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Standards for Faculty Status for
college and. Uni,rsity Libiarians

Adopted by the membership of the Associa-
tion of College, and Research Libraries, June
26, 1971, in Dallas, Vies.

With publication increasing at an exponen-
tial rate, with, the variety of forms of- publica-
tion proliferating rapidly, with significant schol-
arly and ;information 'material appearing in all
the wOrld'slanguages,, with -the bibliographical
appal-Airs of many ,fields anctsubfields beeom-
ing increasingly - difficult to use, with the grow-
ing sophistication of library and information
technology, and with:the development of aca-
demic libraries into large and complex orgini-
zations;41-3 work of the academic librarian-has
becomelighly specialized and demanding:

The academic librarian -makes a unique and
important contribution to-American higher edu-
cation. He. bears, central, responsibility for de-

-velopinuctJaige -arid university library collec-
tions, for extending bibliographical control over
these collections, for instructing students (both
,formally in the classroom and informally in the
library), and advising faculty- and scholars in
the use of these collections. He provides a
variety of information services to the college or
university community, ranging from answers
to specific questions to the compilation of ex-
tensive. bibliographies.:He,provides library and
information services to the community of large,
including federal, state, and local government
agencies, business firms and othei organiza-
tions, and private citizens. Through his own
research into the information process and
through bibliographical and other studies, he
adds to the sum of knowledge in .the field of
library 'practice and information science.
Through membership and participation in li-
brary and scholarly organizations, he works to
improve the practice of -academic librarian-
ship, bibliography, and information service.

Without,the librarian, the quality of teach-
ing,. research, and public service in our cOl-
legei and universities would deteriorate seri-
ously and programs in many disciplines could
no longer be performed. His contribution is in-
tellectual in nature and is the product of-
considerable formal education, including pro-
fessional training at the graduate level. There-
fore, college and university librarians must be
recognized as equal partners in the academic
enterprise, and they must be extended the
rights and privileges which are not only com-
mensurate with their contributions, but are
necessary-if they are to carry out their respon-
sibilities.

In order to recognize formally the college or
university librarian's academic status, the Asso-
Ciation of College and Releirch Libraries and
the American Library Association endorse, and
urge -all institutions of higher education and
their governing bodies to adopt, the following
standards for all academic librarians:

1.- Professional responsibilities -and self de-
termination. Each librarian,shOuld be as-
signed 'general responsibilities within his
particular area of competence. He should
have maximum possible latitude in ful-

. filling these responsibilities. However, the
" degree to' which he hai fulfillai them

should be regularly and rigorously re-
-viewed. A necessary element of ,this re-
view must be appraisal by a committee
of peers who have access to all available
evidence.

2. Library governance:College
Should adopt "aii-academic

- form of governance: Th.: librarians 'should
forin as . a library faculty 'Whose role and
,authority is similar to that of the faculties
of a college, or the'faculty of a 'school or
.a department. - s-

3. College and- university goernance, Li-
brarians, should be eligible ,for, member-
Ship iri-the'acadeinic senate or Equivaleni'
body at their college or university on the
same basis as other faculty. -

4. Compensation. The salary scale for librar-
ians should be the same as that for other
academic categories with equivalent edu-
cation and experience. Librarians should
normally be appointed for the academic

_;year. If a librarian is expected to work
through the summer session, his salary
scale should be adjusted similarly to the
summer session scale of other faculty at
his college or university.

5. Tenure. Librarians should be covered by
tenure provisions the same as those of
other faculty. In the pretenure period,
librarians should be covered by written
contracts or agreements the same as those
of other faculty.

6. Prbmotion. Librarians should be promoted
through ranks and steps on the basis of
their academic proficiency and profes-
sional effectiveness. A peer review sys-
tem similar to that used by other faculty
is the primary basis of-judgment in the
promotion process for academic librarians.
The librarians' promotion ladder should
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have the same titles, ranks, and steps as
that of other faculty.

7. Leaves. Sabbatical and other research
leaves should be available to librarians
on the same basis, and with the same re-
quirements, as they are available to other
faculty.

8. Research funds. Librarians should have
access to funding for research projects on
the same basis as other faculty.

9. Academic freedom. Librarians in colleges
and universities must have the protection
of academic freedom. Library" resources
and the professional judgment of librar-
ians must not be subject to censorship.

To implement these standards, the Associa-
tion of College-and Research Libraries and the
American Library Association will:

1. Publicize these -standards to colleges
and universities and their libraries, all
library schools, all library organizations,
all higher education organizations, and all
agencies which accredit academic institu-
tions.

2.'Seek to have -these standards formally
adopted or, endorsed by all colleges and
universities and their libraries, all library
schools,all library organizations, all high-
er education organizations, and all agen-

. cies which accredit academic institutions.

3. Investigate all violations of these stan-
dards which are reported by members Of
the AssOciation `of College and Research
Libraries. Such investigations will be: co-
ordinated and supervised-by the Com-
mittee on Academic Status of the Asso-
ciation of College and Research Libraries.*

4. Invoke the following sanctions against
institutions of higher education which are
found, after such investigation, to be in
violation of any or all of these standards:

a. Publicize the violation and the institu-
tion concerned in CFtL News and other
appropriate publications.

b. Refuse to accept advertisements in
any ALA publication for positions at
that institution.

c. Discourage its members from accept-
ing employment at that institution,
through notices in its publications and
other means.

A reasonable amount of timethree to five
yearsshould be provided college and uni-
versity libraries which do not currently con-
form to any ,or all of these standards, to en-
able them to do so. However, eo such grace
period should be provided to libraries which
currently do .conform, either wholly or in part,

and which seek to deny or withdraw any such
rights and privileges.

The Committee on Academic Status receives,
from individuals, reports of potential violations
of these standards and recommends appropriate
action to the ACRL Board of Directors. Re-
quests for assistance from individuals who al-
lege that violations of these standards have oc-
curred are within the jurisdiction of the ALA
Program of Action for Mediation, Arbitration,
and Inquiry, and should be directed to the Ex-
ecutive Director of the American Library, Asso-
ciation. um
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Joint Statement on Faculty Status
Of College and University Librarians

Drafted by a committee of the Association
of College and Research Libraries (ACRL), the
Association of American Colleges (AAC), and
the American Association of University' Pro-
fessors,(AAUP);

As -the primary means 'through which stu-
dents and faculty gain access to the store-
house of organized knowledge, the college and
university library performs a unique .and indis-
pensable function in the educational process.
This function will grow in- importance as -stu-
dents assume greater responsibility for ,their
own intellectual and' social development. Id-
deed all members of the academic community
are likely to become increasingly dependent
on skilled pmfessiona guidance in the .ecquisi-
tion and use of library resources as the forms
and numbers of these resources multiply, schol-
arly materials appear in more languages, bib-
liographical systems became more complicated,
and library technology 'grows increasingly so-
phisticated. The librarian who provides such
guidance plays a major' role in the learning
process.

The character and quality of an institution
of higher learning are shaped in large measure
by the nature of its library holdings and Aire
ease and imiginatiOn with which those. resources
are made accessible to members of the aca-
demic community. Consequently, all members
of the faculty should tike an active interest
in the operation and development .,of the li-
brary. Because -the scope and character of li-
brary resources should be taken into account
in such important academic decisions as curric-
ular planning and faculty appointments, li-
brarians should have a voice in the develop-
ment of the institution's educational policy.

Librarians Perform a teaching and research
role inasmuch as they instruct students for-
mally apd informally and advise and assist
faculty in their scholarly pursuits. Librarians
are also themselves involved in the research
function; many conduct research in their own
professional- interests and in the discharge of
their-duties.

Where the role of college and university li-
brarians, as described in the preceding para-
graph, requires them to function essentially as
part of the faculty, this functional identity
should be recognized by granting of faculty
status. Neither administrative responsibilities nor
professional degrees, titles, or Skills, per se,
qualify members of the academic community
for faculty status. The function of the librarian
as participant in the processes of teaching and
research is the essential criterion of faculty
status.

professional concerns of faculty members. Aca-
demic freedom, "for example, is indispensable
to librarians, because they are trustees of knowl-
edge with the responsibility of insuring the
availability of information and ideas, no mat-
ter how controversial, so that teachers may
freely teach and students may freely learn.
Moreover, as members of the academic com-
munity, librarians should have latitude in the
exercise of their professional judgment within
the library, a share in shaping policy within
the institution, and adequate opporhmities for
professional development and appropriate re-
ward.

Faculty status entails for librarians the same
rights and responsibilities as for other members
of the faculty. They should have correspond-
ing entitlement to rank, promotion, tenure,
compensation, leaves, and research funds. They
must go through the same process of evalua-
tion and meet the same standards as other
faculty members.'

On some campuses, adequate procedures for
extending faculty status to librarians have al-
ready been worked out. These procedures vary
from campus to campus because of institutional
differences. In the development of such pro-
cedures, it is essential that the general faculty
or its delegated agent determine the specific
steps by which any professional position is to
be accorded faculty rank and status. In any
Case, academic positions which are to be ac-
corded faculty rank and status should be ap-
proved by the senate or the faculty at large
before submission 'to the president and to the
governing board for approval.

With respect to library governance, it is to
be presumed that the governing board, the ad-
ministrative officers, the library faculty, and
representatives of the general faculty, will
share in the determination of library policies
that affect the general interests of the institu-
tion and its educational program. In matters
of internal governance, the library will operate
like other academic units with respect to de-
cisions relating to appointments, promotions,
tenure, and conditions of service'

'Cf. 1940 Statement of Principles on Aca-
demic Freedom and Tenure; 1958 Statement
on Procedural Standards in Faculty Dismissal
Proceedings; 1972 Statement on Leaves of Ab-
sence.

'Cf. 1968 Statement on Government of Col-
leges and Universities, formulated by the Amer-
ican Council on Education, American Associa-
tion of University Professors, and Association
of Governing Boards of Universities and Col-

=College and university librarians share the leges.

Approved by the membership of the Association of College and Research Libraries, a division
of -the American Library Association, June 26. 1972.

Reprinted from the February 1974 issue of College S Research
Libraries News, a publication of the Association of College
and Research Libraries.
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Standards for ethical conduct
for rare book, manuscript,, and
special collections librarians

By the RBMS Committee on Developing Guidelines for Professional Ethics

Terry Belanger, Chair

The official version approved at the 1987 Midwinter
Meeting.

l his Is the text approved by the ACRL Board of
Directors at its meeting on January 18, 1967. The
,previous draft, which.appeared in MIL News
JulylAugust 19,64, has been rescinded. The' Rare,
.Books and Manuscripts SectionGommittie on Da-
l/eloping Guidelines for Professional Ethlis, estab-
lished in late 1988,: hai had asits, members Terry
Belanger (Columbli University,. School of Library
Service), David Farmer (Southern Methodist Uni-
versity),,-John LancuW (Amherst College), Be-
verly, Is: Lynch (University Of
Francis,0. Mattson (New York Public Library),
Robert Patterson (University of Tulsa), Christine
Ruggers (University of Pennsylvania), and David
Slam (New York Public Library)..

These Standards were developed.hy the Com-
mittee on DeveloPlig Guidelines for Professional
Ethics of the Rare Books and Manuscripts Section
of the Association of College and Research Li-
braries. Approved as policy by the ACRL Board of
Directors on January 18,1987.

1. Preface

Rare book, manuscript, and special collections
librarians hold Positions of trust, involving special

responsibilities for promoting scholarship by Pre-
serving and providing access to the records of
knowledge in their care. Such librarians; in Imple-
Mating the policies of their. institutions, shall ac-
cept and d'ischa'rge these resPonsibilities to the best
of their abilities for the benefit of their,institctions
and the pidilici those institutions serve. In all their
activities, they shill act with integrity;assiduously
avoiding activities which could in any way com-
promise them or the institutions for which they
work.

Appropriate supervisors should give, a. spy of
these standards to all currently employed and
newly employed rare book, manuscript, and spe-
cial collections librariani in their institutions.

2. Access

Rare book, manuscript, and special collections
librarians should be familiar with the most recent
edition of "Joint Statement on Access to Original.
Research 'Materials,"' Wit 'approved as policy by
the Association of College Ic Research Libraries
Boirflof Directors In Jidy 1978; thli Statement ap-
pears in the April 1979 issue Of Cirlit News. Rare

ok,lnanusctipt, and ssieclatcolleTtions librari-
ans shall respect the privacy Of individuals who cre-



aced Or are the subjecfof records and papers, espe-
cially thine who had no voice in the disposition of
the matedals:' Rare book, minimalist, cind special
collections librarians shall neither4eveal, nor
veofit from,. infannition gained through work
With materials. to which thei have access but to
which others have rinhicted access.

'3.Deacceislon
Rare book, manuscript, and special collections

librarians shall deiccasion materials In their,care
only in accordance with the established piilicies of
their Institutions. Further safeguards, such as the
advice Of scholars in the field of the materials to be-
deaccessionad, might will be establbhed. The pro-
cedure'fai the dear:Cession or disposal of materials
shall be at least as rigorous as that for purchasing
materials.

4. Appraisals

Rare book, manuscript, and special collections
librarians should be familiar with the most recent
edition of "Statement on Appraisal of Gifts,". first
approved as pdicy by the Association Of College
and Research Libraries Boar-4 of Directors to Feb,
ruary 1973; thii Materna' .,peered in the Mach
1973 issue of CARL mi is reprinted in the
compilation Of policy sti% ,rents, "C-Idelinee on
Manuscripts' and Archives" (1977). Rite boOk,
manuscript, and special collections librariani shall
not give, for a fee or on a retainer, any certificate or
statement, as to the authenticity or authorship or
monetary value of rare books, manuscripts, and
other special materials in their institution's collec-
tions or in the pdisession of a potential donbr, ex-
cept where authorized by and in accordance with
the established purposes of their own or other,non-
Profit institutions concerned, and with the knoWl-
edge of their suPervisors..Rare book, manuscript,
and special collections librarians shall not appraise
for personal Profit any rare book, manuscript, or
special collections materials except with the knowl-
edge of their supervisors.

5. Preservation

'Rare book, manuscript, and special collections
librarians shall p#Otect the physical integrity of the
materials in their custody, guarding them against
defacement, alterations, and physical damage.
They shall (so far as is economically and technolog-
ically feasible) insure that their evidentiary value is
not impaired in the work of restoration, arrange-
ment, and use.

6. Theft

Rare book, manuscript, and special collections
librarians shall not knowingly acquire nor allow to
be recommended for acquisition any materials
which have been stolen, or materials which have
been imported in contravention of the applicable

laws &the countries of origin or exporting coun-
tries. Rare book, manuscript, and special colicct
tions librarians shoidd be funnier with the most re
can edition of "Guidelines for the Security of Rare
Boa; Manuserip4, and,Other Spiscial Collections,"
first approved is policy by the ACRL Board of Di-
rectors in January 1982; these Guidelines appeared
in CoRL NOM, March 1982.

7. Personal research'

Rare book, manuscript, and special collections
librarians may use their institutions holdings for
personal, research, publication, and profit if such
practices are made known to their immediate su-
pervisor and conveyed to the. appropriate senior
administrates of their institution, and if such work
is done on the same terms as others using the same
holding. Because the possibility of conflict exists,
the matter shall be fully discusied by rare book,
manuscript, and :pedal collections librarians with
their supervisors and dear guidelines developed.

8. Personal collecting

Private collecting of books, manuscripts, and
other material:by rare book, manuscript, and spe-
cial CollectiOns librarians is not to be discouraged.
However, such collecting shall not conflict, either
in fact or In appearance, with the best interests of
en employing institution and its collecting pro-
grams. Because the possibility of conflict exists, the
matter shall be fully disCussed by rare book, manu-
script, and special collections librarians with their
supervisors and dear guidelines developed.

9. Personal dealing

Rire bookmanuscript, and special collections
I ibrarians shall not deal in rare books, manuscripts,
and special collections materials for personal mon-
etary profit without the kneWledge of their super-
visors; nor shall they be party to the recommending
of materials for purchase, by institutions or by col-
lectors, lithey have any undisclosed financial in-
terest in these materials; nor shall they accept any
commission, or undisclosed or otherwise compro-
mising gift ?tom any seller or buyer of such mated -
al. Upgrading a private coflection through occa-
:Iona! sales or purchases is not considered dealing in
rare books, manuscript, and-special collections,
Because the possibility of conflict exists, the matter
shall be fully discussed by rare book, manuscript,
and special collections librarians with their super-
visors and clear guidelines developed.



AMERICAN LIBRARY ASSC.:IATION
50 EAST HURON STREET CHICAGO, ILLINOIS 60611 (312) 944.6780

STATEMENT ON THZ TERMINAL PROFESSIONAL DEGREE
FOR ACADEMIC LIBRARIANS

Approved as policy by the Board of Directors of the Association of College and
Research Libraries, a division of the American Library Association, on January
23, 1975.

The master's degree in library science from a
library school accredited by the American Li-
brary Association is the appropriate terminal
professional degree for academic librarians.
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Guidelines and Procedures for the Screening

and Appointment of Academic Librarians

Approved as policy by the Board of Directors
of the Association of College and Research Li-
braries on June 21, 1977. This statement is an
expansion and extension of the recommenda-
tions on appointment in ACRL's "Model State-
ment of Criteria and Procedures for Appoint-
ment, Promotion in Academic Rank, and
Tenure far College and University Librarians,"
published in the September 1973 and October
1973 issues of College & Research Libraries
News and approved as policy, with minor re-
visions, in July 1974.

INTRODUCTION

In colleges, universities, and other institu-
tions of higher education, the selection and ap-
pointment of librarians rank among the most
important and consequential decisions to be
made. To improve these decisions many library
administrators are turning to a consultative ar-
rangement in the selection process. In some
cases the administrator chiefly responsible for
the final decision simply requests comments and
evaluations from the appropriate individuals.
In others this process has been formalized by
the establishment of a search committee.' In
either case the goals and benefits of consulta-
tion are similar. Consultation through a search
committee solicits a breadth and range of opin-
ion, and it facilitates objective consideration of
the candidates' qualifications. It also promotes
a sense of participation in the selection process
by interested constituencies.

Because selection is a two-way process, these
goals and benefits apply to the candidates as
well as to the institution. Candidates receive a
clearer and more balanced view of the institu-
tion if they have the opportunity, to be inter-
viewed by several representatives of the
institution. Search committees piOvide the op-
portunity for discussion, for thi development
of consensus among the interviewers, and for
the inclusion of varied representative view-
points.

The advantages of using search committees
for regular full-time appointments at the senior
level have been recognized by many institu-
tions. Use of search committees for other
professional library positions is now also en-
couraged. The following guidelines are provid-
ed for those institutions which choose to use
seareli ,committees. Institutions recruiting with-
out search committees may also find that many
of these principles will be useful.

THE GUIDELINES

I. Formation of Search Committees
The ultimate objective of the search process

is to select the best possible applicant in a fair,
equitable, and open manner. Search Committees
may be elected or appointed. In either case the
immediate goal in the formation of such com-
mittees should be to create a body representa-
tive of the constituencies affected by the
position. Persons accepting appointment to the
committee should automatically &qua*
themselves as real or potential nominees.

II. Charge to Search Committees
The administrator to whom the committee

is responsible should instruct the committee in
writing, at the outset of the process, as to the
following:

A. Approximate date for submission of a list
of nominees and proposed date of appoint-
ment

B. Numbe:.of finalists to be recommended
C. AffimtatiVe action/equal opportunity re-

quirements (In the absence of a clear un-
derstanding of these requirements, the
Committee shmAld consult with the appro-
priate local officer at the outset of the
search.)

D. Arrangements for Snancial and staff re-
sources

E. Responsibility for documenting committee
actions and for preserving those records

F. The need for confidentiality and discre-
tion

G. Any unique concerns with mpect to the
position.

The committee should have the prerogative
of discussions with the administrator to whom
the committee is responsible regarding any of
the terms of the charge.

III. Development and Use of the
Position Description

A written position description and a sum-
mary to be used for advertising purposes should
be prepared at the outset of the search and
should function as the standard against
which candidate qualifications are subsequently
judged. It should include a full account of the
responsibilities of the position and should de-
scribe the educational background, experience,
and competencies desired of the-candidate.

In the development of such a statement, care
should be taken to ensure correlation .among
position requirements, committee and/or ad-

9 In



*waive expectations, and -salary range of-
red.

V. Posting the Position
The responsible administrator or the chair-
rson should file notification of the position in
e appropriate offices of the ideal institution
d in appropriate publications, taking care
at, all 'groups which are protected by equal

PPortunity/affinnotive: action legislation are
ode aware of the ,vacancy. Notifications

hould include a brief description of responsi-
ilities, qualifications, i.nd salary range. Such
tificatioas should' also reflect those criteria

gainst which qualifications will be judged and
!mold indicate the information to be provided
bout each nominee or applicant. All announce-
wilts and invitations to apply for the position
hould be coordinated carefully. A closing date

r receipt of applications and approximate aP-
figment date .should be specified in these
mmunications.

'. Ethical Considerations
Committer ,members should be receptive to

11 staff and outside comments, but all state-
ents emanating from the committee should

stated or written by a designated spokes-,
erson for the committee. References should be
licited from individuals whose names are pro-

ided by the applicant, and the contents should',
held in strict confidence within the commit-

ec. Additional professional references may also
te consulted for those candidates in whom the

mmittee is seriously interested. Should a visit
the candidate's home institution be consid-

red essential, it should be conducted in a pro-
tonal and discrete manner with adequate

otification being given to all individuals !n-
uked. At the time of the request referees
hould be advised as to whether or not the con-
ents of the references will be made available

the candidate in accordance with local legis-
tion and practice. Upon request the candi-
ates should be entitled to a full list of those
dividuals from whom references have been
Belted.

'I. Initial Communication with Nominators
and Applicants

All nominations and/or applications should
ie courteously and promptly acknowledged. To
nsure the individual's right to privacy, persons
ominated for the position should be promptly
pprised of their nominations and permission
equested and secured in writing before refer-
nees are contacted and credentials scrutinized.
'andidates who apply for a position should

cure the permission of referees before listing
hem.

II, Selection and Interview Procedures
A. Selection Process

Each committee should establish its own plan
or screening and evaluating nominees and ap-
licants. Selection, policies and procedures

should be consistent with those established on
an institution-wide basis. Whatever procedures
are employed, the entire committee is responsi-
ble for the legitimacy of the process. Every
committee member in every stage of the search
should have full access to the names and files
of all persons under consideration.

All applicants should be screened with refer-
ence to the qualifications and requirements
stated in the position description. The function
of initial screening is to identify and eliminate,
early in the search process, nominees and appli-
cants who arc clearly unqualified. The list of
persons who remain under consideration after
the initial screening should be those to whom
the committee will be giving careful considera-
>Hon and about whom the committee may be
seeking additional information. Responsibility
for requesting such information should be clear-
ly designated and its horn clearly specified.
Fair, objective, consistent, and equitable pro-
cesses should be used to narrow the field of
candidates to the desired number of finalists,
who should be invited for interviews.

B. Interviews
Based on the candidate's and the institution's

needs for information, the committee and the
appropriate administrative officer skit deter-
mine the nature (breadth, depth, length, num-
ber, etc.) of the interview. Consideratiorr,for
the candidate's personal comfort should extend
throughout the interview schedule. Adequate
travel directions should be given to external
candidates. While maximizing the use of avail-
able time is important to both the.institution
and the candidate, interview schedules should
acknowledge the personal needs of candidates.

Whenever possible the interview schedule
should be sent to the candidate several days
before the interview occurs. Changes in the
date(s) of a confirmed interview should-oCeur
only as a last resort and with notification to all
parties concerned. While internal changes in
the interview schedule may be necessary, these
should be kept to a minimum. Both the candi-
date and the interviewers should recognize the
constraints of time during the interview process
and should follow the announced schedule as
closely as possible. Adequate time should be ac-
corded the candidate to ensure that departure
travel plans are fulfilled.

C. Interview Expenses
The cost of travel, meals, and lodging, if any,

for candidates invited to the campus for inter-
views should be borne by the inviting institu-
tion. When this is not the practice, candidates
should be so apprised when an invitation is
issued. If an off -campus site is selected for the
invited interview, the same financial arrange-
ments should prevail. Exceptions should be
considered for interviews which occur at
conferences where both the institutional repre-
sentative(s) and the candidate(s) are attend-
ees.
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Lir and Uniform Treatment
ndidates, whether they are external or
to the institution, should be accorded
e treatment in the screening and inter-
mess: At the outset -of its work the
et should decide the types of dow-
n (curriculum vitae, application forms,
F. recommendation, etc.) it will request
andidates. Likewise, interviews should
ir in length, scope, format, and person -
didates should be judged in terms of
ria delineated beforehand for the posi-
uestion.

commendation of Candidates
ammittee should consider and evaluate
deliberate speed, the information gar-
garding the candidate in order to select
I of candidates. The final list °lean&
mid he communicated by the chai;per-
e administrator to whom the committee
,sable. The committee or the adminis-
LY wish to schedule a meeting for mu-
ission of the list.

arced Communications with
Mates
minations and/or applications should
iwledge3 courteously, and so far as
Andidates should be apprised prompt -
nination from consideration. In turn,
s should report to the committee --iny
I status such as acceptance of another
or reconsideration of candidacy. This
lotting should be undertaken period-
oughout the search process with those
s still active, particularly if the de-

Period of time becomes extensive.
es should be advised of important an-
or actual institutional changes of con-

decision has been reached to offer the
o a particular candidate, the chief ad-
Lie officer or his/her designee should
sis information to the successful can-
rhile the initial form of this communi-
y be oral, the official offer should be
C and should include the specifics of

salary, date of_appoinhuent,
nefits, et al. The successful candidate

allowed a reasonable period of time,
to both parties and agreed upon
to reach a decision vn the matter.'

Searches

didates should be notified of the in-
extend the search and to readvertise

in should the committee be unable to
lecision based upoh the applications
or should desired qualifications be
luring the search process.

aneement of Appointment
election of a candidate and his/her
,eptance In writing, the chief admin-

birative officer, the committee, or its designee
should coordinate the announcement.of the ap-
pointment with the successful candidate and
should notify all other active ,r4ndidates in
writing of the appointment. An announcement
of the appointment should be made locally
and/or nationally as deemed necessary.

XII. Records of Proceedings
A. Filing of Affimmtive Action Reports
The responsible administrator (in ;..ollabora-

tion with the appropriate local officer) should
instruct the chairperson of the committee as to
what official reports are to be filed. The chair-
person should complete the necessary reports
promptly and accurately.

B. Preservation/Disposition of Files
Promptly after the position is filled and all

affirmative action reports are filed, but not until
then, the chairperson should be responsible for
reviewing all applicants' files. The files should
be stored or disposeC of in accordance with
laws, regulations, and practices currently ap-
plicable in the local setting. Personal materials
(e.g., books, media; folios, etc.) supplied by
applicants or other sources should be returned,
if requested.

XIII. Conclusion of Searches
After the work has been completed, com-

mittees of an ad hoc nature should be disband-
ed while standing committees should turn to
other business?

NOTES

1. The term "search committee" as used in
these guidelines designates any committee
constituted for the purpose cf performing
any or all of the functions of compiling lists
of candidates for vacant positions, screening
(and eliminating) candidates in accord with
agreed -upon selection criteria, and determin-
ing the slate of nominees for submission to
the administrator responsible for the posi-
tion.

2. See "Model Statement of Criteria and Pro-
cedures for Appointment, Promotion in Aca-
demic Rank, and Tenure for College and
University Librarians," College & Research
Libraries News (September 1973 and Oc-
tober 1973).

3. The ACRL Committee on Academic Status
gratefully acknowledges the permission of
the UniverSity of Minnesota to utilize some
of the concepts and statements set forth in
the document entitled "Senate Consultative
Committee: Proposed Guidelines for the Es-
tablishment and Function of Search Com-
mittee for Filling Major Administrative
Positions at the University of Minnesota."n

Copies of this statement are available upon
request from the ACRL Office, 50 E. Huron St.,
Chicago, IL 60611.



Reprinted from the September 1977 issue of College & Research
Libraries News, a publication of the Association of College

and ResearciiIibraries.

12



Guidelines for Two-Year College
Learning Resources Programs

(Revised)

Approved 6y 'the ACRL Board of Directors on
Jane 30, 198/. These guidelines supersede and
:replace tht.Previoui guidelines which appeared in
,C&RL News, December -1972.

Associat'ant of College and
Research-Ltbriries

Association for Educiiiorial Communications
and TeChnology

Two -Year College. Includes publicly-supported
community college:, privately-supported junior
colleges; two -year technical colleges, and two-
yeai brands campuses.

Learning Resources. Includes library, audio-visual
and telecommunication: and encompasses instruc-
tional development "functions and instructional
system components. (See Glossary for expanded
definition:S.)

Introduction. Two-year colleges constitute one
of the most dynaride sectors in American higher
education. They, are probably the most diverse of
hIL postsecondary institutions in the country,
ranging froth highly specialized technical or voca-
tional to comprehensive multi -unit com-
munity colleges. In addition, there are two-year
branch campuses of colleges and universities,
Proprietary institutions with similar missions, and
other specialized institutions. A statement de-
scribing adequate learning resources and services
has been difficult to for:Mutate-for such institu-
tions because of factorrsuch es the widely diver-
sified purposes and sizes of the institutionspri-
vate and public, the high proportion of commut-
ing students, the comprehensiveness of the curri-
cula, the willingness of administrators and faculty
to experiment unhampered by tradition, and the
heterogeneity of background among those enrol-
led. Although the diversity among the institution-
al patterns makes the establishment of generally
applicable guidelines difficult, all two-year in-
stitutions need qualitative recommendations
based on professional expertise and successful
practices in leading institutions which can be
used for self-evaluation and Projective planning.

