, each school should purchase
a copy of MEDIA PROGRAMS: DISTRICT AND SCHOOL, prepared jointly by
the Azerican Library Assoclation and the Association for Educational
+Cozmunications and Technology

]

~ i -
*Nucbers in pérenthaeee following statements im this pubIicatiom
reféer the reader to the Selected B!bliOgraphy at the end of the

publication




'KEY TO' ABBREVIATIONS AND TERMS I ¢
*

-

CARREL: A type of- library furniture designed to give privacy to the
student engaged in independent study which varies in sophistication
~ ‘from simple, private work spaces to electronmigally equipped furmiture
with built in television and two~way communication sysgtems

CATIV: .Cable Television, a systen of distrfbuting programs in a given
4 area over coaxial cable by a franchised community antemna television

. eompany -

EDUCATIONAL SPECIPICATIOV Written communicg;ion from the edu tor
" to the architect describing the educational program and activ ties\
that the school plant should accommodate

x"‘ MATV.:" Master Antenna Television System; a single antenna with a
distribution systes for one building and/or adjacent areas up to .
_the size of a community

_ MEDIA: Printed-and audibvisual forms of in*ation and their
' accozpanying technology ' .

MEDIA ADVISORY COMMITTEE: A comxzittee, chaired by the media coordinator .
and composed of teachers représenting all subject and/or grade areas
- of the school, who deternide media priorities within the s
. assist in the selection of appropriate materials‘and equi
zeet local needs

MEDIA AIDE: A media staff uember with clerical -or secretarial competeﬁcies

MEDIA CENTER: A learning resource center in a school where a full range
of print and audiovisual media, necessiry equipment, and services from
nedia personnel are accessible to students and teachers’

HEDIA COORDINATOR: M A professional person with knowledge3 understanding
of, and competency jn the broad range of wedia services, with
particular emphasis on those competencies related to the developzent
and administration of a unified media program.

*

. QEDIA PROGRAM; A progran bringing together under one administrafive )
‘ structure the elezents of the programs formerly designated separately
’ as liorary, audiovisual, and telévision (see UKIFIED MEDIA PROGRAM) -

7

o

HZDIA SPECIALIST: A yrofessional person with a high degree o£ profes-
sional preparation and competency in 2 specialized area of the media
_ prograz; e.g., 1nst:uctional television, subiect or teaching area . 7

~+ _HEDIA SUPPORT PERSONNEL: All persons, including technicians ,and aides,
F VEourtlize specific gi*lls and abilities in implementing media program
e act;vities &adega:ﬁé=3!tection and supervision of professional staff
‘ -zembers ¥ % . ' :
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o . MEDIA TECHNICIAN: A media staff member who has special training and
competencies in one or more of the following fields:- graphics’ " -
production, infprmation and materialg processing, photographic ’

. ', production, television and equipment. ~operation and simple maintenance .

RESOURCE. CERTER. A spetialized collection of materials to support a ;
specific topdc, subject, 'or interest area '
f\ RFDS: Radio Frequency Distribution System, part of thp electromagnetic .
. spectrum in which bands, frequencies, or channels are allocated for
the distribution of radio and television programs . ..
. RLV: A reading/listening/viewing area of the media facility, formerly
called the reading room, which provides space, materials, and equip-
ment ro support such media activities as reading, browsing, listening,
viewing, and circulating ﬁaterials ) . .
{ - SATELLITE CENTER: A branch of the main media center houaing a dupl icate .
collection to support grade levels, 8pecific subject areas, or
i1terest areas 4 .

’

SCHEMATIC: A graphic représentation of educational spegifications,showing
. ioterrelationships of areas, omitting specific details

- SYST;H—LEVEL MEDIA CENTER: A center at the school-system level that . .

provides supporting and supplementary media resources and services to ’
individual schools in the adainistrative unit - .
TEACHING STATION: A classroom or ANY part of the school.where formal
instruction takes placeu oot ﬂecessarily an enclosed area
UNIFIED MMTA PROGRAM: A single, unified program admfnist,ered by the «

media !’ordinator in’¥hich instructional and other services related
. to both* print and audiovisual media anticipate and satisfy the school's

specific curriculum needs and offer integral support to its broad .

educational objectives .
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+In North Carolina, the traditional library 3f the. past has given
*\ way to the modern media center, a flexible, myltimedia hub' of gehool
insttuction.’ Despite some ihequities of spage, staff, -and/or funds
*-from schoel. tor schook over the State,'tbe»eﬁerging.sehool media center
- is a place where all #vailable formats of instructional materials and
their accompanying equipment have become accessible to students as
N -+ well as to teachers. In addition'tq the materlals students hawe tradi-
tionally been allowed to check out, they 'may be seen cheeking out )
filmstrips, transparencies, tape recordings, and reference ‘books fof
overnight use. : . . <
Witfiin the center Itself, activities hgve expanded to include
8roups of studgnts warking togéther, delving 1nto.indépegdent study,
viewing television, locating information in the card catalog, and even

E 4

L, occasionally solving problems at a computer terminal. . .
. Likewige, the traditional librarian is emerging as ‘the modern N
media coo ator, a term which more nearly embraces the multitude of

- ‘essential skills and respongibilities of her .wital role in the.'school's
. instruttional program. Further, fn increasin instances, the auto-
~*~ . matically assumed "her" of the previous senteﬁ%e should read "his," as
- more and more men enter the ranks of thé educatiomal media professibn.
Today’s Tar Heel.-media coomMnators are likely to be among the-most
productive and iafluential members of the faculty. Look for them in
the center of instrygtional activity, working with cugficulum com-
mittees; coordinating the selection and acquisitionm o *media, fof an'
- "entire school, teaming with teachers in the preparation of unif studies,
* engaging departmental staff in weeding collections and discarding out-
- - 1" dated matérial, and acquainting students with all learning materials,
»  both print and nonprint, available in the béilding. , ) ’
The source’of this transformation i's obvioug. We all know that
the youngster who lisps the alphabet ,aldng with SESAME® STREET or
. vatches a family birthday party on home movies, who hums. with- the
transistor radio while raking the lawn or inserts cassettes in the tape
deck of the family car, is the dffspring of-20th-Century technology. - °
‘These young people have been stimulated visually and auditorily, -
Books by themselves-have never been their only learning tools. Books

N, are basil and imperquve, and we fervently hope that they will continue
f% to serve our young people well. But it is also necessary for reading
" skills to be aukmented by skills in observing, listening, viewing; ‘.
, ’ and communicating. . P ) ‘
: . L v ~ ' L. ., .
B. PROGRAM CRITERIA  »* -~ \ R .
. . N ‘ 3

Good media programs are. designed to assist learmers in their .
ability to £ind, gemerate, evaluate, ‘and apply information that helps,
" them to ‘funcétion effectively ag 4ndividuals and to participdte success-

fully in gocietys 'Theﬁp;uéent begins.to 'interact with others, magters .

s knwledge -ag well as, skills, develops a spirit of- inquiry, and aghieves
" greater self-motivation, discipline, and capacity for gelf-evafuation.

(l :4) o - Y . *
P . ' - . P
* . . . .
N - , . P A o -
- . R K . - - " @; ‘- < ¥ - . . . . ) + . R
) > l‘“‘ e 2 s, " E - T ) .. )
. . . )
\)4 “ s . -)_ . 12 ’ . X " R . 1
-, . h) N . . ~ » T -
RIC ' - C - . R
e pnc ‘ T L S X . . W s ’ . |

>

w4 B ¢ - L -

5 - — ~> = p2d




Nad

-

.
v

‘ A
JThe most effective media ‘program depends upon the support of the
school board, the sipérintendent, the school principal, and uponh, a
mutually supgortive partnership between teachers and media personnel.”
Teachers as
.informed about cyrricula, content, and assignments. Teachers also
participate in the 'planning of media skills instpuction, evaluating °
learning resOurces,.motivating studénts to use .media, and implementing
the media program within the context of curticular areas. The move
away-from teéxtbook and teacher-dominated instructien toward a learner-
centered approach to instruction has focused more attention on the
school medig center ag a primary instguctional center _supporting,
complementing, and expanding the worK of the, classroon.

Media personnel must constantly strive to build brid
skills andscontent, purpose and procedure, self and socie
‘accomplishment of learning objectives, they apply a knowlddge of the

»

‘potential of varioug ‘informational sources--verbal, symbolic,vpictorial

and environmentai.. They also apply an understanding of different -
teaching' and learning styles. This concept focuses on human_attitudes
and, interactions, with pedia personnel supporting students and teacherg
in the use of media to achiewe speeified leatning goals. ' .

The unified media-program brings together under one administrative

structure the elements, of the programs that ‘formerly were designated .

.separately as library, audiovisual, and televison. It retains the
desirable elements of each of these progr » building upon them
in order to make available to each educa¥ér and each student the
- congributions of a coordinated media program The wmedia program
with its many facets-is complex, yet designed to be convenient’
. for users.
A quality media program serves students and teachers by

-

. previding a well-chosen collection: of media at different
levels of maturity; ability, and interest'

< . organizing all materials and accompanying equipment for
; quiek, easy accesgibility; - . . s

k4 . providing ,guidance-in the location;'selection, evaluation, -

embers of this ipgtructional team keep media coordinators. '

and use of materials to meet jndividual interests and needs; ~

. providing facilities and opporfunities for independent or

gelf-directed lea;ning, . - -

-

. contributing to the development of skill‘%in readipg, viewing
. listening, evaluating, and communicating,

developing skills in the production ‘of specfgl learning
materials,

. teaching how to relate- “to and uge outside resources for
u'addftionag information,\v .

\’(“L«;

. encouraging creativity and independent use of all types
" of media. . ) -

»
.

LITERARY ENRIcm{ENT ' - 3 : .

Literature and literary enrichment .are intégral components of a

good media pfogram. In the present age of rapid’ technological advance- . ’

ment, a continuing emphasis on the humanitiea .18 essential. Failurg to
- .,‘p’ .
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.provide students with opportunities fér sharing.man's literary

"identjification and implementation of a sequential, media study skills ‘

. A e . ot ’

> ‘

accomplishments 1s to deprive them of one vital aspect of their ;'
education. Literary earichment is available through nonprint . o

materials-as well as through books, theé more traditTonal source, - /
Classic films, for .example, are as much 2 part of our cultural -

.heritage as are written works. - W

-"To conduét a balanced literature program vhich maintains
ﬁontinuity in scope and sequence requires seléetions appropriate to
he individual school situation. Literary enrichment provides a

asis for extending literary experiences among,all students from

kindergarten through senior high school. It is necessary to allow L

for flexibility within literary types as well as among grade levels

because of the differing intellectual capabilities and experiential

backgrounds of the-students.”" (6:19) .
In developing a balancéd literature program, it is important

to include the introduction to and.appreciation of the following .

basic-literary types: .(1) folklore, (2) fantasy, §3) biography, )

.(4) poetry, (5) realistic fiction, and' (6) historical fiction.

Collections should also include a good selection of the basic literary

" types at appropriate grade levels. . s

A carefully planned literature program (K-12) provides students -
with experiences enabling them to understand thems€lves and their
universe better and affording them a .basis for developing their owm
standards and values. . . j

SKlLLS " DEVELOPMENT \/

. Every student should acquire certain basic ‘research skills
early in life: An integral part of & good media program ig the

program. . o
Bagic medi# study skills instruction should be inigiated with .,ﬁ

the student's first use of books and continued consisten Ly through ’

a unified plan (K-12), the ultimate gbal being to help children

become: independent users of al] types of resources--pridt and. nor.x-i

print. Because adaptability is highly desirable and curricular

needs vary, plans must be flexible and subject to revision as- —

experience dictates.

The joint respog!ibility of printipal, teacher, and media
coordinator is 4o ensure that each student has these experiences.‘
The guidance, interest, and support of the principal are of prime
importance. “~Teachers can best determine the media study skills

" needed by individual gfpdents, Rather than kmit the teaching of .

thesé to the teacher or media copxdinator alone, more méaningful
instruction is'a cooperative or team wenture, each doing what he

‘}"“& P

or she does most effectively. Similarly, it is strongly recommended . -

that ‘the teaching“of media study skills'be integrated with and- - .
relevant to curricular needs rather than presented- in sep‘&fate
unrelated umits.

Some of the basic skills and abilities needed by studentszin .

oréer to acquire and communigate ideas effectively are: - BN ,

] z'ability to read, listen to, ‘and view ‘a variety of msterials
", ability to determine what information is ﬂeeded and the

dppropziate sources for locating it . - ','

. .
- - R %

-y




&- 4 - N ) ’

’

. ability to locaté and select pertinent materials to meet Y
"specific needs

sV . abllfty to evaluate Bources of information, identify
authors' intent, and recognize propagande

¢ . ability to interpret informarion which requires skills
) in judging the authoritativenéess of sources

. ability to take notes and record sources

. ability to organize information in outline form or .
a ) sequential arrangement

. ability to select the best oedium for summarizing and
presenting material .

. ability to present material verbally gr picrorially in¢-

a clear, concise manner “»
- Few skills can be acquired with one brief eiposuro;‘ Therefore, °
v large-group’ instruction needs supplementing and reinfdrcing with

individualized instfuction, projects, and related activities.

Diagnostic tests and pther evaluative techniques may be helpful in

ldcating weaknesses in newly acquired skills and habits. Teaching

methods and strategiws may then be modified to meet individual

student needs. Continued reinforcement of skills previously intro-

duced intensifies the student’s ability to be an ipdependent user of

all types ofaggdia resources.

+ A chart outlining a recqmmended . sequential arrapgement for”

- introducing media study gkills ard equipment operation skills (k-12) ,

- follows,

- . -

?6
iy




Skills are - ’ i Skille dre reviewed
introduced ' T DIA/RESRARCE SKILLS : * 7 and reinforced
Y 38 .S
Grades K-2 ' ' Megia’ skli1s Program Qriedfation ~ Gradés 3~12
A Bhrrod on to medfa persopmel-4 -
+  Kinds’ locations of materials o -
..dﬁrganization of materia}ls
ﬂ. \'\ Selectipn and borrowing procedures ]
* Care of prinit xsd nonprint materials
Operagioq of simple audiovigunal equipment

-

T

A ]

Grades 3-5 - Introducti%n df Use "of Media Resources Grades £-12 .-
Card ca;aleZ?. ' oo )
Enc¥clopedias and dictionaries ) ’
Hagaz es ‘and newspepers : Lo
Inforndtion fi{les (vertical, coz:unicy, ‘etc.)

ey Decimal Classification Systen

Almanacs agd atlases
_Maps, globes, charts
Nonprif: collection and" aé-ccr*panying equipment
Televigion ™ -

T

Developing Co'-rprenension and Study Skills - Grades 6-12
Study nabits .
Note-taking -
Outlining -
Surmmarizing
DeveIOping a si::rple bibliograpby

\

Grades 6,7,8 Use of Indexes and Special Reference Sources Grades 9-12
Geographicé'?a,dictionaries

’I'hesauri ¢

ABRIEG“'D READZRS GTSIDE TO PERIOPICAL LITERATURE Ve

r

~s

Blographicall dictionaries

Adult and spécial encyclppedias
Subject area-reference, bools
Literary indexes " .

&

“-Sibple Productign of Materials - Grades 9-12
Dty-mounting ind laninatin_g techniques o
Videotaping - .

Thernal transi:arency production
Sound/glide production
Hap's‘, ‘charts, wodels

.

~

i e

Grades 9-12 Use cf Specialized Regources for Regegrch Purposes
. . ‘ READERS' GUIDE 10 PERIODICAL LITERATURE
* Specialized bibliographies, serials, .abstracts .
ESSAY AND GENERAL LITERATURE INDEX * );
Specialized cqumunity resources ‘i’ Vo
Higher education resourcés L .
Audio/video retrieval systens
Hicroforms

L}

kY ~° ,
Use of Mdss Hadia *
~,” Television - ‘
Radio ..
‘Pilm

NeWspapers.




* "Skills are. reviewed

Skills are e : e '
. E?UIMT.OPE'RATIO}‘ SKILLS and reinforced

Intyroduced

. ‘ . ¢

* Grades K-2 * Filmst%;p and slide viewers and - Grades 3-12
. projectors B . . .

-} .
Single-cancept super’Bg: projector
Cassette tape recdrders and plajers .
Lis:eniﬁg 2ad viswing stations

Record players

‘ AN
Televison receivers

Teaching rachines (simple) .
» .

.
-

'c:urg‘pro}ec:ofs Grades 6-12

, :
udio tape recorders, teel-to-réel

Caroueel slide projgcio;
. 2T .
Controlled teaders” ‘
Sound fil:stgip-projec;dgs and viewégé\
Over:'ne'a_d a;nd opague pr~pjecto’rs : 3
3

-

A3 2

0y ”, e .
Grgﬁes 6-8 Video careras, ;‘ orders, playback Grades 9-12
AN unitcs* ?K\Q,h .

bry-zbunt press Y, N
< : . .

“ . . -

xxCazezas-gpd copy stands. . -

-,

Tﬁé{?ﬂl transparepcy production equipment

lette;}qg devices -
- A .
Tape and film splicers

A

Computer tarzinals*

Hicroforn equipment*

'-Audioﬁnideo retrieval equipment*

. P o,
‘a

. . R . ’
- r‘ . - ’ _

*Students'can learn to use this equipment at an earlier age;;bovever,
available equipment and materials suggest use at this level.

' . - 17
) . g\
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- . CHAPTER II - 3

/ S \ " PERSONNEL

Qualified personnel are essensial in izplementing an effective
.8chool media progran. The media staff should possess a wide range of
cozpetegncies in the preag of print, a2®diovisual, and televised npedia,
as’well as have knowlelige 'in the fields of learning theory and curriculu=
developzment. Further, cedia personnel should be strong leaders and
adcinistrators who will establigh the media prograx in its proper per-. -
. spective in’the educational procesg ‘ - . Rt
« ,1he North Carolina State Board of Education on Septecber 7, 1972, -
adojted new State guidelines fo*ceYriticarton of instructional persomnel,
including professional oedfa personnel. This actien discontinues the
. issuance of certificates fn library science andithe audiovisual director’'s®
certificate. The new-gufdelines reflect the staffing needs of the unified
cedia progmaz which we have in Korrh Carolina and also™recognize the need
for differentiated staffing within the unified progra®¥®™ The new guide-
liges identify ‘the cozpetencies needed by various staff mesbers and provide
aior areas of certification as a cedia coordinator, an advanced media
coordinator, or a media specialist in an area of concentration. The arezs
of conceatraticn are (1) instructional development, (2) production, and
) (3) television imstruction. Preparation progracs for all of the preceding
i; are at the gradpate level. ) » .
One certification, the associate cedia coordinator, ca# be ‘earned at
the vndergraduate é;vel. In additon, a person holding a graduate cer-
tificate in a subjekt or a developuegntal area (e.g., sociz} studdes, early
caildhood education) cay qualify as a media specialist.in the graduate
teactlag arez by attaining the cozpetencies identified’for the assgclate -
oo z=edia coordinator certificare, ™~ / N -

AS the hew fequirecents for initial certificati do not apply to
those persons already holding a certificate, the need tinues for staff
develepzent progracs to assist already ecployed persons in developing
addivional competencies., The hew cozpetency-based guidelines cansbe used
to give direction‘in the planning of staff edvelopzent agtivities.’ .

“The contezporary instructional setting demands expertise in the use
of instructional media #n teaching and learning. Contributing to this
necessiiy are (I)~thé impact of newer comsunications mediz-——television,

. radio, and electr ically recorded materials; (2) the emphasis on the
individualization of instruction; (3) the movement to upified media
services within the schools, cocbining the once separate library and
audiovisual progrars; and (4) the growing‘recogniticnkof'the'need for
differentiated staffing in cedia services at the building and the system
levels. ’

-
-

’
A. “MEDIA CERTIFICATIONS . N
= H

North Carolina's .GUIDELINES-ROR MEDIA PREPARATION id {ffes the
follcwing g{fﬁg of certification' for professional media personnel!

- As3ociate Media Coordinator (undergraduate certification)
- . Has developed introductory professional knowledge, understanding,
- -1 - and competency -in media services, with particular emphasie on the
' “operation of a uniffed media progran o
/7 - C - » . y
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- . . Ed = - .

A




ERI

Aruitoxt provided by Eic:

Hedia Coordinator {graduate eert“f*tation)
. "1s a geaerai*St ‘who has developed xnowledge, un erstanding, angd s
co:petency iz the broad range of rpedia services s with particular .

L e:;hgsis on ‘those co:yélencies related to the developzent 2nd
administrition of a unified redia prograz

0 ;

~for analyzing curriculuer and instructional problexs and

de"elop:ent process

. Ability to relate media, in terzs of the leardér's environment,
tc an instructional systex desigred through the instructionyl

”xed*a Sgec*alist (graduate certification) ] - o
‘ Bas developed a hiigh degree of Lndersqgnding add corpetency in
< . oope of the four specific areas balow: : .
(3 mszruct‘caal deve’os.bent :
(Z) Production - .
(3) Instruct®nal télevision -
. (L) Subject or teaching area . ’
. - | -
3. COWPETENCIES NEEZDED )
. . F
The gpardizator of tte school media progres Shougdtbe selected
- & the bzs8ls ¢f menagegisl ac&ucmipistrative Conretencies, ccup.ed
SLIn 3 wide kmtuwlesge M mediz and erpertise in imstructiconal desiga.
wWhez afiirrzzal professtisoal PEISSLS &Te added 1o the s1a¥f, their \
traizisg and taskgroamz should strengther and conplerest the Sfirst -
srofessionel’s traizicy zod backprou®i.  As scon as twe sreofiessignais
are ‘enclsvad, cte sieuli te desigmated hesd of zhe Progrex. -
Scue esseciial ~ompetencies for melie zrafessicanals as !%ifcveé
EF the Rerin Carsltsa-Sugne Boats of Edwcsrion on Sert@eter 7, G972, -
are Ildenviiled zelow: - - L R
' {; -
Hedia iz Zeiztisr to Teachizp ap? Learcing ~ '
' * !
. Ability o demomStrate the mazner in which different media
contribute effectively %o learzizg 57 students with Vavying <
\.abilizies, intereste, and needs
. Ability to partizipate, 26 a gerwber of the education teaz,
. in the construction and application of a syéfecatic process °.

developing validated, practical solutions to these problexg’

. ébili:; to exercise leadership in the design, irplementation,

evaluation, and revisi

Buzan Refationships—Atti

the ingtructional systen

. Ability to work cooperatively

keeping them fully

An understanding of the complexity of tasks faci
they try to meet the differing needs of ind{viduzl learners 7

es angd~Skills
with adninistrative~staff uhile
informed abouc the pedia progr,

]

~ -

teachers as,‘t.