The evolution of libraries away from their tradi-
tithud function as repositories of books has been

parallel to the evolution of audiovisual centers
away from their traditional function as agencies
for showing films. There has been a confluence of
acceleiated development in both areas which is,
inextricably interwoven fn the technological revo-
lution in education. Contemporary Learning Re-
sources Programs in two-year colleges are sup-
portive of institution-wide efforts. Such Programs
should provide innovative leadership coupled
with a multiplicity, of varied resources which are
managed by qualified staff who serve to facilitate
the attainment- of- institutional objectives.
Paramount to the success of such programs is the
involvement of Learning Resources staffwith
teaching, administrative, and other staff members
in the design, implementation, and evaluation of
instructional and educational systems of the in-
stitution.

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

Nothing in' these guidelines should be con-
strued as an effort to superimpose an administra-
tive or organizational structure upon an institu-
tion. There is no expectation that every institu-
tion should be forced into the same mold. The
guidelines are more concerned with functions re.
lated to the instructional program rather Min
with specific organizational patterns. Although it
is expected that. these functions will be grouped
into administratis4 (or supervisory) units within
the Learning Resources Program, the nature of
grouping and the resulting number of units must
be determined by the unique requirements, re-
sources, facilities, and staff of the college. The
degree of autonomy granted each unit will also
vary considerably. In some institutions, perhaps
because of size, the units may be fairly task
specific, with supervisory (rather than administra-
tive) heads, and with':ttle budgetary autonomy.
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&simples of inch units include: an audio-tutorial
;laboratory; a bibliographic control center, media
prOduction; technical prOc esses; etc: In other in-
stitutions, each unit may subsume a number of
related activities,, or carry out direct instructional
assignments of a broad scope, and have an admin-
istrative head ancra high degree-Of budgetary au-
-tonomy. ExaMples of sucIrtinits include: an au-
diovisual center; a computing center; a library; a
telecommunications-center; etc. In all institu-

.however, the units report' to a chief ad-
ministrator responsible for overall coordination of
the Learning Resources Program. The extent of
direct supervision of the units will be determined
by the.nature of the units and the degree olau-
tononiy granted them.

Many .aspects ortraditional library and au-
diovisual servicei'in the two -year college and the
integration of these services .have not been
studied adequatelY 'for long-range projection of
needs. Until such studies have been made these
guidelities-niay `serve is the fotindations for re-
search iriclfor experimentation in organization,
structure, and. services.

The changing and expending role of two-year
coneges in- America today may well result in in-
stitutions quite-different from those in operation
at:the present time. These guidelines, therefore,
may require signifiCant upward revision when
such institutions-reach a new. stage in their de-
velopment. At that pOint, they may well need
greater resources and greatly extended services.
All concerned should be alert to this Coming chal-
lenge.

TIIE ROLE OF TIIE LEARNING RESOURCES
PROGRAM

Many diverse elements contrNite to the muti-
ny of-instruction as it contributes to the de-
velopment of two-year college,students. No one
of these is dominant or isolated from the others.
Faculty, students, finances, teaching methods,
facilities, resources, and educational philosophy
all play significant roles in the educational envi-
ronment of the institution.

Education is more than exposure through lec-
tures and rote learning to the knowledge, ideas,
and values current in society. Education is a pro-
cess for communicating means for resolving the
range of problems continuously encountered by
man in living and in pursiting an occupation.
Students must be able to explore fields of knowl-
edge which will enhance their potential and be
relevant to them. The means of exploration in-
clude active participation in the classroom and
the laboratory, self-directed study, and the use of
individualized instructional resources. Trained
professional assistance-is necessary in the design
of instructional systems which contribute to the
enrichment of the learning environment as well
as to the support of students and faculty. The de-
sign of the instructional system, utilizing a
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configuration of resources, is a joint responsibility
of administration, teaching faculty, and the
Learning Resources staff.

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

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

CLossanY

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

Two-year college. Any postsecondary associate
degree-granting public or private educational in-
stitution which serves one or more of the follow-
ing purposes: (1) providing the first two years of
college work in anticipation of transfer to another
institution at the junior or third-year level; (2)
providing vocational and technical education in
preparation for job entry; (3) offering a compre-
hensive program of liberal arts, occupational edu-
cation, general education, and developmental
education; (4) offering readily-accessible lifelong
learning opportunities of all types; and (5) provid-
ing, through branches or extension centers of
four-year colleges or universities, the first two
years of postsecondary education. Thus the term
"two-year college" includes publicly-supported
community colleges, privately-supported junior
colleges, two-year technical colleges, and two-
year branch campuses.

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

Learning Resources Unit. A subordinate agency
within the Learning Resources Program suf-
ficiently large to acquire organizational identifica-
tion as distinct from individual assignment and
with an administrative or supervisory head, and



which may hive its own facilities, staff, and
budget. How many of these units would make up
the Learning Resources- Program, and the fun-
tiotis_astigned to each, will,vary from institution
to institution.

histructianal developinent 'functions. The solu-
tion of instructional probleins,through the design
and application of instructional system compo-
nents.

histrisitiona/ testers components. All of the re-
sources which can be designed, utiliied, and
combined, in a' systematic Manner with the intent
of achieVing learning. Theie components include:
persons, machines, facilities, ideas, materials,

.procedurei, and minagentent.
Instruitinisel product design. The process of

-creating and/or identifying the most effective ma-
terials to Meet the specific objectives of the learn-
ing experience'as defined by instructional-e;.
velopment.

Production. The design and preparation of ma-
terials for institutional and instructional use. Pro-
duction activities, may include graphics, photo-
graphy, Citiilliaiogiiiphy.;:iiaic and video record-

ing, and Preparation of Printed materials.
-Staff. The personnel who perform -Learning

ResourCei Program functiOns. These persons have
a variety.of abilities and sr range of educational
backgrounds. They include professional and sup-
portive stiff.

.Professional staff Personnel who carry on re-
requiringprofessional training at the

graduate leVel and experience appropriate to the
asaigned responsibilities.

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

System(s) approach. .A process for .effectively
and efficiently applying the instructional systems
component to achieve a required outcome based
on agreed-upon institutional goals.

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

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

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

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

I. OBJECTIVES AND PURPOSES

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

nearly every two-year college require that
adequate-provisions be made for a Learning Re-
sources Program, which should be an- integral
part of each institution. Learning Resources Pro-
grams should efficiently meet the-,rieecis -of the
students and faCulty and be organized and man-
aged for users. The effect of combining all learn-
ing resources programs-under one administrative
office provides for the maximum flexibility. op-
timum use of personnel, material, equipment,
facilities, and systems to permit increased oppor-
tunities for the materials best suited for the user's
needs.
B. Learning Resources Programs have a state-

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

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

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

The emphasis is upon the improvement-of the
individual- student, with a wide choice of mate-
rials to facilitate learning. Such emphasis requires
a staff committed to effective management of in-
structional deVelopment functions and effective
utilization of instructional system 'components.

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

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

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

which include task analysis, instructional design,
evaluation, and related research.

b. Acquisition of learning materials, includ-
ing cataloging and other relatea services.
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c. production.
d. User services which include reference,

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

e. Other services, -such as the computer op-
eration, hoe 'lore, campus duplicating 'or print-
ing service. .Ne.learising or developmental -lab,
various auto-tutorial carrels or Labs, teleammuni-
catkins, or other-Mfonnation networks Might be
included within the functioni and purposei of the
colleges overall orgatiization and objectives.

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

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

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

-II. ORDANI7.ATION AND ADMINISTRATION

A. The responsibilities and functions of Learning
Resources Programs within. the institutional
structure and the status of the chief adminis-
trator and-heads of Learning Resources Units
arc clearly'defined.
The effectiveness of services provided depends

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

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

Program to the total academic program necessi-
tates involvement of the professional staff in all
areas and levels of academic planning.
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Provision of learning materials is central to the
academic program. M a result, the professional
staff has intcrests which are broad and go beyond
the scope of its day - today operations. The pro-
fessional staff members are involved in all areas
and levels of academic planning. The chief ad-
ministrator and heads of Learning Resources
Units work closely with other chief administrators
of the college, and all professiOnal staff members
participate in faculty affairs to the same extent as
other faculty.

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

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

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

A student adviiory committee (or a joint advi-
sory committee with the faculty) serves as a
liaison between the student body and the Learn-
ing Resources Program. The committee should
work closely with the chief administrator and
should be used as a sounding board for new ideas
in developing a more effective program of ser-
vices.
D. The chief administrator is responsible for the

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

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

institution, and within this framework is based
upon a consfd'erable amount of self-determina-
tion, guided by the need for meeting common
goals. Regular staff meetings and clearly devised
lines of authority and responsibility are necessary.
All staff members share in the process by which
policies and procedures are developed; all staff
members have access lo heads of Learning Re-
sources Units and the chief administrator.



Each professional and supportive staff member
is"PrOvided'with a position description which
clearly identlfies the position duties' and respon-
sibilities,"'and superior and subordinate relation-
ships. Each ;Lehrning Resources Unit requires a
staff mainual-Which provides policY and procedural
statements, duty assignments, and other organiza-
tional matters, and items of general information
which Would compliment instructionatiolicies,

Budgit Oltinning and implementation ;of a
leArning:Resmerces Program is the responsibil-
ity of the:thiefadministrator. (See Section III.)

C. The:iteesrous.hition of pertinent statistics and
mainienance oladequate records is a manage-
ment reaponitbilify.
-Adequate.reCords are needed for internal

analysilind management planning and to provide
data for annual and special reports needed by the
cal*, accrediting associations, and government
agenciesEffect ive'planning can be made -only- on
the basis of available information. Statistics pro-
viding a clear-and undistorted picture of activi-
ties, acquisitions- of-materials and equipment,
utilization Of *materials, equipment and personnel,
and annual expenditures are essential for federal,
state, and college use. 'These statistics and rec-
ords are collected-in terms of the definitions and
methods of reporting set forth in federal and pro-
fessiotial,-publications. 'Appropriate data must also
be collected and analyzed with regard to the in-
structional programs and the effectiveness of
-Learning Resourees on- these programs. Data of
this type serve as- the`basis for-important instruc-
tiOnkdeeisions affecting-the-institution, faculty,
students, and Learning Resources Program.
II. Adequate management includes the, prepara-

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

instructional departments on the campus de-
mands that information about --the Learning Re-
sour:es Program be readily available. An annual_
report and other planned informational reports
are essential for this purpose. Among other pos-
sible publications are bibliographies, acquisitions
bulletins, -current awareness lists, handbooks for
faculty and students, releases to student and
community publications through regular college
channels, campus broadcasts, and utilization of
othcr communications services which will reach
students and faculty.
L Responsibilities for all :earning resources and

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

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

sponsibility of the Learning Resources Program
and its units. All such collections of materials
should be considered the resolute* of the entire
college-and-not limited in utilization to separate
departmentS;
J. Multicampus districts take advantage of the

opportunity for close cooperation, exchange of
resources, and shared technical prcceues while
providing full resources and services for every
campus.
Each campus in 'a multicampus, two-year col-

lege district has its instructional and individual
needs met on its campus. Learning Resources
needed by off.campus-programs are supplied by
the campus sponsoring the program. There is no
need, however, for duplication of routine techni-
cal processes and production facilities where
these can be centralized more economically. Or-
ganizational structure within the district. should
facilitate cooperation and exchange of resources.

III. BUDGET

A. Learning Resources Program budget is a func-
tion of program planning. It is designed to im-
plement the realization of institutional and in-
structional program objectives.
It is the responsibility of the 'chief adminis-

trator of the Learning Resources-Program to see
that each unit of a Learning Resources Program
receives due attention in the" budget and that the
allocation of funds is based on appropriate data.
B. Budget planning for the Learning Resources

Program reflects the college-wide institutional
and instructional needs, is initiated by the chief
administrator, and is changed- in consultation
with him or her.
Adequate budget. essential to provide good

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

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

various types of materials and services are sepa-
rately identifiable. Where specialized facilities
and functions are a part of the Learning Re-
sources Program, it is desirable that cost for these
be identifiable as well.
D. Financial records are maintained by, or are

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

dependent upon the adequacy of records, with
sufficient additional information to enable com-
prehensive planning and effective utilization of all
funds available. These records are not necessarily
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the. same records as are needed in the'business
office.
E. All expenditures, other than payroll, are ini-

tiated in the' Learning.Resources Units with
.payment made only On invoices verified for
payirent by the staff;
,Purchases are initiated'by,- the staff through

prepamtion,of purirkise.order or requisition. In-
stitutional business operations require approval of
all invoices by the operating departments.

-.F. To-the-legal extent, possible and within the
polkies of the Board'of Truitees, purchases of
materials are exempted from restrictive annual
bidding.
Materials Often ate unique items obtainable

,from a single source. Equivalent prices and
;speedier service often can be obtained by direct
access to the publisher_ or manufacturer rather
than through a single vendor. Satisfac' ',ry service
requires prompt delivery so that t: Beds which
determined their acquisition migrit be met; a
larger discount might justifiably lie rejected if it
entails a delay. in -filling the order. Satisfactory
service rendered by a vendor in the past may
more than outweigh the confusion and interrup-
tion of -service inherent in frequent changes of
vendors through annual bidding requirements for
learning materials.
C. Purthase of materials is based on curricular

requirements and other factors, and thus made
throughout the year rather than annually or
semiannually.
Expenditures are, based on need, availability

and practical considerations such as processing
time, rather than through fixed sequences which
inhibit.the functions of the unit.
H. Learning Resources Prograth equipment is

purchased through a systems approach.
The purchara of any Learning Resources Pro-

gram equipment, like all functions of the Learn-
ing Resources Program, should be carried out
tbrOugh a systems'apprcach based on well -
de fined institutional and instructional objectives.
I. Development of performance specifications for

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

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

Most important, however, is how the item or
items will fit into planning for maintenance and
improvement of curriculum programming as set
forth in continuous instructional design plans. Re-
sponsibility for evaluating, selecting and recom-
mending purchase of equipment is that of the
Learning ResOurces staff.
j. Cooperative purchasing of materials, equip-

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

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

IV. INSTR UCTIONAL SYSTEM COMPONENTS

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

sources Program is selected on the basis of
acquired competencies which relate to the
purposes of the program, educational
achievement, administrative ability, commu-
nity and scholarly interests, professional ac-
tivities, ante service orientation.

The chief administrator has a management re-
sponsibility and is concerned and involved in the
entire educational program of the institution as
well as with the, operation of the--Learning Re-
sources Program. The chief administrator is pro-
fessionally knowledgeable about all types of,mate,
rials and services and is capable of management
of instructional development functions. Because
the ultimate success of a Learning Resources
Program is. to a large extent dependent upon the
ability of the chief administrator to perform mul-
tiple duties effectively, a comprehensive recruit-
ment and selection process is of paramount im-
portance.

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

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

Depending upon the size and programs of the
institution, the hours operated, the physical
facilities, and the scone and nature of the-services
performed, the numl.er and specializations of pro-
fessional and supportive staff will vary from one
institution to another.

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

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

5. Professional staff members should have de-
grees andlor experience appropriate to the
position requirements.

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

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

1.8 studets.
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s. Every professional staff member has faculty
status, faculty benefits, and obligations.

Orofessicimitstaff benefits include such preroga-
tivei as,lentire tights, Sick leave benefits, sabbati-
cal 'Jetties, vicatlon benefits, retirement and an-
nutty benefits, provisions for professional de-
Velopment,"and- compensation at the same level
which is in effect'for teaching faculty for those
at comparable-levels of, administration. When
Learning Reliance: personnel worhen a regular
twebie-month -schedule, saliry-adJustmenti will
be necessary- to comkniate for additional service
days. 'Where aisdemic rinks are recogniied; such
are assigned to the professioa staff based on the
sinie criteria as for other faculty, ind are in-
dependent of internal assignments within the
.Leaning Resources Program.

There is the obligation of faculty status to meet
all faculty 'and professional .requirements, ad-
vanced study, research, promotion, committee
assignments, .membership' in professional organi-
zations, sponsorships, publication in learned
journals, etc., which the institution expects of-
faculty members. It is expected that professional
staff will abide by the institutional policy/
procedures or- contractual arrangements which
could'indude stich items as staff evaluaticin, office
hours, work assignments, and other defined'work-
ing relationships.

7. Profrisional development is. the responsibil-
ity of both the inattention and the profes-
sional staff member.

Personal--meMbership and participation in pro-
fessional-activities is expected of all staff mem-
bers. Further graduate study skould be encour-
aged and rewarded. The institution is expected to
encourage and support professional development
by providing:itmong other benefits:- consultants
for staff development sessions; travel funds for
regular attendance of some staff members and oc-
casional attendance for every staff member at ap-
propriate state or national meetings, workshops
and seminars; and special arrangements for those
staff members who serve as officers or committee
members or participate on a state or national
program.

8. Teaching assignments by Learning Resources
staff members are considered dual appoint-
ments in, calculating staff work loads.

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

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

Responsibility for each level of support staff
will he determined by the needs of the institution
and the appropriate administiative structure. The
number and kind of support staff needed will be
determined by the size of the college and the
services provided. The educational background
and experience of-such support staff should be
appropriate to the tasks assigned. -c
In many instances, graduates of four-year de-

gree programs and- two-year technical programs
will meet the training required; in other cases,
one-year programs may' -be sufficient; or skills
may have been learned through extensive work
experience in a related position. The support staff
may be supervisors as well as technical assistants
or aides.

10. Student assistants are employed to supple-
ment the work of the supportive staff.

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

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

1. Planning of new or expanded facilities is ac-
complished ,Jith the participation and con-
currence of the chief administrator in all de-
tails and with widelnvolvement ofusers and
staff.

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

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

The effective use of an instructional system is
dependent upon the availability of a suitable en-
vironment for the use of specified Learning Re-
sources. Frequently, architects and other college
staff are not always aware of all of the technical
requirements of such an environment.
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.d. iti physical facilities devoted to Learning
Resources andLearning Resources Units are
plattnetPto pi-guide appropriate space to
Meit'Inatitu. tionaVand instructional objectives
and shoOd be,sufficien t to accommodate the
presentoPeratiVn as well as reflect, long-
range ,planning to provide for anticipated
expansioii, educational mission and program
and tedinol'ogical chtinge.

tie -Tic:ail:in and extent of space priiirided for
develoPinent, acquisition, design, ,production,
and use of learning resources is the responsibility
of the chief administrator of Learning Resources,
and should be designed to implement explicit,
well- articulated program specifications developed
by the Learning Resotirces and instructional staff
of the college. Such a program should °include
flexible provisions for long-range development
and phasing. The alteration, expansion, or con-
solidatinn'of facilities also should be guided by
carefully delineated program objectives which are
known and understood by Learning Resources
personnel, the instructional and adMinistrative
staff of the college, and the Board of Trustees.
Factors to :lie ionsidered when developing
facilities requirements from the program speci-
fications include projections of the student en-
rollment, the extent of community services,
groWth in the varieties of service, growth of ma-
terials collections, support of varying modes of in-
struction, staff needs, and the impact of curricular
developMent and technological advances.

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

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

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

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

Services provided are dependent upon staff,
whose efficiency is in turn dependent upon
adequate office, workroom and storage space. The
production facility should provide for consultation
and demonstration space. It should be equipped
to permit the demonstrating and previewing of all
components of an instructional system. A staff
conference room, apart from the administrative
head's office, is desirable in all but the smallest
institutions.

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

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

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

Attractive and well-rlanned areas encourage
student utilization. Air conditioninvmd.ceinfort-
able heating, proper lighting, acedsticaFfreat-
ment, regular custodial care, prompt maintenance
of equipment, and regular and s)sterhatic repair
of damages are necessary. Attenticn to the needs
of the 'handicapped must be met in accordance
with legal requirements.

7. Space requirements, physical arrangements,
and construction provide for full utilization
of specialized equipment.

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

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

Centralized ..ontrol of inventory and distribu-
tion of all equipment is necessary. A thorough
and continual evaluation is desirable to ensure
that enough of the appropriate equipment is
available.

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

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

3. Learning Resources and instructional
equipment are selected and purchased on the
basis of specific criteria. (See Section III.)
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D. Materials
1. Materials are Selected, acquired, designed,

or pioduced on the basis of institutional and
instructional objectives, developed by the
faculty, students, and administration in
cooperation with Learning Resources.

A written statement regarding acquisition and
prodtiction of learning materials has such an im-
portant and pervasive effect upon the instruc-
tional program and the services of the Learning
Resources Program that all segments of the
academic community should be involved in its
develOPment. The statement should be readily
available in an official publication.

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

2. 'Materials may be acquired and made avail-
able Irons a variety of sources.

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

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

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

c. loan thmtuth free loan agencies;
d. acquisition of materials as gifts;
e. design and production of materials not

readily available.
3. Materials must be accessible to authorized

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

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

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

5. Representative works of high caliber which
might arouse intellectual curiosity, coun-
teract parochialism, help to develop critical
thinking and cultural appreciation, or Motu-
late use of the resources for continuing edu-
cation and personal development are in-
cluded in the collection even though they do
not presently meet direct curricular needs.

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

6, Materials reflect ages, ennui al backgrounds,
intellectual levels, developmental needs, and 6

career goals represented in the student body.
Two-year college students represent all strata

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

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

Cenerally, gifts are accepted only when they
add strength to the collection and impose no sig-
nificant limitations on housing, handling, or dis-
position of duplicate, damaged, or undesirable
items. It is recognized that gifts frequently re-
quire more time to screen, organize, catalog, and
process than new materials. Storage space and
staff time requirements must be considered in ac-
cepting gift materials. In acknowledgment of
gifts, attention should be called to government
recognition of such contributions for tax purposes.
as well as to the impropriety of any appraisal by
the recipient of a donation.

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

Laws restrict the copying of many items with-
out permission. Procedures and guidelines must
be established regarding reproduction of
copyrighted materials and made easily accessible.

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

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

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

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

IL Government documents are required as
significant sources of information.

Some two-year colleges which are document
depositories receive government publications as a
matter of course. All Learning Resources Pro-
grams should acquire regularly such publications.
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Ates-..of pamphlet, and other ephemeral
materials are maintained.

-An:effective and 4-to-datcpamphlee 'fie is a
strong resource In iny2tlitie. luried are voca-
tional and ephemeral materials deVeloped
through systematic acquisition of new material.
including subscriptions to pamphlet services and
requests-for free materials. References in the
catalog to subjects contained in pamphlet files are
desirable in prOViding the fullest access to the
materials. Periodic weeding of the collection is
essential.

Manufacturers' and publishers' catalogs and
brochures which describe new materials and
equipment are needed to supplement published
lists and to provide up-to-date information.

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

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

The materials in the collection should be exam-
ined regularly to eliminate obsolete items, un-
necessary duPlicates, and worn-out materials.
Procedures regarding deletion need to be explicit
for weeding and disposing of such materials.
Prompt attention must be given to damaged ma-
terials so that repairs and replacement (including
rebinding of printed materials or replacement of
portions of projected or recorded materials) are
handled systematically, along with prompt action
to replace important items, including those dis-
covered to:be missing.

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

An effort shobld be made to locate, organize,
and house institutional archives to the extent -lc-
fined by the administration.

V. SERVICFS

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

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

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

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

4. That physical facilities be properly main-
tained to make use comfortable and orderly;

5. That requests for scheduling, circulation,
distribution, and' utilization of materials and
related equipment be handled expeditiously;

8. That acquisition, production, and organiza-
tion of materials meet educational, cultural,
and personal needs.

7. If an institution is conducting classes inoff-
campus locations, careful planning and Auld-
ing must be provided to ensure that equal
services are available to those programs.

VI. INTERACENCY COOPERATIVE ACTIVITIES

A. -Ca, perative arrangements for sharing of re-
sources are developed with other institutions
and agencies in the community, region, state,
and nation.
To provide the best possible service to the stu-

dents and faculty In the two-year college, close
relationships with other local institutions and
agencies and with institutions of higher education
in the area are essential. Through consortia,
media cooperatives, and loan arrangements, in-
stitutions can share resources. The college may
need to make arrangements so that its students
may use the area facilities and resources. When
an undue burden is placed .m a neighboring in-
stitution, financial subsidy may be appropriate.
B. The institution is willing to consider participa-

tion in cooperative projects, such as shared
cataloging, computer use, and other services
which may be mutually beneficial to all partici-
pants.
By cooperative planning much expense and

wasteful duplication can be avoided in the com-
munity and region. Learning Resources personnel
and institutional administrators need to be alert
to cooperative activities of all kinds and to be
willing to explore the possibilities of partici Jon
for their own institution.
C. Responsibility for the collection and preserva-

tion of community history and for the accumu-
lation of other local and statistical data is
shared with other institutions and is coordi-
nated with them. Imo

22



Statement on
Quantitative Standards. for

Two-Year Learning Resources Programs
FOREWORD

The following statement on quantitative
standards for two-year college kerning resources
programs hat brat prepared by di) Ad Hoc Sub-
committee to Develop Quantitative Standards for
the "Guidelines for Two-Itear Collet. Learning
Resourcei Programs.' A draft of the statement
ape-eared in,the--March 1979 issue of Confer&
IteelarCh LibrSrits Nnw.

1479 -the Ad Hoc Sukcireausittee re-
vised this draft. At the ALA,Ansual Meeting in
June 1979, the ,ACRL Board voted to rstify the
revised statesisent. "Stateliest sit Quantitative
Standards for Two -Year Leming Resolices Pro-
grams" is hereby published is its Gael form for
the information of ACRL members.

Ittmooucnon
When the "Guidelines for Two-Year College

Learning Resources Programs"' was completed in
1971, it was pleased that a supplementary state-
ment of quantitative standards should be de-
veloped. This document is the intended supple-
ment. designed to meet the records( requests
for suggested quantitative figures for help in
planning and evaluating proexams. No absolutes
are pointed here; too may variables must be
considered for this to be possible. In additian, al-
though extensive use has been made of existing
statistics when these were appropriste.tno con-
elusive research provider' quantitative measure-
ments of some factors. In such cases the profes-
sional judgment and extensive experience of the
members of the committee have been,the basis
for the recommendations.

'American Association of Community and
Junior CollegesAssociation for Educational
Communications-mid TechnologyAmerican Li-
bra* Association. "Guidelines Sir Two-Year Col-
lege Learning Resources Programs,".Audloolsue/
Insitsiction," XVIII. p.30-81 (Jan, 1973);- College
it &march Lanwriu New. XXXIII. p.303-15
(Dec. 1971).

tFor example, extensive computer analysis was
made of the 1975 HECIS statistics. which had
the only comprehensive coverage 'of audiovisual
holdings. These statistics-were analysed by FIE.by of materials. and by other factors. Thequarts s developed have been used extensively
by the committee. Stanley V. Smith, Library
Statistics of Colleges and Vekiersities: Fed 1973
Instiotiond Mb (U.S. Dept. of Health, Educ-
tion and Welfare, National Center for.Education
Statistics, 1977).

Adherence to every; single element in the
teaming Resource's Program (as 'defined in the
"Gt.:facilites" is not considered essential Is this
document. For example, Collection sine is viewed
as relating not to book holdingi.siosse or to au-
diovisual holdisp alone bist rather to Mel biblio-
graphical unit equiveleats (as defined in Wien
on collections).

The significant variable accepted for most ele-
ments is corollate! expressed as fill-time equiv-
alent (FTE) studelb. The tables reflect from
under 1,000 Fit Mahe largest eitoullimesb for a
single Learning Resources Program. -Should the
total enrollment be more than tele. the PTE.
collection, 'stag, and speoe'requirements will ex-
ceed the gum-saltier its the bails. Litveil Of at-
tainment of Learning ne0411E4M,Programs will
vary. Two levels are addressed hi this document
in each enrollment bracket: "Mmiimer (indicated
is the tables by M) and "good! (hdketed by C).
A program consistently below the ai level for its
size is probably not able to prOvide services
Deeded. A program consistently above the upper,
or C level, will usually be found to have the
capability of providing outstanding services.

It ow* be expected that these quantitative
standards will remain constant. To reflect changes
in two-year colleges. result's of additional re-
search, new technological and professional de-
velopments.,experience in-the use of thls state-
ment, and changes in the economic and educa-
tional conditions in the nation. it is reelenmenckd
that a review committee be appointed three years
from the date of initial adoption and at three-year
intervals thereafter.

STAFF

Staff components are defined in the
"Guidelines." The positions in table I. which in-
clude the director, arc full-time equivalents for
staff working thirty-live to forty hours a week for
twelve months a year, incNosag. -,actions and
holidays, in a Learning Resources Unit in which
most processing occurs on campus. Staff in a cen-
tral unit, such as a processing center for a multi-
campus district, should be-in proportion to the
services rendered each campus.

Staffing' of branchel, extension centers. com-
mercial level production facilities. computer op-
erations, printing services, extensive learning or
developmental laboratories. boast'se
or on-the-air broadcasting are not Lecher?: the
table. Most institutions will need to modify the



TABLE 1

STAFF

mirror
Equitilent
tostallsoerA 14,4,1

Frain.
*mg Sopped

Under 1,000 M 2 4
C 4 6

1,000-3,000 M 2.5 5
C 4 10

3,000-5.000 al 3.5 9
C 6 18

5,000-7,000 WI 6 15
C 8 24

Additional for M .5 1
each 1,000 C 1 3
FIE over
7,000

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

BUDGET

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

The formulas are further complicated where
there are centralized services, satellite opera-
lions'. and continuing education responsibilities,
so that an absolute formula is not possible with-
out examining all elements of staff, materials,
services, and the delineations listed in 1111 of the
"Guidelines" at each campus.