. Ability to commumicate enthusiasm fo teachers and students in

the us® of materials and equipzent

. Abiliry to recognize and respond to needs which have not been

= put lnto words

teachers about the services the’program provides

“20 LR

. Ability to invite and accept sBuggestions from students and .

&




* ' -

.. Ability to maintain an effective public relations prograts
vhith com—unicates to students, teachers, adzinistrative ’
staff, parents, and the public the media program's wvital

ccntxibgtfons to learning - N\

. 4bility ‘to provide ap inviting and cozfdrtable "atmogphere
in the media center :

L.

v

Evaluation and Selective of Hedi:z

\school

-,
A
- N\

and ability to use selection guides .

¥

LS )
§ B
[
(e
3

identify and apply approprémte criteria for assessin
ting =materials and equipzent, keeping in mind their \
and the needs of potentidl users \

i\w
P
ht)

[
£ 3
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: ) g
7 to lovolve the school's staff and students in she proceds
evaluation'and selection

. Abilitry to maintain a collection free of worn, unattractive,-agd
cbsolescent (no longer-‘accurate) caterials . -

- Koowledge of the content of é'bran'nadge of prinf and audiovisual
zaterials r

. Abildizy to coordinate the forculation of a zedia selection policy

7 to idegtify ard involve coomunity resources, including

v »

The Effective Use of Media .

>

« %

. Ability to assist teachers and students id acquiring the skills
essential to operate various equiprent used with different foreats
of r-aterials ’ .

. Abilfty to teach ¢kills and provide reference service in the‘use_
" .of materials - ' .

. Abiliry and(initiative‘tglassist teachers and students ip
idenpifying, obtaining, or adapting mater};ls to meet gpecial.
needs ’ : '

. r]

_é . Abil%:é to create in teachers and students an awareness of the
-+ potential of media ip-accomplishing specific learning objectives

. Effective use of cedia in coéaunitation with students and'teschers

. The ability to provfbe leadership in evaluating the results accruing -
~from the materials and service provided by the media progran . .

4
. Ability to plan and conduct a program of guldance in reading,
listening, and viewing exper%ences ] )

.. Ability to plan, orga;zize; and conduct programs for professional
izmprovement of the school staff
’ J

i

-

4
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. Ability and {diciative to fpform teachers and students of

television programs awd of.the applicabiljty of available.
programs to the school's instructional prbgram

. Abi¥ity to promote, facilitate, and interpret for effective '

use the resources made available by televisfon

A ility to exercise leadership in evaluaéing the effectiveness

o television programs Ry PR

. Ability to ensure that appropriate equipment and facilities

(intluding CATV) essential to' desirable receptio® are present
and raintained in good working condition

. Ability to progéde leadersnip in developing the use of videotape

Production of Instruttional Materials .- .

‘recordings in the imstructional progranm )/

- -

v

. Ability to oerrorn Hecha

cal pperations imvolved in the pro-
duct of aasic aaiio and visual instruotienal raterials

. Ability to plan, design, and produce instructional raterials

. Abflity to plin and develop instructional gystems
. Ability to involve studénts and teacners effectively in the -

’

Organization and Management of the-Media Collection

«

design and Production of needed materials

. Ability

. Anility to arrange whe mediaz collection in an attractive,

to provide "accessibility to resources and equipment. -
through organizing, processing, circulating, and systematic
pnysical arrdngerment amenable to the user

stioulating display - ’ -

. Ability to maintain inventory information‘related to the media

collection in an orderly, efficient; and useful manner v

. Ability to apply and adapt principles of classifying, cataioging,

and indexing to the media collection -

. Ability to appraise the systems and aids_available from-other
) agencies for clalsifying and cataloging resqurces

-

. ﬁbility to organize and carry out a system of preventive |

maintenance for equipment P

. AbiliFy to organize and administer. a‘system ensuring the

availability of supplies for the

roduction and proceéssing of

materials &nd_the maintenance of .

Program Planning and Management’

quipment

B

——

. Ability to

deveidp and maintain gtaff harmony

L

*

*

Ability to
Ability to

assist in the selection of paraprofessional personnel

blend with the

job responsibility

.

- competencies of media pg;sonnel

. Ability to organiZe and direct v
community . ’

.

organize his/her personal schedule of activity to

tstgl
Abiiity to plan and conduct in-service activities to develop'

olunteer assistance from th

o

L il Ll S R

I
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- .. effective use of their time and talenta to encourage greater

i . Ability to provide job deacriptiona and assist in the aelection
" of media pensonnel

3

to plan and carry-out the most effactive .use of available .
n terfis of the total activities of the program

. Abilit
space

-~

4

l

. ] . . . '4

. "Ab11fty to supervise and evaluate .pérsonnel’in relation to the - “1?1

y  competency P AC i
|

|

. Ability to wrfée'educational specifications which incorporate

o > knowledge of current practice and significant trends for the

design and construction of tedia facilities and other learning

+*  areas of the Bchool

. Ability to plan sgatems for housing media sectrely and economically,
based upon knowledge of available systems and comparative costs-

-

The -type and number of persannel needed in developing and austaining
a unified media program depend upon student enrollment, phyaical facilities,
the teaching afd learning processes being supported, the breadth and depth

|
\
\
|
|
|

‘ |

C. STAFFING PATTERNS . - - « '

., Of media services provided, and the:amount and nature of technical Bupport

. % - available at the system level,
- #7he following table shows the gize of building-level staff, necessary
to implement the media program at the minimum level. Because materiala
should be'proceaaed before they reach the school media center whenever {
possible, the table does not include staff for the technical ptoceaaing
+_of materials. “ .
, o w ~ ’
- 3 ,
_ - / ’
STAFFING FOR SCHOOL MEDIA PROGRAMS . o
School )  Minimum Minimum
Enroliment Progfessiondls, Support Staff
‘ Head of Additional Media Technicians
: 7 Media Hedia Aides
i Program Professionals - ¢
4 s,
- up to %99 1 o 1 - . N
- 500 to 999 1 N 1 o 1x
1000 to 1499 1 1 1 1% |
& . - ,'.‘ -
1500 to 1999 1 i 1 2 ok .
- - e « I )
2000 to-2499 1 o2 2 1%’ v
& ’
*Circumstancea will vary from school to school, but in each caae support
,’f staff should complement the profegBional staff. The type of program, .
/ the services available at the syftem level, the expertise of the
current staff, and the availability of potential support staff influence
whether the support poaition wilggbe that of a media aide-or technician.




.
-

Each media program, no /ﬂ&t’ter how small, should have the services of a
minimum of one thZ-time-m;diq professional. 1In addition, support personnel
should be provided in sufficient numbers to perform the nonprofessional func-
tions of the center. though 1t is recognized ‘that some benefits may result

from volunteers in ¢t quia progrém,~this servigce does not eliminate .the
need for salaried s ort personnel.

SUPPORT STAFF R
Subport ;ff‘is~qgeded to relieve media professionals of many rGutine,
and necessaryy Juties. TECHNICIANS "and MEDIA AIDES omprise this
Persons should be selected because of specialized raining,
es, or the potentia} for on~the-job training. / \
type and number of media support gtaff needed fgr each media center or
school/depend upon the size of the school, the organization 6f the media staff,
any special programs, the, types of services requested by different faculties,
and services available beyond the building level. .o
Where student population dictares and budget allows, more than one suppdrt
person shouI& be zmployed. .A moreiversatile program can be prdvided when -
support personfel have developed specific competencies as HEDIAJQIDES and
TECHNICIANS. - S
Inadequate support staff results in inappropriate and qostly u§Z‘@§,_ﬁ§-
fessional staff time, consequently {lowering the quantity and quaiity of media
services provided. - ‘

o

MEDIA TECHNICIAN 4
Technicians have competencies in one orymore fields, such as grapﬁicsn
«production and display, itformation and .materials processing, photographic
ptoduction, operation an# maintenarde of instructional eduipment, television
production, and installation of system components,, Typical duties of media

technicians include the following:

. repairing and maintaining equipment £

. proGIHing instruction in the qperation and use‘gf instructional
‘equipment. ) o .

posters, charts, graphs, disp

ys, exhibits, and materials’ for television
programs- : .

. Producing graphics and displaiLmaterials, such as transparencies, °
H
t

-

. perfo&ming photographic prodﬁction work, such as still photography, )
motior photography for films, éideotape recording of television broad- *
casts, televising of local and in-school events, and developing black~
,and-white film . L \

. asaistfng in the technical processing of information and materials Ey
‘performing such tasks as bibliographic' seatching and processing of
materials ’ ‘ .

* e

- assisting in the installation of system components, such as closed-’
7 circuit television systems and film chains (1:24)
HEL

IA AIDE - - ' —
Aides haye secretarial and clerical competencies enablin® them to per- - ..
* form tasks related to the ordering, receipt, maintenance, inventory, prodﬁction,

24
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circplation; and use of materials and Equipment;

with users must be able to respond effectively to their needs.

, ™~
Media a¥des working directly

They carry out
all tasks under the direction of the professional members of the

reporting, as appropriate, %o desi

) gnated professionals or technicians.
duties of media.aides include these: ’

. perparing, processing,'and receiving orders
. processing materials .

-*

. maiﬁtaining reqords,‘invgntories, and bookkeeping accounts
. “a

A
-
-

typing'correspondence, reports, and bibliographies

locating and rétrieving materials and equipment for users and
_ assisting th%p*ﬂn using media center resources-

; .
. assisting }ﬁ/tbe production of materials:

mpdelgl_fggiyftapes and videotapes

.féssisting in thé operation and minor repair of equiprent and in
‘the maintenance and ‘repair of materials

€.g., transparencies,

3

. ‘@helving, filing, and duplicating materials

A.,cﬁeckfhg lists and bibl

i lographies to determine availability of
materials .

>

-

. performing ¢irculation tasks such as charging, reserving, booking,
' scheduling,*and delivering materials sfid eqgipment (1:24-25)
A N ‘a b4 .

*
.
)

- x -

‘M:

media staff,

Typical

o

"

4 -

JEp———— el
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’ o Federaly State, and local fugds should beé coordinated to provide adequate RN

] mater{alé, equipment, and supplies necessary for a desirable media program.
’ + Funds are needed for the acquisition and maintenance of ‘collections of materials
’ and equipment, the‘processing of materials, the production of materials, and
necessary gonsumable supplies. The ratio.of expenditdres for various types of
, » matgrials and equipment should depend upon the extent of the holdings and the ]
demonstrateéd: needs of students and teachers. The school's Media Advisory Committee
should be ‘thoroughly informed af* all funds allocated for the acquisition of
instructional materials, equipment, and supplies and should be involved in getting
-+ budget prioritjes. ) ' .
, & realistic assessment of funds available from State and Federal sources for
North Carolina schoola reveals that the major support for the development of
‘media collections must be provided from local funds. Capital outlay fuads will be )
required to provide the ipitial media collection in newr schools, installation of -
<y expensive electronic facilities, delivery systems, security costs, electronic ~
)‘ reception and distribution’systems, furniture, and special laboratory equipment.
In‘order to'maintain the media_gollectjon at a level essential to a desixgble
medi@p program, the formulas on theazﬁizrwing page are recommended. These formulas
for annual expenditures provide for th acquisition of ﬁewly published or produced
~ materials, needed equipment, replacement of titles, duplicates,j&edia production
. supplies, preprocessing materials, aad repair and maintenance of materials and
equipment. The media coordinator, working with the Media Advisory Committee, ,
should set priorities for thé expénditure of funds and should have the freedom to
make purthases throughéut the school year as needs dictate..

Annual allocations not only maiptain the media <collections for building-level
programs but also'provide for system-level support of these programs. Such
materials inclede 16mm €ilms, profesgional reference materials, videotapes,
sound récordings, and graphics produced or reproduced at the system center.

- & .

! s

-

* t




# .

~ — +

PR T

FORMULAS FOR YEARLY EXPENDITURES .

‘ S NATIONAL A

"To maintain an up-to-date collec-
tion of materials and equipment that ]
fulfills and implements the instric- - : o~
1 tional program, the annual per -~ ~ ° -
> * student expenditure of a school
- ‘ - district should be at least 10 per ‘"

Pg ¥4 cent of the Natipnal per Pupil Opera-

T tional Cost (PPOC)* as computed by

the United States Office of Educatign.? ‘£1:40-41)

. Example;
$ 1163.00 Rational average per-pupil . i
operational cost 1974-75 -
X .10 s
§ 116.30 per pupil ADA should be X\
. spent ** .
. - _‘ &
« .
‘STATE (Desirable) ‘ STATE (Minimal) .
To maintain tie media collection To maintain the media collection
at a level essential for a desirable ., for a media program at a minimum .
. media program, an amount equivalent level:gf_acceptability, an amount

to 6Z of the.national avdrage apera- ) equal to at least 3% of the
tional cost. per pupil uld be . national average operational cost
spent for each pupil {n average - per pupil must be 'spent for each
daily membership. . - pupil in average daily membership. -
g%ample" L * Example: ’

- S 1163 00 Hational average per-pupil $ 1163.00 National average'bép-pupif

: operaiional cost 1974-75 operational cost 1974~75

SR 06 - A . x__ .03 ° =~ ,

$ 69 78 per pup‘ﬁ ADM** ) $ 34.89 pet papil ADM** .
s . ’ . - \ B 4 - ) “

1
-’.

. - '*Total operational cbst, as degcribed by the United States 0fficée o%‘Educéiion,
.includes administration, instruction, attendance services, health services,

pupil transportation services, operation and maintedance of plant, and
fixed charges. ) . = > ,

**North Carolina funds are allocated on the basis of Average Daily Memberehip
- (ADM). Nationmal figures are based on Average Daily Attendance (ADA), which
. would reflect slightly higher per-pupil cost. ,
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RESQURCES
—

\ ~

The collection of materials and equipment, hereafter referred to as media

except where both te
component of the media
program. Its purpose is
in the various curricular
interests of individuals a

re used for emphasis, is viewed as one essential

s for the diverse learning characteristics and

to carry out the educatiopal- process.

Each type of media has gome unique features, can make a unique contribytién,

. and should be selected for the contributions it can.make. In the case of

materials, each item should be selected for the contribution that its content
and method of delivery, together, can make. All media acquired should meet well-

defined ‘purposes for the improvement of inetructionm.

&

A. ACCESSIBILITY

It s of utmost importance that all media in the school be ‘readily

accessible to every user. Accessibility  involves the provision, organization,
‘location and arrangement of the media; the policies and procedures regulating
the circulation of media; and the flexible scheduling of the students, tﬁg

teachers, the media center, and its staff. Furthermore,. the degree of

_accessibilicy is influenced by the adequacy of the physical facilities and

furnishings to accommodate and promote the use of a variety of media.

- All school-owned materfals need to be organized and arranged so-that
users can obtain any item quickly and easily. This organization includes
classifying, cataloging, and providing in a upified card catalog entries for

all materials. The inventory of the school's entire holdings of both
instructional materials and equipment should be coordinated through the

. school's media center, * Information, sheets found in the appendices offering
additional ivformation on organizing, accessioning, and inventorying the—
collection are as follows: (1) "Eliminate the Nonessential: Accessioning'i;

- - (2) "School Media Inventory"”; (3) inual Instructional Media Report'; (4)

" "Supplementary ‘Books Organization'; d (5) "Maintaining a Quality Media

— Collection Through Systematic Weeding." LS
y The philosophy of the school must ensure that the circulation and loan
policies encourage users to borrow materials and equipment for use throughout

the school, at home, and th the media center. Periodic review ¢f these

palicies will serve to ensure that no obstacles inhibit the use of.media:
' For greategt use, the media center should be open during the entire school
day “and before and after school.. In order to expand services to users and

to realize greater returns from the school's investment in materials and
equipment, consideration should be. given to extending hours to in¢lude

evenings, Saturdays, and vacation periods wherever possible. Extended hours
of service require additional professional and supportive staff, preferably

working in a staggered schedule rather than as separate staffs.

the most effeative use of the media center and its resources. =

-

o ' . 29 )
. ' £ <

ogram; but its existence alone does not constitute a
O mget the needs®of students by providing materials

levels of abilfty and maturity. Moreover, the
media c¢ollection must porvide items for leisure use and professional use. The
media collection, therefore, is comprised of a variety of materials and equip— *
ment representing various forms of communication in depth and scope sufficient

R " Userg' daily schedules should be flexible enough to incorporate time

. for usiuﬁereaourcea in the media center. Adequate facilities and flexible .
scheduling.should provide for individuals, small groups, and class groups to
use the center simultaneously during the school day as the need arises, ,Time‘
.shéuld be provided for teachers and students to plan with the media coordinator

Y

»

-



B. ~ SELECTION - . f o~

- Selection of media should be based on a sound, system-level, written
policy as called for .in Worth Carolina Geheral Statute Section 115-206,14(b)
2and (c). This policy should be developéd. cooperatively by media coordinators,
other professﬁnpal insgructional staff, and administrators, and should be
adopted byL%%e local board of educatiom. It should include criteria and pro-
cedures “for selecting mediz for individual schools and system-level callectiohs.
In addition, the polity should estgblish a procedure for handling challenged
materials. A copy of "Sample Policies for Seleetion of Instructional

~Materialg," with the accompanying: "Citizen's Reguest for Reconsideration of
Nedia," included in;the Zppendices.
* The coordination of selection.and acquisition of media for the
;zgi6idual school.is the media coordinator's responsibility. To assist the
ia coordinator in determining #Zdia priorities within the school, consider-
ation should be.given to“the formation{of a media advisory committee. This
committee should be cohposed of teachers representing all subject or grade
areas in the school, sup isors, principals, students, and representatives
‘6f” the comaunity when f le. Materials and equipment purchased without’
involving the appropriate instrudtional_staff often go unuseﬂ.} Quality
media collections can bé maintained only through sufficient funding; there-
«fore, the Media Advisory Committee should be fhoroughly informed about all
funds allocated for the acquisition of instructional materials, equipment,
_and - supplies™and 'should be involved ac:ivefy in determining priorities in
these areas. Anformation sheet in the appendices, "The Role of the Media
Advisory Committee," gives further suggestions for this committee. ’
« The media coordinator should develop a plan involving teachers not only
in the selection of new materials and equipment but also in the systematic
-weeding of the existing eollection. The collection should contain only
quality, up~to-date media, excluding obsolete, badly worn, amd inappro-
priate media. To ensure that equipment remain useful and up-to-date at all

" times, -a plan for the preventive mainténance -and repair is essential. An
information sheet in the appendices offering further suggestions on weeding
and -discarding is "Maintaining a Quality Media Collection Through Systematic
Weeding." - . o * .

School personnel®should emp%py every existing resource awvailable to
them in the pyocess pf selecting mediz. These resources include biblio-
-graphies and reviews, prapdred by qualified .professional educatord, exhibits
and “xamination collections, and preview copies from puvlishers and .
produters. The Materials Review and Eva%uation Center in the State Depart-~
‘ment of Public Instrugtioq maintains a cellection of media for examination
by educators, and perjodically issues annotated bibliographies, ADVISORY
LISTS OF INSTRUCTIONAL MEDIA, describing current materials.

In North Carolima the purchase of equipment is handled differently
from other states. The North Carolina Depaffment of Administration's
Purchase and Comtraét Divisiom igédes anfually a term contract covering -
various Igems of equipment with;%%écific prices. The following contract
certifications, sent to each school system in the State, list spedifications,

"\vendors,'and equipment costs: PR

Contract-Certif}ﬁétion £17. Projectprs, screens, stands »

" Qontract Certificatidn #545 Sound and sound reproduction equipment °
Contract Gertification #615 Televilions and video recording equipment
Contract Certification #102 Production supplies~and equipment
Contract Certifiiation #340 Projector lamp;f

x/’




. . . - .