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

COLLECTION S17.E

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

Bibliographical unit equivalents (RUE) consist
of written, recorded, or ether materials. Each
Item in the following three groups :.11.--ae BUE.
Written Material:

1. One cataloged bound volume.
2. One periodical volume.

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

Recorded Materials
10. One videocassette or videotape reel.
11. One reel of 16mm motion picture film.
12. One cataloged 8mm loop film.
13. One cataloged 35mm slide program.
14. One cataloged set of transparencies.
15. One cataloged slide set or filmstrip.
16. Fifty cataloged 2 a 2 slides, not in sets-
17. One cataloged sound recording (disc, reel,

or cassette).
18. Five films rented or borrowed during an

academic year.
Other Materials

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

20. One °ctra4liged kit.
21. One cataloged item of realist, model. or art

object.
22. Any other comparable cataloged item(s).

Table 2 shows the total numb& of BUEs used
to measure the collection. Normally, written ma-
terials should constitute at least 70 percent of the
BUEs. All other proportions of die totals may be
adapted to the Learningliesources Promuns of
the institution. Flexibility in determining the in-
formational needs of the program then nukes it
possible to choose to purchase either A book or an
audiovisual item, a periodical subscription, or any
other materials. No two-year college should be
without some BUEs In each of the five categories
used in table 2. Technical institutes with ex-
tremely specialized programs may reduce thi
total BUE requirements as much as 40 percent.

ANNUAL ACCESSIONS

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

Five percent of the collection size should be
the minimum annual acquisition for each Learn-
ing Resources Program. This percentage does not
include replacements of lost or ,stolen items or
materials to support new courses or curricula,
which should be additional.
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TABLE I
Couscnoa Sas

rionAle.ne lAvol

Wenst------
Pendleal
Solent,.

Proorad Wends
Odin MM.; ' t Oder
Wilnro Warns 6 Tended
Manila Videen

'
pos Monde

Oder
Manias

arc

-
Thar

Under M` 900: ' 10.000 ..* .. 15' ' 360 30 110,415
1,000 300 30.000 ** 125' 1:350 350 '31,115

13,000
300 30,000 125 1,350 330 31.115
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16.667 40,650 36,910 20,323 36,585. . 4,065 81,000

SPACtREQUIREMENTS

Space standards for two-year colkjes have al-
ready been developed by the Learning Resource*:
Asseciaton of Cahfornia Comniunity Colleges and
should be utilized for permanent facilities to'be
in use for ten or more years. Their Facilities
Cuidelines.t if adjusted to FTE by use of the
formula provided, will serve as a satisfactory
standard.

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

To be added to the total square feet folk!, 3
is any additional space needed for related instruc-
tional services for individualized instruction, such
as learning laboratories, study skills center, lan-
guage laboratories, etc. Also to be added 'are
Internal Aces, ogee service area (Ilk rooms,

*Learning Resources Association of the Califor-
nia Community Colleges, Facilities Ciditletines for
Learning Resources Centers: Print, Non-print,
Related lostractionel Services (P.O. Boa 246,
Suisun City, CA 94565, 1478), $25.

vaults, dupl)cating rooms, internal corridors,
office supply rooms, etc.), office- related confer-
ate', zoontz'sild 'conference room services (kitch-
enettes, Sound equipment storage, etc.), internal
clasiroonis and laboratories; and nor:assignable
space (jaditor'i-closets, stairways, public cor-
ridors, elevators, toilets, and building utility and
operational facilities):

EQUIPMENT ion DIST11111.71oN

There is need for sufficient equipment for dis-
tribution to classrooms beyond equipment neces-
sary for individual utilization of audiovisuals in
the kerning centers. Recommendations are lien-
lied16' major types of equipment. Opaque pro-
jector: should'be available even in minimal pro-
tramsrquatitity will depend upon utilization.
Overhead' projectors should be available in all
`classrooms. Recommendations in table 4 are for
classroom equipment distribution only and as-
sume i replacement schedule not longer than five
years.

Quantitative formula, for some equipment are
Inherent -in use. In a laboratory situation, type
and quantity of equipment will depend upon
what the course or program is. Permanent sound
and projection equipment will be installed In
'large lecture halls. All classrooms will have per-
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manently installed projection screens and room-
darkening drapes or shades and will have connec-
tions and outlets for closed-circuit television
where it exists

In determining the alimlier of pieces of
equipment, a reasonable distribution of demand
Is assumed. 1.e., that all use will nut be concen-
trated en a peak period of either the days or the
academic year. Random access or broadcast de-
livery systems will alto effect the needs for
equipment.

ign.".12(310:4

All Learning Resources Programs should pro=
vole some production capability according to the
needs and requirements of the curricula, the
availability of commercial materials, and the
capability of the delivery system. Producii=. es-
cept where part of an instrucikms1 program or
meeting a specific institutional need, is not an
end in itself. Neither is it related to institutional
size.

Basic production capability for all campuses
consists of minimal equipment items fon

Still photography (I 35mm camera and ar-
rangements for developing Mm eisewirere).

Ability to mole and duplicate sound record-
ings.

Sign productbi.
Graphics layout and lettering.
Laminating and drymounting.
Ability to make overhead transparencies.
Simple Illustrations.

-Videoplaying and duplication.
One camera videotaping and videodubbing.
Intermediate production capability consists of

el elements above and in addition equipment
items for.

Photographic black-andwhite printing and pro-
cessing.

Ability to edit sound mottling:.
'1*---et-rantera %Mtn productinh..
Advanced; prixiiietion-v.tze ;vilified consist! of

all above and in addition equipment Item; rot:
ttudio videciiroduction n color.

Simple studio for 'pond recording and editing.
Optional production (justifiable only when

nercks1 for programs for cooperative distribution
or highly sophisticated institutional needs) in
addition consists of:

Color television directing, production, and
editing.

16mm motion picture directing. production.
:aid editing.

Color photographic developing and processing.
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ASSOCIATION OF COLLEGE AND RESEARCH LIBRARIES
A DIVISION OF THE

AMERICAN LIBRARY ASSOCIATION
50 EAST HURON STREET CHICAGO. ILLINOIS 60611 1312) 94:.6780

STATEMENT ON COLLECTIVE BARGAINING

Approved as policy by the Board of Directors of the Ag$;ociation of College
and Research Libraries, a division of the American Library Association, on
July 3, 1975.

The policy of the Association of College and Research Li-
braries is that academic librarians be included with their
faculty colleagues in units for collective bargaining and
that such units should be guided by the Standards for Fac-
ulty Status for College and University Librarians aad the
Joint Statement on Faculty Status of College and Universi-
ty Librarians.



Joint Statement on Access to
Original Research Materials

FOREIVORD

'Me following statement on access to original
research materiels was 'developed jointly by the
Committee on Manuscripts Collections of the
Rare Books aid Mainsmipti Section of the As-
soc:laden of Collige'end Research Libraries
(ACRD and by the ,Committee on Reference and
Access Policies of the Society of-American Ar-
chivists. It supersedes and replaces .the 1976
ACM, "Statement on Access to Original Research
Matethkin Labestles, Archives. and Manuscript
Repositories" (College & Reseirch "Libraries
Nam NOveniber 1975, p.272-273) as well as the
1974 "Standards foi Acmes to.vesearch Materials
in Archival and'Maiuscript riepositories" (The
Almeria* Archivist; January 1974. P.153-154).

At the ALA Annual Meeting.in June 1979. the
ACRL Board voted to adopt the statement. The
statement appears in the April 1979 issue of Col-
lege & Research Libraries News.

AMERICAN LIBRARY ASSOCIATION
SocIETT OF AMERICAN ARCHIvISTS

JOINT STATEMENT ON ACCESS

TO ORIGINAL RESEARCH MATERIALS
IN Lnumues. ARCHIVES.

AND MANUSCRIPT REPOSITORIES

1. It is the responsibility of a library, archives, or
manuscript repository to make available origi-
nal research materials in its possession on
equal terms of access. Since the accessibility of
material depends 'on knowing of its existence,
it is the responsibility da repository to inform
researchers of the collections and archival
groups in its custody. This may be accom-
plished through a card catalog, inventories and
other intimud finding aids, published guides,
or report! to the National Union. Catalog of
Manuscript Collections, where appropriate,
and.the freely offered asilstance of staff mem-
bers, who, however, should not be expected
to engage in extended research. t*.

2. To protect and insure the continued accessibil-
ity of the material in its custody, the reposi-
tory may impose several conditions which it
should publish or otherwise make known to
users.

a. The repository may limit the use of fragile
or unusually valuable materials, so long as
suitable reproductions are made available
for the use of all researchers.

b. All materials must be used in accordance
with the rules of and under the supervision
of the repository. Each repository should

publish and furnish to potential researchers
its rules governing access and use. Such
rules must be equally applied and enforced.

c. The repository may refuse access to un-
processed materials, so long as such refusal
is applied to all resew:Ness.
Normally, a repository will not send re-
search materials for use outside its building
or jurisdiction. Under special circumstances
a collection or a portion of it may be loaned
or placed on deposit with another institu-
tion.

e. The repository may refuse access to an in-
dividual researcher who has demonstrated
such carelessness or deliberate destructive-
ness as to endanger the safety of the mate-
rial.
As a protection to its holdings, a repository
may reasonably require acceptable iden-
tification of persons Wishing ED use its mate-
rials, as well as a signature indicating they
have read a statement defining the policies
and regulations of the repository.

3. Each repository should publish or otherwise
snake available to researchers a suggested form
of citation crediting the repository and iden-
tifying items within its holdings for later refer-
ence. Citations to copies of materials in other
repositories should include the location of the
originals, if known.

4. Whenever possible a repository should inform
a' researcher about known copyrighted mate-
riel, the owner or owners of the copyrights,
and the researcher's obligations with regard to
such material.

5. A repository should not deny access to mate-
rials to any person or persons, nor grant
privileged or exclusive use of materials to any
person or persons, nor conceal the existence of
any bOdy of material from any researcher, un-
less requifed todo so by law, donor, or pur-
chase stipulations.

6. A repository should, whenever possible, in-
form a researcher of parallel research by other
individuals using the same materials. With the
written acquiescence of those other individu-
als, a repository may supply their names upon
request.

7. Repositories are committed to preserving
manuscript and archival materials and to mak-
ing them available kw research as soon as pos-
sible. At the same time, it is recognized that
every repository has certain obligations to
guard against unwarranted invasion of personal
privacy and to protect confidentiality in its
holdings in accordance with law and that

d.

f.



every private donor has the right to Impose
remand& restrictions upon his or her papers
to protect privacy or confidentiality for a rea-
sonable period of time.
a. It is the responsibility of the repository to

inform researchers of the restrictions which
apply to individual collections or archival
groups.

b. The repository should discourage donors
from imposing unreasonable restrictions
and should encourage a specific time limita-

1

Lion on such restrictions as are imposed.
c. The repository should periodically reevalu-

ate restricted material and work toward the
removal of restrictions when they are no
longer required.

8. A repository should not charge fees for making
available the materials in its holdings. How-
ever, reasonable fees may be charged for the
copying of material or for the provision of spe-
cial services or facilities not provided to all
researchers. a.
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Introduction

It must have been in 1970 that the Com-
mittee on Manuscripts Collections of the Rare
Books and Manuscripts Section of the Associa-
tion of College and Research Libraries dis-
cussed the desirability of producing a series of
statements which would, focus upon some of
the recurring problems that plague librarians
and archivists. The committee believed that it
was possible, to resiew quickly a number of
these problems, to identify specific points where
disagreement existed, to come to general agree-
ment as to the most reasonable, most logical
resolution of the points at issue. and then to
present a clear and concise statement which
might well serve as a guideline for those facing
similar problems.

The committee, in its innocence, had no idea
of the magnitude of the fob because of the
wide divergence of opinions held by librarians
and archivists facing identical problems. I
suspect that, had it known bow difficult, com-
plex, time-consuming this task would be, It
never would have attempted it at all. But the
committee plunged right in and decided to
prepare statements on: (1) appraisal of gifts;
(2).legal title; (3) access to original research
materials; (4) reproduction of manuscripts for
noncommercial purposes; and (5) reproduction
of manuscripts for commercial purposes. The
committee further decided to prepare a "uni-
versal" gift form, a form that with minimal al-
teration would be suitable for use by any
library.

Robert Stocking, of the Kennedy Library,
was chairman of the committee when the work
began, and when his term expired I followed
him in that office. Howard Applegate, then at
Syracuse University and now at the Balch in-
stitute, did the initial drafting of many of the
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statements. Robert Adehperger, Head of Spe-
cial Collections at the University of Illinois at
Chicago Circle, did the first draft of the "uni-
versal" gift form. After a draft had been pre-
pared, It'was sent to each member of the com-
mittee and studied word by word, comma by
comma. A redraft was then circulated and re-
viewed until all agreed upon a -single version.

The committee was In touch with the So-
ciety of American Archivists and with the As-
sociatiun of Research Libraries, since both of
these organizations were interested In develop-
ing guidelines for these and related topics. In
most cases we were in substantial agreement,
but in the end it was not possible to reconcile
fully all divergent points of view into a single
statement that all would adopt.

After the lengthy process of approving a
statement was finished, the committee brought
the statement to the Board of Directors of the
Association of College and Research Libraries
for permission to publish It as a draft in College
& Research Libraries News, with a request for
written comments and suggestions. The com-
mittee reviewed each written comment and
then sent the statement In final form to the
ACRL Board for approval.

The end product of the committee's work
follows this brief introduction. The committee
plans to review each of these statements on a
regular basis, to be certain that they are kept
current.

Your comments and criticisms are invited.
Clyde C. Walton
Chairman (1973/1976)
Committee on Manuscripts Collections
Rare Books and Manuscripts Section
Association of College and Research

Libraries



Statement on Appraisal of Gifts
Developed by the Committee on Manuscripts

Collections of the Rare Books and Manuscripts
Section of the Association of College and Re-
search Libraries. Approved or policy by the
ACRL Board of Directors, in February 1973.
This statement npersedes end solaces the 1960
ACRL policy on *ponds.' (published in Anti-
quarian Bookman, v.26, December 19, 1960,
p.2205).

1. The appraisal of a gift to a library for tax
purposes generally is the responsibility of the
donor since it is the donor who benefits from
the tax deduction. Generally, the'cost of the ap-

,praisal should be borne by the donor.
2. The library should at all times protect the

interests of its dorion as best it can and should
suggest the desirability of appraisals whenever
such * suggestion would be in order.

3. To protect both Its donors and itself, the
library, as an Interested party, ordinarily should
not appraise gifts'made to it. It is recognized,
however, that on occasion the library may wish
to appraise small gifts, since many of them are
not worth the time and expense an outside ap-
praisal requires. Generally, however, the library

3

will limit its assistance to the donor to: (a)
providing him with Information such as auction
records and dealers' catalogs; (b) suggestions
of appropriate professional appraisers who
might be consulted; (a) administrative and
processing services which would assist the ap-
praises in making an accurate evaluation.

4. The acceptance of a gift which has been
appraised by a third, and disinterested party,
does not in any way imply an endorsement of
the appraisal by the library.

5. An archivist, curator, or librarian, if he is
conscious that as an exoert he may have to

_prove his competence in court,. may properly
act as an independent appraiser of library ma-
terials. He should not in any way suggest that
his appraisal is endorsed by his library (such
es'by the use of the library's letterhead), nor
should he ordinarily act in this fashion (except
when handling small gifts) if his institution is
to receive the donation.

Published in the March 1973 issue of College
& Research Libraries News, a publication of
the Association of College and Research Li-
braries.
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Statement on Legal Title

Developed by the Committee on Manuscripts
Collections of the Rare Books and Manuscripts
Section of the Association of College and Re-
search Libraries.. Approved as policy by, the
ACRD. Board of Directors in February 1973.

I. Every library should Acquire proper and
legal title to all gifts of books, manuscripts, and
other materials, which have significant mon&
tary value. It is recognized, however, (a) that
it is often impossible to acquire title to collec-
tions many years after they have been received
by the library; (b) that frequently, where small
collections of materials are involved, the,donor
may not be certain exactly where title rests;
and` (c) that when single items or very small
collections are involved, donors often do not
wish to become involved-in library gift proce-
dures.

2.. Many libraries, still accept temporary de-
posits. As a general principle, such gifts ordi-
narily should not be accepted unless (a) the
library has reason to believe that a temporary
deposit is the only way in which the material
is likely to be preserved; or (b) the library has
reason to believe that a temporary deposit will

4
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in time be changed to a permanent gift; or (c)
except where ownership of corporate records
is governed by state and/or federal regulations.

3. Ordinarily transfer of legal title by gift is
accomplished by a properly executed form, var-
iously described as "Instrument' of Gift" or
"Certificate of Wt." This form shci.k1 include
the following: (a) name and address of the
donor; (b) description of the gift; (c) state-
ment of transfer of legal title, and where pos-
sible and applicable, copyrights and literary
rights; (d) any restrictions; (e) directions con-
cerning disposal of unwanted items.

The form must be (1) signed and dated by
the donor and (2) witnessed and dated by an-
other party who is neither related to the donor
nor employed by the institution receiving the
gift.

An additional evidence of proof would be
the notarization of the donor's and witnesses'
signatures. an

Published in the March 1973 issue of College
& Research Libraries News, a publication of
the Association of College and Research Li-
braries.



Statement on the Reproduction
of Manuscripts and Archives
for Noncommercial Purposes

Developed by the Committee on Manuscripts
Collections of the Rare Books and Manuscripts
Section of the Association of College awl Re-
search Libraries. Approved as policy by the
ACM Board of Directors in July 1976. This
statement supersedes and replaces the 1974
ACtil. "Statement on the Reproduction of
Manuscripts and Archives for Noncommercial
Purposes" (published in College & Research Li-
braries News, ?fay 1974, p.115).

1. It is, the responsibility of a library, ar-
chives, or mem:script repository within
the limits of its resources to assist quali-
fied researchers, as defined 'by the re-
spective institutions, by makmg or hav-
ing made reproductions of any material
In its possession, subject to certain con-
ditions.
Manuscript and archival materials may
be reproduced if:
a. the condition of said materials will

permit such reproduction without
damage;

b. the said materials have no gift, pur-
chase, or legal restrictions on repro-
ductions

c. the holders of appropriate common
law or statutory rights have given
their written approval for said repro-
ductions.

2a. In the interest of making research collec-
tions more generally available, the order-
ly copying of entire manuscript collec-
tions together with appropriate guides,
within the provisions of law, Is to be en-
couraged. Also in the interest,of making
manuscript items available to research-
ers, the custom and practice among li-
braries of making one "fair use" copy of
a manuscript that is not otherwise re-
stricted is to be encouraged to the fullest
extent permitted by law.

2b. All conditions relating to use of manu-
script and archival material shall apply
to the use of the reproductions.

3. A repository has the right to refuse to

5

furnish copies or do extended research
in response to requests which require an
unreasonable amount of time with re-
spect to the priorities of the repository.

4. The price of reproductions shall be set
by the repository, which should endeavor
to keep charges to a minimum

5. Copies should be made for the use of in-
dividual researchers and educational in.
stitutions as follows:
a. Repositories which permit their manu-

script and archival collections to be
reproduced in whole or part must
specify before the copies are made
what restrictions, if any, ha`Ve been
placed on the use of the copies. Pur-
chasers must abide by these restric-
tions.

b. All reproductions must identify the
source of the original manuscript col-
lection or archival record group.

c. Copies of reproductions should not
be made for a third party by the own-
er of a reproduction without the writ-
ten permission of the repository own-
ing the originals.

6. In order to insure (1) that proper credit
is given to institutions and (2) that ref-
erences to original materials are main-
tained, the repository must Inform re.
:::::schers that they are expected to cite
the source of original manuscripts and
archives in their published work.

7. Manuscripts, or reproductions of them,
cannot be used for publication without
due regard for copyright and other legal
restrictions. Researchers assume legal re-
sponsibility for observing these rights.
A repository should inform researchers
concerning known retention of literary
rights, as well as all other known nitric-
Ron:.

Published in the November 1976 issue of
College Is Research Libraries News, a publics.
Hon of the Association of College and Research
Libraries.
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Statement on the Reproduction
of Manuscripts and Archives

for Commercial Purposes
Developed by the Committee on Manuscripts

Collections of the Pare Books and Manuscripts
Section of the Association of College end Re-
search Libraries. Approved as policy by the
ACR1. Board of Directors in January 1977.

1. It is the responsibility of libraries, archives,
nr manuscript repositories to facilitate access
to original collections by permitting commer-
cial publishing companies to reproduce, re-
print, or otherwise , publish certain collec-
tions In their possession, unless:
a. the physical condition of the originals

prohibits reproduction;
b. there are legal restrictions which prohibit

or limit reproduction of the originals.
2. No repository shall be expected to reproduce

a completejnanuscript collection or archival
record group.

3. The commercial publisher shall agree to the
following conditions:
a. Permission. (1) The publisher shall be

responsible for compliance with all copy-
right and other legal requirements ap-
plicable to reproduction of the material
borrowed and will obtain, (and will de-
liver to the repository a duplicate execut-
ed counterpart of) all such consents, li-
censes, and other instruments as may be
necessary for such compliance. (2) The
publisher shall agree to indenutify and
hold hannkos the reposhory, its officers
and employees, any and all of them,
against and.fromorry liability, kits, cost
or expense whatsoever, including attor-
ney's .fee,, which the. repository, its of-
ricers and employees, any and all of
than, may at any time Incur arising out
of or relating to the reproduction of any
of its manuscripts or other original ma-
terial.

Ir. Acknowledgment. The publisher shall
cause the reproduction of any manuscript
collection or archival record group to
show. that it has been made from an orig-
inal in the library of the owning reposi-
tory in the form specified by the reposi-
tory.

c. Quality of Reproduction. The publisher
shall cause his reproduction to be of a
quality satisfactory to the repository from
which he his borrowed the originals. A
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d.

e.

hard copy roproduction should meet cur-
rent minimal standards for binding and
paper as formulated by the Library of
Congress and by the Resources and Tech-
nical Services Division, a division of the
American Library Association. If pub-
lished on microfilm, the reproductions
shall meet the mininrum specifications in
Specifications for the Microfilming of
Books and Pamphlets in the Library of
Congress (Washington. D.C., Library of
Congress, 1073). In addition, the follow-
ing American national standards, pub-
lished by the American National Stan-
dards Institute, shall be adhered top
1. Specifications fOr Safety Photographic,

Film, ANSI P111.25-1974.
2. Methylene Blue Method for Measur-

ing Thiorullate and Silver Derutto-
metric Method for Measuring Resid-
ual Chemicals in Films, Plates; and
Papers, ANSI P114.8 -1971.

3. Specifications for 16mm and 3Smm
Silver Gelatin kficrofilms for Reel AR-
Oceans, ANSI PH5.3-1967 (R-1973).

4. Practice for Storage of Processed Sil-
ver Gelatin Microfilm, ANSI P115.4-
1970.

S. Dimensions for 100-Foot Reels for
Processed 16mm and 35mm Micro-
film, ANSI P1 15.0-1958 (R1974).

8. Microfiche of Documents, ANSI
P11-5.9-1975.

7. Microfilm Package Labeling, ANSI
P115.19-1975.

8. Practice for Inspection and Quality
Control of First Generation Silver

Microfilm. ANSI P115.23.
D. Operational Procedures _for the Pro-

duction of klicreforms, ANSI P115.24.
Reproduction. The owning repository
shall specify when and where the rePro-
ductions are to be made and the condi-
flow sunder which they will be made.
The Original. (1) The publisher u;l1 not
permit original manuscripts or other ar-
chival materials to suffer physical dam-
age while in his care. Should damage oc-
cur, all repairs are to be made by quail-
fled conservators chosen by the owning
repository and at the expense of the pub-
lisher. (2) If the archival or manuscript



materials are damagid beyond repair, the
publisher must return the materiels to the
owning repository and reimburse the
owning repository at the value set by an
independent appraiser who is Jointly se-

lected and therefore satisfactory to both
the publishei and the owning repository.
The publisher mint pay the appraiser's
fee.

1. RoyalUes. The owning repository shall
receive from the publisher (1) an agreed
royalty whkh has been established in ad.
vane by legal Contract and (2) a sun,
dent number of copies of the pUblisher's
reproduction for the repository's internal
use.

g. Restrictions. The publisher must respect
any restrictions placed upon reproduc-
tions or coples of original manuscripts or
archival materials furnished to him.

h. Pricing. The publisher shall agree to mar-
ket his reproductions using a nondiscrim.
hutting price structure.

4. a. Roth the owning repository and the pub-
lisher must inform purchasers of repro-
ductions that permission to make eaten.
sive direct quotations or to print any
reproduction in full nntst he obtained
from the owning repository. Every repro.
duction must bear a clear statement to
this effect.

b. Manuscripts must not be published with.
out due regard for literary property
rights (also known 1:.1 common law
rights), personal property rights, libel,
and unwarranted invasions of privacy. ca

Published hr the May /977 Issue of College
& Research Libraries News. a publicatiod of the
Association of College and !research Libraries.
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Universal Gift Form and Instructions
lkerloprd by the Committee on Manuscripts

Co ilretIont of the ltere.Boott and Alennrcriptr
Section of the Awe letlon of Collo* and :tr.
wench Libraries. Approved as policy by the
AC111. goad of Diatom fa January 1975.

Uravzsem. Ca: Foust

(Board of Trustee' of the
Anonymous Athenaeum)

1/We hereby give, transfer, and deliver all
of soy/our right, tide and interest in and to the
property described below to thus (Board of
Trustees of the Anonymous Athenaeum] as an
un.-estricted gift and dedicate to the public
without restriction and thereby place in the
public domain whatever literary rights I/we
nay possess to this property.

Dated this .day of 19-...:

1.

Sigostuee

Address

2,
Mansion

Address

3.
sisasiete

Address

The (Board of Trustees of the Anonymous
Athenaeum) hereby accepts and acknowledges
as an unrestricted gift to the (Library of the
Anonymous Athenaeum) the collection de-
scribed below and agrees to administer it in ac-
cordance with its established policies.

Dated thisday of 19

Accepted by:
Sisaaturr

TMM

Description of the collection:

Creates. Insrautrions
Fon Uscnizsisas. Ctrs Foos

Any deed of gift, or letter, if it incorporates
the necessary elements, is a legally recogo:sed

8
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document which effectively tronsfen tide foe
manuscripts or other items from a donor to a
receiving Institution. Such deed of gift !mewl-
ins the transaction and snakes *solicit the
agreement between the parties. Certain ele-
ments must be part of any such deed of gift but
additional variations are possible. They will d
pend on the nature of the gift. the desires of
the two parties as expensed in the verbal
agreement between them, and the need to spell
out any unique condition and/oc restrictions
placed on the material. The following elements,
however, are considered bask: (1) the date of
execution, (5) the name of the donor, (3) a
description of the item transferred. (4) the
signature of the donor, and (5) acceptance of
uwnenhip and respossibdity by the institution
as evidenced by a statement to that effect and
an authorised signature.

It must be understood that an Intention on
the part of the donor to give material, its se-
ceptance by the institution, and the recording
of that cereement and bander in some written
document constitute s transfer only of the phys-
ical property. Literary rights to the material se-
main with the party to whom they belong, and
this may, or may not. Ls the donor of die me-
teas'. It is generally considered desirable at the
time of transfer to acquire whatever literary
rights the donor possesses, but it is necessary
to Include a statement covering such transfer
in the deed of gift, If this Is to be effected. An
Institution may elect to have those sights tram-
ferred to the institution itself or it may include
a statement specifically dedicating them to the
public.

The question as to whether one should Ire
clu5e a place (or possible restrictions with re-
gard to access to materials in a form developed
to serve as a deed of gift is a knotty one. It is
sometimes considered unwise to trigpe the Ins-
position of restrictions which might cot other-
wise occur to a donee. On the other hand, there
may be certain situations which suggest, oe in-
deed call for, restrictions, and it would be re-
miss of s curator not to point this out.

In general, however, the interests of the In-
stitution and its patrons will be best served by
transferring the material in a manner which
provides the widest leeway for the institutkm
In the administering and servicing of the manu-
scripts. This will usually call for a simple and
straightforward deed of gift, and it is that basic
form which Is suggested here, with the proviso
that the institution and the curator must be
aware of the wage of possible variations.

It should also be pointed out that not only
will the requirements vary with different WU-
tenons and with each individual gift, but also



them may be a considerable variance In local
legal requirements. and these will need to he
dwelsed. It would seem to be cardinal rule
that en institution or anklet should seek some
legal arks before lastituting and using a form
e s a deed of Oft. It should also be recognized
that no form will covet every Mustiest, and it
will at times be necessary to draw up a dem-
eant taloned spatially to the mainmasts
of a paeticula case.

Akheugh sense instkutions will Seclude other
swatters in a deed of gift, there are advantages
to keeping the form as relatively brief and un-
complicated as possible. Such matters as (1)
the disposition of unwanted material or dupli.
cslos: (2) the handling of printed material,
(3) the pholotemoducUon of the material for
scholarly we, (4) the handling of publicity
:ad (5) the mechanism for permission to pub.
'fish should be haedled through correspondence
oe by other means.

If it is lately that in the future there will be
additional materiel donated which Is related to
the Mittel gift, the deed of gift might properly
'pea to that matter. If restrktIons are agreed
on between the donor and the ncitskat and
Mated in the agreement, there should also be
stated a terminal date and an understarsdicg of
where the authority foe continuation or removal

9

of those restrictions lies its the event of the
donnr's death.

AU of these comments as well as the sample
deed of gift refer to situations In which the
IshrIcal Property Is being given outright to the
Institution, whether or not the literary rights in
the possession of the donor seconspany and are
pert of the gift. There are, of course, situations
In which a donor merely wishes to deposit the
material In an Institution. In such cases the u-
derstanding is usually that outright donation
will generally follow, but the curator must be
SWIM that it . In no way Inevitable. In such
cases the odor should be scrutinised carefully
and matters such as the availability of his sna-
terial for scholarly we, photoreproduction, and
publication should be accurately understood be-
tween the donor and the Institution. An entirely
separate Rub:mai of deposit which speaks to
the necessary points should be developed and
executed in the rare cases where such deposit
Is acceptable to the institution and outright
gift of the material at the time sloes not seem
possible. IS

Published in the March 1975 Issue of College
& Research Modes Hews, a publication of the
Association of College and Research Libraries.
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Foreword

When the last Guidelines for Audio-Visual Ser.
vices in Academie Libraries were published in 1068
the laser was an exotic research instrument with lit-
tle commercial potential and the personal com-

Iramrrirna.samimma.m....

puler was still five years away from its birth in a
garage. The fact that tedmological change is acctl.
crating. that its direction is hard to predict, and its
rate is easy to underestimate are only the more ob-
vious conclusions we can draw from examining the
changes that have taken place since 1968.

Technology has transformed so much of the
br:ry world. Twenty years ago only audiovisual li-
braris :2s had to worry about different formats:
now all libraries are confronted with the prolifera.
tion of media for recording and distributing infor-
mation. The choice today is even more dramatic
now than it was then: master the new technology
or surrender the power to determine your own des.
tiny. Audioviival librarians. because of their cape.
rience applying technology to traditional
roles, are among those best able to appreciate and
respond to these challenges and opportunities.

The reason for embracing new technoloa, of
course, is to extend our capabilities. The Foreword
to the first edition credited audiovisuals with the
capability to "offer greatee efficfency of presents.
tion, add realism, stimulate interest, clarify com-
munication, and speed comprehension." We can
now add to this list the ability to permit repetition
and drill, to allow students to observe and critique
themselves. to perform otherwise difficult or dan-
gerous exercises through models and simulations
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and to use largenuintities of Inibiniatiori.
There globes been a notable change in the role

audiovisual resources play on college and univer-
sity Campuses. The 1968 .Guidelines addressed
themselves exclusively to the contributions of au-
diovisuals to the instructiorial program. This is a
very importait but limited role that satisfies only
the teaching mission of colleges and universities,
nosing audiovisuals' potential support of research.
The toned that document was adversarial, appro-
priate to a time when It was still necessary to argue
the role of audiovisual materials in higher educa-
tion.

We are already serving a second 'generation of
media-bred students on college and university
campuses. We are well on our wai:to having a
media-conscious faculty. Audiovisual media are
familiar, established and expected means of trans-
mitting, receiving and using information.

The role of audiovisual services as instructional
tools will continue to grow as the technology pro-
vides greater capability, ease of use, aecess, and in-
tegration with` other powerful learning technolo-
gies. The demands upon campus resources will
grow as more media-savvy men and women join
faculties.

Support of instruction should not overshadow
the growing ability of audiovisual technologies to
contribute to academic rester-h. Videotapes and
computer disittes supplement and replace labora-
tory notebooks. New technologies permit research-
en and those that study their work to see, hear and
understand new worlds. A dazzling array of elec-
tronic recording media are quickly superseding
writing as a diary of social and historical events. To
serve researchers in all fields, college and university
libraries'nsust hive strong audiovisual collections
and programs.

With technology, new ethical, legal and social
Issues have arisen. The need for librarians to give
special attention to the implications of the new
copyright law especially; the rulingS on copying
broadcasts, has had a profound effect on library
services. The promise and sometime disappoint-
ment of cable television and the changes in gov.an-
ment policy regarding licensing and refranchising
will also affect library services.

Librarians and their professional organizations
have also changed the way they set goals and mea-
sure progress. Use of enumerative m easures are giv-
ing way to an emphasis on the planning process,
which partly explains the use of guidelines rather
than standards in the present document. We also
encountered a more specific reason in the inability
of standards to satisfy the divergent interests, needs
and resources represented by the spectrum of aca-
demic libraries and by the variety of organizational
models of audiovisual services. On the other hand,
guidelines may address the broader issues common
to ill institutions and offer a methodology for
building an audiovisual program that fits the insti-
tution.
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These revised Guidelines for Aiictiovisual
vices in AcadeMic Libraries attempt to provide i
framework for development. They are not in-
tended as a manual for practitioners. Instead; the.
goal is to support the development and administrit
lion of an increasingly important component of
college and university service.

Planning

1. Formulate flexible, long range goals, measur-
ableshort range objectives for achieving the goals
incrementally, and alternative strategies both for
achieving the objectives and for adjusting to the in-
troduction of new technologies.

2. Establish written policies to be incorporated
With other library policies.

3. Employ record keeping methods which per7
mit quick retrieval and easy analysis, preferably
through electronic data processing, to record and
accumulate statistics and generate management
reports.

4. Conduct regular use and user studies and con,
tinue to investigate currently available media al-
ternatives for meeting the needs of the academic
community.

5. Consult and communicate with advisors and
decision-makers involved in the research and plan-
ning process at all levels in the institution.

6. Recognize and reward individuals who Finer
ate and share lams and initiatives to-ezharce the
PrOgram

Enco7. urage receptivity to new technologies via
staff education and retraining, pich as continuing-.
education and in-service workshops,,pnd thrOugh
release time and support for meeting Psofessional
expenses.

Budget

1. Secure continuing financial support for an au-
diovisual resources program before the program is
implemented. Fund audiovisual services at a level
proportionate to the program's :late In the instruc-
tion and research program of the institution.

2. Provide adequate funding for acquisition,
processing, and preservation of materials.

3. Provide adequate funding to ensure an appro-
priate environment, adequate supplies, new and
replacement equipment and maintenance of
equipment.

4. Provide adequate funding to meet staffing
needs for services, programs and collection organi-
zation.

Personnel

Employ qualified professional, technical and
support personnel to plan, implement, and evalu-
ate audiovisual programs and services in academic
libraries. This requires:

1. People with the capacity aid skills to identify
needs and respond creatively.



2. Sufficient numbers to attain defined goals and
objeatives.

3. Clasification, status, and salary scales for au-
, dioVisual stiff that are equivalent to those provided
-for other library/media employees.

'Ficilities

:1. Integrate library audiovisual facilities design
with the media program of the entire institution.

.a. Consider campus-wide production, listening
,and viewing space needs of individual, users and
groups of users.

'b. Coordinate facilities planning with people re-
-_ spkiisible for non- library media services on campus

to avoid unnecessary duplication of expenive facil-
ities while-providing for optimal access to services
and materials.

'2. Design- ficilides to provide "ae.:quate space, se-
atid environmental conditions for

:all presentlypsed technologies and services.
'3. Consider the specific responsibilities of the li-

brary media center that will dictate the need for
Specialized rooms and, areas, such as production,
studio, gisiphics facilities, and related staff accom-
modations.

a.-The design of public areas should emphasize
user ease of access to materials and equipment,
ready availability of support staff, adequate light-
ing, heating, ventilation, air conditioning, and
noise control, and appropriate placement in the

',building.
b. Individual listening and viewing stations and

group facilities should have special regard for the
comfort of the user and provide optimal conditions

`far_ the technology employed.
c.Disign production areas for optimum work-

ing conditions; providing adequate space and envi-
ronmcia to support quality work.

d. Include appropriate shelving and storage fa-
cilities` iOr the protection of materials and equip-
ment:

e. Facilities for equipment maintenance and re-
-Pair are an essential part of library audiovisual fa-
cilities design and planning.

_ 4. Anticipate the possibility of changes in spe-
cific responsibilities and available technology; flei-
ibility in design is highly desirable.

5. Develop a sign system in audiovisual service
areas.

Equipment and supplies

1. Provide equipment and supplies required for
the types of audiovisual materials collected and
supported and for the services offered.

a. Full-service facilities may supply equipment
for formats not held in the collection and for ser-
vices not provided in-house.

b. Non-circulating collections should be sup-
ported with sufficient suitable playback equip-
ment for each format held.

c. Facilities with a production role should have

equipment required for quality work.
d. All services must have storage facilities, main -

tenance equipment and supplies appropriate to the
materials in the collection.

2. Select durable, institutional quality equip-
ment and supplies.

Collection development

1. Assign responsibility for selection of audiovi-
sual resources to the designated librarian(s).

2. Write a clear collection development policy
statement which specifies formats appropriate to

a. the institution's goals and resources;
b. the intended users;
c. the academic programs supported; and
d. the design of the facilities.
3. Apply the following criteria in selecting mate-

rial:
a. nature of the curriculum;
b. intended use;
c. faculty and graduate research needs;
d. quality of the item, in both content and form;
e. life expectancy.
4. When appropriate, preview audiovisual ma-

terials or consult reviewing sources before pur-
chase.

5. Evaluate the existing collection frequently in
order to determine subject areas that need to be
strengthened or deemphasized. Collection devel-
opment (both acquisition and weeding) should oc-
cur in the contest of institutional objectives.

Acquisition

1. Acquire audiovisual materials through the
same channelsapproval plans, direct orders,
gifts and exchangesas other library materials.

2. Pursue alternative sources such as indepen-
dent producers, broadcast agencies, and other in-
stitutions and collections as well. Observe current
copyright guidelines and policies in all acquisition
activities.

3. Give special consideration to materials which
can only be obtained or best obtained through tem-
porary acquisition, license or loan.

Cataloging

1. Make audiovisual materials accessible
through the same retrieval mechanisms available
for other library materials.

2. Catalog audiovisual materials in accordance
with current national standards and practices.

3. Provide full subject access in addition to de-
scriptive cataloging.

4. Classify audiovisual materials like other types
of materials but assign location or accession desig-
nations as determined by organizational and func-
tional considerations.

Collection maintenance

1. Develop circulation policies and procedures
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:appropriate to the care and handling requirethents
of the medium.

2. Instruet staff and patrons in the proper han-
dling of materials and operation of equipment.

3. Train staff to perforin routine preventive
maintenance forniaterials and equipment.

4. Provide environmental conditions and use
storage containers and shelving appropriate for the
type of medium.

5. Secure materials and equipment against loss
and damage.

6.'Develop a program for regular evaluation of
the condition of materials and equipment.

Service-

Audiovisual services in academic libraries may
cover a wide range of activities. Aside from those
areas discussed in previous sections (Cataloging,
Acquisition, Collection Development, Collection
Maintenance); a library's program may also in-
clude any or all of the following Services:

Productiori of audiovisual programs and materi-
als;

Evaluation, selection, repair and/or mainte-
nance of equipment;

Loan or in-house access to equipment;
Classroom services;
Circulation and distribution of materials;

Booking and other temporary acquisition of ma-
terials;

Facilities scheduling and management;
Technical and bibliographic instruction sup-

porting use of materials;
Reference and consultation.
Selectioi. of services should reflect consideration

of an institution's goals and resources applied to a,
planning process. However, certain fundamental
elementsshould be present in all academic audiovi-
sual programs.

1. Design services to proVide ready access to au-
diovisual facilities, equipment and collection by
the best available means.

2. Use profesiionall staff with experience in their
respective fields to design and guide services.

3. Provide professional consultative and refer-
ence service to support efficient use of the facilities,.
collection and services.

4. Conduct instructional sessions on use of audio-
visual resources.

5. Publicize the availability of the collection and
services.

6. Develop a user's guide to the audiovisual cert.;
ter 's policies, procedures and rules for using audio-
visual facilities, materials and equipment.

7. Provide clear and concise equipment instruc-
tions. MO

Reprinted with permission from College & Research Libraries News, October 1987, a
publicationoftheAssociationofCollege andResearcnlibraries,a division oftheAmerican
Library Association.
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Guidelines for Bibliographic Instruction
in Academic Libraries

Developed by the Bibliographic Instruction
Task Force of the Association of College and
Research Libraries. Approved as policy by the
ACRL Board of Directors on January 31, 1977.

The college and university library performs
a unique and indispensable function in the edu-
cational proCess. It bears the central responsi-
bility for developing the college and university
library collections; for extending bibliographic
control over these collections; for instructing
students formally and informally; and for advis-
ingf faculty and- scholars in the use of these
collections.

In order to assist college and university li-
braries in the planning and evaluation of effec-
tive programs to instruct members of the aca-
demic community in the identification and me
of information resources, the following guide-
lines for bibliographic instruction in academic
libraries are suggested:

The library should:
( I) assess the needs of its academic com-

munity for orientation to the library's
'facilities and services, and for instruc,-
tion in the use of the library's collections
and bibliographic structure;

(2) prepare a written profile of the commu-
nity's information needs;

(3) develop a- written statement of objec-
tives of bibliographic instruction which:
(a) includes immediate and long-range

goals with projected timetables for
implementation;

(b) is directed to specific identified
needs within the academic commu-
nity, and permits various methods
of instruction for all segments of
the academic community who have
a need to use library resources and
services;

(c) outlines methods by which progress
toward the attainment of instruc-
tional objectives can be measured.
Methodology must provide for
measures of learning, attitude and
cost:

(4) provide continuing financial support for

bibliographic instruction,
(a) clearly identifiable within the li-

brary's budget program and state-
ments;

(b) sufficient to provide the profession-
al and supportive staff, equipment,
materials and facilities necessary to
attain the delineated objectives.

(5) employ librarians and other qualified
staff to plan, implement and evaluate
the program,
(a) inclusive of- persons with training

in: various academic disciplines,
the identification and use of library
resources, teaching skills, prepara-
tion and use of audiovisual and
other instructional materials, prep--
aration and use of evaluative in-
struments, clerical skills;

(b) in sufficient numbers necessary to
attain the delineated objectives;

(c) clearly identifiable and of a status
similar to persons responsible for
planning, implementing and evalu-
ating the other major functions of
the library.

(6) provide facilities, equipment and ma-
terials
(a) to accommodate the preparation of

instructional materials and the pre-
sentation of various modes of in-
struction (individual, small or large
group, lecture, discussion, media,
etc.);

(b) of sufficient size, number and scope
to accommodate the attainment of
the delineated objectives.

(7) involve the academic community in the
formulation of objectives and the eval-
uation of their attainment.

(8) evaluate regularly the effectiveness of
the instructional program, and demon-
strate substantial attainment of written
objectives. 11

Copies of these guidelines are available, upon
request, from the ACRL, Office, 50 E. Huron
St., Chicago, *IL 60611.

Reprinted from the April 1977 issue of College & Research Li
braries News, a publication of the Association of College and
Research Libraries.



Standards for University Libraries
FOREWORD

The following statement of university library
standards has been prepared by a joint committee
established by the Association of Research Librar-
ies and the Association of College and Research
Libraries. A draft of the statement appeared in
the April 1978 issue of College & Research Li-
braries News.

In August 1978, the Joint ARL-ACRL Commit-
tee on University Library Standards revised this
draft. On October 26, 1978, the ARL mem-
bership unanimously endorsed the statement as
revised. At the ALA Midwinter Meeting in Janu-
ary 1979, the ACRL Board also voted to ratify the
revised statement. "Standards for University Li-
braries" is being published in its final form in this
issue of C&RL News for the information of ACRL
members.

STANDARDS

FOR UNIVERSITY LIBRARIES

Prepared by a joint committee of the Associa-
tion of Research Libraries and the Association of
College and Research Libraries, a division of the
American Library Association.

Introduction

These standards have been prepared to assist
faculty, university administrators, librarians, ac-
crediting agencies, and others in the evaluation
and improvement of university library services
and resources. These statements are intended to
apply only to those institutions of higher educa-
tion which have been characterized by the Car-
negie Commission on Higher Education as "doc-
toral granting institutions."' All of these institu-
tions emphasize graduate study, professional
education, and research. Despite these basic
similarities, university libraries are also charac-
terized by a high degree of individuality, particu-
larly wiih respect to policies, programs, respon-
sibilities, and traditions. Hence, these standards
are not intended to establish normative prescrip-
tions for uniform application. Rather, they are
meant to provide a general framework within
which informed judgment can be applied to indi-
vidual circumstances.

The fundamental assumption of these standards
is that the library has a central and critical impor-
tance in a university. This importance has been
recognized repeatedly by analysts of higher edu-
cation. In his 1966 report to the American Coun-
cil on Education, Allan M. Cartter, for example,
stated:

"The library is the heart of the university; no
other single non-human factor is as closely related

to the quality of graduate education. A few uni-
versities with poor library resources have
achieved considerable strength in several de-
partments, in some cases because laboratory
facilities may be more important in a particular
field than the library, and in other cases because
the universities are located close to other great
library collections such as the Library of Congress
and the New York Public Library. But institu-
tions that are strong in all areas invariably have
major national research libraries."2

As with all institutions, universities and their
libraries have experienced considerable change
over time. Further changes are taking place now,
and others clearly lie ahead. Particularly notewor-
thy is the increasing sense of interdependence
and commitment to coordination among universi-
ties generally. With regard to university libraries,
the following developments are particularly im-
portant: the growth of interlibrary cooperation,
especially resource sharing; the strengthening and
expansion of service programs, such as biblio-
graphic instruction; the increasing importance of
recorded information in nonprint formats; the ap-
plication of automated systems to library opera-
tions and the growth of machine-readable data
bases; the closer interaction between librarians
and faculty and the improved status of librarians
within the university; increased stress on the ef-
fectiveness and efficiency of operations. A recog-
nition of such trends and their importance is fun-
damental to these standards.

Recognizing the increasing interdependence of
universities in developing and maintaining
scholarly resources, these standards are intended
to provide guidance in identifying that level of li-
brary self-sufficiency which is essential to the
health and vigor of a university and its academic
programs. The general assumption is that the
primary obligation of a university library is to
meet the instructional and research needs of the
students and faculty at that university. However,
no university library can acquire all of the re-
corded information that its clientele may find use-
ful. An attempt is made, therefore, to recognize
the mechanisms being developed to promote
cooperative access to scholarly information, to
identify the current limitations of interdepen-
dence, and to enumerate the factors which are
essential in maintaining an environment in which
instruction and research can flourish.

Care has been taken to limit the, standards to
succinct statements focusing on the elements
judged to be most critical in determining the
adequacy of a university library. Amplification of
tt.e principles identified in the standards is pro-
vided in the form of commentary.
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SECTION A: SERVICES

Standard A.1

In order to support the instructional, research,
and public service programs of the university, the
services offered by a university library shall
promote and facilitate effective use of recorded
information in all formats by all of the library's
clientele.

Commentary on Standard A.1

In developing and implementing its program of
service, a university library should give priority
to the needs of the students, faculty, and other
academie staff of the university, who may be said
to constitute the library's ''primary clientele.-
While it may also have obligations or commit-
ments to other clienteles or constituencies, the

'library should recognize that these are secondary.
A university library should provide the follow-

ing services: reference and information services
which are available at adequately identified and
designated points during established service
hours, specialized and in-depth assistance to indi-
viduals in the i se of the library's resources, bib-
liographic jnstruction programs, ,ervices which
will facilitate access to nonprint media and
machine-readable data bases, and services which
will facilitate access to recorded information in
other library collections.

These services should be designed to meet ef-
fectively the whole range of different informa-
tional and bibliographical needs that arise in the
various academic areas and in all other parts of
the university.

While universities should place great emphasis
on meeting the intensive library needs of gradu-
ate students and faculty, they should be careful to
provide adequately for the needs of undergradu-
ate students.

Finally, university libraries should recognize
that, to one degree or another, they share a re-
sponsibility with all research libraries to support
higher education in general and each other in
particular through cooperative efforts.

Standard A.2

In order to ensure maximum access to its col-
lections and their contents, a university library
shall maintain records of its collections which are
complete, consistent, and in conformity with na-
tional bibliographical standards a "d require-
ments.

Commentary on Standard A.2

The extent of bibliographical coverage that
must be provided in a particular library will de-
pend on many factors, such as whether or not the
library has open or closed access stacks, the ex-
tent and nature of the library's specialized collec-
tions, the history and traditions of the library and
of the university, and the nature of specific

c.uperative arrangements that the library may
have entered into with other libraries and library
consortia.

To ensure effective access to its collections as
well as to LIcrease its operational efficiency, a
university library's bibliographic records should
conform to recognized standards of cataloging and
classification, and its bibliographic apparatus
should be internally consistent. Its bibliographic
records should be adjusted 'in conjunction with
periodic inventories of the collections. Every
multi-unit university library should have a union
catalog of its cataloged holdings.

Standard A.3

Within the limits of the university's particular
responsibilities and priorities, a university library
shall provide maximum access to its collections
for all of its clientele.

Commentary on Standard A.3

Various factors are involved in providing access
to a library's collections, such as circulation
policies and procedures, service hours, security
arrangements, and actual operating efficiency.
While practices vary significantly from library to
library, certain principles should be followed in
each library. Most items in the library collections
should be readily available both for consultation
in the library and for circulation to authorized
clientele Access to and circulation of rare,
fragile, and high-demand materials should be ap-
propriately controlled and restricted. To ensure
maximum availability of the collections to those
authorized to use them, terms of loan should be
carefully set and should generally be similar for
all user categories.

Adequate precautions should be taken to con-
trol loss of or damage to the library's collections.
The prompt return in good condition of all circu-
lated materials should be effectively enforced for
all borrowers.

Circulation procedures ani stack maintenance
operations in a university library should be effec-
tive and efficient. There should be a regular and
continuing program of shelf reading. Library ser-
vice hours should be responsive to high- and
low-use periods, to the number of branch, de-
partmental, and other special libraries in the sys-
tem as well as to the availability of alternative
study space.

SECTION B: COLLECTIONS

Standard 8.1

A university library's collections shall be of
sufficient size and scope to support the univer-
sity's total instructional needs and to facilitate the
university's research programs.

Commentary on Standard 8.1

A unive.;ity library should provide all of the
resources that are necessary for direct support of
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the university's full instructional programs at both
the undergraduate and the graduate levels. If
these resources are not readily available in the
library, the instructional programs cannot be car-
ried oat successfully. These resources include re-
quired and assigned readings, reference and bib-
liographical materials, basic journals and serials,
as well as any other library materials that under-
graduate or gradua:_ students are expected to be
able to consult readily in their courses of study,
or in the preparation of theses and dissertations.

Weak mllections can hamper research. The ac-
cumulation and preservation of substantial collec-
tions and the implementation of comprehensive
acquisition program.: must be recognized as pro-
viding a resource whose presence within a uni-
versity is essential to the conditions under which
knowledge is effectively increased and transmit-
ted. It is clear that no university library can be
expected to possess in its collections all of the
recorded information which faculty or doctoral
students may need to consult as they pursue their
research. Nevertheless, it is essential that collec-
tions be of such size, scope, and quality that they
promote rather than restrict research. While
every library should take care to develop collec-
tions whose areas of concentration reflect and
support the academic priorities and strengths
within the university, interlibrary arrangements,
which have long been established for the mutual
support of exceptional research needs, must con-
tinue to be relied upon to supplement even the
most comprehensive research collections.

The continued rapid growth of scholarly litera-
ture and the costs of providing access to this lit-
erature for those in the university community
have necessitated formal and informal arrange-
ments among libraries to ensure maximum access
to this literature. Common methods of sharing
resources and improving access have been loans
between libraries, provision of visiting privileges
for scholars, agreements on the acquisitions of
materials, and sharing of bibliographic informa-
tion.

While interlibrary cooperation, as presently
practiced, may not promise large cost savings in
the immediate future, significant improved meth-
ods of supplementing local resources are in the
active planning stages. University libraries must
participate in the development of these new ac-
cess mechanisms to ensure that local, regional,
national, and international interests are effectively
served.

Attempts have beer. made to identify precise
quantitative measures of adequate collection size
and growth rates for a university library. No such
formula has yel been developed which can be
generally applied. At present, such formulas as
exist can only yield approximations which Indicate
a general level of need. If they are applied arbi-
trarily and mechanically, they can distoit the
realities of a given situation. Nevertheless, quan-

titative measures are increasingly important in
guiding the qualitative judgment that must ulti-
mately be applied to university libraries and their
collections. One technique is the use of regres-
sion analysis to facilitate the comparison of similar
libraries to one another;3 another of some general
applicability is the "index of quality" developed
by the American Council on Education for relat-
ing library collection size to graduate program
quality.

Standard B.2

A university library's collections shall be de-
veloped systematically and consistently within, the
terms of explicit and detailed policies.

Commentary on Standard B.2

Given the great breadth of university library
collections and the wide variations in depth of
collections among subjects held, it is essential
that there be a collections development policy to
guide the selection and acquisition of materials.

By establishing such a policy, librarians seek to
ensure that the library's collections are planned
and developed in relation to the university's
academic, research, and service goalc and
priorities and within the limits of resources avail-
able.

Working in close consultation with faculty and
administration, librarians, particularly subject
specialists, should assume the responsibility for
drafting and implementing this policy.

Recognizing the inherent difficulties in collec-
tion development, it is imperative that the library
have full and continuous access to information
about all developments, actual and planned, in
the academic, research, and service programs of
the university and its components which affect
the library.

Once codified, the library's collection de-
velopment policy should be made known to and
endorsed by the university faculty and adminis-
tration. To ensure that this policy reflects changes
within the university, the policy should be regu-
larly and carefully reviewed.

Standard B.3

A university library's collections shall contain
all of the varied forms of recorded information.

Commentary on Standard B.3

The university library has traditionally been
recognized as the repository, Avithin the university
for the printed information needed to support the
university's instructional and research programs.
As recorded information becomes increasingly
available in a variety of nonprint formats, such as
films, sound rea.rdings, and video tapes, it is ap-
propriate that this material, except where needed
exclusively for classroom use, also be acquired, .
organized, and made available through the uni-
versity library.5
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SF.CTION C: PERSONNEL

Standard C.I

A university library shall have a sufficient
number and wriety of personnel to develop, or-
ganize, and maintain such collections and to pro-
vide such reference and information services as
will meet the university's needs.

Commentary on Standard C.I

The size of a university library's staff is deter-
mined by many factors, including the number of
physically separate library units, the number of
service points requiring staff, the number of ser-
vice hours provided, the number and special
characteristics of items processed annually, the
nature and quality of the processing to which
they are subjected, the size of the collections,
and the rate of circulation of the collections. In-
terinstitutional cooperative arrangements may
also affect staff size. As such factors vary widely
from one institution to another, no single model
or formula can be provided for developing an op-
timum staff size.

A university library should have on its staff
variety of personnel: professional, clerical, and
student-assistant staff. The librarians should per-
form the core academic and professional functions
of the library: collection development, reference
and information services, and substantive activi-
ties related to the bibliographic control of mate-
rials. All categories of personnel should have ap-
propriate education and experience, including,
when necessary, graduate or professional degrees
in their particular specialties. The recognized
terminal degree for librarians is the master's de
gree froM an American Library Association ac-
credited library school program, although
additional graduate degrees may sometimes be
desirable.

The deployment of personnel within a specific
university library is related to the range of opera-
tions and services provided by that library and to
its total workload requirements.

Standard C.2

Personnel practices within a university library
shall be based on sound, contemporanj adminis-
trative practice and shall be consistent with per-
sonnel practices within the university as well as
the goals and purposes of the library.

Commentary on Standard C.2

The terms and conditions of employment of the
several categories of staff in a university library
should be eonsonant with the established terms
and conditions of employment of staff in related
categories elsewhere within the university. Terms
and conditions of employment for librarians, for
example, should parallel those of the rest of the
.university's academic staff, just as terms and con-

ditions of employment for the library's clerical
and student staff should parallel those of.similar
employees within the university as a whole.

A comprehensive university library personnel
management program should address recruit-
ment, appointment, promotion, tenure, dismissal,
appeal, definition of position responsibilities, clas-
sification and pay plans, orientation and training
programs, review of employee perrormance, staff
development, and counseling.

More specific guidance on these matters is
provided in the following documents: "Statement
on Faculty Status of College and University Li-
brarians-8 and "Library Education and Personnel
Utilization."

SECTION D: FACILITIES

Standard D.1

A university library shall have facilities which
meet the present and anticipated future require-
ments of the university and its programs.

Commentary on Standard D.1

A university library's buildings should be of
sufficient size and quality to house the collections
and to provide sufficient space for their use by
students, faculty, and other clientele. There
should also be adequate space for the library op-
erations necessary for the provision of its ser-
vices. Adequacy of facilities cannot be deter-
mined simply on the basis of present require-
ments. The size and composition of the univer-
sity's enrollment, the nature 1 its instructional
and research programs, the form and publication
rate of library materials strongly influence library
requirements, and it is necessary that these re-
quirements be subject to continuous evaluation
and planning.

A t.alversity library should be attractive, invit-
ing, and carefully designed to plomOte opera-
tional 'efficiency and effectiveness of use. Specific
factors relevant here include general environmen-
tal features that affect clientele, staff, aid collec-
tions (light, ventilation, temperature and humid-
ity control, vertical and horizontal transportation,
safety features, etc.), layout of the stacks, number
and variety of reader stations, relationship be-
tween stacks and reader stations, relationship
among .,en ice points, effective flow of materials,
and adequacy of space for staff and operations.

The fundamental consideration in designing a
library building should be its function. Since the
nature of collections, services, operations, and
the needs of a library's clientele can change sig-
nificantly over time, present and future flexibility
is an important element in library design. Al-
though the architectural style and traditions of a
university may dictate certain design features for
a library building, such factors should not be
allowed to compromise basic functional considera-
tions.8
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Standard D.2

Libraries shall be so located that the university
community will have convenient access to them.

Commentary on Standard D.2

The requirements of interdisciplinary studies
and research, recognition of the needs of under-
graduate students, the urgency of achieving
operating economiesthese and other factors
have revived interest in centralizing physically
dispersed library units in order to improve access
to resources and avoid costly duplication in the
development and maintenance of collections.
There are circumstances, however, such as cam-
pus geography, intensity of use, and size of col-
lections which may continue to justify the main-
tenance of multiple library units. Remote storage
facilities may also be established in attempting to
deal with space inadequacies although this usually
inhibits convenience of access. Where the pattern
of decentralization persists in any form, it is im-
portant that libraries be located so as to minimize
inconvenience to all library users.9

SECTION E: ADMINISTRATION

AND GOVERNANCE

Standard E.1

The place of the university library within the
administrative 'and governance structure of the
university shall be clearly identified, and the re-
sponsibilities and authority of the library admin-
istration and its chief administrative officer shall
be defined.