- A purchaser's guide included i the appendices provides basic '
information for making "equipment ,selections, regardless of which item is ¢
on contract for a particular g%ani’ This comtract system aids schoo)s in

. selecting quality equipment at‘the most econocmical price. -

v
hd . -

C. COLLECTIONS SR ’
Establishing geaningfdl quantitative guideldines for media collections
is diffucult because instructional proérams, teaching-learning strategies,
and school-wide objectives vary. A school implenenting a program that
varies markedly from‘traditiopal instructional patterns must undertake to
develop its own collection guidelines if it is to support learning within
the concept’ of its own progzam. . .
) To assist the average schoop in determining the quantity of media ‘it
needs, the copcept of levels of materials and equipment is used in the -
following quantitative guidelines. A minimen of materiale and equipment is
essential for owy school, regardless of how largé or small, conducting an
instructional program. 1In the school with an enrcllnent of less than 400
jéﬁgents, the media cgllection must have as much scbpe and variety as the
ool with an enrollemnt of 400+ Wtudents. Therefore in the following -
‘zablee level I indicates the minimm quantity of materials and requipment
- reccrrended for an effective media program involving 400 students or fewer.
The failure to comnit sufficient budgetary rgsources for obtaining this
minimuz is liable to produce educational results short of those desired by
the school. The suggested quantity in no way- seeks to limit the media in
the school's callection and should not be econstrued as a limit. In addition,
it oust be emphasized that quantities stated at all levels refer pnly to -
quality, up-to-date media, ‘and exclude excessive duplicate copies of single
titles or obsolete, bafily vpfn, and inappropriate media that should be
weeded from the collection. . e ' ‘
The interdependence 0f materials and equipment must be recognized as
collections are planned and implemented. Materials in many different
formats cannot be used without' the appropriate equipment. Generous acquis
sition of these materials is paradoxically negated if the equipment needed
for their use is not provided or is provided in too limited numbers. By
the same reasoning, equipment can cdntribute to learning only if appropriate
. maferials are available for use with that equipment. -Thus the materials
and related equipment are grouped together within the appropriate categories
- according to metHods of delivery. These categories of delivery are printed |,
verbal, visual, projected visual, audio, audiovisual, and tactile. An
additional catégory, miscellaneotis materials and equipmengt, lists items \.
whith, because of their unfqueness, do not fall readily into one of the J
other categories but nevertheless contribute significantly to the ‘
instructional program. -

o




PRINTED VERBAL MATERIALS

. N
Level 1 Level 11 Level 111
Basic Intermediate Advancéd

-
.

Boo%sr(per student) . 12 B T . 18 or more

S

}hese are bpoks in the general caellection whick include the folloving

. all books ordinarily classified ag part of fHhe media collection

. all paperback books except amltiple copies “used for inténsive .

"~ study of a given topic - -

.+ one to three copies of textbook-type titles which, in the opinion.:
of the media coordinator, would be appropriate for the general
collection v . o

The suggested range does not include multiple copies of supplesentary
textbooks (cloth or paperbound) which should be organized through the

zedia center but should be maintained as a separate follection.
- <

-

Magazines (per media center) Eleg 30 40 60 or more-.
: . JHES 50 60 75 or more
* SES 75 95 125 or more
At least one index to magazines shduld be proVided. Dupiicate copies of
indexes and magazine titles whould be provided as the need demands. Piles
of ‘back issues of magazines should be maintained for at least two years ’
or longer as the type of nagazine and the need dictate. Back-issue fileg
may be on microform. ‘ '

2 ~ P
Newspapers (per media center) Elem 2 3 . 6 or more
> JBS 4 6 . - 9 or more
’ z T, SHS 5 7 10 or more
\edspapers providing local, State, and national coveragezgﬁould be included
in the collection. At least one should be a daily newspaper with national

'i‘ . - L

‘ and international coverage.

-

Information File Materials
(per-media cen:er)
. —
An organized information file should be maintained containing “Buch items
as pamphlats, pictures, cltpping%, reprints, and other appropriate

\'\‘ephemeral qaterials.

+

-

Community Besource File
«(per media center)
]
This .file should contain information about persons, places, and other
communicy resources ainiable. ..

H
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‘ iy VI§UAL MATERJALS
/ ) ) "S L]
-, Level I Level II Level III
) - Basic Intermediate  Advanced
Art Reproductions (per student) X 1 1% or morF‘

The collection should represent variouswarfists, subjects, and periods

and should include only those reproductions 8" x 10" or-larger of ;/, -
f durable quality.’ Tt is highly desirable that the collection include,

fraced art reproductions that circulate to students for home use. ¢

s ° ]

\

Globes (per teaching station) )
- ’ needs. /

-~

A variély of globes compatible with the various abilities-and gkills of

‘Provide in quantity to ;é;:v;urriculaz '

students, as well as subjects studied should be provided. ° \\
’ : < C.\ .

Maps (per teaching station)’ Provide in quantity to meet curricular

needs. & '

<

. -

When selecting mdps, consideration sbdﬁld be given to the merits of maps

on overhead transparencies in comparison with ‘other flat :?/;. ‘ ,
A\

- r'a

-
. -~ A

Mounted Pictyres and Photdgraphs .- Provide in quantity to meet curricular
(per stuydent) needs, ' .
, .

Study Prints (per student) /™ - TR | 2 or more/

® Includes charts, posters, and graphs- - - '

” . * - b
S
* ’ . T
' ’ ’ = 6 '
4 a
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AUDIO MATERIALS AND SUPPORTING EQUIPMENT

P

f\ ' Level I Level II Level III
- ) . Basic Intermediate Advanced -

.
o -

Recordings (per student) ) 2 3 5 or more
Includes discs, cassette tapes, . :
" and reel-to-reel tapes

Recordings and accompanying electronic-eqqiyment assigned to electronic
laboratory installations:are not inclggea.

Q
Zecord Player,

- -

' s
\};ar teaching station) 3-3

(per media center) 3

N\

media center)

teaching station) 2-4
media center) 4
media center)

synchrofzation
vode

72 Tape Feecrder, (per media center) ' Provide in quant{ry based on format of
reel-to-reel opr media and emphasis of wmusic program.
caggette, sterep

-

—

/.

P
.

Earphones, mono and stereo (as needed) ’*

Jackbozes to acpommodate  (as needed)
multiple earphones

. : - -

Radios AM/FM (per media center) 1 : 3

"Additional purchases for teaching gtations will depend upon available .
{ocal programs. .
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_ PRO?ECTED VISUAL MATERIALS AND SUPPORTING EQUIPHENTQ\\

Level I  Level I _gevel 111
Basic’ Intermediate  Advanced
/ ’ )

. Film Loops, (per studént) 3 . i 1 or more
super Bmm R o ! ‘
silent ' ¢ C

. . L, — 3 :

- » L] t .

frogectors,  (peg teaching station) I per 4 1 per 3 1 per L
swrer &m | , or more ¢

o Pilm locp
gilenz Lo ’

. > * -

Filmstrips, ~{(per student) % N 1 1% or more
silent N - ~ ’

Frefeczcrs,  (per teaching station) 1 per 3 1 per 2 . or more
SHirdrrly 2 3 4 3r more
silent < . - -

Viesers (per teaching station) 2 3 5 or wore
et (per media center) 2 4 6 or dlore

Microforms * (per media center)
Includes microfilm,
ricrocard, and -
microfiche

« L

-

(per media center) \

.

Feadeny,
~lero form
—-—‘/

FPeader-Printers, (per me:)a center)
rmiers form '

*

'Sifdes 2" x 2", ‘(per studeat) -

silent, , N
Projectors, (per teaching station)
slide . - pe -
carousel (per media cgnEer)
[
Viewers, (per media center)
slide )
! /,‘ 2‘{:

L

Provide in quantity to meet durricular
needs. - o .

£

, .
Provide in quantity to meet curricular

needs. ] , v
7 ) .

/ ¢ .

Provide in quantity to meet curricular

_ needs. ' .
L Ld . -
2 3 ‘ 4 or mo;e.
"1
1 péf 4 1 per 3 1 per 2 '
. ;o ' < .Or more
‘1 2 C 3 or more-
2 3 : 4 or more

. \

&~

&

.
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"Level”I Level II evel III -
Basic .Intermediate Advanced

[
<

-

Transparenciés (pér student) s 2 -3 " % or more

In addition to prepared transparencies, an appropriate collectiod of-
transparency masters should be provided. -

e

(per tgachiné statioh) 1 per 3 1 per 2

(per media cenrer) __ 3 4 or more
_ 4

(per media centew) . 3 or more

(per teaching station) _ 1 3 or more
(per media center) 3~ : - 7 or more

[N

To be used in carrels without permanently installed screens or otherwise.
Viewing equipment with built-in screens is desirable; however, where such
units are unavailable, separate units must be used. -

N <

g/ c
(per teaching stétion) 1
wauntoa (per dedia center) 1 .1 or more

69" z £0" minimom C

- White walls with matte finish may be used for érojecting visuals,

¢ -

ol
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- . AUDIOVISUAL MATERIALS AND SUPPORTING EQUIPMENT

-
" -
-,

. 4 .
. K i / Level T Level II *+ * TLeve] III
";. - ! - Basic Intermediate- +“Advanced
Films, 16mm sound A See "System-level Audiovisual Materia%s
. . X and Equipment" in Chapter VI,
i ¢
", Projéc?ors, film (per teaching station) 1 per 10 1 per 5 1
. 16mm sownd {per medii center) 1 . 2 3 or more
Sound Filmstrips -
» - Includes filmstrips ‘ )
{‘with disc recordings ) . .
Or cassette tape - ’
recordings : .
e (per student) % 1 2 or more
Sound/Slide Sets ) _ o . '
Includes sets of .,
. _ slides with disc ! - Coe
rqurdings, cassette
- recdrdings, or sound
on the slides . < g
. ProjectorB{ (per teaching station) 1 per 10 1 per 5 1
filmetrip -sound (per media_center) . 1 2 3 or more
- ' ' : S
Prpjectorsﬂ (per teaching station) 1 per 10 lper 5 . -1 . t
gownd/slide, (per media center) 1 2 3 or more
€ carousel .
. , 4
Viewers, “ ' (per teaching station) 1 2 3
Filmetrip sownd (per media center) ' 3 - &4 5 or more

Separate projectors, viewers, and audio equipment used in combination with
. audiovisug] materials are listed under "Projected Visual Materials and
Supporting Equipment" and "Audio Materials and Supporting Equipment."
- ' Equipment combining audio and visual components 1s desirable; however,

until such equipmedt can be acquired, separate componen?s will suffice. ,
. R . >

.
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. . . : Level I Level II © Level III
a : 3 Basic =~ Intermediate Advaficed
Master Antenna‘and Radio Frequency s
Distribut%on System (MA and RFDS) T
. New buildings should Qé equipped w{;h a system for reception 6f broadcast’

.and/or cable television. Older buildings should be wired for reception (
of broadcast.and/or cable television. The systed should be capable of . ~

receiving television from any source on at least six cbannelé, including
one channel for each network and two for local origination. - Signals
can be distributed to each teaching station and/or studio, administrative
' offices, and media cefiter. Signals are available simultaneously. (1:84)
- - This distribution system is basic tb all schools. '

- .
»

< Vaun 2 0

Instructional Television Series ‘As many’ as are apprqpriate to help
Used sequentially or selectively . serve the learning needs of students

in the school

! L§ee the school television catalog issued by the State Department of

Public Instruction each year for listings of available ser&és.

7/

Educational: (per teaching station) ‘/; per 4 1 per'2 1 or more*
Televieion (per media center) 1 \as needed to meet -
Receivers, color ’

curricular needs e
N

\?rov{ﬂgd that reception is adequate . . ' '
Scheols with black and white receivers should replace them with color
. sets- (19" - 23") as they wear out and are discarded. )
. r - * . - ’ P 7
- ' EE ’ 7 R . - -
Televigion (per media cénter) As needed for use in carrels or
moni tor/receivers, otherwise ‘ .
small )
9 * Y _ ¢
-’ ’ & o - r
3 ”

*La}ge,teaching areas will need more than one television receiver for
optimum viewing. ) , )

’
g

- v
€
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7
o, R Level I - Level 1I ] Level III
. Basic Intermediate  Advanced
Videotape-Récordings,'pre;gcorded : Provide in quantity, depending on:

\ Includes videotape recordings, . quality of reception within the
" reel-to-reel; video cartridges; ~ + .buildi ’
’ g [ - - ng.

video Ehégettes 4 . the existence of a distribution
ct system within the building ‘
) ' ' . the types of services, equipment,
. \ - : and materials available from the’ .

system center : .
. the operational capabilities of
r, professional and technical
' personnel Yithin the building

Note: Off-air recording of television programs from the school television
service oﬁithe State Department+of Public Instruction broadcast
over the UNC-TV network and other television programs from public
and commercial television stations (providing permission is'granted
from the program distributors) may -be done for use at times
convenient to the instruct!gnal schedule of the schools and at ’
times when the students need such programs.

Videotape-Recorder, monitor/receiver Due to the scheduling problems

. inherent if a single-channel ) :
broadcast service, each elementary
school should have at least one
videotape-recorder, plus moni;ef/
-receiver, and ehch jupior high
et school and senidr high school should

’ have at least two videotape,

- recorders, plus monitor/receivet.

. Videotape recorders have two rather® distinct applications to the support

of learning: . B ; £ s
1. They are used for off-the-air recording of television frograms ag
stated in the note above, for which no video camera is necessary. -
A gecond videotape recorder allows the reéording of a'program . ..
off the and the diat{;buszn of-.another program to a class or -
several cl-sses at the same time. T

2. They are further used for production of videotapes of teacher> k
prépared demonstrations and presentations designed for certain |
.instructional purposes; the production of pupil-prépared activities
for use in ‘the teaching-learning process; for observation and
£valuation; and,for the taping of pupils engaged in learning and

N - training activities, “such as public speaking and physical education.
A camera and related equipment will be re&hiterfor these uses.
~ e ¢

* =
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TACTILE MATERIALS

4

T« . “ %

Because of the high motivation they afford and their lack of dependence on the
1éarhier™s verbal ability, the following materialg should be available to meet
the school's instructional needs: e

Artifacts ' Models
Dioramas Réalia !

yames Sculpture and other art objécts

, . Manipulative devices Specimens .

MISCELLANEQUS MATERIALS AND EQUIPMENT
N . ‘ - .

) . . a
Quantitative levels are notr statéd for these materfals and equipment; neverthe-
less, they make unique contributions to the instructional program and provide
resources for the academic needs and general interests of students. An
appropriate number to.support the schqol's=i§strucgional’program should be
available. ‘

¥

~

A |
{
Materials : B

-
- BN ”

Bogks with recordings o a

Kits (includes all packaged collections of three or more different types of
media relating a particular topic, excluding the guide) .

Programmed instructional materials : ’

.

Eéuigment

7 - . . -

JBool: trudks . i

EarpRenes, mono and stefeo ‘ . '
- Equipment stands, portable with telescoping lege and Without casters and

electrical outlet '

Equipment/projection carts -

Eztension’'cords, regular and heavy-duty - °

Jack boxes to accommodate multiple earphones

Lectern, poptable

Microphenes, with appropriate eables and epnnectors

Projectors, opaque

Public address system, ' portable :

Public address system, statioyary .




~ Materials to Be Produced’ : -

v -

e .
SCHOdi MEDIA CENTER PRODUCTION EQUIPMENT P

A B -

Each media center should provide the equipment essential to local production
of materials: The amount of support available from the system—level centér
will influence the capability required at the building level. However, each
school media center should possegs facilities and provide productiqn supplies
and equipment enaBliag teachers Sﬁd\gupils to produce, at the building lgve},
the materials listed below. The production equipment Jlisted in the second
column is necessary for the‘production of thesé materials. " -

Recordings, audio, mono
(cassette or reel-to—zgel tape)
L &

’

Recordings, augdio, stegéb
{casgsette or reel-to-reeltape)
y
Filp,éhper 8mm
[ J

-

. Laminated pictures and/or

mounzed pictures

»
<

~ Overhead transparencies

3
k4

»
2" x 2" slides, photographs
- Q - .

Programmed materials

vide®tape Tecordings

.

Production Equipment Needed

"Quality microphone(s), cassette tape

recorder, reel-to- reeZ tape recorder;
cassettg tape eraser, bulk; tape
splicer

£

Tape recorder, casserte or reel~To-reel,
8terego; aound—aynchroniziﬂb wntt
. >

Camera, surer 8m copy stcmd f‘zlm
evaer . "

” oL -
- IXs . .
Dry-mownt. prese; tacking irow paper
cutter, 30" or 36" Eblades minimaon

Y

Thermal copier, lettering devicq;{’—/’//A\j

®ago printér oud accompanying . ’
equipment, primary typewriter®

& .

2" glide copggétand with camera

/or ingtamatic camera with pre-
~focused copy etand; 35mm camera,,

with lenses; light meter

Typewriterfé), etﬁﬁdard; duplicating
maq?ine, spirit or mimeograph

Camera(e), microphonee, monitor/
reci ver(g), videotape recorders
-

»
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s BUILDING-LEVEL PROFESSIONAL MATERIALS -

4 -

13

" In order’ for the professional staff to keep abreast of trends, developments,

. techniques, research; and experidentation,¥both in general and in specialized
educatiohal fields, the building-2evel professional media collection should
* include current, qualisy media such as: | L . . } il
‘. Books- _. Information on in-service RN .
/ . Joyrnals education programs . P ’ .
«+ - - Goverfhment documents . Curriculum materials, including ’
Pamphlets * courses of study, curriculum .
Publfcations from - guides, and teacher's manuals
. * professional Resource units
) organizations Microfiche _
. Television and radio Schools should contact the Research and '
program guides and . Information Center in the State Jepart--
manualg ment of Puble Tnstruction for copies .
kJ .Selgectiqn tools of ERIC d # on microfiche.
s AN !

-

The professional collection should be easily acgessible. It is amplified and
reinforced by the system-level professional collection, which includes in-service

* materials. See "'System-level Professional Materials Ca&lections," which appears .
- farthed\in this document. S *L ) N
. _ T,
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o . “_FACILITIES '

A. "PRELIMINARY PLANNINE & ) ' :

24

- . ¥

+ . "A media center combines many different types of facilities idto ome °

“-* ... unit.,, The media center must, therefore, be designed for presént and '

", future educational programs. Instruction, increasingly involving the use
of varied materials and complex electronic -equipment, must be supported by
8chool media facilities flexible endugh to accommodate changes and new

— emphases in currigulum."” « (6:49) . . .

It is importént that' the administtator responsible for coordinating
. the planning of media facilities employ all available sources of advice
and assistance, whether the planning relates to a mew structure or to
. one being renovated or expanded.’ The administrator should -imvolve ther
system-level media director, ¥he local school media coordinator, and other
instructional personnel in the plannidé. The administrator may also
. want to involve experienced media.directors from other administrative units
which have ex®plary programs. In all cases, the'early stages of planning
should involve the Division of Educational Media and the Division of,
School Planning in the Sqﬁie Department of Public Imstruction in order to
ensure that educational ﬁl!‘ning is done prior to planping the removation
of a facility, whether or not an architect is to be employed.
"In order for all spaéba to be f@httional, furniture appropriate in
type, size, and placement ig ‘esséential in_trhe layout of the spaces, The
- admipistrator responsible.for contracfing with an architect is charged
4 with making certain that the design ¢ontract clearly specifies a suitable
. arrangement of furniture throughout the media facility. ’

" Those responsible for educational'planning should be informed of
current medi¥ trends and .Jé¥elopments which mey prevail in the future ‘in
order to anticipate and p§oject the school's specifi€ needs in this area
¢ for a minimum of ten yedrs. To ensure that the schoolls facilities will

accommodate maximum use-of‘qﬁdig,’fﬁe foll g ing Bteps are

[
recommended: . ) . f . ?

"k \ ‘ -
. Appoint a med%a f!%ff?iies committee .composed of school and system- -
devel media persgnpel, teachers, community representatives, and
- students to prod the Educational Specifications for the media
center-and other learning-areas utilizing Egdia.

13
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Al
--Besearch ayailable reference sources to understand the task, to
\ gain common vocabulary, and' to plan for optimum benefits.

.

. Vidit new, 1nnova£§ye{ and renovated facilities for ideas.

BN . y
. Consult specialiatglconcerning educational specifications.

+ . 5 InvolQé an architect at this stage 1f he/she has been employed.
'y -t , ’ o ' ,
.iDefiné'and describe activities by function. -
p - y o ° . v ¢
. ( . Provide 'means for future expansion:, : )

. Develop and submf?t specifications to the admiﬁist}atgon for .
b approy@l and .use by architects.

-

. -

.4 .
. Discuss gpecificationms with the architect. . . ) (

2 . P

- - ’ . . - v

o 1
. 1 4
L . o . . !
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- Review schematic designs and preliminary drawings, <nd submit

recommendations to architect. -

. Review working drawings and make final recommendations.
- .
. \ 3

The media center occupies a va?iety of spaces, each devoted to a
specific type of activity., The design of rooms and areas within the
media center should accommodate one or more activities, depending upon
the nature of such activities. - _Throughout the media facility, desirable
spatial interrelationships are essential to the cojvenience -of usgrs
and staff, . . : . : T #

The media center's size and the organization of its space must
accommodate resources, services, and activitjes necessary to the
instructional program. The center should include space for a minimum
of 45 students, or 15% of the stud®nt enrollment--whichever is larger—-
at 40 square feét per student. This minimal space requirement will
accommodate reading, browsing, storytelling (in elementary schools),
reference, 4nd individual viewing and listening, as well as the storage
of materials to support these activities. .

Additional space is necessary (a2 minimum of 2200 square feet)
for support areas, including small-group conference and activity areas,
professional collection and faculty work area, storage of audiovisual
equipmengﬁ storage of back issues’of periodicals, graphic and photo-

T

*graphic production of materials, workroom, office, and media, multipurpose
* area.
Reading-~listening- Accommodates shelving for-all types of materials,
viewing (RLV): including current periodicals, either in open or
(40 sq. ft. per® secured areas; contains a browsing area for
- user x 157 of display of new items, space for individual
enrollment) students to interact directly with all types of
materials, and listening and viewing stations
~ for using nonprint materials; includes a ,
' " storytelling area in elementary schools >
p v
Reference: Part of the RLV area, byt one requiring frequen
(included; in RLV - professional assistance; should be easily’
area) . ’ accessible from the office and circulation area
Circulation: Circulation control point for all media;
(included in RLV;>) should be near media center's entrance and
jarea) exit and should be in the RLV area, very

close to office/workroom .