Commentary on Standard E.1

If there is ambiguity within the university
community as to the particular place occupied by
the library within the administrative and gover-
nance structure of the university, and if the au-
thority and responsibilities of the library's chief
administrative officer are not clearly identified,
misunderstanding, conflict, and confusion can
sometimes result to the detriment of both the
university and its library. Because it is closely re-
lated to instruction and research, the university
library should be formally recognized as one of
the major academic units within the university,
and its chief administrative officer should partici-
pate regularly and directly in university-wide
academic planning and decisiri making. For simi-
lar reasons, this person should report directly to
the chief academic officer of the university.

The longlecognized need in institutions of
higher education to involve faculty in library mat-
ters has led to the institutionalization of the advi-
sory library committee. Because of the fundamen-
tal impoitance of the library to instruction and
research and the consequent nerd for close, con-
tinuing interaction between the faculty and the
library, the existence of the library committee is

valuable. The committee should be advisory, and
its responsibilities should be clearly delineated.

Standard E.2

The university library's own administrative and
governance structure shall be clearly specified
and shall be consonant with the governance
structure of the university as well as with the
particular needs and requirements of the library.

Commentary on Standard E.2

In order to facilitate effective organizational ac-
tivfty and decision making, it is essential that the
administrative and governance structure of the
university library itself be clearly specified. This
will involve identifying the roles and respon-
sibilities of all categories of library personnel in
the governance of the library. It is essential that
library governance reflect the principles and prac-
tice followed elsewhere within the university, al-
though they should be modified as necessary to
embody those conditions and issues peculiar to an
academic library.

Standard E.3

There shall be a close administrative relation-
ship among all libraries within the university to
the end that library users may make full and ef-
fective use of library resources and services.

Commentary on Standard E.3

No single pattern of library administration will
serve all universities equally well, but whatever
pattern an institution chooses should have as its
principal purpose the equitable distribution of li-
brary resources and services. The needs of
scholars differ from discipline to discipline and
often the needs of students differ from those of
faculty. These competing interests cannot always
be reconciled, but one important task of library
administration is to achieve as much balance as
possible in the provision of services to all groups.

However administrative relationships among
library units within a university are determined,
it is essential that adequate coordinating
mechanisms be established and enforced to en-
sure that service policies are in reasonable har-
mony, that costs related to duplication are con-
trolled, and that access to all library collections is
maximized.

Standard E.4

A university library's major policies and proce-
dures shall be clearly defined and regularly re-
viewed.

Commentary on Standard E.4

In order to ensure that it is effective internally
and understood externally, a university library
should clearly define its major policies and pro-
cedures and record them in written form. The
written statements of policy should be readily
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available to all members of the library staff, and
policies which have external relevance (such as
the library's collection development policy or cir-
culation policy)-should be accessible to the li-
brary's clientele and to others who may need or
desire to consult them. These policies, as well as
the practices that implement them, should be
regularly reviewed to ensure. that they continue
to he appropriate.

SECTION F: FINANCE

Standard F.1

Budgetary support for the university library
shall be sufficient to enable it to fulfill its obliga-
tions and responsibilities ac identified in the pre-
ceding standards.

Commentary on Standard F.1

The total budgetary needs of a university li-
brary can be determined only in relation to its
responsibilities. Many attempts have been made
to develop formulas or other "objective" ineas-
tires for determining the budgetary requirements
of a university library. These measures range
from matching funding with student enrollment
to defining a minimum percentage of the total
university C and E budget which should be de-
voted to the library. Such "objective" approaches
to budget determination do not always take cog-
nizance of the range and complexity of demands
which any university library must meet, as well
as the significantly different library needs of dif-
ferent universities.

These conditions also make it impossible to
identify a viable model that can be applied to all
university libraries for allocating their budgets by
major categ_ry 'salaries and wages, acquisitions,
binding, miscellaneous supplies, and other ex-
pense). Allocation ultimately depends on local re-
quirements and prioriQs. For example, if a uni-
versity library is expecte& ) cparate .-. substantial
number of discrete mot; %,..ith pa..iel and dup-
licative.activitiec, it:, expenditures for salaries and
wages will be higlici %an if this were not the
case.

Under any cimumstances, it essential that a
university library be provided with sufficient
funding to enable to devetup appropriate col-
lections, provide appropriate services, carry out
rece.sary operations, and satisfy identified expec-
tations and requirements. If funding is less than
is necessary (r) fulfill these obligations, the library
will be unabh to meet university needs.

A university library should be expected to op-
erate on a sound financial basis. To do this, the
library and its administration must be able to
identify and support its fiscal request effectively
and to report adequately on expenditure of funds.

Standard F.2

The university library budget shall be a dis-
tinct part of the university's budget, and it shall

be developed and managed bv the chief adminis-
trative officer of the university library.

Commentary on Standard F.2

The authority to prepare, submit, defend, and
administer the university library budget should
be delegated clearly and explicitly to the chief
administrative officer of the university library. He
or she should have full responsibility for manag-
ing this budget as well as the authority necessary
to maximize the use of the library's total re-
sources. He or she should have the same degree
of latitude and responsibility that is exercised by
other major administrative officers within the
university. The library should be responsible for
preparing adequate and regular reports on ex-
penditures throughout the year. These reports
should conform to the university's requirements
and, where necessary, to its standardized proce-
dures and practices.

Because of the importance of the library within
the university and the need that it respond effec-
tively to changing demands, priorities, and
academic programs, it is essential that the library
budget be developed in relationship to and with
full cognizance of the total university budget-
planning process, and that the library's chief ad-
ministrative officer be directly and significantly
involved in this process.
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APPENDIX

QUANTITA71VE ANALYTICAL TECHNIQUES
FOR UNIVERSITY LIBRARIES

The university libraries' to which quantitative
measures might be applied are so complex, so di-
verse in the progracs they support, and so dif-
ferent from each other that it is extremely
difficult, if not impossible, to devise a common
statistical measure which could be applied to all
of them. This problem is further complicated by
the character and inadequacy of the currently
available data. Herman Fussier, for example, ob-
serves that "libraries, like universities, tend to
havt very inadequate analytical data on their own
operations and performance. Such data, especially
as they relate to costs and system responses to
user needs, are critically important in ally -:.ffort
to improve a library's efficiency and responsive-
ness."2 Fritz Machlup, in the course of his recent
efforts to measure the holdings and acquisitions of
libraries on a broad scale, has complained about
the lack adequate data.' Other observers have
challenged the utility of present library data col-
lection.' They focus on perceived failures to
measure performance or effectiveness. Neverthe-
less, academic institutions do compete for faculty
and students, and one of the elements in this
competition is the adequacy of library servians
and collections. Comparative judgments about
academic libraries are made, and these compari-
sons can be aided by quantitative measures.

Unfortunately, much 'A the data which are
needed to actually make interinstitutional com-
parisons is not easily available, although some
useful data can be obtained from ARL statistics.
The LIBCIS and REGIS surveys also supply
data, but these are usually too old for current
needs or in a form which is difficult to use. Con-
sequently, the analyst is compelled to rely on
what is available: An, statistics, authorities who
have written on the subject, and such limited
surveys as he or she can make. All of these
methods have varying degrees of utility, but with
the possible exception of the ARL data, none
provide the raw data on which empirically de-
rived measures can be based. Certain "common"
practices can be discerned, and the advice of au-
thorities can be weighed, but these, however
valuable, do not constitute quantitative measures
in an empirically derivable, logically justifiable
sense. To have reliable quantitative measures,
the categories to be measured must be defined,

and a mechanism for gathering the necessary data
must be developed.

In the absence of either of these necessary
conditions, it is difficult to do more than perform
what analyses can be performed on ARL data.
Briefly, these fall into three categories: (a) in-
sights obtained by simple inspection of the data;
(b) the construction of ratios which reduce the
quantity of data to be comprehended and facili-
tate comparison; and (c) regression analysis which
performs roughly the same function from the
analyst's point Of view as the construction of
ratios but also requires an effort on the part of
the analyst to group like institutions together and
gives the analyst some indication of how well this
has been accomplished (coefficient of determina-
tion).

Simple inspection of ARL data, aided.by rank-
ings, ranges, averages, and medians, does pro-
vide useful insights for the experienced library
manager who can mentally discount obvious dis-
crepancies and differences between institutions
and can rtstrict comparisons to a homogeneous
group. However, to read, for example, that in
1976-77 the number of volumes in ARL libraries
ranged between Harvard's 9,547,576 and McMas-
ter's 906,741, that the average library held
2,127,047, and the median was 1,653,000 may
give the reader a sense of perspective, which is
valuable, but it is of limited use in drawing com-
parisons between rather different institutions.

A reduction of data can be achieved by the use
of ratios or percentages, as is shown in the exam-
ple of ratio analysis below. Some of those which
can be generated from existing data include:

1. The ratio of professional to nonprofessional
staff

2. Expenditure for library materials as a per-
cent of total library operating expenditure

3. Ratio of salary expenditures to library mate-
rial expenditures
This kind of data reduction aids analysis by mak-
ing the data more comprehensible. For example,
among ARL libraries in 1976-77, the ratio of pro-
fessional to nonprofessional staff ranged from 1
to 0.24; the average was 0.51 and the median
0.49. The overwhelming majority of libraries
tended taward a pattern of one professional to
two nonprofessionals. Among ARL libraries in
1976-77, expenditures for library materials as a
percent of total library expenditures ranged from.
19.14 percent for Toronto to 50.61 percent for
Houston. The average was 31.46 percent and the
median 30.09 percent. The vast majority of ARL
libraries tended to spend 30 percent of their
budgets on acquisitic -is. The obverse of materials
expenditure for libraries is salary expenditure.
Expressed as a ratio of salary to materials it
ranged from 3.6 in the case of Toronto, t 0.8 in
the case of Houston, with the median 1.9 and the
average 1.93.

From ratios such as these, r deeper insight into
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library operations can be obtained, but it would
be rash to conclude that all libraries should spend
30 percent of their budgets for books and 60 per-
cent for salaries or that the ratio of professional to
nonprofessional should always be 1:2. Local con-
ditions dictate differing policies. A library with
many branches may require a higher ratio of pro-
fessionals to nonprofessionals. Conversely, differ-
ing operating conditions, different types of
staffing may dictate different ratios. An example
of a more extended kind of ratio analysts is that of
Allan Cartter's Library Resources Index, which is
described in a following section. Yet, even this
kind of ratio should be viewed cautiously. At
best, ratio analysis can serve only as a back-
ground against which local conditions may be
evaluated.

Regression analysis also provides a form of data
reduction, but it compels the analyst to attempt
to group like institutions together. Baumol and
Marcus provide a guide to its use in library data
analysis.5 The concluding sec on of this appendix
gives an example of its application. But the same
caveats about drawing inferences that apply to
ratio analysis apply to regression analysis.

In addition to these, there is a growing litera-
ture on performance evaluation of libraries which
is expressed in various ways. F. W. Lancaster
summarizes some of the possible approaches:

"1. The ability of the library to deliver a par-
ticular item when it is needed.

"2. The abiliV of the catalog and the shelf ar
rangement to disclose the holdings of particular
items or of materials on particular subjects.

"3. The ability of reference staff to answer
questions completely and accurately.

"4. The speed with which a particular item can
be located when needed.

"5. The speed with which a reference inquiry
can be answered or a literature search conducted
and the results presented to the library user.

"6. The amount of effort that the user must
himself expend in exploiting the services of the
library (including factors of physical accessibility
of the library and its collections, the size and
quality of the library staff, and the way in which
the collections are cataloged, indexed, shelved
and signposted."4

Performance measures are, however, still in
the early stages of their development. They may
eventually prove to be extremely important to li-
braries, but they are likely to be most useful in
making intrainstitutional rather than interinstitu-
tional decisions. In sum, there are no simple so-
lutions, no ready panaceas, no easily available
substitutes for intelligent analysis of available
data.

Example of Ratio Analysis

Table 1 below demonstrates the application of
ratio analysis to library materials expenditures as
a percentage of total library operating expendi-
tures. It is based on the latest (1976-77) ARL
data. For the sake of brevity and because this is
simply used as an example, only twenty of the
total applicable ninety-three institutions have
been included.

The Library Resources Index

The Library Resources Index is a specialized
index devised by Allan M. Carttqr and published

TABLE 1
LIBRARY MATERIALS EXPENDITURES AS A PERCENTAGE

OF TOTAL. LIBRARY OPERATING EXPENDITURES (VALUE)
FOR TwEsaY UNIVERSITY LIBRARIES, 1976-77

ILd. Order
Numher

Institution
Number Institution Name Value

1 31 Houston 50.61
2 3 Arizona 44.63
3 82 Texas A be M 44.05
4 87 VPI bc SU 42.84
5 81 Texas 42.69
6 28 Georgia 42.21
7 35 Iowa 42.15
8 71 South Carolina 42.08
9 68 Rice 41.67

10 42 Louisiana State 40.19
11 20 Connecticut 40.04
12 60 Oklahoma State 39.51
13 53 Nebraska 39.30
14 80 Tennessee 39.22
15 52 Missouri 38.93
16 4 Arizona State 38.62
17 22 Dartmouth 38.30
18 24 Emory 28.23
19 1 Alabama 38.08
20 57 Notre Dame 37.87
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TABLE 2
THE LIBRARY RESOURCES INDEX APPLIED

TO TWENTY ARL LIBRARIES, 1976-77

Rank Order
ONetall

Index
Institution Name

Total
Volume
Wes

Volumes
Added
Index

Serials
Index

°serial
Libraty

Resources
Index

1 Harvard 4.49 2.25 3.89 3.54
2 Illinois 2.74 1.95 3.43 2.71
3 Yale 3.24 2.40 2.44 2.69
4 Calif., Berkeley 2.31 1.75 3.90 2.65
5 Texas 1.91 2.87 2.41 2.39
6 Indiana 2.07 2.39 1.71 2.05
7 Columbia 2.22 1.57 2.31 2.03
8 Michigan 2.31 1.81 1.92 2.02
9 Stanford 2.05 1.67 2.13 1.95

10 Toronto 1.87 2.15 1.66 1.90
11 Calif., Los Angeles 1.84 1.44 2.26 1.84
12 Washington 1.52 2.16 1.64 1.77
13 Cornell 1.87 1.33 2.06 1.76
14 Chicago 1.83 1.60 1.76 1.73
15 Wisconsin 1.52 1.30 1.92 1.58
16 Ohio State 1.53 1.50 1.15 1.39
17 Minnesota 1.58 0.93 1.48 1.33
18 Duke 1.35 1.28 1.33 1.32
19 Princeton 1.37 1.18 1.25 1.27
20 Pennsylvania 1.31 1.08 1.10 1.16

in his An Assessment of Quality in Graduate
Education.' It is an average of three indexes and
is computed in the following way. First, the pool
of institutions to be compared is determined. (In
the example, shown as table 2, this pool is all
ARL libraries and the data are for 1976-77). Sec-
ond, three variables are isolated: (a) total vol-
umes; (b) volumes, added; and (c) periodicals re-
ceived. A separate index is formed for each vari-
able by finding the average for each variable and
dividing the average value into the value for each
institution.

For example, assume that the average number
of periodicals held in ARL libraries is 15,000, and
three institutions have totals respectively of
60,000, 15,000, and 7,500. Dividing the average,
15,000, into each of these figures yields index
values of 4, 1, and .5. Similarly, values are found
for each institution km the other two variables:
volumes added and total volumes. Then the three
index values for each institution are summed, di-
vided by three, and sorted into descending order.
For example, refer to institution number 8 in
table 2. It is Michigan. It has index values of
2.31, 1.81, and 1.92. The sum of these is 6.04.
Dividing thi- by 3 yields 2.01, the overall library
resources ir....tx.

Mr. Cartter's index was based on 1963-64 data.
His general conclusion at that time was: "Those
libraries which fall below .5 are probably too
weic to support quality graduate programs in a
wide range of fields, although they may be
adequate for an institution that specializes in
technology or in advanced work in a very limited
number of areas."I

Table 2 demonstrates an application of the Li-

brary Resources Index to twenty ARL libraries,
using 1976-77 ARL data.

Regression Analysis Tables Using ARL Data,
1975-76

In analyzing data from ARL libraries, the
strongest statistical relationships are found to
exist when these libraries:re categorized in some
way. Therefore, by way of example, ARL libraries
may be grouped in four different ways:

1. All ARL academic libraries.
2. All private ARL academic libraries in the

U.S.
3. All public ARL academic libraries in the

U.S.
4. All Canadian ARL academic libraries.
Further, for each group additional tables may

be developed that predict the values of certain
different (dependent) variables based upon the
value of other (independent) variables. Six var
iables, for example, which can be examined are:

1. Professional staff
2. Total staff
3. Cross volumes added
4. Expenditures for library materials
5. Total library expenditures
6. Current periodicals held
For each library in each of the four groups

noted abom the following predictions then can
be made:

1. Number of professional staff based on
number of volumes held

2. Number of total staff based on number of
volumes held

3. Number of gross volumes added based on
volumes held
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TABLE 3
EXAMPLEOF RECRESSION ANALYSIS APPLIED

TO SIZE OF PROFESSIONAL STAFF (Y)

rrhiapt:on Y Value Y Estimate Residual Display

Libiary A 37 39 2 X
Library B 52 48 +4 X
Library C 63 55 +8 X
Library D 60 72 12 X

least squares
line normalized

4. Expenditures for library materials based on
gross volumes added and volumes held

5. Total expenditures based on volumes held,
gross volumes added, and tctal staff

6. Number of current serials based on number
of volumes held

Thus, for each table there can be plotted a dis-
play of variables, together with observations for
each institution, and which include for each de-
pendent variable its actual value, its estimated
value, and the residual, which is the difference
between the actual and the estimated value. For
example. assume we have the display shown
above as table 3, which predicts the number of
professional staff a library is expected to have
based upon the number of volumes held.

The first column identifies each institution: the
second shows the actual value for each variable:
the third shows the expected value based on the
regression equation computation which has been
done: the fourth is the difference between col-
umns two and three: and the fifth is a plot of the
data.

Looking at Library A, we sec that it has
thirty-seven professional staff. but based on the
other libraries in its comparison class.,it would be
expected to have thirty-nine. The actual value is
two fewer than expected. so its position on the
graph is plotted to the left of the lea$t squares
line. (See any standard textbook on statistics for
detailed explanation of this technique.) Libraries
B and C have nrre professionals than would be
expected, so they are plotted to the right of the
line. Consequently, by Inspection, the library

manager can note any obvious anomalies between
Iris or her institution and othcrs.
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Guidelines for Branch Libraries
in Colleges and Universities

Approved as policy by ,the Board of Direc-
tors of the Association of College end Research
Libreria, on July 3, 1875.:

sitirsoisucrion

One of the mitat-Perilstent and, difficult or-
iinizationilisluisfor academic libraries is the
physical centralization pr'decentralizetion of li-
brary ',services. When should a branch library
be created? Are establisbed oneeffeenVe? The
following Guidelines were developed by the As-
sociation,of':College- ind Reseirch Libraries in
le:72;in to iequests ',from academic librarians
and administrators (Or criterialO assist them in
reviewing the need'for brinch libiarierat their
institutions. Their objective is to novide a
framework for assessing, the needfor branch li-
braries and for developing policies for adminis-
tering effective branch services.

In this -document, the term ''branch" has
:Been used generally to define a library service
;unit, with collections, which is usually physiCal-
ly removed from the main library. It encom-
passes a variety of references,,including:

Department, and professional, librariei with
collections and services organized primari-
ly to serve the iteeds,of 'one or two aca-
demic disciflines.

Divisional libraries with collections and ser-
vices organized .to serve the needs of sev-
eral related subject fields, including inter-
disciplinary studies.

Undergraduate libraries with coiled-1664 end
services organized to meet particular in-
struction needs of the institution.

THE GUIDELINES

Branch libraries under a variety of designa-
tions have been established to extend the ser-
vices of the main library at many academic in-
stitutions. Factors governing their development
-Include the mission of the institution, campus
geography, enrollment patterns, financial con-
ditions. space requirements, instrt:ctional tech-
niques, user_expectations and demands, and ex-
ternal preisures. These gliidelines identify the
primary factori influencing the development
and maintenance, of branch library collections
and services. A review of these factors as they
relate to local circumstances should assist li-
brarians and their institutions in evaluating the
need for branch libraries and enable them to
make sound decisions related to establishing Or
vIt iniiing branch libraries. The reviewing pro-

, cess Is described in the following two sections:

Need Analysis and Evaluation, and Operating
Policies.

MLICO ANALYILI AND EVALUATION

The needs of modern scholarship must be
.served' by access to a broadSpectrtim of re-
Sources, including; the literatuie of a special
field and all subjects of related interest. The
basic objectives of the academic library are to

.acquire, organize,' store and disseminate record-
ed- information, and to provide -:services by
which to obtiin it locally, orto guide and assist
the user to appropriate external sources. The
libritry user's major; concern ir:for the totality
of the resources available to him. MI r&'srded
-resources commonly used to enrich- or support
the leaming.process,,and which are Owned by
or on loan to the academic institution, are in-
formation- resources. These resources should be
included as part of the inventory administered
by the library so that standards of collection de-
velopment and service can be malntsined at
reasonable cost.

An analysis of _need for branch libraries
should account for the requirements of a
branch library's primary, clientele as well as
those of the entire-aesdemic community. The
analysis should include supporting, data cover-
ing the following points:

1. The educational philosophy and Objectives
of the instite.tion, And the role of libritry
services within this context.

2. A description of projected branch services
including
a. Its primary clientele (students, faculty,

academic :dtlertments) and their in-
formation needs.

b. Geographical location related to pri-
mary clientele and to the total commu-
nity of users.

c. Collection development and organiza-
tion plans. including protections of
maximum size.

d. User services, including hours of ac-
cess and on-site staffing requirements.

c. Access to union catalogs, delivery ser-
vices, and specialized information sys-
tems.

f. Space and equipment requirements, in-
eluding growth projections to meet
changing needs.

g. Total development and operating costs,
including long-range projections to
meet growth needs.

3. A description of present library services,
including

281



sAnforinatiOn ,needs- of the total cr.inns-
iiii defining both -general sioripecial
requirements.

b.. Cony:phi:al location of, present
hies related to mess, Icecations'.
Collection; development Policies and
'physical:organisation-of the collection,
-including -cniesdiacipliniasy needs of
-the':academic community and cellos&
ties giciwth peoledione.

d. User savices,including hours of access
and *Hire staging inquire inents.
Union catalogs, delivery systems and
sPecialized hifoiriation systems:,

f. Specs-innkesinillimint tegultinseMs, m-
e! dingigrowtk priajecticiess to .meet
-changing needs:.

g. Fine:icier:eel:port reciwernenti,
ling-Mlle -P!?lections to meet

WM* Se&
i. A 'comparative *With of Protected

brands- services , end- existing library ler-
-vicee,,using each-of 'the-factors identified

points I; rand 3: Note should be made
Of the
a. Restrictions"- mi user, access to: cake-

Alone- sad services, such as geography,
transport:Wi :facilities, collection ar-
singaients, deliiery services for li-
brary _materisli, 'service' bolus, staffing
assistance, special. use )privikges
foi defined group of clientele.

b. Collection development. and arrange-
ment raqtdreinents; induding the cost
of.- duplicating -library: resourcei, and
developing new subject collections.

c. Space and equipment reiluirecoenti, in-
cluding the' Cost of establishing and
maintaining neit'facilitise.
Finandid. support requirements, in-
cluding' long-rings Peotectioas to meet
growth needs. This should include a
review of Abe lintitution's long-range
projections for, bans* 'support of its
library proerems%

Implicit with ,the.creation of a branch
is a commitment- to funding its de-
velopment, on-going services, and
vowth while maintaining adequate
support levels for library :minx re-
quired by the total trAdernic commu-
nity.

Anatrewntanvz PIUNCIPLZS

The decision to establish or continue a
branch library should be accompanied by ad-
ministrative policy, statements dearly defining
the responsibdities Of the library system, inclucl-

: lag its branches-Lite:4'y policy statements sup-
. porting Objectieis and operating procedures of
''brioches should :covcr the following: the pur-
pose of the branch; administrative structure;

collections, development; services;' staffing; and
Alike. Tolfinto the larger framework of the

institution's objectives and programs, these pol-
icy statementi.should be approved by the li-
brary" director and appropriate administrative
'officers; and suppcirted' by committees repre-
senting a variety of interest groups.

The following general principles should be
considered in drafting policies for managing
branch libraries:

Organisation

The responsibility, for the management of
all libraries, both main and branch, should
rest with the library administration. Li-
brary services are :nose effective when all
the institutions libraryresources' are con;
sidered part:Of- one system with Consistent,
policies "for than, _accounting, analysis':
and the like. Centralized:planning and di=
section are, necessary to achieve the best
use of the financial resources an Institution
can allocate for libnurservicei.
The Wanch.library staff should report to-
the main- library administration. This rela-
tionship should be defined in job descrip-
tions and outlined on Organization chart;.
Written statements defining goals and ob-
jectives of a :branch library should be de-
termined carefully, described clearly,.-.up-
dated regularly, and stated in measurable
terms.' The revieri and evaluation of
branch 'operations should be conducted
with the assistance of fise library's advisory
committees representing the- interests of
the total Leaden c community.
A manual Of operating polides_and liroce-
dures is recommended for all .branch li-
braries.

Collections Development

The materials selection policy for each
branch should be coordinated with the
main library's selection poliiies. The policy
should emphasize the branch's goals and
objectives as the foundation for acquisi-
tions, and the framework within which the
branch collection is to be evaluated. The
collection should be restricted, as far as
possible, to the subjects the branch serves,
and should include, all forms , of material
necessary to support those fields. An ex-
plicit policy covering the provision of-du-
plicate materials, whether in the main li-
brary, or in a branch,ls essential. Discard-
ing policies should be included in selec-
tion policy ..-.letements.

Collection Organization

Whenever) centralization can produce sig-
nificant e.:enomies in processing and ac-
quisitions, it should be effected. However,

282

56



maiiII.1111Yr.

bit macie-in each case
since ndo or gUideline can be
established. In 'moat cases,centridized pro-
cessing -and; acquisitions. will prove moat
economical.
The holdings of Clibiarksystem, inelud-
ing 'those ,ofArancli libraries, shoUld be
listed :unkm eatalogs4nd. othei access
points to. the 'collections, -and be open to
the lihrery's general Community. Branch
users have access" to the files of the
brinch's. Bits and other
similar. lecOrds produced by the library
system inhe branch.

Services

Branch libraries should. maintain the same
standards of -service, but not necessarily
the same services, as'the main library with
respect to access,. staffing, assistance to
users and adequacy of physic:3 facilities.
To this end

Branch services, Including circulation
privileges, should be available tollse to-
tal academic, community it- hours con-
venient to the users. Delivery, and pho-
tocopy services .are encouraged to pro-
vide maximum accessibility to and utili-
zation of the materials.
Competent stailing'should,be provided
to :insure the proper development and
use of the library's collection.. The staff
is a primary link between the eomnitirl-
ty's needs and the libraryl rtffiections.
The quality of branch Cervices depends
on itsrespoutivenele to !ft user's needs.
It is essential that the intended users of
the branch be consulted periodically to
, adviie the -branch on developing and
evaluating its services.

Reprints of this articlevre available, upon re-
quest, from the ACRL Office, SO E. Huron St.,
Chicago, IL 60611. es

Reprinted from the October 1975 issue of College & Research
Libraries News, a publication of the Association of College
and Research Libraries.
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The mission of a university
undergraduate library:
Model statement

Prepared by the ACRL Undergraduate Librarians Discussion Group
and the ULS Steering Committee

The final version that was approved by the ALA Standards
Committee (January 1988).

The purpose of the undergraduate library is to
take priinary responsibility for meeting the library
needs of undergraduate students in a large univer-
sity environment. The designation of a separate li-
'brary expressly for undergraduates is based on the
premise that undergradnates deserve a full and fair
share of the 'libraries' resourcesmaterials, ser-
vices, and staff time. The policies of the separate
undergraduate library may frequently give prefer-
ential treatment to undergraduates to ensure this
allocation of resources. The nature of the environ-
ment, the specific needs of undergraduates, and
the kinds of staff and services required to effec-
tively meet those needs are more fully described in
the following Paragraphs.

Environment

The library systems of large universities gener-
ally consist of several major departmental libraries
plus numerous special libraries and reading rooms

'spread over a large campus arc a. The materials col-
lection of the library system is measured in millions
of volumes. Each library within the system concen-
trates on the needs of the members of a specific de-

partment or field of study, and the quality of the
library is 4efined in terms of the strengths of the re-
search collection. Specialized services are often
provide thcie doing research, such as comput-
erized searching of commercial resource database
The staff members of those libraries are selected L.
their ability to provide graduate-level reference
services, to organize complex collections, and to se-
lect the often esoteric materials needed in a re-
search library. In-depth subject knowledge and
managerial skills are also frequently required.