Conference/small-group  Rooms or semiprivateé areas, 10' x 10' or

activity area: . larger; subject to visual supervision ffom
(150 8q. £t. each) media office/work area :

» <
Office: For media staff; contains desks, storage for
(200-300 s8q. ft.) professional tools, coat closet, -and other

appropriate gtorage; glass enclosed to allow
visual control of RLV area; glass should begin
. 42" or less from floor

45 -
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Periodical storage: For the storage and retrieval of¥ periodical
(150-250 sq. fr.) - °. back issueg] a circulation function which’
) ’ . necessitates this area's being directly
- - adjacent to the circulation point; may be
combined with the production/processing -
area (workroom) .
¢ . v - T . . . .
Production-workroom: For technical processing performed at the |
-7 (400-600 8q. ft.) building level; may be located in the same
L quarters as the materials production area-
- Oor separate from it; the latter may involve
« °  graphic, photographic, and-TV production;

- should be easily.accessible from office and
RLV dreas with visual supervision from ome
‘ or both of these~areas unless permanent

adult staff is agsigned to the area(s) .

Professional collection Por faculty materials and study; adjoinsg
and workroom:® ° production/workroom and RLV if possible _.
- (300-500 8q. ft.) ) - '

Media multipurpose: To accommodate large-group, -multimedia
(700-900 sq. frt.) fnarruction opening onto REV area or an
- . outside corridor; may also be used for group
projects and student-centered television
productions - =
Audiovisual equipment For storage of backup"equipment, preventive
storage: ‘ mainteegnce, and mitor repairs :

(150-250 sq. ft.)

4

C. SPATIAL RELATIONSHIPS

-+
AJ

Function influences the Rind, size, and juxtaposition of spaces.
The. following Relationships Diagram attempts to identify needed spaces
and illustrate the interrelation of various areas. The intersection of
squares indicates overlapping media services which should be located
adjacent to each other. The size of squares only approximates actual = -
size relationships. - -

’ -
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DESIGN coxsmmuous ) ‘ .
. The philosophy of.the school, type of imstructional program, services
rendered afterﬁhburs, and degree of collection security needed will
influence the design of the. school media center, TQ; media center's
structure must allow for changes both in enrollment 2nd in iastructiondl
objectives. The following des{?n recemmendations ahould be considered.

T

Location , ., - L .

)x
*

The extent to which the media program pe tes the instructional
program dependa to a large degree on 1ts lotation. Therefore the
> school's media center should be located conveniently ta all
learning areas of the school, yet avoid the major flow of student
“traffic. Convenience to an outside. entrance with adjacent restrooms
not only allows the media center to operate without opéning other
parts of the school building but also facilitates the delivery of
materials and equipment. . -

-

Environment . ' ) 3

The media centerlkﬁould have aesthetic appeal and an atmosphere
conducive to learning. Students should feel encouraged to explore,

sinquire, research, or merely browse. Good lighting and light
control are vital. Light control should be convenient and
centralized, vith the capability to darken specific areas.
Ceilings, walls, and floors should be acoustically treated.
Carpeting reduces noise and adds to the attractiveness of the
¢enter. Temperature control is also necessary for comfort and

. for the preservation of materials.

Reading-listening-viewing (RLV) Area '. ’

. Seats minimm of 45 students, or 15% of student enrollmen

. Furnighes a- reading-browsing area with shelving for currept
perioditals

. Prqvides a storytelling area for at least 30p iils at
elementary level '

. Houses print materials (approximately 12+ books per student),
, nonprint materials, and referehce collection

. Provides seating at tables as well as at afudy earrels.

. Encompasses entrance, circulation, .car

talog, and periodical
index areas ;

-

Conference and/or Small-Group Area PPN

. Provides movable walls between multiple conference rooms
. Has glass front:for aupe sion”

. Contains appropriate seating) acreens, chalkboard, electrical
outlets

. Furnishes light coftrql and acoustical treatment. for listening/
viewing activities




v

Resource or Satellite Centers

- Although there are some advantages to resource or satellite centers
, separate from the main media center, avoid them wherever possible
. because increased budget for additional staff, larger collections,
. and dup%ication githin subject areas negate the,advantaggs. ‘

- Determine the need for such centers on the basis-of the availability
of sufficient and qualified media personnel to provide efficient
service, . :

' -~ -
- -

Production/Workroom

. System-level production services will deternine type and amount
of production space needed.

- System-level support and volume of media to Be processed will
decide type and amount of technical processing.

. Capability for wvisual supervision of students wor independently
is desirable.

‘.‘Water-resiétént counters, sink, work tables, oversized cabinets,
files for production ‘supplies and equipment, and electrical )
outlets for all work stations and counters should be provided.

. Darkroom, off-air recording capability, and other special needs -
should be considered for this area.

Storage Areas (Periodicals, Audiovisual-Edﬁipment, Supplementary Materials)

~ - Separate storage argés are desirable for theffolloving:' . .

;ifgtra nedia hardware {not decentralized or on long—ternm
oan to classroons), as well ‘as oqp-of-ajkind equipment

- back issues of péiiodicals not stored in ELV area

. - supplementary textbook collection and other infrequently .
used materials currently uncirculated . /

. Direct corridor access is necessary for areas- housing supplementary
materials and equipment. .

. Storage cabinet for gpare parts and supplies and counter space
for equipment cleaning and maintenance should be provided.

E., TECHNICAL CONSIDERATIORS

Because good facilities are motivational and the 128k of them
actudlly depresses the fulfillment of program goals, they warrant special
consideration before new schools are planned and exiq;ing schopls are =
remodeled. (1:92)  Pacility plans for school media programs ghould take
into consideration the §ollowing desirable technical pugporgg}’

Electrical Service and Electronics

/// + The electrical service for the media center should be flexible
and accessible to all areas. The number and location of duplex *
outlets ghould correlate with program activities and their
locations,. Take care to expose outlets—do not congeal them

. * behind shelving and other furnigure. . d

«' e 49.-
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. The media center needs a communication system which includes a
telephone and an.independently controlled intercom speaker.

Increasing technological contributions to school communication
processes make the media facility the logical base af operations

for a centralized system capable of receiving, storing, and A
redistributing television broadcasts originating within the school,
.the school system, or from network sources (NBC, ABC, CBS, PBS).

+ Each building should have a complete, multichannel distribut;on-systmﬁ"_
80 that broadcast television, closed “tircuit television, and CATV, ‘
if available, can be distributed to each room from the television - -
reception area and from one ot more points of origination, such as
portable videotape recorders and/or the’ studio within the building.
This centralized system should be used for applying computer
technology.to the teaching-learning process.
L 4
; .

asd Security . - ..

. Conference rooms, producti¢n areas, reading-ligtening-viewing areas,
and stack areas should permit easy visual control by staff. N~
. €

. Student access to materials_and equipment should be as open as
posdsible, T .

4

. Safeguarding the collection may be Etgengthened by: S

~ visual control
- locating high-demand materials in-controlled access areas

- locating check-out station near exlit and away from stack
areas = ;

- providing outside "drop" for the return of materials
improperly acquired : .

Heét, Light, and Sound Control A

3 A ; .
. Heating andfﬁgﬁgilation equipment should assure draft-free, quiet-» -

operation aégh;omfortaple surroundings dering all seasons.

Regearch Bhows that a variation of, only two degrees above the

desired 72°F (22°C) temperature results in a 20% décrease in

learning rate, making a strong case for year-round air conditioning.

. Windows should neither admit distracting light nor hinder space
utilization. Light control should include "dimmers, down lights,
and draperies or darkening shades. - -

- Carpeted floors offer the single best method of controlling
sound. Acoustically treated ceilings and walls'also facilitate
sound control. - Adequate space between various aregg,wi;},fq;thér .
eliminate noise. . -7 ’ ’

Other Teaching/Learning Areas

»All teaching/learning areas should adapt to the use of media and
should include: » .t
. provisions for natural and artificial Kight control;

. adequate eléctrical power with a’auffiéﬁeﬁt number of outlets
conveniently located;

50




¢//, < antenna (MATV) system. -
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. projection gcreen of appropriate size, permanently itstalled
to provide an undistorted image;

" . acoustically treated walls, floors, and ceilings to ensure
that sounds from one learning activity do not interfere with
lgarning activities in other areas;

. égfe storage for audiovisual equipment and,materials, ag well
as the capability to receive television signals from master

*

'

F. FURNISHINGS ' .

-~
- T .

Furnishings for the media ceater should be selected with specific, 2 #
activities in mind and arranged conveniently so that.the various types ’
of media cam be used most effectively. Gh&sging emphaseg in the program
may necessitate different space definitionm;\therefore the design of

. the space and the selection of the furniture should pernit flexiﬁle
arrangengent. When selecting furniture for student use, schools-must
allew for children's physical differences. Color coordination and
furniture arrangement should ephance the center's aesthetic appeal. _The
Educational Media Committee responsible for media specifications shéuld
be involved in the selectioq and placement of all furnishings.

Shelving ) E
‘ All shelving should be sturdy and adjustable. Shelves may Be’
wood or steel, double-faced or single-faced. Whether double-..
. or single-faced, shelving should have backs or partial backs.
Types and quantities of ghelving will depend upon the curreat
i} size ahd anticipated growth of the collection, the types of -\.

media i the coilection, and the manner in which the media are
to be shélved--intershelved or by types of media.

Iype = : Capacity Estimate Depth Height
Standard books. 30 per 3-ft. shel 8 or 10 in, 5-6 ft,
Refgtence books 18 per 3-ft. shelf iO or 12 in. 6-7 ft.
P;cturébo?ks* ‘ 50-60 per 3-ft. shelf 12 in: - T, 30-42 ip.

4?eriodicals 34 per 3-ft. shelf 16 in., slagting 5-6 ft. * |
Phonograph records** 66—70 per 3-ft. ;hélf ' 12 in. ,30-&2 in.

Sound filmstrip

boxed sets (or’

other oversized : ’

media) . 15-18 per 3-fg<" shelf 12 or 16 in.” g 5-6 ft.

*Thege need X"-wide partitions or dividers, 5" high and spaégd 7"-8" apart

. on edch ghelf. — \ o :

**These need Y4'-wide dividers 5"-6" high and Z%"-3" apart on eath shg?ﬂ.
Display bins, now frequently preferred, are not as fully sthnﬁard,

\
\

A

A\
\
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% Tables, Chairs, and Carrels - de

‘Although round tables are aesthetically pleasing, they provide less
usable working surface. 'The dew tigpezpidal tables lend themselves
to flexible grouping. Standard 3' x 5' rectangular tables provide
sufficient working surface for only four students. For adequate,
comfortable use a minimum of five feet of floor space should be ’°
allowed between all types of tables with théir’%ccompanying chairs. .
‘Chairs™with curved backs and saddle seats gre most comfortable.

The ‘visual barrier on a carrel should be above the eye level of

an average-sized student when seated. Carrels used with audio
equipment, rear. projection devices, etec., require special electrical
provisions which lessen flexibility. All carrels should contain

a shelf. for books and other reference materials and provide

-

W d

vit e

adequate lighting on work'surfaces. . ~
Type g Elementary . Secondary
-r - - Y
Carrels: depth _ 24 inches 24 inches
- height 25-28 inches 29-1nches .
width 36 inches 36 inches
Tables: he#RE (all types) 25-28 inches -  26-29 inches .
ength (rectangular) 60~72 inches 60-72 inches . ' .
width (zectangular) 36 inches 36 inches ’
diameter (round) 48 inches . 48-60 inches
Chairs: height ¢ . 14-17 inches 16-18 inches ;
- e

Specialized Furniture and Equipment

Some types of specialized furniture and Btorage units requiring

special consideration' follow: /s
- Card catalog and should ha—Bélov the- eye level of the
shelf-1ist cabinets average userg purchase in add-on units
from a2 reliable library furniture
company ’
Atlas stand ’ 30" wide x 27" deep x 44" high with

slanted tops for secondary schools;
. atlas stands, to be useful, must be
. ) /(““ lower than 44" for elementary
students -~

Charging desk i sometimes referred to as a circulation
: desk; composed of interchangeable units;
should be only as large as necessary
to accommodate charging activities; a
‘3' x 6' desk 1is usually adequate for a
. small media center; should be equipped
* : -t . with charging trays for filing circulation
. ‘ cards and drawer space for storing
' citculation supplies; a gtandard,
elementary school charging desk should be
no more than 27" to 29" high

)
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-

Dictionary stand L 22" wide x 16" deep x 44" high;

‘ ' revolving table-top stand will
suffice for elementary sgchools

-File tabinets legal-size with pendaflex frames and

. hanging folders; for convenient,
accessible storage of pamphlets,
clippings, small pictufes, folded
maps, other ephemeral materials, and
transparencies; larger storage
cabinets with flat, narrow dravers °
fo?’storing large art prints, study
.prints. flat maps, and oversized art,
and praduction supplies .
e .

‘Because specifications for furniture to display nongrint
materials are not so standardized as those for traditional
library furniture, none are included. However, a variety
of specialized shelving, cabinets, and storage containers
are commercially available for most types of media. Some
storage suggestions follow: R 2
Pilmstrips (silent) Open-track rather than.pigeonhole
7 ) storage préferred

Store in filing boxes for integrated
shelving

Filmstrips (sound) Stand boxes upright on regular
. 12"- or 16"-shelying

-

Place units in file boxes for
integrated shelving -

Slides . Add-on storage.csbinets,
notebooks, or trays'

Dis¢ recordings Bins or picture book shelving

Tape recordings“ Cartons on-shelves; cassettes in
notebooks

Special cabinets available commer-
¢ially

Microfilm, 8mm loop, - Cartons on‘open shelves; add-on
and videotape . storage cabinets available
. ; commercia!}y

Production Equipment and Purniture - ' J

&
Any instructional pngrsm requires a great number of locally preduced
or teacher-made matefials- that must be, for the most 'part, tailored to
‘fit specific situations. For these special purposeg, every school .
“? needs at least the basic equipment necessaty.for media professionals
or teachers to prepare’ their own materials




Space atid equipment needed for a production area in the media
center will depené%upon each school's* program an& needs. Work i
spacg should be provided for making such teaching aids as charts,’
- flannel beard materials, posters, slides, oyerbead ‘transparencies,
laminagcé/prints, and displays. . , - . *
Esgential production-area furniture includes a. work table, dr ng
‘table, typewriter table, shallow-drawer “slide file, cabinet wi
shallow drawers (30" » 40") for poster ‘papers, cardboard, and .
similar materials, and cupboards for storing paint and other /
supplies used in making simple visuals for the classroom.

Chapter IV 1ists ‘equipment for 1ocal’produc§ion:«
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‘ «\ - jSYSTEM-LEVEL MEDIA PROGEAM 2
' Local 'school systems ave the dual, responsibility of providing media
service at both the buillling and the system leveds. _Effective school -
- media programs at t®e bpilding level depend upon administrative and
supervisory coordination at the\s stem level. Influencing how a system~
lével program is organized are the size of the @ystem, types and varieties
of instructional programs, number of students with special heeds, number .
of? special purpose schools, and other, similar consideratiofis. The system-
level pragram usually, provides individual schools’with the following

& - -
Lol . Materials or equipment oo expensive—édr each school to afford in b
) sufficient quantity; ife., 16mm films, audio ta and videotapes,

equipment repair service, specialized production facilities and

gservices

. Materials and equipment infrequéntly used or needed only temporarily

+ + Backup equipment to'replace school-ownéd equipment being repaired

. Materials or equipment for examynation and consideration for ’

purchase . .
W
. Haterials, equipmenty and/or services demanding constant care
and upkeep too expensive or time-consuming for individual schools

. to provide ' ’ .

A.., PROGRAM COMPONENTS' -

. The scope of the system-level média program is much broader than . N

that of the school media program. A mh]or responsibility of the

gystem=1level program is providing leadership to help indfvidual

school media programs develop to their fullebt potential.. Other
& responsibilities of -the system~leve1 program include

¥ v " . overall medfa program,planning, develppment, andA\\aluation
45? - 'l. integrating media into the currid’Iﬁbed\xelopment process ’ =
¢. selectidgiand evaluating media'personnel s . _

gudgeting for Total media prg . ¢ o »

e . providing staff development system and builﬁéng leveis
. ensuring appropriate use of television
. deve{?ping systemfiével selection criteria and policies
» . Burnishing maintenance service for media eqﬁipment

%, conducting system-wide delivery service for equipment and
?, - materials

L]

. providing centralized acquisition and processing of all

terials . .,
ma . )

", operating productiéﬁ services  for COmmercially unavailable media

. systematic planning of media facilities to meet program needs
- ” S R o
v & - .
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s + « providing special loan collectious of materials and equipment
- (16mz films, audio tapes and videgtapes, professional materials,

etc.) .

. interpreting the media program to schools and community
N Vg

B. SERVICES AND STAFFING ‘IMPLICATIONS

~
4

.
- System-level program elemtuts should be designed and evaluateﬁ
individually on the basis of user ueeds, intetests, and economy. In
systems where size or financial resources are insufficient fofu_
developing an adequate media program at the system level, the
administration should consider meeting the ueeds and requirements
through -such alternatives as contractual ar. ements, multisystem
< cooperative ventures, consolidation, or pa pation in a consortium
' or network at the regional level. , Possibi pries for mutuall} ’
advantageous contractual arrangements between school systems should be
explored. For example,k32§§6up of school districts might set up.a
cooperative media processing center to handle purchasing, cataloging,
and processing materials for all.of their schools. Omne or mOTp systems
- may develop extensive 16mm film collections available to all schools ‘.
within a multisystem area. The use of any of these alternative patterns
modifies staffing needs at the system level. (1:26)

- A3

= Administration, Supervision, and In-service Education
The size of the syste;\and scope of its program determine the
number and range of media staff positions. The staff reflects
.the professional, technicl and clerical competeucies required
‘to implemenit all of the program elements. It ie essential that
. every school eystem, regardless of size, employ at least ome
Sull-time media professional to coordinate »he'sds*em-level 2.
! pregram and pzv*mde leadership in ‘ne development cf scheool '
media programe. (1:25) 4

- : STAFFING IMPLICATIONS

e

g - Professionals .’ Support Personnel

The system-Ievel media director is a media professional. chosen. on

the basis of breadth of knowledge and experience in media programs;
managerial, administrative, and supervisory competencies; and con- ~_
cern for the fulfillment of the purposes of education. This person \“\\\
- . occupigs the key position in bringing to the educational program the -
’ full application of media and technmology. Additional professional
media personnel are employed as needed to administer specific pro-

h ,8ram operations. The professional staff is supported by sufficient v
L s sec:etarial and technical persouuel (1:26-27)

+ - -
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Audiovisual Equipment Repair §

.

Inspeccion and repair of equipmént sent from the™ vidual schools
to one central location will reduce équipment "down time
»the nnger of technigians needed thus «he unit cost of equi;BEnt
&epair will be greatly reduced.

/—ﬂ\lc
Space will be needed for proper storage of ‘equipi@ient, supplies,
and spare parts, as well as for the ‘actual inspection and repair
» Costly duplication of expensive pieéés of rarely used equipment can
be avoided if these pieces are available for loan through the system-
level equipment pool.

STAFFING IMPLICATIONS

“x

Equipﬁent Technicians

Support perscnnel witll be needed for the pickup and delivery of
equipment, inspection, repair, preventive maintenance, ordering
spare parts, and maintaining an inventory. These tasks could
be worked inCo an overall staffing design consolidating several
similar responsibilities. .7

/

Centralized Processing ' T

¢ v —

Advantages of centralized processing include the’ following:

, releasing local buil&ing-level'professionale to work
with teachers and students

. eliminating costly duplication of 6pec1alized media B
expertise by economically and efficiently employing
the gkills of a cataloger and clerical staff .

. providing uniformity and continuity Ln classification ~
and subject headings .

v

. eliminating costly duplication of biblfagraphic tOols,
thus reducing pait cost -of cataloging
In systems where centralized processidg is not possible, using
tommercial cataloging and processing services proves the next best
alternative. The cost of preprocessing is less than the cost»\f
the schogl media coordinator's time-and materials.

b ’

.
L] 1

STAFPING/IHPLICATIONS

Catalogers . Teghnicsﬂ Assistants
~ B .
Considerations affecting the size and quality of the staff are the
,number of new titles cataldged, .the number ‘and formats of materials
cataloged and processed, the processing equipmenc employed, and the
depth of cataloging and processing previded -

\ ,




Production Facilities and Services

Production facilities are needed not only for system-level media’
staff but also for all teachers and staff who lack access to
production facilities in their respective schools. © .

Production gervices which may be offered,include these:
Graphics - Printing
Photography Kits, dels, displays
Audio tape and videotape . Tele ‘Egon and radio
production and/or .
reproduction " 3
Adequate facilities are necessary for satizfactory production. .
- Many materials, and supplies pequire special storage comsiderations.
“Any system-Tevel production facilities that provide live audio
Caping.and videotaping capabilities will require soundproof
room5~(or quality results.

W STAFFING TMPLICATIONS
Graphic artists Technicians
Photographers Aides

<4

The number of teachers and other school personnel served,

as well as the scope of production services, influedce the

staff needed, . .

A ‘

Y

16mm File and Videotape Collectipns

Extensive collections of 16mm films, {idectapes, etc., are beét
provided to individual schogls from the system-level media pro-
gram. Pacilities and equipment for storing, cleaning, rewinding,
repairing, and previewing films, as well as adequate control of

-~ CEmperature and humidity, are necessary prerequisites for building
and maintaining system~level film and tape collections

-

-
»

STAFPING *zcan’ons

Booking clerks N - Distribution clerks
Film fnspectors .

.
*

Determining staff sizg are the ,number of schools/teachers/

students served, geographic characteristics of the system,
collection size, booking procedures, and technology used.




Professional Reference and Special-Media Collections - -

Those materials whose excessive cost prohibits their placement

in school media collections should be included in the system-
level collection. Such items as large models or expensive

realia are examples of special collection media. .

If the ‘gedgraphic location of the system-lzvel facility makes

it readily accessible for staff use after the regular .school

day, a professional reference collection’'cosld greatly enhance %
services available to all professional staff.