Users

Within this research-oriented setting, there are
large numbers of undergraduate students with
varying levels of experience and ability in using li-
braries. As a group erv3st first-year students share
the following characteristies:

1. They do not yet have the sophisticated re-
search skills needed to exploit the research library's
potential.

2. They are intimidated by the complexity and
size of a large library systeni.

3. They are often reluctant to ask for assistance
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in the use of a library.
4 They are unaware of the manyservices and re-

sources which are available in university libraries.
The needs of acideinic library users arc, on a

spectrum, with study space, instruction in basic re-
search tools,'and reserve books one aid, and pri-
miry source Materials' and special bibliographic
services at the other end. The concentration of
needs of the Undergraduate the fame:r end of
the spectrum and the undergraduate library fo-
cuses onserVing these needs. The undergraduate
briry -Mey also serve the informational needs of
other users, including members of the civic com-
munity:

Information services

An undergraduate library with a collection of
the size and nature required to meet undergradu-
ate needs is not always easy term& The identifica-
tion of materials wanted is often confusing and
may be incOmpreheniible until the user is actually
shown bow the systeth works. Teaching students
low to use a library is therefore a basic service pro-
vided by the staff of the undergraduate library.
The teaching programs of libraries
are varied. They inalUdeteiching by personal con-
tact and through the Preparation of printed and
other materials. They include,forrnal group in-.
struction and inforthal, unstructured contacts with
students. The programs generally include three
typei of activities: reference and referral, orientaz
Lion, and fennel instruction.

Reference encounters with undergraduates of-
ten result not only in answering specific'qUestions,
but also in personalized instruction in the methods
of identifying end 'Mtneving library materials.
Supplemental to this personal contact is the provi-
sion of bibliographies, booklists, and other aids de-
signed to Introduce undergraduates to the materi-
als available in the library ancrbi guide them in-
finding the materials. The reference service pro-
vided by undergraduate librarians is also a referral
service tethe wide variety of resources in the li-
brary system.. Referrals may also assist an under-
graduate in becoming aware of community li-
braries and information centers, as well as of
personal supportive services including academic,
financial, health, and counseling services.

Orientation activities acquaint undergraduates
with the facilities and services of the library. They
include activities such as the distribution of maps
and informational materials that describe the li-
brary system and the resources and services of the
individual libraries within it, staff- conducted tours
for groups, and self-guided tours. Orientation may
also include public relations activities that help stu-
dents become aware of the services and resources of
the library.

Bibliographic instruction programs should irn-
prove the ability of students to Make effective use of
the library collections, services, and staff. Instruc-
tion may he offered as part of coursework in an aca-
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demic subject or interdisciplinary program, In a
separate course on library skills, in workshop's and
term-paper clinics, and through point-of-use aids
in the library.

Reference service, bibliographic instruction,
and, orientation activities are apprOpriate for all
levels and types of library use The undergiadu-
ate library focuies on two problems that are partie--,
ularly common to undergraduatesfinding the
materials they need, and knowing when to ask for
help and having the confidence to do so. Under-
graduate libraries provide a laboratory in which to
teach students how to use a library. The experience-
of using an undergraduate library is preparation,
for using all libraries; preparation not merely for
graduate wort. and research, but also for learning .
to use information sources that will be needed by.
undergraduates for the rest of their lives as citizens,
as consumers, in their professions, and for their rec-
reational interests.

r.

Collection

The subject scope of the undergraduate library
will primarily support the teaching curriculum. A,

.'given undergraduate library would operate atone.
of the following collecting levels: 1) at the level of
freshman and sophomore classes; 2) at all levels of
undergraduate classwork; 3) at all levels except in ;

disciplines supported by specialized subjeci
braries or professional schevals with undergradkate
programs, in which cases bibliographic support by
the undergraduate library will be at the freshman,
and sophomore level. Since many- undergradkate
courses require large numbers of students to read
the same library materials, direct curriculum sup-
port will be provided through reserve collections.
and through purchase of multiple copies of items
with high demand.

The undergraduate library will provide not only
the best materials of historical or research-value
(which might be duplicate. in other librarief on
campus) but also overviews of a subject, jargon-
free e-xpianations of a field, and introductory mater
rials. Rmearch reports and other items restricted to
a very narrow subject area are less frequently of in-;
terest to undergraduates and will be purchased,.
very selectively. The undt4raduate library's col-
lection of periodical reference material will con-
centrate on the more standard and interdisciplii.
nary periodical indexes, since these are most
heavily used by undergraduates; the periodical col-
lections should emphasize the titles covered by
these indeices. Collections of course- related materi-
als for undergraduate use have increased in the for-
mats available and In content reliability and the
appropriate additional resources for undergraih7
ate study. Increasingly the undert7aduate library,
will need to supply non-print materials (with bib-
liographic access) and well-maintsMed equipment
in order to address growing availability and de-
mand.
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variety of
courses and are therefore lOoking for library mite-
tie143:sixVide-varietief subjects in order to meet
course reqirreine.nts.:Theiubjeet range of the Un-
Aergra `dilatchlirary will be of suffiCient ,Corripre-
heitsivisiess and depth so that, in general, the un-
dergr' ichitte Will have a single starting point from

fhicl the basic inforination needed for pa-
'sieeehei; etc. More advanced needs

Undergraduates Will be met by sPeCific referral
,graduate collectioni.
The inforMation needs ,of. undergraduates ex-

tend'heYoiicrthe requiiementi of the curriculum.
ndeigraduate students are' vitally interested in

events and in the 'current state of tle world.
;The ,development of cultural,- careei, and health
and recreational interests is also an important part
Of think of an individual, and the undergraduate

f,Yeari area tiinefor exploring the wide range of ac-
,Hvities and Opperttinities available. The library ex--...,.
perience of undergraduates should encourage them
to seek materials in these areas. The collections of
the undergraduate library Will therefore be,devel-
-iipeil to meet these needs, since this is important
,tto undergraduate education and to the mission of
'the university as is the support of formal classroom
instruction.

Staff

The staff of the undergraduatelibrary must have
attain abilities in addition to their information-

, ,Seelcing skills. The ability to interact on ,a one -to-
:.one basis with a diverse clientele is essential. Staff
.shbitld also be able to design' and implement in-
structional programs that meet varied user needs.
In 'addition, they should be able to interact with
;faCulty in promoting effective use of library re-
--sources in relation to classroom activities. The abil-
ity to cooperate with staff of other libraries and re-

, 'source centers is also needed.
The staff of an undergraduate library must have

understanding of the pressures of campus life and a

concern for undergraduate needs and:prbbleins.
-The library staff should treat undergraduates with
respect, make them feel comfortable in the libraiy,
and encourage them to ask for help. Only this per-
sonal interaction with students will humanize their
library contacts; open paths of communication for
their growth in using libraries, and increase their

. respect for libraries.

Study facilities

The environment of the undergraduate library
should encourage the use of the library and its re-
sources. The hours of operation must accommo-
date a range of student requirements based on class
times, work commitments, and varied social
habits. Many undergraduates live in environments
which are not conducive to study; others simply
prefer to study at a library. The undergraduate li-
brary should provide sufficient study spaces, based
on the size of the student population, in a variety of
seating to accommodate student needs and habits,
e.g., quiet study of own materials, study with ac-
cess to library resources, limited group study, and
informal interaction.

Development

As undergraduate education changes, so must
undergraduate library service. The undergraduate
library must be innovative and experimental, alert
to changing undergraduate needs, and must often
adopt non-traditional library methodology. Cur-
rent areas of development might include the fol-
lowing:

Continuing exploration of effective use of li-
brary materials in support of classroom teaching.

Expanding programs of bibliographic instruc-
tion.

Service to special groups, e.g., the visually im-
paed, the disadvantaged, or international stu-
dents.

Integration of new and/or advanced technolo-
gies such as computer systems, microcomputers,
video or optical disks as appropriate.

Cooperative programs with other campus
units, such as tutoring and counseling services.

Developments in some of these areas may be at
the library system level rather than exclusively
within the undergraduate library. However, it is
the responsibility of the undergraduate libfary
staff to shape these developments to meet the needs
of undergraduates and their academic pr:, lams.

Note: This revision was prepared by tile following
people with approval by the Undergraduate Li-
brarians Diseutsion Croup and the Steering Com-
mittee of the University Libraries Section of
ACRL: Thomas Fry, Deborah Biggs, Sandra
Ward,Robert Merikangas, -Molly Mcihony, Ro-
land Person, and Wilma Reid Cipolla.

Reprinted from College & Research Libraries News, October 1987, a publication of the
Sisociation of College and Research Libraries, a division of the American Library
Asiociation.,
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Standards for college libraries, 1986

Prepared by the College Library Standards Committee

Jacquelyn M. Morris, Chair

The final version approved by the ACRL Board of
Directors.

The Standards for College Libraries were first
prepared by a committee of ACRL, approved in
1959, and revised in 1975. This new revision wa;
prepared by ACRL's Ad Hoc College Library Stan-
dards Committee. Members are Jacquelyn M.
Morris, University of the Pacific (chair); B. Anne
Commerton, State University of New York at Os-
wego; Brian D. Rogers, Connecticut College;
Louise S. Sherby, Columbia University; David B.
Walch, California Polytechnic State University;
and Barbara Williams-Jenkins, South Carolina
State College.

Foreword

These Standards were approved as policy by the
ACRL Board of Directors at the ALA Midwinter
Meeting in Chicago on January 19,1986. They su-
persede the 1985 draft Standards published in
C&RL News, May 1985, and the 1975 Standards
published in C&RL News, October 1975.

The Ad Hoc Committee was appointed in 1982
to examine the 1975 Standards with particular at-
tention to the following areas:

a. Non-print collections and services;
b. Collections (Formula A), Staff (Formula B),

and Budget (% of Education & General);
c. Networking and cooperative associations;

and to recommend revisions which would bring
them up to date and make them more generally
useful.

The Committee studied each standard in terms
of the charge and reviewed several recent studies
orrthe subject of Standards, including:

Larry Hardesty and Stella Bentley, The Use and
Effectiveness of the 1975 Standards for College Li-
braries: A Survey of College Library Directors
(1981).

Ray L. Carpenter, "College Libraries: A Com-
parative Analysis in Terms of the ACRL Stan-
dards," College & Research Libraries 42 (January
1981):7-18.

"An Evaluative Checklist for Reviewing a Col-
lege Library Program, Based on the 1975 Stan-
dards for College Libraries," C&RL News, No-
vember 1979, pp. 305-16.

The Committee also published a call for com-
ments on the 1975 Standards (C&RL News, De-
cember 1983) and held hearings at the 1984 ALA
Midwinter Meeting and the 19od ALA Annual
Conference.

One of the primary issues with which the Com-
mittee has dealt is the effect of new technology on
the Standards. While no one predicts the immedi-
ate demise of books as we know them, one cannot
ignore the multiplicity of formats in which infor-
mation appears. For example, will the emerging
body of online reference tools eventually make it
possible for libraries to provide comparable or im-
proved service with smaller book collections?

Access to the major bibliographic utilities is an-
other issue related to technology and libraries. In
an information-rich society, does lack of access to
these utilities have a detrimental effect on the
scholarly programs college libraries are attempting
to support? How should the Standards address this
lack of concern?

A similar related issue centers on resource shar-
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ing and networking. Thrm gh access to the emerg-
ing "National Databaser"(defined as the totality of
0 CL C, RLIN; WLN, and LC) we have greatly in-

ereaS4trir knowledge of Other libraries' collec-
tions. Online identification ,and location of needed
material:1'1as shortened- ,he retrieval time. Elec-
tronic mail will have a similar impact on resource
sharing. Since even the largest libraries find it diffi-
cult to collect comprehensively, resource sharing
has become an increasingly common fact of life.
The 1975 Standards placed a very high value on
browsability and immediate,access to materials,
whereas resource sharing is somewhat contradic-
tory to this concept. On the other hand, coopera
tive.agreertents allow for exposure and access to
vastly more extensive resources than was hitherto
possible.

The Committee discussed extensively the topic
ofperforinarice measures. While the library direc-
tors surveyed and reported in the Hardesty-Bentley
article stressed the need for performance measures
in the College Library Standards, the Committee
concluded that providing them at this point is be-
yond the scope of its change. Obviously, however,
this is a concept whose time has come: the ACRL
Ad Hoc Committee on Performance Measure for
Academic Libraries, chaired by Virginia Tiefel,
has received a five-year appointment which gNes
some indication of the complexity of the task. The
,library profession should monitor and support the
work of this ad hoc committee.

Some sentimert has been expressed for standards
with lesi emphasis on quantitative measures, pat-
terned after the more abstrac "Standards for Uni-
versity Libraries" (CirRL News, April 1979, pp.
101-10). While there are certain advantages to
standards written in this way, the vast majority of
those expressing opinions .0 the Committee sup-
ported the quantitative measurements provided
for in the College Library Standards. Most who ex-
pressed this view cited Carpenter's findings, noting
that a verylarge percentage of college libraries fail
to meet minimum standards in ter. as of collection
size, staff size or budget. Consequently, prescribed
goals continue to be regarded by librarians as an
important component of the Standards.

While many statements have been modified in
these Standards, certain important points should
be noted. For example, while the 1975 Standards
addressed collection size, they did not address se-
rial subscriptions, on which it is not unusual now
for a library to spend half or more of its annual ma-
terials budget. Each Standard has been reviewed in
lig!,:t of library teclii,ology, networking, and 're-
source sharing, and audiovisual materials. The in-
chis.on of these aspects of libraries has been ad-
dressed in Standard 2, Collections; Standard 3,
Organization of Material; Standard 6, Facilities;
and Standard 8, Budget.

Introduction to the standards

Libraries have long been considered an integral
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and essential part of the educational programs of-
fered by Colleges. Their role has included coliecting
the records of civilization and documentation of
scientific pursuit. An equally important role is to
offer various programs to teach or assist users in the
retrieval or interpretation of these records and doc-
uments. These information resources are essential
for members of the higher education community to
pursue their academic programs successfully. To-
talaulfillrnent of these roles is, however, an ideal
goal which continues to be sought and is yet to be
attained. Expectations as to the degree of success in
achieving this goal vary from institution to institu-
tion, and it is this diversity of expectations that
prompts the librarrprofesion to offer standards
for college libraries.

The Standards seek to describe a realistic set of
conditions which, if met, will provide a college li-
brary program of good quality. Every attempt has
been made to synthesize and articulate the library
profession's expertise and views of the factors con-
tributing to the adequacy of a library's budget, re-
sources, facilities, and staffing, and the effective-
ness of its services, administration, and
organization.

These Standards are intended to apply to li-
braries supporting academic programs at the bach-
elor's and master's degree levels. They may be ap-
plied to libraries at universities which grant a small
number of doctoral degrees, say, fewer than ten
per year. They are not designed for use in two-year
colleges, larger universities, or independent profes-
sional schools.

The eight sections of the 1975 College Library
Standards have been retained, and include:

1. Objectives
2. Collections
3. Organization of Materials
4. Staff
5. Services
6. Facilities
7. Administration
8. Budget

Each standard is followed by commentary in-
tended to amplify its intent and assist in its imple-
mentation,

Whenever appropriate, the terminology and
definitions in the ANSI Z39.7 Standards published
in 1983 have been used.

Standard 1:
Objectives

1 The college library shall develop an exp kit

*Specifically these Standards address themselves
to institutions defined by the Carnegie Commission
on Higher Education as Liberal Arts Colleges I and
II and Comprehensive Universities and Colleges I
and II. See the revised edition of A Classification of
Institutions of Higher Education Berkeley, Calif.:
The Council, 1976.
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statement of its objectives in accord with the goals
and pisrposes of the college.

'Cr aniMentery.
The administration and fc-ulty of every college

have a responsibility. to examine the educational
program from time to time in ltht of the goals and
purposes of the institution. Librarians share this re-
sponsibility by seeking ways to provide collections
and services which support those goals 'and pur-
poses. Succeisful fulfillment of this shared responsi-
-bility can best be attained when a clear and explicit
statement of library" objectives is prepared and
promulgated-so that all members of the college
community can understand and evaluate the ap-
propriateness and effectiveness of the library pro-
gram.

1.1 The development of library objectives shall
be the responsibility of the library staff, in consul-
tation with members of the teaching faculty, ad-
ministrative officers, and students.

Commentary
The articulation of libraiy objectives is an obli-

gation of the librarians, with the assistance of the
support staff. In developing these objectives the li=
brary should seek in a formal Or structured way the
advice and guidance of its primary users, the fac-
ulty and studenti, and of the college administra-
tion, in particular those officers responsible for ac-
ademic programs and policies.

1.2 The statement of library objectives shall be
reviewed Periodically and revised as necessary.

Commentary
In reviewing the objectives of the library, careful

attention should be paid to ongoing advances in the
theory and practice of librarianship. Similarly,
changes occurring within the education program
of the parent institution should be reflected in a
timely way in the program of the library.

Standard 2:
The collections

2 The library's collections shall comprise all
types of recorded information, including print ma-
terials in all formats, audiovisual materials, sound
recordings, materials used with computers, graph-
ics, and three-dimensional materials.

Commentary
Recorded knowledge and literary or artistic

works appear in a wide range of formats. Books
represent extended reports of scholarly investiga-
tion, compilations of findings, and summaries pre-
-pared for instructional purposes. The journal com-
municates more recent information and is
particularly important to the science disciplines.
Report's in machine-readable form are an even
faster means of research communication. Govern-
ment doCuments transmit information generated
by or at the behest of official agencies, and newspa-
pers reccrd daily activities throughout the world.

Many kinds of communication take place pri-
marily, or exclusively, through such media as
films, slide-tapes, sound recordings, and video-
tapes. Microforms are used to compact niany kinds
of information for preservation and storage. Re-
corded information also exists in the form of manu-
scripts, archives, databas,s, and computer soft-
ware packages. Each medium of communication
transmits information in unique ways, and each
tends to complement the others.

The inherent unity of recorded information and
its importance to all academic departments of an
institution require that most, if not all, of this infor-
mation be selected, organized and made available
for use by the library of that institution. In this way
the institution's information resources can best be
articulated and balanced for the benefit of all us-
ers.

2.1 The library shall provide as promptly as pos-
sible a high percentage of the materialE needed by
its users.

Commentary
While it is important that a library have in its

collection the quantity of materials called for in
Formula A, its resources ought to be augmented
whenever appropriate with external collections
and services. A library that meets part of its respon-
sibilities in this way must ensure that snoh activities
do not weaken a continuing commitment to de-
velop its own holdinljs. There is no substitute for a
strong, immediately accessible collection. More-
over, once a collection has attained the size called
for by this formula, its usefulness will soon dimin-
ish if new materials are not acquired at an annual
gross growth rate of from two to five percent. Li-
braries with collections which are significantly be-
low the size recommended in Formula A should
maintain the 5 % growth rate until they can claim a
grade of A (see Standard 2.2). Those that meet or
exceed the criteria for a grade of A may find it unre-
alistic or unnecessary to sustain a 5% growth rate.

The proper development of a collection includes
concern for quality as well as quantity. A collection
may be said to have quality for its purposes only to
the degree that it possesses a portion of the bibliog-
raphy of each discipline taught, appropriate in
quantity both to the level at which each is taught
and to the number of students and faculty members
who use it. While it is possible to have quantity
without quality, it is not possible to have quality
without quantity defined in relation to the charac-
ter istics of the irstitution. No easily applicable cri-
teria have yet been developed, however, for mea-
suring, quality in library collections.

The best way to preserve or improve quality,in a
college library collection is to adhere to rib.,rous
standards of discrimination in the selection of ma-
terials to be added, whether as purchases or gifts.
The collection should contain a substantial portion
of the titles listed in standard bibliographies for the
curricular areas of the institution and for support-
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ing general fields of knowledge. Subject lists for
college libraries hive been prepared by several
learned associations, while general:bibliographies
such as Books for College'Libraries are especially
useful for identifying important retrospective ti-
tles. A majority of the appropriate, current publi-
cations reviewed in scholarly journals and in re-
viewing media such as Choice or Library Journal
should be acquired. Careful attention should also
be given to standard works of reference and to bib-
liographical ,tools,which describe the broad range
of information sources.

Institutional needs for periodical holdings vary
so widely that a generally applicable formula can-
not be used, but in general it is good practice for a
library Co own any title that is needed more than six
times per year. Several gOod lists have been pre-
pared of periodical titles appropriate or necessary
for college collections. Katz's Magazines for Li-
braries describes 8,500 titles, of which approxi-
mately ten percent may be regarded as essential to
a broad liberal arts program for undergraduates.
To this estir"-te must be added as many titles as are
deemed necessary by the teaching faculty and li-
brarians to provide reqiiisite depth and diversity of
holdings. It may not be necessary to subscribe to
certain less frequently used titles if they are avail-
able at another library nearby, or if needed articles
maybe qUickly procured through a reliable deliv-
ery system or by electronic means.

The library collection should be continually
evaluated against standard bibliographies and
evolving institutional requirements for purposes
both of adding new titles and identifying for with-
drawal those titles which have outlived their use-
fulness. No title should be retained for which a
clear purpose is not evident in terms of academic
programs or extra-curricular enrichment.

Although the scope and content of the collection
is ultimately the responsibility of the library staff,
this responsibility can be best fulfilled by develop-
ing clear selection policies in cooperation with the
teaching faculty. Moreover, the teaching faculty
should be encouraged to participate in the selection
of new titles for the collection.

2.2 The amount of print material to be provided
by the library shall he determined by a formula (see
Formula A) which takes into account the nature
and extent of the academic program of the institu-
tion, its enrollment, and the size of the teaching
faculty. Moreover, audiovisual holdings and an-
nual resource sharing transactions should be added
to this volume count in asseseng the extent to
which a library succeeds in making materials avail-
able to its users.

Commentary

A. PRINT RESOURCES

A strong core collection of print materials, aug-
mented by specific allowences for enrollment, fac-
ulty ze, and cunicular offerings, is an indispensa-
ble requirement for the library of any college. Tha
degree to which a library meets this requirement
may be calculated with Formula A.

B. AUDIOVISUAL RESOURCES

The range, extent and configuration of nonprint
resources and services in college libraries varies
widely according to institutional needs and charac-
teristics. Although audiovisual materials may con-
stitute an important and sometimes sizable part of
a library collection, it is neither appropriate nor
possible to establish a generally applicable pre-
scriptive formula for calculating the number of
such items which should be available.

FORMULA A-

1. Basic collection
2. Allowance per FTE faculty member
3. Allowance per FTE student
4. Allowance per undergraduate majcr or minor field'
5. Allowance per master's field,when no higher degree is offered

in the field'
6. Allowance per master's field, when a higher degree is offered

in the field'
7. Allowance per 6th year specialist 'tree field*
8. Allowance per doctoral field'

85,000 vols.
100 vols.

15 vols.
350 vols.

8,000 vols.

3,000 vols.
8,000 vols.

25,000 vols.

A "volume" is defined as a physical unit of a work which has been printed or otherwise repro-
duced, typewritten, or handwritten, contained in one binding or portfolio, hardbound or paper-
bound, which has been catalogued, classified, or otherwise prepared for use. Microform holdings
should be converted to volume-equivalents, whether by actual count or by an averaging formula
which considers each reel of microfilm, or ten pieces of any other microform, as one volume-
equivalent.

'For example of List of Fields, see Gerald S. Malitz, A Classification of Instructional Programs.
Washington, D.C.: National Center for Education Statistics, 1981.
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Auclwisual hbldings may be counted as biblio-
graph iebnit equivalents and this number should be
added,to 'chat fo'r print volumes and volume -
,equivalents in measurinta library's collection
against Forniiila A. These Material! include video-
Cassettes, piths, and videodisks (1 item 1 BUE),
sound recordings, filmstripi, loops, slide-tape sets,
graphic materials including maps, and computer
software packages (1 item 1 BUE); and slides (50
slides 1 BUE). If some or all of this in, erial is
housed in' n administratively separate media cen-
ter or audiovisual facility, it may be included in the
grade determination If properly organized for use
and readily accessible to the college community.

C. RESOURCE SHARING

The extent of resource sharing through formal
cooperative arrangements among libraries should
be recognized in any assessment of the ability of a
library to supply its users with needed materials.
Annual statistics of resource sharing should be
added to print and audiovisual holdings for pur-
poses of grade determination, as follows:

1. Number of books or other items borrowed
through ILL channels or from other sources, in-
cluding film and videocassette rental agencies.

2. Number of items borrowed from a nearby li-
brary with which a formal resource sharing ar-
rangement is in effect.

D. DETERMINATION OF GRADE

The degree to which a library provides its users
with materials is gilded by comparing the com-
bined total of holdings (volumes, volume-
equivalents, and blhliographic unit equivalents)
and resource sharing transactions with the results
of the Formula A calculation. Libraries which can
provide 90 to 100 percent of as many volumes as are
called for inFormulaA, augmenting that volume
count with figures from Section Band C, shall be
graded A in terms of library resources. From 75 to
89 percent shall be graded B; 60 to 74 percent
51%411 begiaded C; and 50 to 59 percent shall be

raced D.
Standard 3:

Organization of materials

3 Library collections shall be organized by na-
tionally approved conventions and arranged for ef-
ficient retrieval at time of need.

Commentary
The acquisition of library materials comprises

only part of the task of providing access to them.
Collections should be indexed and arranged sys-
tematically to assure efficient identification and re-
trieval.

3.1 There shall be a union catalog of the library's
holdings that permits identification of items, re-

gardless of format or location, by author, title, and
subject.

Commentary
The union catalog should be comprehensive and

provide bibliographic access to materials in all for-
mats owned by thelibrary. This can best be accom-
plished through the development of a catalog with
items entered in accord with established national
or international bibliographical conventions, such
as rules for entry, descriptive cataloging, filing,
classification, and subject headings.

Opportunities of several kinds exist for the coop-
erative development of the library's catalog. These
include the use of cataloging information produced
by the Library of Congress and the various biblio-
graphic utilities. It may also include the compila-
tion by a number of libraries of a shared catalog.
Catalogs should be subject to continual editing to
keep them abreast of modern terminology and con-
temporary practice.

3.1.1 The catalog shall be in a format that can be
consulted by a number of users concurrently.

Commentary
A public catalog in any format can satisfy this

Standard if it is so arranged that the library's users
normally encounter no delay in gaining access tc it.
While this is rarely a problem with the card cata-
log, the implementation of a microform, book, or
online catalog requires that a sufficient number of
copies (or terminals) be available to minimize de-
lay in access at times of heavy demand.

3.1.2 In addition to the union catalog there shall
also be requisite subordinate files to provide biblio-
graphic control and access to all library materials.

Commentary
Proper organization of the collections requires

the maintenance of a number of subordinate files,
such as authority files and shelf lists, and of com-
plementary catalogs, such as serial holdings rec-
ords. Information contained in these files should
also be available to library users. In addition, the
content of library materials such as journals, docu-
ments, and microforms should be made accessible
through indexes in printed or computer-based for-
mat.

3.2 Library materials shall be arranged to pro-
vide maximum accessibility to all users. Certain
categories of materials may be segregated by form
for convenience.

Commentary
Materials should be arranged so that related in-

formation can be easily consulted. Some materials
such as rarities, manuscripts, or archives, may be
segregated for purposes of security and preserva-
tion. Materials in exceptionally active use, refer-
ence-works, and assigned readings, may be kept
Separate as reference and reserve collections to fa-
cilitate access to them. Audiovisual materials,
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maps, and microforms, are examples of resources
that may be awkward to integrate physically be-
cause of form and may need to be segregated from
the main collection. Fragmentation of the collec-
tions should be avoided wherever possible, how-
ever, with the bulk of the collections shelved by
subject in open stack areas to permit and encourage
browsing.

3.3 Materials placed in storage facilities shall be
readily accessible to users.

Commentary
Many, libraries or groups of libraries have devel-

oped striagi:facilities for low-use materials such as
sets or bacicruns Of journals. These facilities may be
situated on campus or in remote locations. The ma-
terials .housed- in these facilities should be easily
identifiable and readily available for use in a
timely fashion. If direct user access is not possible, a
rapid retrieval system should be provided.

Standard 4:
Staff

4 The staff shall be of adequate size and quality
to meet the library's needs for services, programs,
and collection organization.

Commentary
The college library shall need a staff composed of

qualified librarians, skilled support personnel, and
part-time assistants to carry cut its stated objec-
tives.

4.1 Librarians, including the .iirector, shall have
a graduate degree from an ALA accredited pro-
gram, shall be responsible for duties of a profes-
sional nature, and shall participate in library and
other professional associations.

Commentary
The librarian has acquired through education in

a graduate school of library and information sci-
ence an understanding of the principles and theo-
ries,of selection, acquisition, organization, inter-
pretation and administration of library resources.
It should be noted, that the MIS is regarded as a
terminal professional degree by ALA and ACRL.
Moreover, developments in computer and infor-

matior technology nave had a major impact on li-
brarianship requiring further that librarians be
well informed in this developing area.

Librarians shall be assigned responsibilities
which are appropriate to their education and expe-
rience and which encourage the ongoing develop-
ment of professional competencies. Participation
in library and other professional associations on
and off campus is also necessary to further personal
development.

4.2 Librarians shall be organized as a separate
academic unit such as a department or a school.
They shall administer themselves in accord with
ACRL "Standards for Faculty Status for College
and University Librarians" and institutional poli-
cies and guidelines.

Commentary
Librarians comprise the faculty of the library

and should organize, administer, and govern
themselves accordingly. The status, responsibili-
ties, perquisites and governance of the library fac-
ulty shall be fully recognized and supported by the
parent institution.

4.3 The number of librarians required shall be
determined by a formula (see Formula B) and shall
further take into consideration the goals and ser-
vices of the library, programs, degrees offered, in-
stitutional enrollment, size of facultyandstaff, and
auxiliary programs.

Commentary
Formula B is based on enrollment, collection

size, and growth of the collection. Other factors to
be considered in determining staff size are services
and programs, degrees offered, size of the faculty
and staf f, and auxiliary programs. Examples of ser-
vices and programs include reference and informa-
tion services, bibliographic instruction, computer-
based services, collection development, and
collection organization. Ice addition, auxiliary pro-
grams, e.g., extension, community, and continu-
ing education, as well as size and configuration of
facilities and hours of service, are factors to be con-
sidered for staff size.