Facilities prhyiding reading, stﬁdying, listening, and viewing __
opportunities for ‘users should be available, along with appropriate
audiovisual equipment.

STAFFING IMPLICATIONS

Professional reference librarianm Media aide
N - 2 s -
The number of users, the scope and depth of collectian and
services provided (such as handling telephone requests and
performing research services), and“the provisions for o
extended hours of sérvice determine tha\gumber and types of

personnei‘needed




AUDIOVISUAL MATERIALS AND EQUIPMENT
(Based on 8,000 students, or 20 schools)

The system—level media center should provide individual “schools with media
and equipment which meet one or more of the following criteria: (1) too
expensive for each school to afford; (2) infrequently used; (3) rare items
unavailable in duplicate, such as art objects, specimens, and museum pieces;
(4) needed only temporarily as backup for school-owned items undergoing
repair. (1:66) When school systems camnot afford to operate a system~
level media center, the media ordinarily furnished by such centers must be
secured from regional centers or other sources.

- L 4

~ -

Level I  Level'II Level III
Basgic Intermediate Advanced

—

Audio Recordings Provide in quantity to meet curricular
those accompanied by - ) needs.

permission to duplicate.
and distribute to schools

500 minimum 750 1000 or more
8 - 10 12
L mgivenanee equipment Sufficient to @Brvice film collection

Kits ) ’
comercial kits as well Provide in quantity to meet curricular ~
as those prepared at . needs.
the gystem-level center -

’

LMY . ot
Magter anzerma televieion system I

_~Jhe central administrative office complex of a school system should be

7 wired fer the reception and distribution .of television programming from

1 each of the four networks, plus one In-house chahnel. Distribution
should include all offices, conference rooms, auditoriums, training
areas, and selected work areas. Originating programs from these various
areas should also be possible. : If a sghool system is operatiﬁs.in a
comzunity served by a cable television system, prhvision should be made
to distribute programs from the system-level cenfer to all schools
capable of receiving cable television. Schools thould seek access to
a minimum of ome or two channels frdm the cablevigion company. A
more sophisticated system would require four or mote channels. ,

L N 4 .




S 77,——v.-(—41
) » N - 49 . ' N
L4 N - ’ R . -~ .
t; . Level I Level II Level 11’
T g Basic Intermediate  Advanced
-~
Videotape recordings, (for classroom use) 100 200
prerecorded {(for in-service use) 16 20-24
> Includes videotape - »
. recordings, %" reel-
to-reel; video cartridges;
and'video cassettes
of learning:
1.
r’

-

Videotape recorders, monitor/receivers

400
v 30-32
t b

W

%
Videotape recorders have two rather distinct app

y{;ations to the gupport
They ate used for off-air recording of television programs.
broadcast by school television, local, commercial, and public
networks (providing permission is granted from program
schedule of the schools.
unnecessary.
2.

one program while recording amother.

distribytors) for use at times convenient to.the instructipnal

equipment.

For such use, a video camera is

A secsnd videotape recorder permits playing back
instructional purposes; (2) producing pupil-prepared activities
These uses require a camera wi

They are further used for (I) producing videotapes of teacher-
prepared demonstrations and presentations designed for certaip
for use in the teaching-learning process; and (3) obfrving

and evaluating students engaged in‘learning and training

activities, such as public speaking and physical education.

th appropriate photographic

.

/




Q

ERIC

Aruitoxt provided by Eic:
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The following list of equipment should be provided in sufficient quantity
to meet the system-level center's needs), to supplement building-level
collectiong and to ieplace temporarily inoperableschool-owned machings.
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projection cart

stands .
cords, three-wire heavy duty
rrojectors, super &mwm, silent
rrojectors

‘rrejeetors, sound

Yievers

viewers, eownd

sownd, portable .
scwd, permanently installed
reader/printer(s)

Jcrm readers
Miercrhones rith appropriaze cable and comnectors
T

T

¥

1
i
one mzxer = .
-
=

Jectors . .

14

mone and gterec

tors, carousel and/or magazine

&
erg, caszgette
rders, cassette
rdere, cassette vith eynchronization mode
pdere,- reel-to-reel

rdere, reel-to-reel or cassette, stereo

- - -~
&
¥ N .
- =
.
1 t
. L3
. [
- H
I
. =
PR
. i
oo
-
. % -
‘ , ~ E_J
4
.
r
A
) B
. o M ’

r

- 2
azatie sf Leing walt-mownted, portable, and/or small rear-view



PRbFESSIOHAL REFERENCE COLLECTION

-

The number of professional reference materials needed for the
system-level program will depend upon the size and sc of profes-
sional reference collections at the building- level. .

" Materials* ’

Books - - -

Curriculum guides, courses of study, and ;eacber}s manuals

EDUCATION INDEX . :

Films’ 16m:n . . (\

Journals, current and back issues

Government documents

Microforms**

Pamphlets ' R

Publications from professional organizations \\‘ ”

Recordings, audio and video - -

Reference materials, including such items a8 encyclopedias of education
and a dictionary of educational terms -

Resource units

&

*Equipmedt for use with professional materials is listed on the chart, )
"System-level Materials and Equipment.”

**The system—level center should contact the Research and Infprﬁation
Center in the State Department of Public Instruction for copies of

_+ERIC documents on microfiche.

.




E. PRODUCTION SERVICES AND EQUIPMENT

i Locally produced materials are designed te meet teacher and student
needs, staff development activities, and public information purposes.
The scope and depth of system-level production are influenced by the degree
of production emphasis in individual scheols, the facilities and personnel
at the system level, and the availabilityﬁgnd use of specific production
“components from outside sources, such as television and radio production
-or printing services. Consideration must be given to providing the
following types bf system-level production services unavailable at the
- building level. Im cases where no production is dome af the building
level, consideration should be given also to providing those services at
the system level. : '

Production Services Productjion Equipment ,
GRAPHICS: visuals for use in 1\\ . Thermal copier, diazo printer,
curriculum and staff-development primary typewriter, headliner,
programs; . presentations made for lettering devices, dry-mount
) administrative and supervisory press, paper cutter, tacking
personnel; and visuals for public iron, &te.
informavion programs
PRINTING: materials such as courses Offset press, mimeograph machine,
of study, resource units, catalogs spirit duplicating machine,
of systemlevel media col ns photocopying machine, ete.
available to schools, study gui
apcombanying locally produced ,
television and radio programming,
sound/slide presentations, and . ]
other instructional materials //
PHOTOGRAPHY: still photography, Motion picture camera, gtill :
black-and-white prints, camerae, editing equipment, darkroom
2" x 2" slides, super 8mm films, equipment, light meter, visual
and 16mm films | * maker, glide-dissgolve z?it, ete.
TELEVISION AND RADIO: production Small televieion and radio studio
. of instructional television with accompanying video cameras,
and radio programs, reception "recorders, film chain, audio
and videotape recording of off- mizer, monitors, editing equipment,
air educational telecasts. - audio tape and phono equipment,

needed for reuse in instruction, video switcher, eto.
(if permitted by copyright .

laws), and distribution of

system-levgl videotape collection

3 - .

.  AUDIO TAPE PRODUCTION: original Cagsette and reel-to-reel tape

audio tape production, off-air recorders, bulk magnetic eraser,
- recording (in keeping with quality mierophomes, high-speed
- copyright regulations), and - tape duplication equipment with
high~speed tape duplitation both cassette and reel-to-reel ~ .
L capabilities, sound-synchronizing '
wunit, ete. P




[T

™~

v

Production Services

KITS, MODELS, AND DISPLAYS:-

design and production of kits,
models, learning activity
packages ‘(LAP's), and dis-
plays tailored to local
instructional needs.

Production E4uipment

Beavy-duty paper cutter, laminator,
dry-mount press, photocopy and
duplicating equipment, ete.

o
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. Division of Educational Media ) ;"' - Raleigh, North Carolina..
State Department of Public Instruction <o, February, 1975 . .
N . . N - i
- . . -
- ' . ' EXPLANATORY NOTES e s
- ' + FOR USE IN COMPLETING .. , ’ s .

ANNUAL INSTRUCTIONAL MEDIA REPORT * .

ty- “ S . . 4
A . ’ ," N,
N o .

1. ﬁit Reproductions - Rep%only these 8" x 10" or larger, and of dukable

-

- 20 Books, General Collection - .These’ are books in the general collection which
include: , . . r

[ N —_— - *

;i all books ordinarily classified as part of. the media collection,

b. all paperback books except those multiple copies used fqr intensive — .
study of'a given topic, ‘

. up to three copies of non-textbook-type titles which may have been

acquired under the former!State supplementary textbook~ program but -
which, in the opinion ajythe media coordinater, would be "appropriate
for tﬂe genetal collection. .

’ - ]
. -

3. Books, with Recordings - Book which has an audid component to accompany the
- text. This may be in disc or tape form Each book with recording is
cShnted as one item . )
B ' N
4, 'Books, Supplementary -‘Sup ntary books include‘ , C o

a. 'textbook-type", . ) ‘; - cS AN
b. paperbacks in muitiple copies for intensive study of a given topic,
c.: topies of "non-textbook-type" in excess of those copies counted in the

general collection. T . . )
< ‘ - o -
5. Films, 16mm, sound - Report only those-.owned by the school. Do not report

- the films available from the administrative unit film library. . _

6. ,Filmstrips, sound - Filmstrip*which hag an audio compodent to accompanyi
the visuals. This may be in disc or tape form. Each ‘filmstrip with re-
cording is r'cunl:ed as one item. - -

-

7. Kits - Include/all packaged‘pollections of three or more types of media
. (excluding thé guide) reiating to a particular topic. Y

8: Microforms - GrOUp together'mdcrofilm andﬁnicrofichew

9. Realia - Realia, including models” and pieces of sculpture., . . s
10. Recordings, disc and Recordings, tape - Do not include’ tﬁose chléccompany :
filmstrips, slides, books, or those which have been reported rt of's . N .
kic. ) - L ‘i 3
» . . . D““ "
11. Slides, silent/z/%eport the number of individual glides which’ vf neither '
an accc*pani—ﬁk audio recotdingzﬁor sound on thelslide itself. . )

"12. Siide ser.sJ sound - Report” the number of sets of silides which have aﬁ‘Endio
", explanation on tape or record, or in “"sound on slide format" to dccompapy the
‘ o Visuali, : . ' :

ﬂ'* - -

o13» Studx prints - Includes charts and posters. . Count each cﬁart of a bound set
as one study print. ) . L
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14.

15.
16.
17.
18.
19.

20.

21.

- 22,

-

25.

26.
27.

28.

‘29,

‘Transpazencies - Report traaSpatencézs of qpermgnent , jnature. Count the base
and each acetate overlay used in a gingle ptesentatibn as one. Count in-
dividual acetates which may be bound together but which are used separately,
such as maps, as individual ttanspatencies, e.g., a set.of 12 different maps'
woulé be reported as 12 transparencies. @3 % ¢

2 4
'k

¥ .
éLgio Equipment and Projection quigpeat - Do not report equipment ptemanently
. installed in ‘carrels. ) ¥,
2 % . . ¢ - ’
Jackboxes - Report the number of individuak-jackboxes as well as those
tn?t arg part of a-carrying case for eatphones.-
¢
Microphonds - Rhgprc individéal mic:gghoaes Do pot include. ;hnsgvuhidm —_ . —
-are compohents of audio and video recording units ot systemns. -
2 ﬁq_ 7 .
Filmstrip projectors, sound :,Repott those single units that project on a
screen for large group viewing., °

r

L]
-

-y
’

Slide ProlectOts, 2 x2 - Report those whose operation inVulves a magazine
or tray.

=

Master Antenna and RF Distribution System (MA and RFDS) + Report those
Master antenna and RF Disttibution Systems which serye two or more
receivers.

.no. of Program Origination Points - Report the number of locations in
"addition to the Master antenna input at which programs may be "plugged into"
the RF Distribution System. (The RF Distribution System is sometimes re— “#E
ferred to as the CCTV System within the school.) : .

No. of Networks Received - There are four (4) major networks - UNC-TV (PBS),
ABC, CBS, and NBC. Ideally, a sdhool should have access to all four.

No. of Outlets in MA and RFDS - The number of outlets in various locations
at which a2 receiver may be connected to the RF Distribution System.

»
Total B&W Receivers Owned - Report ;Bg/iumber of BSW receivers in opera-
tional condition owned by the schooX. .

roo

B&W Receivers in MA and RFDS - Report the npmber of B&W receivers which
are functioning in the RF Distribution System of the school.

Total Color Receivers Owned - Report .the nuﬁbet of color receivers in opera-

~tional condition owned by the school. ¢

.

L

Color Receivers'in HK and RFDS - Report the number of color regeivers which
are functioning in the RF Distribution System of the school.

e

Educational Channels - Report the number of cablevision channels presently
.in use for educational purposes exclusiv

Program Origination Points - Report the number of locations in addition to
the Cablevision Company's studfo ar which progréns can be initiated on
channelé assigned to schaol use.

£

Cametas, 35mn, and Accessories - Do not repOtt single lens reflex (SLB)
which,is caunted with cop and below. . J

" 71




-~ .

31. Copy machines (thermal), Paper cutters, and Duplicators '(gimedgraph

, and spirit) - Report onmly those located in the productio%i?{§3>of the
media center. -

—

32, Llettering Equipment - Reportgonly mechanical equipment such as WRICO,

LEROY, HEADLINER, etc. .
i

- 33. Student carrels,,wirea and unwired -.Report the total number of this
. type.

34. Audio and Audio-Video - Report the number of stations which have the ~°
capability of allowing students to receive informationm originating at
T ITI T3 remote leeatien in-response to a request received by an electronic __ 7
signal initiated by the student.

35. Mobile - Indicate the manufacturer or brand jname of the mobil umit and
the number of student positions the unit serves. 1If more than one of a -
given type show the number of the type in front of the manufacturer's
. name - e.g., "2 Jones for 30" Pos. 60.

. 36. Booth-Permanent - Report the nu:ber of laboratories of permanent (fixed)
. nature. Also report the total number of student pbsitions of differing
characteristics in the one or more laboratories reported.

T ~ -
, L - *




. Division of Edg&gtional Media

' State Department of Public Instruction
Raleigh, bort§ Carolina ' Administrative Unit Ko. School Code No.
February, 1975 . e

4

' School gamé .

ANNUAL INSTRUCTIONAL MEDIA REPORT*
Directions: Column (1) of this report lists the media items which are to be reported
by each school. Some of~the items are footnoted and require the use of the explanatory
notes attached to this report. Columns (2) and (3) are optional for reporting; they
have been included for your use only if this represents the format in which you keep
your records or if it is more comvenient for.you to report in this way. Columm (4) is
not optional and must be completed by each school for each item on hand as of June 2,
1975 (do not include items on order). If you have any questions in completing this
report, please contact Elsie Brumback, Division of Educational Media, Department of

Public Instruction, at (919) 829-3193.

> J}:: =
W/ , "42) ., ® )
. No. Added |[No. Withdrawn|Total Xo.
%ZQiA IT%H ngziﬁgYear chzzingear > Hi?d *
. ' d 1874-75 1974-75 6/2/1975
1. SCHOOL OWNEY MATERIALS AT END OF SCHOOL YEAR | xmooooomo | mooooooooo: » xxxxxsoex |
1. Art Reproductionsl ] ‘ P
2. Books, General Collect'ion2 A) -
3. Books,'with»Recordings3 —
4. Books, SggpleqentaryL ‘ -
5. Films; 16mm, §ound5 | b
6. _Film Loops, Super 8, silent 1 - '
) 7. Filmstrips, sileat . .
83{ Filmsfrips, sound® ) : I, _
- 9. Globes ~ * -
10.  Kits’
[ 11. Magazine Subscriptions (for student use) .
12. Magaz#ne Subscriptions (for staff use) r
13. Maps K _
14. Microforms8 : ﬁ‘. gl
15. Newspaper Subscriptions . - ) ) -
" |16, Realsa? ' :
|7 17. Recordings, disel® : : -
18. Recordings} tapelo : ’
19, Recordings, videotape ¢ ' .

*I1lustration only. Actual reporting forms will be furnished annually.

- ’




< (1)

74

. (2) (3) (4)
.- No. Added {No.Withdrawn{ Total No.
{ During During On Hand
» MEDIA ITEM 8‘122(73:%7?“ sir;;zi?gear 272%9“75
20. Slides, silent't .
. 21, Slide Sets, 'soundlz - -
.22, Study Prints’® -~
23. Transparenciealé ’

S SCHOOL OWRED EQUIPMENT AT END OF SCHOOL YEAR| xxxoooomx | xo0o0occxx | 3000000ocd
AUDIO BOQIP'HEN'I']'S XXXXXXXX XRXXIXXXX XOEXXXXX
24, Ear@onés, \nono -

25. Earphones,/stero

26. Jackboxeslf, .

27. 2~£ic;1:op1*roues"f‘7 -

— %

28. Radios, AM/FM ~

29, _Record Players . o

30. Pufalic Addresa-Systeas, portablé : \

31. Tape P'layback Units, cassette -

32. Tape Recorders, cassetté -

33. Tape Recordera,— reel to reel ’ ) !

PROJECTION BQUIPHéﬁTlS XXXIXXXX xxxoooaxdee | xoooooxx

34~ FPilw Loop Projectors, super S=a ‘ ’ ]

35. Pilm Projectors, l6mm . ) i
__36. Pilmstrip Projectors, silent _ -

*- 37. PFilpstrip Préjectors, tac.n.u:d}'8 \, L
38. Filmstrip Viewers, silent _ | - -
39. PFPilestrip Viewers, sound
40. Opaque Projectors >
41. Overhead Projectors & -

42, Project‘ion Carts ' . i - 1 -
43. Screens, wall ) .

!__ 4. Screens, tripod |
45. Slide Projectors, 2 x 2 19 /' .

' TELEVISION AND VIR EQUIPMENT xooooax | xooooooooax | xecoasooax

’ 46. Master Antenna and angiscribucion nd P

System (MA andyRFDS) . i ‘ ‘
- . = - ~



- I -

SRS

- . Administrative Unit No.

School Code No.

School Kame

S

. (1) 2) (3> (4)
) No. Added |No. Withdrawn}Total No.
MEDIA ITEM During During On Hand
a School Year| School Year [As Of oy
- : 1974-75 1874-75  16/2/1975
— 47. %o of Progras Origination Points 2l ‘
48, No. of Xetvérigigéééf;eﬂz‘»ﬁ‘“ - -
_ 49. Y%o. of Outlets in MA and RFDS 23
] R
, 50. Total B&wW Receivers owned 24 x ¥
. -
51 B4n Receivers is ™A and RFDS 25
- A
52. Total Color Receivers or-’nedz6
' 53. Color Receivers in MA and RFDSz7
i VIDEQ TAPE RECORDING EQUIPMENT TOXAAXANE | 20000002 X X AXAXAXAXLXX
34. Video~Tape Recorders J
. 55. 'Baw Video Cassette Recorders » -
o 56. Color Video Cassette Reccrders
57. Béw Production Meonitors
: 58. Bé&¥ Video Cameras ’ - '
§&§LE_;ELEVISIOS~7‘_ B L - KAXAXXXXXX AXAXXAXXXX XAXLXXKAXX
5%." No. of Networks Received22 B ' .
= -
&% tducational Channels 8 ’
61. Prograp d}igination Point529 '
. PRODUCTION EQUIPMENT oo |aooaconnos AAHKAAKXKX
’ 62. Cazmeras, 35z=, and accessories 30 > .
g B 63. Photographic Copy Stands for SLR camera . s
. ) .
- 64, Photog;aphic’Copy Stands for Kodak
Visualmaker '
. < . 31 .
65. Copy Machines, thermal ~
.. 66. Dias® Equipment -
. . . N : r‘ .
67. Drv&ount Press : -
/ . H
68. 32 ‘e

Lettering Equipment




Administrative Unit No. | School Code No.

School Name - .
L (2) 3 _ (4)
. ) No.Added No.Withdrawnj Total No.
MEDIA ITEM During During On Hand
. School Year |School Year |As Of
1924-75 1974-75 - }6/2/1975
69. Paper cutters3l .
76.. Duplicators, miaeog;agb3l
< -
71. Duplicators,;gg;rit3l
' "~ _ MICROFORM EQUIPMENT xoooax . booooexexxx | xexsocxxxx
72. Microfilz Readers’ -
73. Microfilm Reader-Printers -
SELF-CONTAINED LEARNING STATIONS ) AXXAXXKX XX 30000 X0 xxxxxiziéz
74. Student Carrels, umwired3>- -
75. Student Carrels, wired3° -5 %
R¥MOTE RETRIEVAL STATIONS - xxxxiii&-:s XXXXLXXLXK | XXX XX XL XX
76. Audio>” - . '
77. FAudio-Video 34 .
78. “Computer Terminals T ~
MATERIALS MAINTEMANCE EQUIPMENT T T
79. Film Splicer ’ . 't
80. Film Rewind -t ,
81. Tape Splicer, Audio ] N ] .
_ _LEARNING (LANGUAGE)LABORATORIES \ o (>xxxxxxxxx BEXXXXXAXKX | KXXKAXXXX
Mobile 3o 7 AXXTXKKXK  PEXXAXXXXE 200X IKIXAXX
82. Mfgr. ' ’
. (Show No. of Positions in columns)
83. Mfgr. ' T
(Show ho. of Positions imn Columms)
— Booth-Permanent -0 / XALXXXXXEX  POXXXXXXAXL  AXXXRXAXXX
= : 4 »| 3
84. Report No. of labs
" Sho# No. of Listen-Bespond Positions .
R Show No. of Listen-Respond-Recotd.Pos. | , .
g5, School Media Coordinators Name Soc. Sec. No.
;—:: — =
.-? - N -

’

Principal's' Sighature

Date




. ~ -
L4 - -

Division of Educational Media Raleigh, North Carolina

e

State Department pf Publi¢ Instruction October, 1975
{‘ CITIZEN'S REQLEST FOR RECONSIDERATION OF INSTRUCTIONAL MATERIALS
3 <
o ﬁ%me of person making request Telephone . -
Address - ! - )
¢ -
Complainant represents: himgelf = - L \
) {name organization) E Y
(identify other group) ] .
| , {
>e"ame of school owning challenged material
Title of item !
Type of media: book, film, filmstrip, }ecording, etc. ’ ™ g~
.. e
Author/artist/composer/proaucer7‘etc. LK <jézi¢dﬁ i
Publisherfproducer (if known) 5 ’ ) i<?i9

¥ .

A .
1.. What do you bélieve are the theme and.purpose of this item? _

-

' 2. For what agé group would you recomcend this item?

- 3. what do you feel mighz‘bg the result of a student's reading, viewing, or listening to

this {item? [

’ ,
4. To what in the ifexz do you object? (Please be specific: cite pages, frames, etc.)

e

t . o
5. 1s there anything good about this item? .
6. Did you read, view, or ligten to the entire item? . If not, what parts?
/ . . . e ’ - ’. “
7. Are you aware of“the evaluation of this item by authoritative spurces? .
8. . What would you like your sthool .to do abo_ut this item? . .
Do not assign it:to any child. . :
Withdraw it from all students as well as from your child. Y -
. ' Refer it to the media coordinatar's off{ce for reevaluation. :
Make it available only zo those who wigh to use it. - .

' -

Other (specify)

O v
i

9. In its place wat itenm of equal educat&onaigquaiity would you recommend which conveys

as valuable a concept and perspective of the s&bject covered {y this item?

] .
4 . »

13

-

&) . — . ‘7
: h * . » d A t *
IERJ!: Dgte i : . Signature of Cq?plainan

W

—
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"~ EDUCATIONAL MEDIA
'PROGRAM CRITERIA

An Assessment Instrument

DIVISON OF EDUCATIONALMEDU ~ *
State Department of Public Instruction- , . .
~ Raleigh, North Barolina‘ # sose -

" September, 1975 -




. . N
X EDUCATIONAL MEDIA PROGRAM

Administrative Unit \\ ) Grades ) f

) # of students *
Name of School . # of teachers ~

Address: ’ -

Evaluation completed by: .« - »Principal

. ' ,Media CoS;dinagpr

-~

-
Yy
~ H'-.'

+f

- ~

Guiding Principles ‘

’

The unified media program incorporates in one administrative structure

the elements of the programs formerly designated as library, audiovisual,
‘and telévision. It-retains and expands the desirable elements of these
programg to provide each educator and each student the contributions of

a coordinated media program. The key to the media program is accessibility,

This program should provide the following: ‘ |
e

Competent personpel sufficient in number to conduct the program
-~ - * .

Facilities designéd for fléxibidity and convenient use

Resources of high quality ‘and sufficient quantity to meet ) -
individual interests and needs ) . .

.

. Aecess to all learning resources, available
ey e

r “ »

An effective media program reqliires the involvement, the commitment, and
-the cooperation of administrators, teachers, and media wstaff. The media
program affects, and is affected by, everyone involved in the learning K .
process. A _program succeeds to the degree that these responsible for it

understand, accept,—and apply these principies.

.

. ‘ s Ny ¢ . ; ) . ; .
; i Date of Indepth Survey -

. s " Sdrvqy Tean Coordin?znr *

-




DIRECTIONS FOR USING THE ASSESSMENT INSTRUMENT

—

The attached evaluation forms may be completed by individuals, committees,
and/or the entire faculty. Open discussion and staff involvement are
important elements of successful evaluation P ®

Princiﬁ&es and criteria used in the fotms follov two currently definitiva .
publications
[ VA — N
Media P:ogrem.Recomnendatinna Individual Schogl/Adninistrative Unit,
approve§ by the State Board of Education, November, 1975. .o e

Guidelines-for*ﬂedia Preparation, adopted by the State Board of
Education 9/17/12.

Familiariby vifb,chese guidelines {is essential Shopld you require copies .

of the guidelinesd, please contact:
\x .
. = Division of Educational Media

State Department of Public Instruction
Raleigh, North Carolina 27611

/ . . . -
H

3
-
H

The following rating scale should be used: i
5 - Excellent ———exemplary ‘practice, full u;ili%atioﬁ;. o
- . \ .
& .~ Géod . -—above average practice, an adequate .
’ comprehensive program .
- 3 - PFair ) ——satigfactory or minimum practife
2 - Poor ' ——unsatisfactory or below minimum
. o practice .
. 1 .- Migsing : -——no evidence, a conplété lack of ‘
- - .S .. 7 - - - program and/or facility - T AT
. T . S . .
NA - - Not Applicable - —not applicable to existing situation -
- - \ . ."

P

hY

Strengths, weaknesses, and ismeédiate and long-zangé plans for improvement
may be stated in the summary section at the end of the rating forms. N
This section will be particularly useful in effective program planning. . . .

IS
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I. ADMINISTRATION OF THE MEDIA PROGRAM

- ’ ' 3 /
. .

AN EFFECTIVE MEDIA PROGRAM REQUIRES THE INVOLVEMENT }EOMMITHENT AND - .
COOPERATION OF ADMINISTRATORS, TEACHERS, AND MEDIA STAFF. .

5

¢ - : - " Available Utilization
’ . ‘Check One Check- One
} (i\ ' 5| Yes k No | Na 112310415

Critetia: - . . .o .
1. The school's instructional team, compoaed of L .
. the: ‘pringipal, faculty, and media staff,
joinely develop a unified media program.

2. The media progranm is designed to meet the
needs of indiv}dual studants and teachers. 1 | .

N

-

3.- The schood administration’uses current state
media guidelines in evaluating the media * % « :
progran, .and providing personnel, faciiities, ~,
budget, and equigment.. . . |

4. A.system-level policy for the selection and ) -
* acquisition of materials and equipmedt has . e 4

<

. Apeen“abpteaﬁby the Iocal Board of Education. ,

5. The system-level selection policy has been ] S
filed with the Division of Educational Media, ) ] ////F<:
State Department of Public Instruction.

7\

6. The system-level selection policy has been
adapted to meet the.needs of the school's ]
instructional program. . . ) 4

- .

7. The principal appoints a media advisory
committee, chaired by the media coordinator,

: whi?ﬁdreflects all academic interests of ] . ]

.- - the’ school -y S . ’ - ’ .

i
‘
e

8. The'principal is responaible for the adminis- .

* . tration of the school media budget but plans ot -
the.budget with the media advisory committee ¢ ‘

and authorizes the expenditure of funds. ' ’

‘ 4 - - . .

. 9, Prioripies for the allocation of media funds ' : ; - -
are’ based on ‘both immediate needs and long- ’
" range goals of the school. - S
5 .




» I1. oACTIVITIES AND SERVICES

THE MEDIA PROGRAM mcowusss ALL SERVICES FOR PRIgK, AUDIOVISUAL,
AND TELEVISED MEDIA. R

*

Avallable Utilization
Check One Check One
Yes | No | NA 121314

- o

=

Criteria: " - T ’ -

The media center strives 3 to render services _

cgmpatible witg the stated philosophy and
" objectives of the school.

The location and interior arrangement of the
media center provide easv access to its
services for all instructional areas.

The media center has an "open door" policy
and is available for individual student use
before and after the regular, school day.

—~

Flexible scheduling allows ‘maximum gse of
all types of media simultaneously by indi-
vidual students, smill groups, and entire
‘classes. ® .

Circulation policies make both materials
and equipment readily available for
a. 1individuals and classes * al
b. materials for home use ) b.
¢. equipment for home use Y

A sequential introduction to media skills’
(including use of all types of materials
and equipnent) has been developed jointly
by teache;s and the hedia ccordinator.

Media skills are taught jofatly by the
teacher and media cobrdinator,

.

Large group instruction ig reinforced M
-with individualized instruction, projec:s
and related aetivities. T .y

Instruction in media skills is a sequential
process-and is ptomoted to meet indi-
: vidual and/or-g;ade-level needs

-~

Students'are encouraged to usé the aedia
production facilities and all types, of
media<production equipment.

fe [ s, -
The media gtaff secures materials for pro- .
fessional staff and students from the system~
level center as well as from other sources.

- 82
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. H
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. . . . .
iy ”~,

"III. PER%)NNEL* . ' c e e R ' : . .

. oy . .
EY

T, QUALLFIED PERSONNEL ARE ESSENTIAL TO AN EFFECTIVE. MEDIA PROGRAM. THE,'H.EDIA .
- *STAYF SHOULD BE COMPETENT IN THE USE OF PRINT, MJDIOVISUAL' AND TELEVISED P
. " MEDIA AND BE COGNIZANT OF LEA.RNING THEORY " AND CIRRICULUM BEVELOPMEX\T.

<
v - * N ‘ .

N PERS INEL NEEDS VARY_ACCORDING TO STUDENT ENROLLMENT, PHYSICAL FACILITIES, .

.7+ --" AND THE SCORE OF MEDIA SERVICES. EACH MEDIA CENTER SHOULD HAVE AT LEAST Pl
. ONE FULL-TIME, €ERTIFIED MEDIA PROFESSIONAL WITH A SUPPORT STALF swncrwr :
-+ FOR THE CLERICAL”AND TECHNFCAL FUNCTIONS OF THE CENTER. *

- T .V, \ oy

o . T ) " )’\ Tt e . Available .| UtiliZzation - -
i e S - Tt N Check Ome- " Check One * s
S 2 " [Yes [ Mo INa T1T2]3[% [5 5

. titerlay - R ) S, ’ .
’ -, 7 . f, " 5 . . ‘ . e ) ' . y' ' : ’
14 -

.. * _A.’ The Professional Staff o -
- L . . . ] s 3.
ajl should

=i . 1.°.A pinimim of ‘ore Ieedia pmfessio : y - .

) » . be .provided for an enrollmgnt up ts" 999, i .

- - two for an enrollment of 1066-1999, and s B

) three for ZOPG to 2499. Rank vour * - """\ : . 3 *
T .-school: a. 1-499 . . a.

_— T ba 5008999 0 - . - ’ b. L ! e : &

g o c. 1080-1999 ® ¢ B e B 171 ] .

I - 4 2000-2099 ¢ $C 4. :

bt s Il
+

- 2. "The medi& coordinator (chief pro—' . AR N R d4 -7 ¢
e . fessional): - . o q .
-~ "3, " wOrks entbusiast'ioally and- coopera- ~ .
. v *"ively with the professional,&ta{f . 3 .
. . and students keeping then ,f—(lly ~ ] A L T * .
~ e < 1informed about -the med:la4>1:og1:am,L < L - ) ’
> b. serves on curriculum developmenr., RO B AU T il R
- . ‘textbook and osher profess‘kmal ) w |, F ’
=l committees; | 1. 1 ;4"‘ 3
- e. {s availabiejor departmeatal and “end . - ’ -
o . coamittee meetingsron_the nature ' P’ S . '
el .. and use of materialsy 1a ) )
) d. wrs the media advisory committee.? 1 < . -
I 7 ,e" plans with the instructional team . PR 2gCl . ~ 1
LR an integrated’ media program for" all - - : f
A

L
4

s tudents} . - L e ] .
f. . supervises the review evaluation, g ) .

. . 'ﬁ"sef_pction_, acquisit;ton, ahd use of 1 1.1

-wedia in" thegschool;. P : | ) -1 -
R - .8 Vopmmunicates to supariors the gugnti- .- BRI E L
S . tative and qualitative’needs £ the ~ Jiw] 0 SN N
. media.program; 2 . 1. = «
h. 'selects and supervices studeny . N o ] | -
gvolv.mtaers" ) : ‘ | S Rl B TN A '
N « 1. 'selects and directs adult Yolunteers. |- ‘ s : e

. . .
B - ‘ . - . N 3 - -
> ’ . L .= L. - . . \ r - . # = 1 Y [ “
b - - - = . - -, “
. - . R - L Y -




- ’ - a - -
*. I1I. PERSGMNEL (contfhued) : _ . ’
- ’ " Available Utilization
™~ __Check One Check One
Criterda: . : . 1Yes'd No |NAJ 1}213}64.
A. The Professional Staff ‘(iontinugd) ! . *r N
3. e professional staff: ¥ - .
"a. assists teachers in integrating i \j
’ ‘media into instructional-planning; .
. maintains an actjive interest in the. .
. L:ontinuing developmezl,ts of all ¥ 9 )
spects of educational media; . . L
¢ ©. 1s active in professional orgéni-— - . 4 -
" zations; 1 ™
d. .provides opportunities for inservice T E
*  activities; ; R X
e. assists the ptofessiona.L;%taff in tha A J
. production of teacher-made materials;
v f. assists students in the production and R i
* utilization of fedia; = s
i 8-+ publidizes the media collections and -
e e - _.services in a variety of ways; - L -
K h. locates available school television ' -
P programs that relate to the curri- 4
3 culufs and informs faculty; ~ T
. 1., provigfs guidance in the making’of ‘ 2
, vid€o tape recordings of broadcast. - i \
" programs for later instructional use. 1
.B. ~ Tne Supporting Staff ’ o
l. A minioum of one paraprofessional is N v »
:  provided,for an enrollmént up to 49§, - 9
two for an -engollment of 500-1499, and i -
. - three for 1500 or more. ‘' Rank your . “
" school: a. 1-499 . : . a. 1
" b. 500-1499 ° b.
c. 1500 or more : ¢, j .
. , N ~ . v
2.+ The supporting staff: ' ot -
a provides effertive organization,p,f “
,‘e materia],._,_‘and» equipnent for easﬁ ‘ i .
' of use; ro- .
‘b. . assists teachers”in planning, de- v : A o
. signing, and pfoducdng mat;;ariale to . : 75-_?‘5
. meet learnYng objettives when needed R
. ’ ", materials are not conzheq:ially . 1,
’ ,available; - . . o ]
K c. performs a variety of clerical and g ’ .
T ——-=__technical -tagks to meet the -interdsts N R B %
ang needs gf individual students lmder _F " .
(A' the supervision of. the media coordi- .
. patox and/or classroom teacher.: ’ |




Iv. PHYSICAL FACILI{IES . - : : s

-

s ‘A7 THE MEDIA CENTER .

’IHE SCHOOL'S MEDIA FACILITIES SHOULD’E!&ABLE HAXIHUP; USE OF A FULL WGE%F
- » MATERIALS AND EQUIPMENT. THE MEDIA CENTER SHOULD BE UCONVENIENT TG ALL-. .
o CLASSROOMS. THE CENTER'S SIZE AND SPACE MUST ACCOMMODATE THE MEDIA PROGRAM'S
: RESOURCES, SERVICES, AND ACTIVITIES. SPACE“EOR A MINIMUM OF 45 STUDENTS, OR

~

15% -OF THE TOFAL ‘ENROLLMENT (WHICHEVER IS ER), WITH 40 SQUARE 'FEET PER
STUDENT TO READ, BR.O%‘SE VIEW, AND LISTEN I DESIRABLE. ROOM FOR STORY- oot
TELLING IN ELEMENTARY .SCHOOLS, FOR CONFEREXCES, PROFESSIONAL MATERIALS, ., ~ -~

— 'STORAGE, PRODUCTION, WORKROOM, AND OEFICE

HAVE AN INVITING ATMOSPHERE, ACCOUSTIC

IS.ADVISABLE. THE CENTER SHOULD -
TREATED WALLS AND FLOORS, GOOD

LIGHTING, AND PROPER' HEATING AND VENTILATIOX. - . .
‘ . ) (\) . '
- y ' : L Available _ { Utilization )
. ) Check One Check One
g - ! _ . R Yes | No INA | 1121314 15 ,
Criteria: . \ ’ )
~ L. TheWEedia center is convenient to classrooms. ‘
2. The medta center has easy access to the . . ! "
- loading and delivery -area:” - T e S e i - S U A
. . E kd . I3 I 1 :
- . ¥ 3. The media center %as an inviting atmosphere
. \-nicn is conducive to leaming. . *
- e
. 4. ~Arrangement of furniture promotes the effec- ) :
tive use of the wedia”center. - ) Y
. L ) s wl - - /.
?. The media cen’ée'r%;)j@cludes the following areas®| ° )
3 N \ ‘/,//“
"I..reading, browsing, clrculation, and re- - T .
) . ference area accormodating a .minimum of )
- - 45 students or 15% of total enrollment, -
.:hichever is 139{ r;
...zmedia aulti-purpose room; e , : )
) . ) .
...listening and wiewing areas; v, -
» ¢ . ‘ - .' .
! . «..study carrel-areaj 1 i . ~ s
z ” . - i -
f '....easi'l'y sape.tvised confe;énce areas; ’ . ‘. .
- . ‘ < ., -
.i1.enclosed office;. - . =
= X )
- ...work area adjacent to office; -1 15 4, )
- storage facilities for eqqipmeri‘t, ﬁ - . . '
. -supplies, and materials bot immediately . ‘ 8 -
needed‘; , . - . . . .’. ‘ Wy
' .. .area ‘for display and use of professional . - ) ' ) N EE
% materials; ’ o . < ® ) . v N
. Y ',C -. i s \ . . R ‘

o : ) o .85 e | -




L 4 R (
» . ! : A ’ - " ‘ . 8
IV PHYSICAL PACILITIES -(continued) . ’ ’ } N
- A. THE MEDIA CENTER . . .

Available Utilization ;
Check One Check One . 1

. -{Yes | No } NA] 11211314 |5 -
* . Criteria! (continued) . v ‘ '
. '...production facilities for -producing . 9 Cot ’

audio and visual presentations; .

e ¢ .
- pd

(4 . -

b

...facilities for video reception and ’ ) : :

. . v - .

recording; 4

.storyteliing area felementary school ~ ' ) R ‘.
oo anly); . . o . ’

...bulletin boards and display areas,

..restroo: facilities, nearby.

6. The media center nhas sufficient - ‘ [ - B I I
a. light a. i
b. heat . . - . b. 4
c. ventilation.

. #

0
Ccs t -3 £
.

~J

"Walls ‘are acoustically treated. . . - ) .

N had . N R ’ .
£. Floor covering is sound absorbent. . . ; . . ’ A
- . =

Vel

Storage faciligies'ceet tecperature and . T
humidity requirements for sertain audio- 3
visual materials, equipment, and supplies. . r

p—_

10. The media center provides the followiag:

M . , ] - & . 17
+..standard size,'adjuStable shelving; ‘ .

M
A

. 7 =
p1cture book diyiders (elementary school , ; g . .
' mﬂyL . . - ' . Zﬁ LR

. .periodical shelvingﬁ - . e ol

...newspaper enelving‘

.- confqrtable, casual furniture;
\ . - ¢
. o+ -tables and chairs of suitable* sis?"

and"néignt, . . . | 4

- q :..d;ctionary stand; e . . .

\ '
..vatlas stand; . ) ¢ . .

o :T?yard catalog and shelf list cabinets*} - 1
.. »

P proper stqorage facil‘yies for each type- — . / .
v 6£ nonprint material; ‘q\ T RN A el ,

...book trucks; ’ . } . . . ‘

Q ‘ . . ‘ . . ) u* . - N ~’ . . “
tr 86/ . - . L




IV. PHYSICAL RACILITIES (continued)

A. THE MEDIA CENTER -l

»

. . . . - c . Available Utilization -
: . Check One Check Omne ey
Criteria: (continued) - . Yes |.Ko {NA, L 1 f2 03 4 |5
..+audiovisual equipment carts; ’ < o e
5, 4 . . . < - -4 =

'.sink with running water;

- H

..electrically—wired study carrels (wet); N

..unwired study carrels (dry);

{

..agirCulation desk; . g
. - 'r

. typewriter. 7 ‘

11. The Ztdia center has adequate -electric -
power and outlets to accocizodate all
zedia activities. '

N

B. IEACﬁlHG/LE&RHISG'AREAS T

- ALTHOUCH THE MEDIA CEN TVR 1S THE NUCLEUS OF THE MEDIA FA
TEACHING/LEARNING AREAS SHOULD ACCOMMODATE THE-FLLL 'SE

FURNISHINGS SHOLLD EhCOLQAGE FLEXIBLE ARRANGEMENT AN
1

U(“'
m

AN

, : ‘ . Available
. . . 'ﬁ? - ' *  Check One

Utillzation
Check One

Criteria: . . A Yes | No-| NA

2

3

4

1. Eacn ldarning arga has: \ - .
. a. sufficient artificfal and natural’ - ~F
T lignt cpnerol™ . ’ *

A

1

o g 1}

.. b. acpustically *;ex;ed fleors Yad ualls,

. C. properly spacee electr*cal ou{}ecs o

0

.

Each learniqg area contains adequate s;orage
faczllties for equipment and materials. .

[

3. projecnian screens are évailable for every’
' learning area. -

4. Building design permits/eaéy franspor- i .
i tation of audiovisual equipment and_ - ]
+ - + ' pfaterials.

- . .

Building design permits use"bf

w

: '
W e television from master antenna ! -
¢ . system. )




a .o " 10,
> V. LEARNING RESOURCES o . .
o -
) TEE MEDIA C’OI,L!-ITION 1S ONE ESSENTIAL [COMPONENT OF THE MEDIA PROGRAM BUT
¥ DOES NOT CONSTITUTE A PROGRAM. THE COLLECTION SHOULD INCLUDE A VARIETY OF
’ CAREFULLY SELECTED MATERIALS AND EQUIPMENT IN VARIOUS FORMATS SUFFICIENT IN
‘DEPTH AND “STOPE TO MEET INSTRUCTIONAL stns AS VELL AS INTERESTS, AND ABILITY
LEVELS OF STUDENTS. _ Y . . )
A - % ' . : e L
. - , . Available,, | Utilization
: , - : ‘ ‘Check fne | Check'One
A. THE COLLECTION .. Yes| Ko | A |1]2 143 |56 5 .