4.4 The support staff and part-time assistants

FORMULA B

Enrollment, collection size and growth of collection determine the number of librarians required by
the college and shall be computed as follows (to be calculated cumulatively);

For each 500, or fraction thereof, FTE students up to 10,000 1 librarian
For each 1,000, or fraction thereof, Fre, students above 10,000 1 librarian
For each 100,000 volumes, or fraction thereof, in the collection 1 lib...ran
For each 5,000 volumes, or fraction thereof, added per year 1 librarian

Libraries which provide 90-100 percent of these formula requirements can, when they aresupported
by sufficient other staff members, consider themselves at the A level in terms of staff size; those that
provide 75-89 percent of these requirements may rate themselves as B; those with 80-74 percent of
requirements qualify for a C; and those with 50-59 percent of requirements warrant a D.
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shall be assigned responsibilities appropriate to
their qualifications, training, experience and capa-
bilities. The support staff shall be no less than 65%
of thitotal library staff, not including student as-
sistants.

Commentary
Full-time and part-time support staff carry out a

wide variety of paraprofessional, technical, and
clerical responsibilities. A productive world-digre-
lationship between the librarians and the support
staff is an essential ingredient in the successful op-
eration of the library. In addition student assistants
provide meaningful support in accomplishing
many library tasks.

4.5 Library policies and procedures concerning
staff shall be in accord with institutional guidelines
and sound personnel management.

Commentary
The staff represents one of the library's most im-

portant assets in support of the instructional pro-
gram of the college.-Its management must be based
upon sound, contemporary practices and proce-
dures consistent with the goals and purposes of the
institution, including the following:

1. Recruitment methods should be based upon a
careful definition of positions to be filled and objec-
tive evaluation of credentials and qualifications.

2. Written procedures should be developed in
accordance with ACRL and institutional guide-
lines, and followed in matters of appointment, pro-
motion, tenure, dismissal and appeal.

3. Every staff 'member should be informed in
writing as to the scope of his/her responsibilities.

4. Rates of pay and benefits of library staff
should be equivalent to other positions on campus
requiring comparable backgrounds.

5. There should be a structured program for ori-

entation and training of new staff members, and
career development should be provided for all
staff.

8. Supervisory staff should be selected on the ba-
sis of job knowledge, experience and human rela-
tions skills.

7. Procedures should be maintained for periodic
review of staff performance and for recognition of
achievement.

For references, the following documents may be
consulted: "Guidelines and Procedures for the
Screening and Appointment of Academic Librari-
ans," C&RL News, September 1977, pp.231-33;
"Model Statement of Criteria and Procedures far.
Appointment, Promotion in Academic Rank, and
Tenure for College and University Librarians,"
C&RL News, September and October 1973,
pp.192-95, 243-47; "Statement on the Terminal
Professional Degree for Academic Librarians,"
Chicago: ACRL, 1975.

Standard 5:
Service

5 The library shall establish and maintain a
range and qu..dity of services that will promote the
academic program of the institution and encourage
optimal library we.

Commentary
The primary purpose of college library service is

to promote and support the academic program of
the parent institution. Services should be devel-
oped for and made available to all members of the
academic community, including the handicapped
and non - traditional students. The successful fulfill-
ment of this purpose will require that librarians
work closely with classroom faculty to gain from
them a dear understanding of their educational

SUPPLEMENTARY STAFFING FACTORS To BE CONSIDERED

Organizational and Institutional

The individual library's organization and institutional factors also influence its staffing needs. Addi-
tional factors to be considered are as follows:

Library
Services and Programs
Size and Configuration

of Facilities
Hours of Service

Examples of Services and Programs
Reference and Information
Bibliographic Instruction
Computer Based Services
Collection Development
Collection Organization
Archives
Audiovisual Services

Institutional
Degrees Offered
Size of Faculty and Staff
Auxiliary Programs

Examples of Institutional Factors
Undergraduate Programs
Graduate Programs
Research
Community
Continuing Education
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objective% and teaching methods and to communi-
cate to them an understanding of the services and
resoure which the library can offer. While re-
search skills and'iaie of access to materials will
both serve io-Corparage library use, the primary
motivation for students to use the library originates
With.the instructional methods used in the class-

Thus, close cooperation between librarians
airs elassroom instructors is essential. SUch cooper-
*Hon Must be a planned and structured activity
and reqUires that librarians participate in the aca-
demic planning councils of the institution: They
should assist teaching faculty in appraising the ac-
tual and potential library-resources available,
work closely with them in developing library ser-
vices to support their instructional activities, and
keep them informed of library capabilities.

5.1 The library shall provide information and in-
struction to the user through a variety of techniques
to meet differing needs. These shall include, but
not be limited to, a variety of professional reference
services, and bibliographic instruction programs
designed to teach users how to take full advantage
of the resources available to them.

Commentary
A fundamental responsibility of a college library

is to provide instruction in the most effective and
efficient use of its materials. Bibliographic instruc-
tion and orientation may be given at many levels of
sophistication and may use a variety of methods
and materials, including course-related instruc-
tion, separate courses (with or without credit), and
group or individualized instruction.

Of eqUal importance is traditional reference ser-
vice wherein individual users are guided by librari-
ans in their appraisal oft he range and extent of the
library resources avail able to then-iier learning and
research. Professional service, are optimally avail-
ible all hours the library is open- Use patterns
should be studied to determine those times when
the absence of'professional assistance would be
least detrimental. The third major form of infor-
mation service is the delivery of information itself.
Although obviously inappropriate in the case of
student searches, which are purposeful segments of
classroom assignments, the actual delivery of
informationas distinct from guidance to itis a
reasonable library service In almost all other con-
ceivable situt.Zions.

Many of the services suggested in this commen-
tary ca n be provided or enhanced by access o com-
puterized forms of information retrieval-inlact
many information sources are available only in
computerized format, and every effort should be
made to provide access to them. Services may be
provided in person or by other measures such as vi-
deocassette, computerslide tape, or other apps
priatel- repared programs.

5.2 Library materials "f all types and formats
that can be used outside the library shall be arms-
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fated to qualified users under equitable policies
without jeopardizing their preservation of avail.
ability to others.

CoMmentary
Circulation of library materials should be deter-

mined by local conditions which will incl ude size of
the collections, the number of copies, and the ex-
tent of the user community. Every effort should be
made to circulate materials of all formats that can
be used outside the library without undue risk to
their preservation. Circulation should be for as
long a period as is reasonable without jeopara.zing
access to materials by other qualified users. This
overall goal may prompt some institutions to estab-
lish variant or unique loan per.Ods for different ti-
tles or classes of titles. Whatever loan policy is used,
however, it should be equitably and uniformly ad-
ministered to all qualified categories of users. The
accessibility of materials can also be extended
through provision of inexpensive means of photo-
copying within the laws regarding copyright.

5.2.1 The quality of the collections shall be en-
hanced through the use of interlibrary loan and
other cooperative agreements.

Commentary
Local resources should be extended through re-

ciprocal agreements for interlibrary loan accord-
ing to the ALA codes. Access to materials should be
by the most efficient and rapid method possible, in-
corporating such means as delivery services and
electronic mail in addition to, or in place of, tradi-
tional forms of delivery. First consideration must
always go to the prZ:oary users, but strong consid-
eration should be given to fostering the sharing of
resources.

5.2.2 Cooperative programs, othe. than Wadi.
tional in terlibrory loan, shall be encouraged forthe
purpose of extending and increasing services and
resources.

Commentary
The rapid growth of information sources, the

availability of a myriad of automation services,
and the development of other technologies such as
laser beam, videodiscs, microcomputer systems,
etc., make new demands on budgets. Cooperation
with other institutions, and particularly with
multi-type library organizations, often becomes a
necessity. It must be recognized that this does not
only involve receiving but demands a willingness to
give or share on the part of each library. This may
mean a commitment of time, money, and person-
nel, but it is necessary if is the only way to provide
up-to-date services to users. Careful weighing of
costs and benefits must be undertaken before such
agreements are put into effect.

5.3 The hours of access to the Rbrary shall be
consistent with reasonable demand.

Commentary
The number of hours per week that library ser-
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vices should be available will:vary,. depending
.upon such ficiarsaawlietheithecellege is in an ur-
ban ar iaral setting, te*citinginethadiused;'condi7
tioris in the doimitOries, and whether ',the student
body is primarily *dent or commuting. In any
case, library. scheduling. should be responsive to
reiiionable local, need; In some institutions uses

-may need access to study facilities and to the collect
tions, in whole or in part; during more hours of the
week than they require the personal services of 11-
brarians:lioWeyer; during the normal hours of op-
eration the, users deserve competent,. professional
service. The high value of the library's collections,
associated materials, and equipment, etc., dictates
that a responsible individual.be in control at all
times. The public's need for access to librarians
May range upWard to one hundred hoursper week,
whereas around-the-clock access to the libraryi
collection and/or facilities may in some cases,be
warranted.

5.4 Where academic programs are offered at off -
catnpus sites, library services shall be provided in
accord With ACRL's "Guidelines for Extended
Campus Library Services."

Commentary
Special library problems exist for colleges that

provide, off-campus instructional programs. Stu-
clentilsueliprogiams must be Provided with li-
brary Sepik* in accord with AGRL's "GUidelines
'for Extended Campus Library, SerVices." These
guidelines suggest that such services be financed on
a, regular basis,' that a librarian be specifically
charged with the deliVery of such services, that the
library implications of such programs be consid-
ered before program approval, and thr' courses so
taught encourage library use. Servicei should be
designed to meet the different information and
bibliographic needs of these users.

Standard 6:
Facilities

6 The library building shall provide secure and
adequate' housing for its collections, and ample
well-planned space for users and staff and for the
provision of services and programs.

Comnientary
Successful library service presupposes an ade-

quate library building. Although the type of build-
ing will depend upon the character and purposes of
the institution, it should in all cases be functional,
providing secure facilities for accommodating the

FORMULA C

The size of the college library building shall be calculated on the basis of a formula which takes into
consideratioathe size of the student body, the size of the staff and its spare requirements, and the
number,of volumes in the collections. To the result of this calculation mast be added such space as
may be required to house and service nonprint materials t.nd microforms, to provide bibliographic
instruction to grotips, and to accommodate equipment and services associated with various forms of

'library technology.
a. Space fortisers. The seating requirement for the library of a college where less than fifty pera A

of the FTE enrollment resides on campus shall be one for each five students. That for the library
of a typical residential collegeshall be one for each four FTCstudents. Each study station shall be
assumed to require 25 to 35 square feet of floor space, depending upon its furv7sion.

b. Space for books. The space allocated for books shall be adequate to zommodate a convenient
and orderly distribution of the collection according to the classification system(s) in use, and
.hould include space for growth. Gross space requirements may be estimated according to the
following formula.

Square Feet/Volume
For the first 150,000 volumes 0.10
For the next 150,000 volumes 0.09
For the next 300,000 volumes 0.08
For holdings above 600,000 volumes 0.07

c. Space for staff. Space required for staff offices, service and work area.; catalogs, files, and equip-
ment, shall be approximately one-eighth of the sum of the space needed for books and users ai
calculated under a) and b) above.

This formula indicates the net assignable area required by a library if it is to fulfill its mission with
maximum effectiveness. "Net assignable area" is the sum of all areas (measured in square feet) on
all floors of a buildir assignable to, or useful for, library functions or purposes. (For an explana-
tion of this definition see The Measurement and Comparison of Physical Facilities for Libraries,
American Library Association, 1970.)

Libraries which provide 90 to 100% of the net assignable area called for by the formula shall be
graded A in terms of space; 75-89% shall be graded 1300-74% shall be graded C; and 50-59%
shall be graded D.
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.04isrff TO04.!0*-34ficietaspiee' for their admin-
'titration hid maintenance, and comfortable read-
ing Andy area for users. Anew library build-
*** Should represent a coordinated planning effort
ininiving the library director and staff, the college
administration, and the architect, With the direc-
tor responsible for the preparition of the building
irogrF.11

.The. needs of handicapped persons should re-
ceive 'Riedel attention end should be provided fOr
in compliance with the Architectural Barrk..-s Act
of 1968 (Public Liii90-480)- and the Rehabilita-
tion Act of 1973; Section 504 (Public Law 93-516)_
and their amendments.

consideration must be given to any
present Or hitiare requirements for equipmrfit asso-
dated ,V;ith automated systems or otherapplica-
tiOns of library technology. Among these might be
provision for nekwiring, cabling, special climate
control and mairrnum-fleacibility In the use of
'space: Consideration sliolld also be given to load-
bearing requirein.4its for 'impact ihelving and the
housing of mixed formats including miCrofomrs.

6.i The size a- ;the library building shall be deter-
mined by a for hrula (see Formula C) which takes
into accorne., tire enrollment of the college, the ex-
tent and nature of its collections, and the size of its
staff.

6.21n designing or managing a library building,
the functionality of floor plan and the use of space
shall be the paramount concern.

Commentary
The quality of a.."auildirig is measured by such

characteristics as the utility and comfort of its study
and office areas, the design and durability of its
furniture and eqiiipment, the functional interrela-
tionships of its service and work areas, and the ease
and economy with which it can be operated and
used.

6.3 Excep: in Certain circumstances, the college-
library's collections and services shall be adminis
tered within a single structure.

Commentary
Decentralized library facilities in a college have

some virtues, and they 1..esent some difficulties.
Primary among their virtues is their convenience to
the offices or laboratories of some members of the
teaching faculty . Primary among their weaknesses
is the resulting fragmentation of the unity of
knowledge, the relative isolation of a branch li-
brary from most users, potential problems of staff-
ing and security, and the cost of maintaining cer-
tain duplicative services or functions. When
decentra'ized library facilities are being consid-
ered, these costs and benefits must be carefully
compared. In general, experience has that
decentralized library facilities may not I Its the
best academic or economic interest of a., _:loge.
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Standard 7:
Administration

Matters pertaining to college library adniinistra-
tion are treated In the several other Standards.
Matters of personnel administration, for example,
are discussed under Standard 4, and fiscal adminis-
tration under Standard 8. Some important aspects
of library management, hoviever, must be consid-
bred apart from the other Standards.

7The college library shall be administered in a
manner which permits and encourages the fullest
and most effective use of available library re-

Conorten tary
The function of a library administrator is to di-

rcer and coordinate the components of the
libraryits staff, services, collections, buildings
and external relationsso that each contributes ef-
fectively and imaginatively to the mission Of the li-
brary.

7.1 The statutory or legal foundation for the li-
brary's activities shall be recognized in writing.

Commentary
In order for the library to function effectively,

there must first be an articulated understanding
within the college as to the statutory or legal basis
under which the library operates. This may be a
college bylaw, a trustee minute, or a public law
which shows the responsibility and flow of author-
ity under which the library is empowered to act.

7.2 The library director shall be an officer of the
college and shall report to the president or the chief
academic officer of the institution.

Commentary
For the closest coordination of library activities

with the instructior.a1program, the library direc-
tor should report either to the president or the chief
officer in charge of the academic affairs of the insti-
tution.

7.2:1 The responsibilities and at, thority of the li-
brary director and procedures for appointment
shall be defined in writing.

Commentary
There should be a document defining the re-

sponsibility and authority vested in the office of the
library director. This document may also be statu-
torily based and should spell out, in addition to the
scope and nature of the director's duties and
powers, the procedures for appointment.

7.3 Mei eshall be a standing advisory committee
comprirad of students and members of the teaching
faculty which shall serve as a channel of formal
communication between the library and its user
community.

Commentary
This committeeof which the library director
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should be an ex officio member should be used to
convey both an awareness to the library of its users'
concern's, perceptions, and' needs, and an under-
standing to users of the library's objectives and ca-
pabilities. The charge to the committee should be
specific and in writing.

7.4 The library.sliall maintain written policies
and procedures manuals covering internal library

,governance and operational activities.

Commentary
Written policies and procedures manuals are re-

quired for 'good management, uniformity, and
consistency of action. They also aid in trainingstaff
and contribute to public understanding.

7.4.1. The library shall maintain a systematic
and continuous progran for evaluating its perfor-
mance, for informing the community of its accom-
plishments, and for identifying needed improve-
ments.

Commentary
Tne library director, in conjunction with the

staff, should develop a program for evaluating the
library's perfotiiitmce. Objectives develdped in ac-
cordance with the goals of the institution should
playa major part in,this evaluation program. Sta-
tistics should be maintained for use in reports, to
demonstrate trends, and in performance evalua-

addition, the library director and staff
members should s.--k the assistance of its standing

.library advisory committee and other representa-
tives of the community it serves.

7.5 The library shall be administered in accord
with the spirit of the ALA "Library Bill of Rights."

Commentary
College libraries should be impervious to the

pressures or efforts of any special interest groups or
individuals to shape their collections and services.
This principle, first postulated by the American Li-
brary Association in 1:339 as the-"Library Bill of
Rights," (amended 194P, 1961, 1967, and 1980 by
the ALA Council) should govern the administra-
tion of every college library and be given the full
protection of the parent institution.

Standard 8:
Budget

8The library director shall have the responsibil-
ity for preparing, defending, and administering
the library budget in accord with agreed upon ob-
jectives.

Commentary
The library budget is a function of progr m

planning and defines the library's objectives in fis-
cal terms. The objectives formulated under Stan-
dard 1 should constitute the base upon which the
library's budget is developed.

8.1 The library's appropriation shall be six per-
cent of the total institutional budget for educa-

tional and general purposes.

Commentary
The degree to which the college is able to fund

the library in accord with institutional objectives is
reflected in the relationship of the library appro-
priation to the total educational and general
budget of the college. It is recommended that li-
brary budgets, exclusive of capital costs and the
costs of physical maintenance, not fall below six
percent of the college's total educational and gen-
eral expenditures if it is to sustain the range of li-
brary prOgrams required by the institution and
meet appropriate institutional objectives. This per-
centage should be greater if the library is attempt-
ing to overcome past deficiencies, or to meet the
needs of new academic programs. The 6% figure is
intended to include support for separately estab-
lished professional libraries, providing the budget
for those schools is incorporated into that of the
University.

Factors which should be considered in formulat-
ing a library's budget requirements are the follow-
ing:

I. The scope, nature and level of the college cur-
riculum;

2.--Instructional methods used, especially as they
reiate to independent study;

3. The adequack of existing collections and the
publishing rate in fields pertinent to the curricu-
lum;

4. The size, or anticipated size, of the student
body and teaching faculty;

5. The adeqvicy and availability of other librarir,
resources;

6. The range of services offerea uy the library,
for example, the number of service points main-
tained, the number of hours per week that service is
provided, the level of bibliographic- instruction,
online seivicx, etc.;

7. The extent of automation of operations and
services with attendant costs;

8. Tin extent to which the lit ary already meets
the College Lilmary Standards.

8.1.1 The library's appropriation shall be aug-
mented above the six percent level depending upon
the extent to which it bears responsibility for ac-
quiring, processing, and servicing audiovisual ma-
terials and microcomputer resources.

Commentary
It is difficult for an academ :e library that has not

traditionally been purchasing microcomputer and
audiovisual materials to accommodate such pur-
chases without some budgetary increase. The level
of expenditure depends upon whether or not the in-
stitution has an audiovisual center serarate from
the library that acquires and maintainsaintains both audio-
visual materials and hardware as well as a com-
puter center that absorbs all costs related to micro-
computer resources, even those included in tie
library.
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8.2 The library director shall have sole authority
to apPortionfisii ds andinitiate expenditures within
the libiary budget and in accord with institutional.
P044
_Commentary

'Procedures for the preparation and defense of
budget :atimates, policies on budget approval, and
iegulation -.concerning accounting and expfrtdi,
tures vary from one institution to another. The li-
brary. director must- knoW and cOnfOrii,' to local
proceditre.'SoundliraCtices of planning and con-
-. .;(,require thatthe director have sole respOnsibil-
.1./ and authority for allocationand within col-
lege &Bey, the reallocation of the library budget
:tn-icthe initiation of expenditures against it. De-
pending upon local factors; between 35% and
45% of the library's budget is normally allocated to
acquisition of resources, and between 50% and
60% is expended for personnel.

8.3 The library shall maintain internal accounts
for approving its invoices for payment, monitoring
its encumbrances, and evaluating the flow of its ex-
penditures.

Commentary
Periodic reports are necessary and provide an ac-

Curate account of the funds allocated to the library.
They should be current and made accessible for fis-
cal accountability.
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Guidelines on the selection of general
collection materials for transfer to
special collections

By the RBMS Ad Hoc Committee for Developing Transfer Guidelines

Samuel A. Streit, Chair

The final version that was approved by the ALA Standards

Committee (January 1988).

:Manylibraries inter clonally acquire rare books,
;documents and ri-;nuscripts, *but virtually. all li-
braries acquire biiiiks and documents which, with

',time and changing circumstances, and regardless
of intention, become nee. Over time, they acquire
a special culttiral and historical value, and some
times a significant financial value in the market

-plane, as well. The following guidelines relate to li-
bririaris' responsibility to identify rare and valu-
able materials in general and open stack co'"ections
and to ,tha nge for their transfer to the grrater secu-
rfty special collections devartnients:*

These guidelhies reflect two 0ryafive and un-
dedying,conditiens which influence both the for-
inulatior .nd the administration of transfer policy;
the idea 'nation of the rare and special, and the
coinplei 'interaction of library departments re-

soine libraries have had a good exp H-
ence with intermediate, restricted access cellec-
tiona, others haiie not: The wisdom of wbeatier to
'form them seems to depend on circumstances pecu-
liar to a particular library and is not addressed in
these guidelines. Note, however, that ill& use re-
quires policy decisions regarding what to transfer
and how to do sr, which are parallel to those consid-
'410 here.

quired to effect changes in the records by which
readers are informed of the location of materials.

Transfer policies and procedures will vary from
institution to institution, depending on staffing,
physical setting, and use of the collections; these

,guidelines are written to identify the general topics
to be considered in an adequate transfer program.

The transfer policy

A succes5,70 transfer program depends upon co-
operation and Coordination at every level of the li-
brlry organization. Both will be assisted considera-
bly by a written policy statement. In developing
the policy, it is essential to obtain the sanction of
the library's senior administration. The policy
should be written by those who are administrt;
Lively responsible for the transfer program, usually
the head of Special Collections, the Collection De-
velopment Officer, or the two in concert. The de-
velopthent of selection criteria and transfer proce-
durei depends upon wide agreement among, and
must involve all relevant components of, the li-
brary: these will generally include Special Collec-
tions, Reference, Cataloging, Gifts, Circulation,
Preservation and Collection Development -ad
may include systems representatives in libraries un-
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deigning iiitlernation.
The tnisfer policy Must:
1.4iniMulgete publicly the library's definition

of,.and policy toward, rare and special collections;
strongly justifying the measures be taken to pro-
teCt rare materials, and describing how these mea-
sures will enhance the institution's resources in car-
rying out its mission;,

2. establish firni lines of authority for the con-
duet of an economierd and expeditious program;

3. list the criteria of rarity being used in selecting
traisfei items, 'which may be influenced to some
extent by the nature and strengths of the library's
general and special collections;

4. set forth clear procedures to be folloy,ed in the
transfer process, including procedure. :or recom-
mending transfer, altering bibliographic and cir-
culation records, and inspection by the Preserve-
tion Of ficei; and

5. stipulate procedures whereby readers can re-
quest individual transfer Items.

In many institutions it will be useful to solicit
comments from faculty, students and/or other
Well-informed rmariliUs, consult with stiff 'at
otherlibraries, or bringin a cor..Mlo `trit to review or
advise on statement preparation.

Once completed, the policy should be approved
by the library's senior administration and incorpo-
rated into the library's overall collection develop-
ment policy.

Transfer procedures

A transfer program has three phases:
1. identification of Materials which fit the selw-

lion criteria;
2. physical relocation and processing; and
3. record changes.

'1. Identification of materials
Ideally, a transfer program will systematically

inventory largesegMents of the general collections,
examining each item individually and reviewing
the bibliographic records for each: catalog cards,
computerized records, accession or shelf list and so
on.

Few libraries, however, will find such a compre-
hensive review possible. They will opt instead to re-
view materials and records selectively, perhaps as
part of a plogram with another ptupose. Regard-
less of how broadly, or narrowly, based the trans-
fer program is, the direct inspection of both indi-
vidual transfer candidates and their corresponding
bibliographic records is usually essential. A selec-
tive program based on knowledge of the history of
the collection and designed to review areas of
known strength may meet a substantial part of the
need.

A selective review may include ar.y of the follow-
ing:

a. reading the shelves (or e...un tiling the shelf list)
in classifications knownor thoughtto contain
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candidates for transfer, such as early or local
prints;

b. reviewing chronological files for early im-
prints of particular interest and value; or

c. producing from machine-readable records re-
view lists based on imprint date, place of publica-
tion, literary genre or subject, or any combination
of similarkeys.

Rare material may be identified during the rou-
tine handling and review of materials for the fol-
lowing library functions:

a. acquisitions;
b. gifts and exchange;
c. cataloging;
d. preservation;
e. binding;
f. photoduplication;
g. microreproduction;
h. circulation;
i. inventorying and shelf-reading;
j. interlibrary loan;
k. preparation of exhibitions;
1. collection surveys;
m. retrospective conversion or records; and
n. weeding.
Any of these activities may incidentally locate

multiple copies in the collection, the retention or
disposal of which will tie determined by local pill-
icY.

2. Conservation treatment
Coruervation treatment should be considered

carefully as a component of the transfer policy.`
Such treatment (e.g., label removal, repair, phase
boxing, complete restoration) for individual items
is desirable. But it may create backlogs or funding
requirements which complicate the transfer pro.:
gram. The simplest physical treatment may prove
most effective or most immediately cost-effective.
The transfer program may provide information
that will prove useful for more extensive restora-
tion of transferred items at a later date.

3. Record changes
A means must be devised, as part of the transfer

program, to inform readers promptly when the lo-
cation of an item has been changed. The most ef-
fective way to do this is through recataloging. This
May, however, prove beyond the means of libraries
faced with the transfer of a substantial numb cr Of
items.

The following techniques have obvious attrac-
tions (economic) and disadvantages (reduced ac-
cess to the collections). Still, a library might choose
to:

a. annotate (or jacket) catalog cards; all cards
might be treated or, less successfully, only some
(e.g., main entry);

b. charge transferred items via a circulation rec-
ord;

c. indicate in machine readable records a change
In location;

d. place a dummy in the old location to refer to



new;
=e. transfer all materials published Prior to a

stated date (e.g.,1751 or 1801) in some or all sub-
" JeCeclasiffications without record changes but with
-,:gerseral publicity. 'Dili syitematic change has been
_reciiived well in some libraries.

What to transfer

The transfer decision should simultaneously
,evaluate the UniquerpUdities of an item and apply
4nstitutional policy. Thus the candidate for trans-
fer (e.g., an 18th-century book) may fall within the

.scope of an existing special Collections or rare book
collection development policy. Seleition for trans -

.'fer iriplies thit all similar items in the collection
(4., all books in original bindings printed before
1751) ought also be considered.

The constraints on policy are familiar: The hist'-
tutional 'Mission and the resourcespersonnel,
spice and equipment, technology, and budget-

-.`needed to conduct that mission. The interaction
'between mission and resources dictates realism
and, often, compromise. Defining what is rare or
unique is not always obvious, and recisions will
vary among institutions. Still, certain general crite-
ria apply in evaluating an item for transfer:

1. age;
2. intrinsic characteristics and qualities;
3. condition;
1. bibliographical, research or market value.

Age
The longer an item has survived, the more

Worthwhile saving it probably becomes; as an item
ages it becomes one of a decreasing number of wit-
nesses to its own time. Consequently there is now
universal agreement on the need to protect-15th-
century printing, even if fragmentary or present in
"leaf" boOks. There is growing agreement on the
same grounds to protect all materials, regardless of
form or condition, printed bare 1801. There is
less general agreement on books of later date 'and
el "regional incunables"books published in a lo-
cality or region in the first years (or decades) after
printing was established in them spite of a con-
sensus that responsibility for them must somehow
be distributed among many institutions.

2. Intrinsic characteristic:.
Books may posseis intellectual value, artifactual

value, or both. For thrbse books_of intellectual but
not artifactual value institutional circumstances
may necessitate partial or complete substitution of
the original by microform or photocopy. But items
'1"` th artifactual value, e.g., finely printed or
bound boolcs, manuscripts, drawings or other orig-
;Iasi art work including tipped-in photographs, re-
quire protection of the objects themselves.
Such material will require transfer.

It is generally recognized that miniature books
(10 centimeters or smaller) are too 'vulnerable for
.open stacks and that many books with prints and

original photographsoften produced in limited
quantitiesare vulnerable to mutilation and de-
serve proteetion.

Other Categories on which there is wide, but not
always general, agreement include:

a: fine and signed bindings;
-b. early publishers' bindings;
c. extra-illustrated volumes;
d. books with significant provenance;
e. boOks w. I decorated end papers;
f. fine printi .g;
g. printing on vellum or highly unusual paper;
h. volumes or portfolios containing unbound

plates;
i. books with valuable maps;
j. broadsides, posters and printed ephemera;
k. books by local authors of particular note;
I. material requiring security (e.g., books in unu-

sual formats, erotica or materials that are difficult
-to replace).

3. Condition
While ago itself dictates transfer for our oldest

surviving books, condition may be more important
in judging more recent material. All values of the
bookscholarly, bibliographical, and market
may be greatly affected by condition. Copies that
are badly.wom, much repaired or rebound, should
not automatically beconsidered fo: Jansfer, unless
the age of the material preempts condition as a cri-
terion.

The dursality of most library materials pro-
duced since the mid-nineteenth century has de-
dined drastically. It is now increasingly difficult to
locate even representative examples of many nine-
teenth and twevlieth century printing and binding
processes in fine original condition. So many vol-
umes have required rebinding, for example, that
the richness of the original decorative art applied to
bindings and printed endpapers is increasingly dif-
ficult to find and study. Therefore, less than fine
copies must be scrutinized as possible transfer
items.