[ . ] B
- 2

- .

Criteria: - : . ] ena’ B

[}

v

1. A cocprehensive collection incfudes: . L
\ : -
.(a) newspapers (na'ional,, sizate iR

local) L d - [ a. 1 -

.(b) periodicals representing different
.editorial viewpoints and providing
wide coverage; . . b, N

.back issues (at least 3 years’back) . / - -
Jof perz,ocif‘a.s indexed ifi the ABRIDGED . . .
.* READER'S GUIDE: . . - 1. - ol e

N o8 T .y 3 )
- ©...no0xs: lLevel 1=12 books per student , ] . 'S
. - Level 1I=14 books per student ' 1 ~ -
< Level III=18 and up per student; j

...reference collection; - - . b i )

-~ ’ L .
..awide range of audio, visual, and other . _ ‘8
non-print media. . , /

g in organized, updated, and accessible infor-- R i
cation file is avatlable. ) j

L4

A relevant print and ron-print professionals - | - - .-
cbllection setves staff developzent needs.

. . a - ‘e = .
An a!equate and appropriate balance of . A2 )
", materials and equipment is evidenr.. s . 3 7 [

5. & varietv of magerials, equipment, and 3 . ’ . .
gupplies enables the production of educa- 1 J : ' by
tional z::edia unavaidable froz comzercial

’ : sources. i

6. sufzicieB\ audjovisual equipzent is \\'_ .
available to avoid inconvenience vahd deLay. ' i ' el Coee

74 An adequate nusber of television receivers, : _
- ® yroviding _good reception, is available. ’

: T
8. A fild of teachezs guides and schedules Lo - b N -L_"" A
o series offered through School Television is* B
avatlible. ' . .. . ) . a
AR N u - ‘b‘ . —t
' QO A file comzunity reSources (petsoms, - . ? I B
ERIC piaces, ‘/d things) is available: : 88 —
T . PPN
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V. -LEARNING RESOURCES (contdnued) = .

B. SELECTION, ORGANIZATIOR AND
MANAGEMENT OF THE COLFECTION

Criteria: : ) B .

1

N

10. 'The zedia Sudget provides ﬁpn the acqui-'

Ay

LRIC

All educational media of permanent value re-

'gardless of where they are housed and how ac-
quired are *nventoried. classified and
cataloged centrally. x

Invedtory pggcedures and Tecords of the
zedia collecpion serve the Xedia-Advisory
Comzittee as an excellent guide in setting
priorities for the se-e;tlon and acquisir
tion of cedia,-

The instructional staff assists the media
coordinater in selecting new zaterials
“and in weeding existing collectiopns.

Jo—
[ ot s

Recc::ended selection goois, anludzng
adviscry lists are used in the selection
of =edia. Lt !

. . . o
3 5 for replacemernts, subscrip-.
tions, and requested materials are ‘placed,
in the’spring for early delivery, with re~
ﬂainLng purchases made fnrcifrout the year

as needg tate. .
-, ,

Systematic ordering g?ccedures are used.
{ : ' )

A card_catalog cf qil educational zedia,

provides accessibifity to the media

wether commercially acquired or locally

precuced .

The shelf list in®udes information about
Atﬁe'acqﬂisition of all zaterials. T’ )
All media are subject to oqcasional in-
*spection amd to systeratic ueeding.

.’ v
. .

mSition of su:ficient ‘materials and equipnent
to meet instrultional needs. £

L ;: ' ! )/ - &

—,

. 11
Available Utilization
Check One Check One

Yes | No | NA 1121314 b5

e 3 )

4

4]

. , ¢
<
‘\
7. .
- 1, .
. L3 X1
» -
h, "
ol
L4
[}
.- ‘ £ .
-~ & yx
- 'A . >
e »
. L}
3 . [ “
. . .
4 -
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V. LEARNING RESOURCES (continued) . v . T
B. SELECTIOK, ORGANIZATION AND o ‘
MANAGEMENT OF THE COLLECTION | ) :
7 Y .ﬂ s + < .
! 7, | Available Utilization .
, Check One Check One
- Yes | No | Na4 12 3 14°}5"
Criteria: . 1 HES

" B |4

11, fie media advisory comutee is periodically
informed of the media budget balance(s) By ) ~ . Qo .
the administration. ' ’

r s W
- ] z s M \“
V2. Copsideration is given to the budgeting f 2 T .
- off funds for the maintenance of media ' . {
sych as the rebinding q: books and the ) , L, —7
rg¢pairing of equipment. N
. = - = 9
- 13. Priorities are set by the media advisory ' )
toxmittee for the expenditure-of federal, 4. -
,State and local funds for.the acquisitiof " ) < N\ N
~ _of materials and equipment. _ e . R AU SN S .y
R ,/ 5 . ¥ ’
Lad ] .
]
- . . - Y
I - - - v ”, '3 v
€
] A
‘ by
- /\ . - >
- R . —\ . ' ) J
\ v . ‘ . ®
- H . .
H] \ -
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- » .,
/
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VI. SUMMARY . ' : ] . -
[— . . -~ L Y .~ ) [ ,
< . . N .
. A. Areas of Strength: ) ) g . >
- . ¢ 4 - "'

¢ . - ’ . v g P 7 .

-~ ‘ .. > '.a' ¢

B. Areas of Uéaknes?: . ' ) t v

. - . . ) . ,
1 - . - :\\‘
. t - .
- - - % .
s ) oo . - - - ) .
H i - ) - ' g / ' z ‘ °
. - ” . - .
. o= » - N ’ .
C’ Icmediate Plans of Lmprovement:' / ) ~
£ >
\ 1
, e . ] . .
, . 1 .
. . ) ) i
. ~ " - -
. ,“ ) ,’ Tor . *
& ~ . 2
- . b g M .
. . . i - - )
L)
' M ‘ * ¥ %
D. Long-} Plans for Lo T (5 7 7~
i o D. Long-Ttange Plans for Loprovement: = v
“ ., -
. . v, ) . .Y
. . A .
¢ * .
. ) >
Pl - - . -
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State Deggrtment of/rublic Instruction .- qutember, 1975 .. /x : :
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.- "'ELTMINATE THE NON-ESSENTIAL: ” ACCESSIONING

>

It is the role of the media cgordinator to scrutinize thoroughly ‘the use of" .

redia staff time to ensure that the results obtained for each amount of time
. dnd ‘energy'invested are true benefits in terms of better service to the users .
of the school media’program. Each hedia coordinator must free hif* or herself
and any other media staff from non-productive “tasks in order tc.invest that . ]
.effort in functio%f more directly related te the success of tegching-learning,.

.pctivities. N . ®oo. .- g
' . ] ) / - : .

. i o - - 'lt‘-' .
One example of a task which non-productive in a school media program an® ) .
which therefore should be el} inated is accessioning each item of =aterial - -
that is adﬁed to the media coiiection.

-

. "

- The terc 'to .accession” here -refers to the practicé'bf assigning a unfque
' number to each itex as it is added .to the existing collection and recording.” .-
that nuzber-on the item itself and on the shelf list card for that it along

with additiopal data Zuch as, the vendor from whom purchased, the cost of the
izem,” the source'of the purchase fund, ‘and the date the 'item is added to the
"céllecticn. The nu;EQr assigned to an-itez is simply the next cardinal number

in a cegntinuous sequ:nce <

3

1ntain*1g an: “accession list" or "accession book® is no longer followed in °
any elementary %r secondary school,since the' time and effort rejuired in this
task has for cany years been recognized as clearly unjustifiable iz terms of -
any possible benefit to be gained. ’

3 e
i . G . < . . 1 )
s € .
QUESTION: * Wwhat are ‘the possible justifications for continuing to accession
. . wzaterials? . - ' ;

s P

- - -

It is assumed nere that the time- consuning and antiquated practice o& !

~

-' M ¥ ‘

ANSWER 1. -7he pragtices was already i uséxwhen I came fo work in this school .
& a ko wor ,
redia center. o . - ’ !

- - .

. 7

ANALYSIS I "Because it has always been done fhat way™ {5 not a reason:” Thim . f
. iine of Lhi»zing is respcnsible for nauy a practice outliving its ’
@ . . "raison d' etre.~| L9 . . - ¢

* e

‘{.‘

-
L
A ) ”~

’ H ~ $ s i -
ANSWER 2: The accession nuzber gives each’item g unique identification. 1

¢ © P j '.- ) B - * ’ :,/
ANALYSIS 2. Each item has unique identification without ap accession number. ’
Each item of material has a title and &n author (or editor, pro-
ducer, etcetera) which distinguish'it from other items. The nace of
the publisher or produrer 13 & further distiﬂgnishing characteristic

R ) of each item.
- VA

’ ~
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ANALYSIS 3:

ANALYSIS 4:

ANALYSIS 5: -

*

QUESTION:

P ¥ o

~ AANSWER 4: \'

,Tstool media center. .

Ao

-

4 /

g /!':(" ct . - 2"..
» .t s R
R Ce . ] o

» - =

When the media collection contains duplicate ;oéies of the same
item, the copies are disfinguished from each other by designating
the second copy "acquired ag copy 2, the third as copy 3, etcetera.

n ¢ -

b .

.
- .

The accession number identifies an item as the property of our

.
% >

Since -each itgm fs adequately stamped with ownership identi?icatioﬁ,
the accession number is unnecessary for proof of ownership.

-

L]
v

hd ¥

'Thg/;fzz;sion nd=§er indicates how many items are in the collection.

. - -

% - h C.
Sigce ftems have been lost or have been weeded and discarded because

they became worn, outdated, or inappropriate, the actess#on number
does not indtcate the number of items im a collection. ,

-~

L . .
P

Uy

" % begin accessioning with the number 1 at the begtoning of each ! ‘

year. At the end of the year this tells us how many items-‘have
been added to the’collection during the ‘year. .
. - /
¢ -. ‘ g
Yes, ,it does. Si=mply countipg the nunber of items as they~ére
added to the collection would also tell you how many items have |
been added. " And zaking a sifple count does not involve stampirg ’
each iYen of material’ with an assigmed:-number and them recording
-that specific nuzber on the shelf list card for that particular
item. ’A card placed at the front of- the shelf list can be used to
record the date and the total count 95 the number of itens added -
ro the cbllection on that daté. ’ . N
.t'l : It -
=~ . , .

*

What information relating to the acquisition of each’item/Bf

material is needed? L : . N
& . ’

.
v .

Only, information that is needed for a specific reaspn should be
recorded and maintained. An accession number is not needed since - ~.
the original reason for its use-in the‘*school library no longer o
exists, LA : S .

b - \ - . Ay
Thé bustiness office should maintain®the information netebsary to
peet the fiscal requirecents This includes®a copy of -each 3
officia} purchase order.and invoice. . o/ .

< .

The school media center should enter on the ghelf list card for
each iten (a) the {nformation that is meeded to'maintain an

accurate inventory, of the materdials collection &nd (b). the . N
source of the purchase funds. - ' -
L . 93¢
-\ " o ... B A "‘ <
. . v It:-




Pivision of Educational Media - - ', le gh, ﬁqrth Caﬁﬁfina'
;\, State Department of Public Instruction , ‘ Sepfember, 1975

& >

INING A QUALITY MEDIA COLLECTION THROUGH

% SYSTEMATIC WEEDING ., .
. . ’ "e
A prerequisite for maintaining a quality, up-to-date colleccion of media is a thorough
and complete evaluation of all materials and equipment in the collection. Heeding .
the school mddia collection by discarding materials and removing equipment no Jlonger
useful is a task as important as seleccing new media of high quality. Although state,
regional, and national media guidelines ray define a ninimum quantity-of materials . B
and equipment that should bBe included in schqols, the quancicies stipulacad are ' . )
intended to refer‘only to quality.media.

’

.
-

-t : ‘o
< . . &

Materials

.
-

Worn and obsolete materials digcourage students in their search for reliable -infor-
 mation, encourage users to h le materials carelessly, and detract from the
appearance of the school média collection. The best service from the school media
P progran is given when the materials aré up-to-date and fn good conditioh. Users

should be able to rely upon the materials as beine the best available.
The entire collettion should be examined :t least once a year to identify chose
materials which need to be discarded. Théd practice of concinuously wveeding materials
tiiroughout the year may be the most manageable, the most effective, and ¢he least .
disruptive of services to students and teachers. At no time should the school s media

' center be closed fqr weeding or inventary. . -
A written policy snating procedures for maintenance of /a quglity media collection Y
should be developed for the scho® system under the I“;dership pf professional ‘media

.

persornél and should be formally adopted by. thg/ibcal bpard “of educatfon. The policy
should. con}ﬂ%n criteria for evaluating and wveedihg t ollection, and should state
characteriétics idencifying materials to he permanently discarde®. duch character-
istics would, but are notgnecessatily limited to the following )

I3 M .
- ' . >Pbor physical conditioz (yellowed, britcle, scraCChed warped,,toru, g
or otherwise marred for use)
L .+ Outdated format (fine print; unaccraccive visuals) .
) g . Obsolete‘and/or inaccurate content ' . - .
. ~Inapprop¥iate subject or treatment of- the subject éﬁfu considered - | *
im gelation to the needs of -the users . T
. . . Mediocre or poor quality presentation of con;ent (coksider literary,
2 audio, and visual qualicies) ) i . .

"Media whose conténca are partially outdatéd should be considered totally outdated.
All materials weeded from the collection should be permanently discarded unless

- they can be- returmed for credit on neé materials. (Materials that can be ttraded .
‘include léwk films, filmstrips, ete Procedures for disposal of weeded materials

should-be clearly sueblished and- followed. .

. -

- '8
QSome suggested proce&%res for Hzeding and discarding materials are: v
,%. Work with a manageable group ‘of materials and records at a time. ' L
. Remove and keep in order, chetmaCerials to be discardea frof the collection.,'

\..,A l '," - )/ | \\
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3.- Nrite in pencil on the shelf list card for each.item being discarded “the word

" “bigcard" and the date (month, year) Remove the card from the shelf list
.unless & duplicate remains in the collection., If a duplitate remains in the

** “collection, write the word "Discard" and the date on the shelf list card by the
.~ copy number' of the item being discarded, and leave the card {n the shelf list.

“4, &Keep in order the cards removed from the shelf list. These cards will be

' used later as giides to removing the author, title, and subject cards from

' the card catalog. They will-also be used to. givé a. correct inventory record.

153 Keep, by type of material and category, a running count of the items being .
"*discarded for which' the shelf 1ist cards continue to remain in the, shelf list.

6. Stamp the materials "Discard". All materials weeded from the collection are
permanently discarded’ (or traded in for discounts) according to the policy
approved by the local board of education.

7. 1temize and record number(s) of media discarded on appropriate 1nventory
reports. SN R

!

&

hY ¢

. -

* Equipment ’ . - >
It is important that each school media progr&m provide fop the systematic evaluation
and weeding of instructional equipment as well as materials. Singe the instructional
e{uipment should be kegt in cperative condition thrqygh preventive maintenance and

repair, the equipment that shpuld be*wttdtd*fiom the collection is that which:

>

. is beyond repair or is° ftnancfally inpractical to repair o . .
) has outlived {ts usefulness T s -
is replaced by more effective and/or convenient’ equipsent.- L t .

Some used equipment can be traded in for discounts on the price of new equipment or
can be gold oufright by the Division of Purchase and, Contract 4n the State Department
of Administration. The copy of the current State Contract for audiovisual eqbipﬁent,
sent annually ta the superintendent of each schoel system, should be consulted for
specific information. .Procedures for the disposal of equipment withdrawa from school
collections should be clearly defined by the local administrative unig. -

- The date {month, year) dnd the method o’fispoSa uséd should he writtén on tbe fn—L
" ventory control card fgr each item of equipment @hat is withdrawn. This informatiom
should be recorded also on any duplﬁéire copies of the invéntory control card that
may be kept in other.locations, e.g., Un the systemlevel equipment repair center,

! , Remove the gard from the current inventory 1list and place it with cards of other
withdrawn equipment. Retain these cards until, the information on them is po longer '
néeded to substantiate inventdry and iinancial reports. LT, oo

S * .
- . -




Division of Educational Media . Raleigh, North Qarolina' . .
State Departmént of Public, Instruction . ‘. September, 1975 e
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THE: ROLE OF THE MEDIA ADVISORY COMMITTEE Y
Who is legally responsible for providing a written aeI?étion policy? H

’

The responsibility’ for the’ selection of iﬁstructional materials rests with the
local school adzinistrative upit-as inditated by Section 115-206.14 (b),of the
General Statutes of North Carblina to wit: “(b) Local boards &t education shall
adopt written po&icies concerulng the procedures to be followed in its school
administrative unit for the selection and proturement of supplementary tett-
books, library boéks pericdicals, and other 1nstrucg}onal mIterials needed for
instructional purposes in the public schools, of that ‘unit. Supplementary
books and other instructional materials shall neither displace nor be -uBed
" to the exclusion of basic textbooks."” "(c) Funds allocated by the State
Board of Education or appropriated,in the current exbense or tapital out-
. lay budgets of the schdol admimistrative units; may be used for the above-
- stated purposes.’ . _
,” Why have a Hedia Advisotry Couadttee? "o . S
. M . \ .
For the selection of Media, the formation of a Hedia Advisory Counittee is
recomsended on the premises that: o

-

&

—

L

- -the wisest expenditure of funds reflects_ schoolwide objectives and
P ! priorities;
) -~  =—the expertise of the school’s variocud curriculum specialists can be .- e
.invaluable in selecting quaiity‘media,
. -wise selection practices can increase the- effective utilization of
media throlghout the school program;
-wise selection practicés decrease useless duplication of materials; . .-
~®edia purchased withoyt 4nvolving the appropriate i;StrUCtional staff . . .
tend to remain unused;
-the responsibility for coordinating “the selection, acq tion, organi-
zation, and circulation of media for the total school !ifirope;ly the
. . role of the school's professiogal wmedia staff; - .
- -the medig program is.intended to serve all persons in the school, there- ‘
. ] fore, all persons (via Committee members) should have opportunity to .
share in the resppusibility for havinhg-a relevant media collection. -

-

,

"B ieadership-in establishing policies for:

.

For the promotion of the media program, the Hedia(éguiiory Committee providésf
A3

o -sertices to meet the learning ectives of the school ‘;;;7” A
. ;—accessibility to ail types of me . ] R 2
- . ’.“1an open‘goor'#golicy for stud::%ziéhring the school day, “as 'well as . N
before and after school; = 0, :
- ”-flexible«schedulevzﬂr fndividuils, Ymall- groups, ‘and classes; & )
L ~circulatidn of media to students for schoolend home use; '

) ~instruction in sequential media skills and cooperative planning . - I
by the- instructional’teim in the classroom or medi% center; ' N\ e
L ‘-utilization and production of media;-' ; : / ’
v -initiation of Book ?airs anﬁ other communityj}ét vities;v ch - s e
e ' strengthen the medid progr ) .. . P 3

. - ! . ] P . 1 . ‘ — . 4 o ; . '
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How is the Media Advisory Commiffee formed?

S

5.

A ¢ »
v f .
!
P \

* In-order to ensure that the hedia selected for acquisition by a schgol ‘

reflect thé nepds within the school, each schéol should establish pro- .

cedures for involving the variaus persondel in the selection of media. ° .
A recommended procedure for each school is the establishment of a Hedia
Advisory Committee. The principal appoints th‘ECOmmittee composed, of
sthool's.head media coordinatdr as chairman, ot¥er professional media
staff,’ at 1east one teacher representative from each area of the curriculum*
(subjeet atrea, ‘gradelevel, or teacher team), one or more students, and
parents. The principal of the sthoo¥ serves on the committee; the unit-

/Ievel media didbctor is a resource persii -

2

5

-

What‘aré the procedures for tﬁb Media Advisory Committee to follov in the”

e

selection of media?

R

. -

~Adapt the unit-leve} selection policy to meet local needs.
-Develop-a form and establish procedures for redonsideration of
challenged materials. -
-Know and consider media to meet individual learning styles.
-Solicit recommendations from the various segments and individuals
of the school population. . s
~Aggsist: in weeding to maintain a quality collection. . -
-Consult inventory records to ascertain scope and deptE’of tpe

. school's existidg collection. *° 4

-Determine priorities based om school-wide objectives. . -
-Consult recommended selection tools including Media Advisory Lists.
-Select'media which supports the school's total curriculum.

-Set priorities for.the expenditure of federal, state and local
funds for the acquisition of materials and equipment.

‘-Communicate to all gtaff members school—wide pr*orities as recommended
. by the Media Advigdry Committee. /

/




. BOLICIES AND PROCEDURES FOR SELECTING EDUCATIONAL MEDIA ’ R
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Division of EducStional Media ’ < - Raleigh, North Chrolina °
State Department of Public Instruction October, . 1975
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The following concerns policymaking for the selection of instructional materials
‘and equipment in school medya collections.' (Hereafter when both'materisls
and equipment are,referred t¢, the term "media" will be used.) Included is a
sample policy offered as a guide to assist school administrative units in
developing theéir owd policies and procedures to govern the selection of media. .
The develqpment of such policies for the gelection of instryctional materials

is required by- the Public School Laws of North Carolina, Section 115-206.14(b):
"(b) Local boards of Education shall adopt written policies gponcerning the
procedures to be followed in their scqbol adminiéﬁrative unit for the selection
and grocurement bf supplementary textbooks, library books, periodicals, and
othet idwtructional materials needed for instructional purposes in the public
schools of that unmit..." - . -~

-

. ~
A - -

After-a school administrative unit has developed wyitten policies and
procedures for t%ﬁ selection of media for its schools, the unit should file

a copy with the Director'of the Division of 'Educational Media, State Department
of Public Instruction, Raleigh, North Carolina 27611.

” >
* .

3 ~'Samplq, Lt
POLICIES AND PROCEDURES FOR SﬁLECTING'EDUCATIONAL MEDIA !

.oy

~

I. RESPONSIBILITY FOR SELECTING MEDIA

. “ ' . , "
The Board of Education of the - . SZhool
Administrative Unit is the governing body of the unit and {s therefore leéally
responsible for all matters concerning the operation- of schools in the unit.

"

The Board of Education delegates the responsibility for coordinating Chf/ )
. selection of, media and making recommendations for purchases to the
" profesbional media p:zsonne .in the unit. A Media Advisory Committee

asgists the media petrsonnel ¥ the selection process. This committee /

should include teachers representing all subject areas and/or grade / .-

levels, principals, stipervisorg, students, and comnuni ty tepresenta:ivés. . g

Under the leadership of media persomnel, this group sets priorities £

media to be acqujred, based on school-wide tobjectiv®s and on strength .

and weaknesses in the existing collection. In determining priorities, the

committée is informed of the budget allocated for purchasing media in

order to make the wisest choices possible. .

II.  OBJECTIVES FOR SELECTING MEDIA ‘ e ' .
- . . e .

The primary objective of the unit-level and school media programs ip to , .

implement, enrich,.and support the inmstructional programs of the sdhools

in that-unit. The media program makes available, through the medi

" colléction, a wide range of matarials an-varying -levels of difficulty .
with a diversity of’ appeal compatible witM the different needs, ifterésts, .
and viewpoints of students and teachers.- -, - - , | =

- -~
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- To this end, the Adnministrative

f " Unit endorses “the SCHOOL LIBRARY BILL OF RIGETS FOR SCHOOL LIBRARY ’
. MEDIA PROGRAMS {(copy.attached) and, in keeping with the ideas expressed —

therein, asserts that the responsibility of the media prograzz is as

follo'-vs . / . .

.

? to provide media that will enrich and support the curriculum,,
taking into congideration individual needs and the wvaried .
interests, abi.Lit‘ieB socio-econapic .backgrounds, a.nd maturity |
levels of’ the students served

s to provide redia that stimulate growth in factual knowledge,
. A;‘_ l:l;terary appreciation, aesthetic values, and ethical standards :
» »
* . to provide a background of infomstion enabling students to . r
, - make intelligent judgments in their daily Iife ° -

-~ to provide x:.aterials op opposing sides of controversial *issues
so that students may develop, under guidance, the practice of
critical thinking and of critical analysis of all media

. . to provide materials representative of the many religious,™-
gthnic, and cultural groups ird our nation and the ;ontributions
" of these groups to our Armerican heritage .
.« to place principie gbove personal-opinion and reason above "
prejudice in selecting me¢dia of the highest quality in order to
assure a comprehensive tollection. appropriate for the users of
the media center.* .

I csm-:su FOR SELECTING HEDIA BRI :

Individual "learning styles, the curriculum, and the existing collection -
are given first consideration in detfermining the needs for medis in
individual schools. .

‘Media considered for purchase are judged on the basis of

. . educational soundness R
e : . overall purpose and its direct relationship to instructio‘nal
. objectives c0 . -

. ‘timeliness, and pernanence . .
. importance of the subject aatter and 1ts relevance to real- ' ] o]
life situat:':ons . : ] < '

. . -
~- [ “ L

- quality of production/e:anufacturing, qu.slity of wri{:ing/ . - 3
* presentation.and popular appeal -

’ s . .

. authori tst'i:reness . ’ S 2;

*

.-

. reputation of publisher/produce:/mufacturet a",

. reputstion and significance of the author/srtist/c_‘oaposer/edicor.
/.. ’ ¢ : . ’ . . 3 ) l - w et

-

EKC *A&apted ftoa the American Associat:;on of Sghool Librstians, S(,:K)OL LIBRARY
mremm  BILL OF RIGBTS, FOR SCHOGL LIBRARY MEDIA PRDGRAHS s . -

P _ -




IV,

. format, construction, and price

V- . ability to accelerate learning and enhance retention
i - | . :

/ .
. ability to achieve desired results

. ease of use as opposed to necessi:y for: specialized traiqing//

PRDCEDURES FOR SELECTING AND “AIKIAIHIhG THE MEDIA COLLEQTIOW
L a0

_ by the Hedia Ad

ory Cocpittee, should -

la coordinati;hxéze selection of media, the sedia .professional, assisted

be purchcsed

14

. use reputaole,
~wnefi firsthand

4

arranga when possible for firsthand e:a:ination of items to

..
*

iased, profeesionally prepared se.lection aids
tion of —edia is not possible.

H

. judée gife ('_ by standard selection critexia and, upon

_,'Q
,’//, . purchase duplicates of extensively used zedia z
..weed contin usly froo the colleccion worn, obaoleze, and .
ineperable dia

. purcnase r lace:ents for vorm, dazmaged, or aissing ‘media pasic
. . to the co lection

s school/personnel. . «
t #
V. CHALLENGED MATERIALS . < . , oy
Occasional jections to, some éaterials eﬁy be voiced by the public _/
— ite the [care taken in the selection process and despite the -

H

8, and the prnfessianal Tespensibility nf the Hedia Adviscry
t be defended before the, =é:ezials themgelves. .

at is made, the follouing'pzoceduxes should be ebseréed:

. *

courteous'ﬁut make no coaaitaents.

L Y * - -

A




.- Invite the complainant to file his/her objections in writing .
. * v and send.hinm/her a copy of the form, CITIZEK'S REQUEST FOR
'THE RECORSIDERATION OF,INSTRUCTIONAL MATERIALS, for submitting

a forpal complaint to the Media Advisory Comuitge€. . v
) -, . . . : -
7 The commdttee will ’ ) 7 ) -
. ‘s 'c. . i '> > » *
o~ -“E!Ezanine the challenged caterial . . CoL

- . -
- survey appraisals of the materials in prodessional o

- / reviewing,sources .

-7 - ve*gh herits against alleged faults to forz opinions
sed on the caterial as a whole and not “on passages}
i *sc atea froz context / .
' - discuss the saterial and prepare a veport om it

- \—’ . : .

- file a copy of the report with the principal, superi
- ftendect, and =edia director
- retain or.withdraw the challenged zaterials upon co=pletion
‘ of the hearing process. -
\
. <
s
- ¢ ’ -t -
’ 1 N N -

A -
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SCHOOL- MED1A; INVENTORY ,

~ - -
'

-

Why Inventory? ,
- \
.Helps assure wore appropriate adquisitions \
.Helps assess the exteat to which students and teachersy are provided a wide variety
of mediz suitable to different lezrning styles, and curricu‘um areas . . |
-Provides, at the state: level, an overall picture of the developzent and status
of media callections in the schools * -
.Assists the Division of Educationzl Hedia in assessing the current status of
zedia collections in the schools and/ij interpreting-to the 1egislature the
need for fimancial resources

.

B

When do you Inventory?

g

Under ®rdinary circu:s'a“ces

physically each” ‘taz of
“ené of each subsequent y

%
[
v

once ewery
zedia. The
ear through

-

two years is ‘frequent enough to inventory

invenii;y’aih“
3 1 .

0

atistics can then be updated at the

regular/methods of

xd-keeping. (That is,

.

by

adding.the nuzber cf itecs put imto the coll

of itezs redoved froc th

e collection Zuring th

ec;.q»)anm by subtracting the number

year).

The ny:ber of items which

have been.stolen will

be .detérzined un;j when the physical lnventory is zade.

»
.

Media equipment zay be inventoried at the begxnu;ng and/or ead of each school
year i T
. !
It ﬁa, be convenient tc check at the sefe tize to be sure that each itexz is in
cperative cendition In any case, preventive cmainsenance ghould be conducted ‘on
each itex periodically. ’ {
. - -
: At no tize should the school's qedia center be cldsed vhen schood -
is in session. A z=edia center vhich isfclosed while the school s,

= .

teaching/learning

activities continue is certainly not in the
zaipstrear of the

-us;rurtional prograh

-

2
§ . ’ - -

How do you Conduct an On-going Inwientory?i

.Use student assistants, pareuz\vclunteets, and/or cedia aides to inventory ome
ay section of materisls’ at a t.:e_,Spr%ading\tne inventory throughout the school
i .
1 yeaz.
.Since each itez of material owmed bxdtne sbnool should be recorded on a shelf

*

list card, the shelf list serves as the inventory control record.
of materials.is inventoried, the shelf lis

in ciroulation‘can be signaIeé with a specip} tab.

¥hen a section

card of each item not on the shelf or

¥
t
H
1

.4t the end of the year whem all the “éteriais have been r d and placed in
order, the ¢abbed shelf li?i chfds are checked ggainst, thgfggggzkﬁfréctermige

vhich itexzs actually ate or' logt.

' (One card for gach iten of equipﬁgnt “should

e maintained jn a file to serve as

the equipzent in
. ' paintenance. The equi
' by apportioning the sc

control record and the record of repairs ghd preventive
ent inventory process may be divided into panageable units
ol iato sections and inventorying by sections if the col-

PATA S

Jlection is véry large.

Many persvns, including teachers to whom the 'equipzent

H

zay &g assigned, can be Enlégted to assisc in accouncing for all items.,

?o hd " '5\ . \
¢ . . ‘ . .
N ! \' . " -

Q . T, .
ERIC -, e A C

Aruitoxt provided by Eic:
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ERIC

Aruitoxt provided by Eic:

_What are Annual Inven;oryﬁ?rocedures? -

+

Recordingﬁ&ddi;ioqgl - - o~ .

1 ‘ .,

Prggare a 3 x 5 card to.be placed in the shelf list drawer in front Lof the
lisPing for each type of material to record ghe number of items tnrﬁrgnqpt the
year. P \ .

. ( A

%

e

Exception: &An inventory card for each type of ‘materials should be
placed together at the beginning of the shelf list if a medih center
follows the practige of shelving all forma ts of uatezials tigetner
D} Sl—DjECL

i & N 1

. \
L] A
Exazple: ° ' . \
e ( . b
Bookxs added 'auly/{i 197_ June 20, 197_ b
Maxe a sirilar card fé: ffg:- -
Ne, sate .strips, disc recordiagp, etc.

. ¥

'
» . R o,

. 1
o items are added tc thdgcollection, enter on the proper card tbé nuzhet
of items and the*date added, At the end of the year, total the nuxber of%ite:s .

added to the collection during that year. , . P .
. < v
N el et s =)
- Recording Withdrawals

Prepare a second 3 x 5 card for each type of material to record the muzber bz
iters withdrawn froz the collection. 'Withdrawn" here refers go those ice:q
that are weeded and percanently discarded plus those items that are lost. ‘

\
\

)

.

Ixarple: ,

v : ! L4 h
r

Books withdrawn July 1, 197_ June 30, 197_ L )
‘ : Make a similar: cargd fdz fi
Yo. " Date B strips, disc recordings, etc.

3

Each tize items are veeded‘frpm the collection and permanently’discarded, record
on.the proper cafd the nuzberiof items and thghdate giscarded. :

duridg the yeéar.

Use inventory satatistics for 'bg end of the previous year and add or subtract
as appropriate tg update the stétistics. Use AWNUAL INSTRUCTIORAL MED REPORT’
to Zecord all ssatf.sticsr 3 : . ~ :

At the end of £he year, total khe nusber of iXezs withdravn (1ncluding lost) _.\- .

-~
.
-~

L4 ’ . ~
-The purpose of this guiua is to suggest cleat, concise procedur-}?,s ‘
for obtaining a reas ly accurate {nventory. It is a wise pgac- “—
tice to limit the i of ‘tire and emergy, ‘direéted toward ° -
this task ih order tp dimzct rgies %ouard a gxeatef priority—— '

3 "
fac;iit&:ing learning.- .? “ ' S 7
r + . v L -—t
s . { s : P
- * . - '.’ . .
‘ e T 1;03 ' e
' : ‘ S LT
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SUPPLEMENTARY BOOKS ORGANIZATION . )
The State discontinued the practice of officially adopting supplementary books
as of July 1, 1969, and discontinued sdle of all-supplexentary books on Jume 30,
1971. By act of the 1969 Geéneral Assembly, beginning with schopl year 1969-1970,
funds for inmstructional saterials are allotted directly to each school adminis-
trative unit with the responsibility for the selection of the imstructional materials
resting with the local administrative unit. The schooc? media center (l1ibrary) as
the materials center of the school has the responsibility forgoordinating the
gselection, acquisitipn, organization and manage=ent of Ell instructional materials

of the ‘'school. The Aractice withinm eacH school should reflect this basic policy. -
. ’ . \
Some schools still have books which were acquired under the State Adopted Supple- \

- ' . . N . . F
such books are recoc=ended ih order to zmake the books as accessible as possible

* zentary Bopoks progra=. The followi methods of organization and circulation of
F g

-to all students and teachers in the school.

Charting the Orgapization of Supplecentary Textbooks
textbooks, any other textbooks may be R
Follewing are suggested steps for organizing amé circu-
collecticom:

Since the State officially adopts basal
terzed "suppleczentary”. >
lating the suppliezentary
STEP I -wWeed the supplementary collection thoroughly to remove worn
and obsolete books. All books weeded froz the collection
- . should be perzanently discarded following the established
) procedures of thg local administrative unit.

-Group by subject {Dewey Decizal Syster maj be used); alpha- .
betize within subject by author. . -

-Prepare & ghelf list card for each title. Author, title, and
subject cards zay be prepared as for any book of fiction or .

’ < aon-fiction and interfiled in' the ‘card catalog.
EXAMPLE Shelf list card for EXAMPLE : Shelf list cargd wh;n some
S supplecentary books not copies of the supplemen- 2-
- a part of general nedia. tary collection become par
. ,
. coklection of the general media col-
? N . lection ' //
j Supplezentarf 792 .
I 592 - » c .
3 -
N Author )
ﬁ/\// Author > Ticle . .
{ Title ) '
' o C.l

c.1 c.5 c.11 c.2

! c.Z c.7 Cc.12 . C.3
C.3 C.8 C.13 C.4-C:35 (In Supp. Collection)
C.4 c.9 C.14 : !

\./ - < . *

- c.5 .c.10 C.15 ,




: - 2% '
. i \ -
. . r ‘_(
B STEP. IV- ~Make a cifculation card and pocket for each book in thé

- supplementary ‘colleetion as well as for thoge becoming part
, : of the library collection.

'
hd .

STEP V -Locate the supplementary collection in or near the media
center. Onme to three copies of a supplementary title may
become part of the fedia collggtion

LY
» ~ A

. aﬂ
3 . __"’ .
‘'The supplementary collection should be made readily dtcessible on sHyrt or long.

l terz basis to all studeats and teachers. This includes slrculation within the
. media center, to the classroom and/or the home. \

These steps of organization and circulation are intended to be one more effort
toward making all types of materials readily accessible to all students and
teachers in order that varying teeds of individual students can truly be met.

' \ 2

N . _ . .

s ‘3 ’




- few years

" the provision of North Carolina Contfact Certification No. 349.
' contract expires in November of each year. '

3
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Raleigh, N, C.

Diyision of Educational Media July, 1975.
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GQIDE FOR SELECTION OF PROJECTIbN LAHP% ‘ .
. | , P

- Ve
.

e The attached guide has been developed to help you with the
“election of replacement lamps £3r the various projectors that have
been on North Caralina Contra¥t Certification No. 17 dur;ng the past

-~ -

Replacement lamps for projectors may bé purchased through N
This
Each year the-contract will

indicate the sources from which 14mps may be obtained. Local distributors
of successful contractors may be identified by refetence to the ye log‘
pages of the local telephone directory. - - ' - : iy

- -

Increased use of projectioen equipment.by schools . particularly
for individualized study, suggests.a need for pirchasing longer~life
Projection lamps, even though the longer-life lamps may cost more, the
greater use will provide better overall cost efficiency. In order that
projéctors will not be out of use, it-is 3ﬁggea£§g that one spare 1am¢
be circulated with each projectorg -

System—-level media personnel are encourdged to assiSt focal ™
school media, personnel in sécuriig the best lamp prices avallable. . 1f.
you have” questions pertaining to the selection and/or purchase of projec~
tion lamps, this office wbﬁf be pleased to have the opportunity to work'

with you. Your suggestions for making this guide more useful will also
be appreciat L s
. " ‘? - * r
e W 4 -
\7 ! . N / - H]
. .
- > 4
‘ +
.
. . ~ N - - N
st . . » .
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" Bell & Hoﬁell:

PROJECTORS
16MY PROJECTORS

. R

Bell & Howell: 540; 5427 545: 55 ‘ .
Bell & Howell: 1540 1541; 154 1551 -
Graflex: 815; 915; 920 1050
Graflex: 1120 116OA
Kalart Victbr . T
Viewlex: 1600; 1600XL
Viewlex M-43SEl; M-43STE1; M—35082

’ M—815T61 M-81$E1

FILMSTRIP PROJECTORS

745B;
Bell & Howell 747A
Graflex SM750 .
Graflex SM1000 R
Stahdard 750R . ,
Viewlex V25; V755
) SX Ve |

FILMSTRIP-PROJECTORS

N

(756 Weatt Units)
745C

-

(500 Watt Units)

- Dukane 144650

Graflex -School Master ,-300
Standard Jr. «500; SOORR-Z
Viewlex V27 i
*General Electric Lamp

SOUND FILMSTRIP PROJECTORS

Dukape Super Micromatic® -
Viewlex V371

" FILMSTRIP VIEWERS

i

Avid v-20
Beacon Raven
Brodart HPT ’ <

. Graflex Study Mate RP-50

.

Beacon FS-105 .y,
SOUND- FILMSTRIP VIEWERS !

Dukane 28A25 ’

Dukdne AV Matic: 14A;85 28A11; 28A27; 28A1
Graflex Autoadvance Il
Viewlex Tabletalk; Superviewer 134;136

2" x 2" SLIDE PROJECTORS

Crestline- Model DL . ‘
Kodak Ektagraphic AF; 900

Kodak Ektagraphic: 310z; 3402

Sawyer 570R .

SOUND/SLIDE PROJECTORS

3M 625AGA; 625AGF K d

-

RN f

RATED LIFE -
. LAMP ¢HRS.) WATTAGE
| V -
CIT 25 1000
EMM/EKS 25 250
DKM 25 250~
EJL ) 25 200
DFD 10 1000
CTT " 25 1000 -
EJL 25 200
CWA 25 750
ELH - 175 300
DEP 25 © . 750
sy P 25 750
DDB 25 750 %
DDB 25 . 750
BCK 50 500
DAK 25 500
DAY 30 ° 500
DAK — 25 ' 500 .
H ' ’
DYH | 75 600
DDB 25 750
BLC 50 . 30
BLC 50 " 30
BLC 50 30
BLC 50 30—

(This is a special long-life lamp *
which may be purchased from automohile

supply houses for approximately 80¢ each.)

§ 1
cos/cox , 5o 100
*CDS/CDX 50 ° 100
BLC . 50 30
CBJ/CBC 50 75
DAK 25 500
DEK/DFW 25 500
ELH 35 ©. 300
DAK 25 500
BCK 50" 500




T B T . N}
. ’ .’ M . - I .
~f T A
3 . - . . » " . J -
<. . - ’ RATED LIFE
PROJECTORS, . LAMP - (HRS.)
. a ’ A%
,~  SOUND/SLIDE VIEWERS o - . ’ . , N
Singer- Graflex Caramite " : CAR " 15 . 38
*General Electric Lamp Yoo o, T T
- QVERHEAD PROJECTORS RN L DR P ;
_Bell & Howell 301; 362 _ °- .. . Dy S5 600
Besler 15~710 . "FAL .75 © - 420 .
Besler 6600° RN DRS 25 1000’ :
Besler VGC614C; VGC612C; VGC610C3 . DYS- T 75, - 600 , .
) ciboce; G100 - , - . - o
. Buhl 80-12CL; 86-14; 80-14CL; 80-16CL DYS 75 Ve -
34 66 . . T FAL 75 4207
3M 66ARC; 66ARF; 66ARL; S66RGL; . EHA %5 « ' 500
566RGFL; 566RGCL ‘ - - " ' - S .
Projection Optics: 21400C; 21401C;" ~ * -.g DYS, 75 - -2 600
21402C; 21260; L101 C "(\ o ,
OPAQUE PROJECTORS ) .
Besler VuLite II ¥ DRC - 50 . 1000 "
Buhl Mark IV, L - . ¥ DRC 50 ¢ 1000
: Projection Rptics - ST ‘ . DRC - 56 -\ 1000
SUBSTITUTE LAMPS: L . o - )
LAMP SUBSTITUTE , ‘\ RATED LIFE (HRS.) WATTACE ﬁ
. ¥ 3 NE P R
BCK. ' * BCL - e ‘ 1000 . ¢ gl 300
BLC . .- BLX . 50 . -5 IR
CAR . . 'BEH i - "15 . 150
CBJ/CBC ‘ . CAS/CAV - . - . 50 - 50
CDS/CDX % . Nome . ‘ R 3
Y e . CWA - Cooo2st 750 °
CWA CzA r 25 . 500
DAK " | DAY LT 230 © + 500 -
‘ DAY -, - DAK : 7. 25, 500 - . ’
. DDB . - DDY . 200- 750 . ;
+~DEK/DFW EGX ct200, o o500 e
& o © . DAY . Y © 500 i
DFD 4None = . . - .
pRM Y DLR ... - 10 - 250
DLN : . DEK/DFW ! 25 . 500 .
DRS ) DRC.. < ' , 50 ; ,- 1000 - {
-, DYH . . D Lot 5 4650 .
v DYS o o D% ) ’%5’ : " 600 -
DYV : " EGH . ’ o~ 5P B .500 T

EHA N . : None . ) -
EJL © EJA C . 40 - e 150, o
ELH ENH' - - e AT . +300 . “