Many twentieth century books have been issued
in dustjackets which "general" libraries often (and
for good reasons) discard. Nonetheless, dustjack-
ets, like other ephemera, frequently contain im-
portant information (e.g., text, illustrative design,
and price), and serious consideration should be
given to their retention.

4. Bibli.>graphical, research or market value
The rarity and importance of individual books

are not always self-evident. Some books, for exam-
ple, were prodtieed in circumstances which virtu-
ally guarantee their rarity (e.g., Confederate im-
prints).

Factors affecting importance and rarity can in-
clude the following:

1. desirability to collectors'and the antiquarian
book trade;

2. intrinsic or extrinsic evidence of censorship or
repression;
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3. seminal nature or importance to a particular
field of study or genre of literature;

4.,ristricted or limited publication;
-5. the Cost of acquisition.

Mei reference works and early periodicals still
needed 'for general use frequently become quite
valuable and may require careful consideration for
transfer, specially if facsimile or other reprint edi-
tions are available:to -replace them on the open
shelves.

Selected reading

The development, definition and updating of a
transfer policy is a complex and ongoing process. It
requires the exercise of imagination and good judg-

. ment, and -profiti froni wide and informed read-
ing. Although there, is tiOlitirahire dealing with
transfer per se; the following books, selected from
the large literature of hooks alx,at books and book
collecting, may provide special help to those

charged w,:h forming and reforming their library's
policies. 4

1. Brook, C.L. Books and Book Collecting. Lori=
don: Andre Deutsch, 1980. 4.

2. Carter; John. ABC for Book Colleetors,- 6th
ed. rev. by Nicolas Barker. London: Granada.

Books, 1980.
3. Carter, John. Taste and' Technique in Book

Collecting: London: Priiate Libraries Assoc.,,,
1982.

4. Cave, Roderick. Rare Book Librarianship.
2iid tr. ed., New York: R.R. Bowker, 1983.

5. Cuskell, Philip. A New Introduction to Bibli-
ogra:thy. New York: Oxford University Preii,
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Guidelines for the Security of
Rare Book, Manuscript;. and

Other Special Collections:
(Draft II),

Editor's Note: -Draft_ II of this document, pre-
, -pared by the ACRL Rare Book and Manuscripts

:Sections Ad'lloc CoOmittee on Security, was
OpProvcd-.by the RBMS Executive Committee,
4topdaO,45Jannai0 19,82.

your comnients are invited. Send them
Peter E. Thug Chair, RBMS Committee on Se-

;curity, Technical Services, Bancroft Library,
University of California,. Berkeley, C. 94720.

I; -Irrniobucrior4 .

--One of the major problems in the administra-
tron, of rare book, manuscript, and other special
collections is-the security of:those collections.

-Thefts have greey increased in the past few
years beeauie of the availability, and ever increas-
ing value of" materials.- This ,problem has com-
pounded'the difficulties of rare book and manu-
script dealers, who may unknowingly sell stolen
materials.,Rare book, manuscript, and other spe-
cial colleetion,administrators have the responsibil-
ity of securing their collections from then. Secu-
rity arrangements:Will vary from institution to in-
stitution, depending on staffing, physical setting,
and use of the collections; these guidelines are
written to idcotify the general topics to be con-
sidered in an adequate security program.

11. TOE SECURITY OFFICER

A senior staff member should be named Secu-
rity Officer, with the responsibility and authority
to carry out the security program. The identity of
the Security Officer should be made widely
-known, especially among those persons responsil
ble for handling incoming telephone calls and let-
ters. The Security. Officer's first priority should
be to plan a program, starting with a survey of
the collections, inch Cling physical layout and

and seeking the advice and assistance of ap-
propriate personnel, life safety officers, and of
outside consultants from law enforcement agen-
cies and insurance 'companies. The Security
Officer may recommend that .a Security Task
,Force be -named to bring problem areas to the
'Officer's attention-and to recommend solutions. A
.Security consultant may be brought in to assist in
determining the major threats to the collection
and high-risk areas Jf

III. THE SECURITY POLICY

A policy on the security of the collections
should be written by the Security Officer, in con-
sultation witbihe administration, staff, legal au-
thorities, and other, knowledgeable persons. The
policy should include a "standing operating pro-
cedure" on dealing with possible theft: determin-
ing suspected- thieves, reporting thefts to the
proper authorities within an organization, and-to'-
the kcal and (where appropriate)' national legal
authorities. The Security Policy should be kept
up-to-date with current names and telephone
numbers,

IV. THE SPECIAL COLLECTIONS

BUILDING OR AREA

The special collections building or area should
have as few access points as possible, with the
same entry and exit for both patrons and staff.
The public should have access only to the public
areas, not work areas or stack space. A re..'ding
room or search room should be ideotified as the
only area in which materials may be used, and
readers must be carefully watched at all times by
staff trained for this purpose. A visible security
guard or staff member should check readers be-
fore they go into the secure area, and when they
,leave the area. Keys are especially vulnerable
items; the keys to secure areas should be issued
oo an as-needed basis to staff, with master keys
secured against easy access. There should be a
control/check-out system for all keys.

V. THE STAFF

An atmosphere of trust and mutual concern for-
the collections is probably the best insurance
against theft by the staff, although close.and-
equitable supervision is essential. The staff should
be chosen carefully, and backgroundtchecks
should be made at the time of hiring. Iiiinding of
the staff should be considered. A major weak
point-in any security system is disgruntled-stiff
who-may seek revenge throgh the destruction Of
collections. Staff should know their' responSibility
for security and know their legal rights in han-
dling possible problems. Staff should also adhere
to-the same security procedures as readers.. in
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enend'including keeping records of use of mate-
ials by staff, checking their belongings when in-
eiing,and leaving the secure aria, and keeping

,;oneeessary personal items out of the secure
cork areas. The,.Sicurity, Officer should make
Mining the staff, in security measures a high

VI: THE READERS

,The special collections administrator must care-
.ully.belanee,:the'responaibility to make materials
-vailable to researchers with the responsibility to
Insure the security of ;'he materials. Readers
hould be,required to present photographic iden-
!Hendon' and a reasonable explanation of their
iced to use the materials. This check is especially
-mportatit in he use of archival and manuscript
ollections. Each reader should have an oricnta-
ion.to the collections and,to the security proce-

lures before using the collections. Readers
hoidd not be allowed to take extraneous personal
naierials (for example, nutebouks, briefcases,
leavy coats, books, or voluminous papers) into
lie reading room. Lockers or Some kind of secure
ama should -be provided for personal items. The
.eaders should be watched at all times, and not
dloWed to hide their work behind, bookcases,
moktrOcks;'piles of books, or any other obstacles.
leaders should be limited to only those books,
namiscripts, or other items which are needed at
me time to perform the research at hand. Each
tem shonklbe checked before being given to the
eadei, and when returned. Readers should be
-equireeto return all library materials before
caving the reading room area, even if they plan
o return later in the day to continue their re-
:earth. Readers should, not be allowed to trade
natcrials, nor to have access to materials amither
ader has checked out. The special collections
.trif must be able to identify who has used which
naterial by keeribig-aderpiate check-out records.
these records should be kept indefinitely.

VII. TIIE COLLECTIONS

Administrators of special collections must be
ile to identify the materials in their collections.
_there are several means to this end. For exam-
?le adequate accession records should be kept,
Ind cataloging and listings in finding aids should
se as detailed as possible. Other means are rec-
ords and lists. kept to fulfill the requirements of
nsurance policies. Unprocessed materials should
Mt be made available to researchers without
,ireful checking. There'are several ways Of mak-
.ng the materials themselves identifiable: marking
midi indelible ink following the RBMS Guidelines

for Marking (see Appendix 1:1 low), other.forins of
marking, and keeping photocopies of valuable
Materials. Gonthtion reports have alio proved
useful. Markiitg or photocopying, must of neces-
sity -in most 'Collections be a selective process,
with careful thought given to whichmaterials are
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to be so protected. The more valuable items may
also be segregated from the collections into
nighe security areas and not released to readers
except under special circumstances.

VIII. THE LEGAL RESPONSIBILMES

The administrators of special ,collectIons must
know the laws for dealing with theft applicable in
their political and geographical area; mem-
bers must knoW their legal rights 'in stopping
thefts, while not infringinglon th,f. rights of the
suspected thief. The administrator must report
any thefts to the law enforcement agencies with
jurisdiction in the area and must take responsi-
bility to prosecute thieves. Materials stuleis
should be reported to Bookline Alert: Missing
Books and-Manuscripts (BAMBAM), .121 East.
78th Street, New York, NY 10027, telephone
(212) 737-2715, a national program for theft con-
trol, endorsed by the Rare Books & MinuscriPtx
Section of ACM.. An additional possibility is an
advertisement in the Stolen Books column of AB
Bookeman's Weekly QP.O. Box AB, Clifton, Nj
07015). Listings in BAMBAM (which may be
done anonymously) and in AB Bookman's Weekly
will help to prevent unknowing transfer of stolen
materials and to facilitate their return.

IX. CONCLUSION

Security is a major concern of the entire specia:
collections community and must be addressed in
each individual repository. These Guidelines are
necessarily brief; further information is available
through the professional literature, professional
organizations, and consul !ants both within the
rare book, manuscript, and special collections
community and in law enforcement and insurance
professions. It is perhaps P.'ne most important and
most difficult area of special collections adminis-
tration. Still, the efforts of the entire staff with
the final responsibility vested in one senior staff
member, consultation and cooperation with local.
and other law enforcement agencies, and report-.
ing losses to proper authorities will result in de-
terring thieves. and in recovering materials when

.Appendixs
Guidelines for Marking Rare Books,

Manuscripts, and other Special Collections

I. INTRODUCTION

There has been much thoughtful dirussion in
recent years regarding the.appropriateness of
permanently marking rare books, manuscripts,
and other special collections. The guidelines
which follow are intended-to aid those libraries-
and otliei institutions which hrste decided that
they will mark their materials. The guidelines are
intended primarily to provide as consistent and
uniform a practice. as possible, given the variety
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and: special nature of the materials' concerned:
:They ,are addressed only-to, those libraries and

sotherinstitutions who elect' to use Marking as
overall seen- Sity 'arrangements; and

;therattempt to strike a balance between the ini-
pliestions of twcrmaJor considerations: deterrence

;(visibility, permanenee) and integrity of the
document (both physical and aesthetic).

II. CENEIIAL RECOMMENDATIONS

General recommendations are:
1. That a form of permanent ink be used for

Marking.
2. ,That secret, marking as a primary identifica-

tion device be avoided.
3. That. the ownership mark be placed where it

an easily be located (but not in a place that is
too prominent or disfiguring).

4. That it be placed away from text or image on
;both sides of thelear

For the sake of uniformity and other advert-
&ices, marking in ink hasbeen-preferred to em-

-bossing or perforating. Visible marking is meant
to reduce or obviate the need for secret marking,
which lacks an immediate deterrence" value.

.Placement of the ownership mark w!ll always be a
'Matter of careful and trained judgment, varying
according to each document. For the purposes of
these guidelines, the place selected should be as
Close to the lower portion as possible, on the
verie,', at a Site that is blank on both sides of the

-leaf, and removed sufficiently from the text vi
-image on the side of the leaf on which it is placed
to avoid disfigurenient or confusion. Where cir-
cumstances or peculiarities of the item do not
allow .the above to be readily followed, marking
may I. deferred until further consensus is

.reached.

III. SPECIFIC RECOMMENDATIONS

Marks should be located as follows:
I. Medieval and Renaissance Manuscripts. On

the verso of tit, first leaf of principal text, on the
inner margin, approximate to the last line of text.

Additionat'mtxkings may be needed when the
item 1,,'a composite manuscript or otherwise has a
substantial text that may be broken away without
noticeable injury to the volume. The location of
each subsequent marking would be the same, i.e.
lower inner margin, approximate toll e last line
of the text. When he manuscript is ,too tightly
bound to mark in the inner margin, alternate lo-
cations may be made in any blank area of the
verso, as close to the lower portion of the text as
poisible. The mark should be so placed that it
may not be excised without extreme cropping. (In
manuscripts of-double columns the mark might
lai'located in, the blank area between- the two
columns).

Z, Incunabula and 'Early Printed Books. On
;the, vet:5'u of the first leaf of principal text on-the
lever inner margin, approximate to the last line

o1 text. Follow the same instructions as g.,en
under- Medieval and Renaissance Manuscripts
above, with the same preCautions and Aherne
tiVes.

3. Leaf .Books, Single Leases from Manu-
scripts, &c. On either verso or recto, at "the
lower portion of,the text or image of.each leaf.
The choice may be deter-Mined by the document
itself if one of the sides has morerimportance (ow-
ing to an illustration, manuscript annotation,
etc.).'The ownership mark should then be placed
on'the reverse side.

4. Broadsides, 'Prints, Maps, Single Leaf Let-
ters and Documents. On the,verso, in the lower
Margin of the area occupied by text or image on
the opposite side. Care slisuld be taken here to,
insure that the specific area is blank on the side
.opposite to that which is to carry the mark. If the
beck side is entirely blank, the ownership mark
may be placed freely in areas other than the
lower margin.

5. Multiple -Leaf Manuscript Letters, ocu-
ments, likwspaperi, Ephemera. On- the verso of
the first leaf in the lower margin. It may be ap-
propriate to place an additional mark later in the

work if a portion (such as a famous signature,
paper seal, first appearance of a poem, etc.).
would have independent value if detached Or
excised.

6. Modern Printed Books, Pamphlets, Serial is-
sues. On the verso of the first leaf of the opening
text, directly below the first line. The,placement
here is designed to spare the title-page, half-title,
dedication page, etc., which in many valuable
productions have a separate aesthete appeal not
to be disfigured even on the verso. As in the case
Of multiple-leaf materials (see above, no. 5)'
additional markings may be indicated for those
internal items (illustration, maps, etc.) that may
have separate marketable value.

IV., KIND OF INK AN EQUIPMENT

The ink used should be permanent (I e. suf-
ficiently difficult I remove to act`in most cases as
a deterrent), inert in itself and in Conservetion
treatment, and able to' be applied in minute
quantity. The ink and equipment (rubber stamp
and balsa wood pad) described in the Library of
Congress's Preservation Leaflet No. 4, ,Marking
Manuscripts, may serve as an example.

V. FORM AND Sin; OF MARK

The size should be kept to a minimum (ca.
5-point type size for lettering). The form should
be made up of initials identifying the institution
as succindly as possible, based on the National
Union Catalog symbols, and suitable for arranging-
in lists to circulate :to dealers, auctiol houses,
collectors, ete.

VI. CANCELLATION OF MARK

Do not; attempt to obliterate marks ct owner- .
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ship madc..according toothese guidelines, even in:
the event that the material is to be deacces-
stoned. No system -has yet been devised for can-
celling marks.wlitch cannot be imitated with rela-
tive ease'. by thiever, and there seems no alterna-
tive bur to assume permanent responsibility for
the fact of one's mark of ownership in a book,

manuscript, or other document. Permanent rec.,:
ords should be kept of denecessioned mnterialf
containing marks of ownership made according to
these guidelines, and the material itself when re-:,
leased should be accompanied by a signed letter"
of authorization on institutional stationery. sir

Reprinted from the March 1982 College & Research Libraries
News, a publication of the Association of College and Re-
search Libraries.

Adopted by the ACRL Board of Directors on July 13, 1983..

Available from the Association of College and Research Li-
braries, 50 E. Huron St., Chicago, IL 60611.
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Guidelines regarding thefts

in libraries

By the RBMS Security Committee

William A. Moffett, Chair

The final version, approved by the ACRL Board of

Directors in January 1988.

The "Guidelines Regarding Thefts in Libraries"
have been developed by the ACRL Bv.re Books and
Manuscripts Section's Security Committee has de-

veloped over the past eight years. The Committee
began in 1978 with an ad hoc charge to develop
guidelines for the marking of rare materials so that
they could be proper!; identified when recovered.

First published in 107b, these were later made an
appendix to the broader "Guidelines for the Secu-
rity of Rare Book, Manuscript, and Other Special
Collections," published by ACRL in 1982, and e-r.
rently under revision by the Committee (see draft
in C&RL News, March 1982, pp.90-93).

From 1983 to 198jsuccessive drafts of the guide-
lines were reviewed by the RBMS Security Com-

mittee. The general policies were further expanded
to include guidelines for "What to do before a theft

occurs"; a checklist of steps to follow when a theft is

diseGvered, "What to do after a theft occurs"; and
"Model legislation: Theft and mutilation of library
materials," which the Committee hopes libraries
and ACRL Chapters will take to their state legisla-
tures to strengthen the laws for the prosecution and
punkliment of library thieves. A final draft was ap-
proved at ALA Annual Conference in 1986 and

published in Cirlif. News, November 1986
pp,646-49. Open hearing were held at the ALA
Midwinter Meeting in January 1987. No revisions
or emendat:nns were offered, so the guidelines
were approved by the RBMS Executive Commit-

ref., the ACRL Standards and Accreditation Com-
mitsce, the ACM. Board of Directors, and the ALA
Staadards Committee (the latter two taking place
at the ALA Midwinter Meeting in 1986).

The RBMS Security Committee has emphasized
two important points about these guidelines. First,
the guidelines are interrelated and should be con-
sidered in conjunction with the previously pub-
lished giblelines as well. Second, the guidelines
concern all library thefts, not just those which may
occur in rare book, manuscript, and other special
collections departments within a library systeia.
Some informal surveys over the past few years have
shown that these latter departments have stronger
physical and procedural security systems in plate
than do their parent libraries for the general collec-
tions. Publicized thefts, furthermore, such as the
James Shinn case, show that thieves, rather than
infiltrating established systems, instead pilfer from
open stacks where rare materials acquired years
before remain unidentified and unprotected. The
Committee itself conducted one informal, geo-
graphic survey in 1982 among special coflections li-
braries and found that most had security policies in
place following the RBMS general guidelines or
had developed parallel guidelines on their own. An
AIM/Office of Management Studies survey in 19E.
as part of its SPEC Kit on "Collection Security in
AhL Libraries" showed, however, that only 32%
of the eighty-nine responding libraries had ap-

81 March 1688 / 159



-xiinted a,security Officer and only,15% hadwrit-
SecuritY to follow.

Perhaps it is time fOr ACRL and ALA to consider
.be serious Problein of libiary theftS-as a library-
Ode issue iatlier,than limiting the concern to rae

Manuscripts,-and other special collectioOs.
The Rare Aooki and.Manuscripts Section stands
eady,to,develoi.and ,,r_.;-crginsor,ACRL and ALA

rOgranis at anniTaTconfereitt: which will edu-
librarianS about the epidemic proportions

pflibrinY thefts and the means to cope with them.

Guidelines forwhatio do before
a library theft occurs

Library, security officer
Appoint a senior library staff member as Secu-

rity Officer who his delegated authority from the
tiiary and the institution to act on theirbehalf,
forking with the institution's legal counsel and se-
urity force.

'Ir Security planning group
Forma group made up.of the library Security

,'lfficer and other appropriate personnel to deVelon
of specific plan of action to follow when a theft is

iscovered.

:I.,Publicity
Establish liaison with the institution's public re-

:-Ationi office so that timely. and accurate an-
hcements can be made to the press when a theft

discOvered.

7: Law enforcement
A. Establish contact with law enforcement

iencies..---institutional, local, state, and/or
decal to determine who will be called and un-
n. what circumstances. The library should main-
:in last of :contacts in each level of law enforce,
ent and 'discuss ..'se plan of action with each. The

of materials or other circumstances will dic-
te which law enforcement a gi.ncy will handle the
se; for example, the FBI may become involved if
-e dollar amount exceeds a minimum level, and
e U.S.-CustOmi,nay be involved if stolen items
ight be smuggled out of the country.
B.'Wo' k with the librar's institutional ad.ninis-
ttion iei:nsure support, for the prosecution of
laves. is support may range from an active
illingness to participate in the collection of evi-
1ree to be turned over to the District Attorney or
S. Attorney for further consideration, or it may
'olve direct participation in the prosecution by
:institution.
;;... Work, with appropriate institutional, local,
d state groups to lobby for strengthening of state
7s regarding library, thefts and for diligent p rose-
:16'n.of such crimes.

Other outside contacts
;IA.'Eitablish liaison with local rare book, mann-
tit, and second -hand dealers to informtliki Of
'-elibiary!slo fleeting areas. Thieves sometimes

try to sell stolen property quickly; and dealers with
,khowledge of:the libiary'S collections can recog-
nize,, or at least be suspicious of, materials they
know the library collects which are offered .0

,ther;;.
B.:Report the name of the library's Security Offi-

cer to the RBMS Security Committee and note
changes -The RBMS Security Committee will com-
pile a list of the security Officeis anhually..The list
will be available from the ACRL officeaao will be
-forwarded to the Antiquarian Booksellers A' 'a-
tion Of Aincrica (ABAA).

C. Establish liaison With the national, online
network, Bookline Alert/Missing Books and Manu-
scripts (BAMBAM) so that-thefts can be reported
'mmediately upon discovery. BAMBAM -may be
used-not only to report missing books but 'also to
check when materials are offered to the library.

VI. Preventive measures in the library
A. Implement the RBMS Guidelines for the Se-

curity of bare Book, Manuscript, and Other Spe-
cial Collections (1982), available from the ACRL
Office.

B. Coordinate work in the library to assure
proper ownership Marksjappear on the institutiOn's
holdings, providing proof that materials, if stolen;
belong to the library. The RBMS Security Commit-
tee yrges the use of its nerking guidelines (an ap-
pen8ix to the security guidelines mentioned above)
for rare materials. The COmmittee also recom-
mends recording distinctive charact ristics of indi-
vidual copies in cataloguing:iotes as another means
of identifying appropriate items.

C.Regin a proceis of reviewing materials in the
library's- general-collections and open stacks for
consideration of transfer to Special Collections or
to a caged, limit kl access area of the library. The
RBMS Transfer,guidetines IL News, Ju-
ly/August 1985,,pp 349-52) will help the library.
-identify candidates for transfer. Some libraries
have identified rare materials in the open stacks in
the course of projects, such,as reporting to the
Eighteenth Century Short Title Catalogue or
working through a collection development policy
using the Research LibiarieS Group Conspectus.
While the 'task seems overwhelming' for libraries
large and small,-ihe Committee recommends that
libraries make a beginning.

VIL,Addresses
The Security Committee, ACRL Rare BookS &

Manuscripts Section, ACRL/ALA, 50 East Huron
Street, Chicago, IL 60611-2795.

Daniel and Katherii,e Leab, BAMBAM, P.O
Box 1236, Wz.shington, CT 06793; (212) 737-2715.

Checklist of what to du after a theft occurs
from a library

I. Notification
Notification of Security Officer and apPropriate

.1% cii111;Neiiis S2

library administrators upon suspicion that a theft

has occurred.

II. Discovery of theft
The library's collection of e.idence of theft
"Evidence of'intrusion connected with missing

library materials.
Indication that patron or staff member has

stolen books or manuscripts.
Apprehension of person(s) in act of theft.
Discovery,olt.ystematic pattern of loss.
Recevery of materials stolen from library.
"Other evidence.

III;Evaluation
Security Officer's evaluation of evidence with

administration, law enforcement personnel, li-
brary.security group, and legal counsel as appro-
priate, and determination of action

IV. Actions
'Notify Bookline Alert /Missing Books and Man-

uscripts (BAMBAM), and other appropriate net-
works.

"Notify local booksellers. and appropriate spe-
cialist dealers.

Request action from law enforcement agen-
cies. Contacts:

Request action from legal authorities. Con-
tacts

V. PLulicity
Securits -neer meets with administration

and public relations officer to plan appropriate
publicity strategy.

"Security or:_er or public'reiations officer pre-
pares news releases to alert staffand community to
problem and action.

Security officer or public relations officer han-
dles inquiries frcm news media,

VI. Security.officer's coordination of staff efforts
*Compilation of ins entories.
Arrangement for appraisals of loss or recos en
'Preparation of communications to staff about

progress on case.
'Maintenance of inter nal records of actions fol-

lowed during progress case.

Draft of model legislation: Theft and
mutilation of library materials

Declaration of purpose
.Because of the.nsing incidence of library theft

and mutilation of librars.unateiials, libraries are
suffering serious losses of books and other library
property. In order to assure that research materials
are available for public use, it is the policy of this
state to provide libraric:1 and their employees and
agents with.icgal protection to ensure security for
their collections. Jt is the policy of this state to af-
firm that ,local; state and federal prosecution of
crimes affecting hooks Or other library property is

executedith the same degree of diligence as is ex-

ercised in prosecution of crimes affecting all other
forms of property. Federal statute pertaining to
stolen property is designed not only to implement
federal-state co-operation in apprehending and
punishing criminals a ho utilize, or cause to be uti-
lized, channels of interstate commerce for trans-
portation of property (in value of $5,000 or more)
of v. hich the owner has been wrongfully deprived,
but also to deter original theft.

Definition of terms
"Library" means any public library : any ithary

of an educational, benevolent, hereditary, histori-
cal or eleemosynary institution, organization or so-
ciety; any museum; any repository of public or in-
stitutional' records. "Book or other library
property" means any book. plate. picture, photo-
graph, print, painting, drawing, map, newspape.,
magazine, pamphlet, broadside, manuscript, doc-
ument, letter, public record, microform, sound re-
cording, audiovisual material in any format, mag-
netic or other tape, catalogue card or catalogue
record, electronic da' .pre..nos.,',ing record, artifact".
or other documentary, written or printed materi-
als, or equipment. regardless of physical form or
characteristics, belonging to, on loan to, or other-
wise in the custody of a library.

Proposed wending
Section 1.a.) Any person who willfully, mali-

ciously of wantonly writes upon, injures. defaces.
tears, cuts. mutilates. or destroys any book or other
library property belonging to, on loan to, or other-
wiie in the custody - library shall'is guilty cf a

crime.
Section Lb.) The willful concealment of a book

or other library property upon the person or among
the belongings of the person or concealed upon the
i"rson or among the belongings of another while
still on the premises of a library shall be prima facie
es idencc of intent to commit larceny thereof.

Section I c) The willful removal of a book or
ther library property in contravention of library
regulations shall be prima facie evidence of intent
to commit larceny thereof

Section I.d.) The willful alteration or destruc-
tion of library owne.ship records, electronic or cat-
alogue records retained vat: from or a splied di-
rectly to a book or other library propertrshall be
prima facie evidence of intent to commit larceny of
a book or other library property.

Section !La.) An adult agent or employee of a li-
brary w ho has reasonable grounds to believe that a
person committed, was committing, or was at-
tempting to commit the acts described in Section 1
may stop such person. Immediately upon stopping
such person the library employee shall. identifY
himself and state the reason for stopping the per-
son. If after the initial confrontation with the per-
son under suspicion; cilF adult agent e r library em-
ployee has reasonable bounds to bellow that at f!ie
time stopped the person committed. t..vas err;,nit-
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ting, or was attempting to commit the crimes set
forth in Section I; said employee or agent may de-
tain such person for a time sufficient to summon a
peace officer to the library.

more
no case shall the de-

tention be for a period of more than one-half (rh)
hour. Said detention must be accomplished in a
reasonable manner without unreasonable re-
straints or excessive force, and may, talee place only
on the premises of the' library where the alleged
crime occurred. Library premises ir.cludes the in te-
nor of a building, structure, or other enclosure in
which a library facility is located, the exterior ap-
purtenances to such building, structure, or other
enclosure, and theland on which such building,
structure; or other enclosure is located. Any person
so stopped by an employee or agent of a library
shall promptly identify himself by name and ad-
dress. Once placed under detention; such person
shall not be required to provide any other informa-
tion nor shall any written andkir signed statement
be elicited from him until a peace officer has taken
hinfinto custody. The said einployec or agent may,
fivivever,- examine said property which the em-
ployee or agent has reasonable grounds to believe
was unlawfully taken as set forth in Sections I.b
and/or I.c. or injured or,destroyed as set forth in
Sections l.a and/or I.d. ntiouldtly person detained
_refuse to surrender the item for examination, a lim-
ited and reasonable search may be conducted.
Only packages, shopping bags, handbags, or other
property in the immediate possession of the person
detained, but tot including any clothing worn by
the person; may be searched.

.Section Mb.) For-the purposes of Section II.a
"reasonable ground: shall include, but not be lim-
itecilo, knowledge a person has concealed or
injured a book or other library property while on

the premises of the library.
Section II.c.) In detaining a person whom the

employee or agent of the library has reasonable
grounds to believe committed, was committing or
was ,ntempting to commit any of the cemes SE.
forth in Section I, the said employee or agent may
use a reasonable amount of nondeadly force when
and only when, such force is necessary to'protect
himself or to prevent the escape of the person being
detained or the loss of the library's property.

Section III. An adult agent or employee of a li-
brary who stops, detains end /or causes the arrest of
any person pursuant to Section II shall not be held
civilly liable for false arrest, false imprisonment,'
unlawful detentiop, assault, battery, defamation,
of character, malicious prosecution or invasion of
civil rights of the person stopped, detained and/Or
arrested, provided that in stopping, detaining of
causing the arrest of the person, the adult agent or
employee had at the time of toe sto p p ing, detention-
or arrest reasonable grounds to bel ieve that the per-
sonliad committed, was committing, or vi-as at-
tern:ding to commit any of the crimes set forth in
SeCkion I.

Section IV. The fair market value of property af-
fected by crimes set forth,in Section I determines
the class of offense: value under $500 indicates a
misdemeanor; $500-$5,000 a Class I felony; above
$5,000 a Class II felony.

The aggregate value of all property referred to in _;

a single indictment' hall constitute the value
thereof.

Section V. A copy or abstract of this act shall be
posted and prominently displayed in all libraries.

Section VI. This act shall take effect upon pas-
sage.

III,

Reprinted from C&RL News, March 1988, a publication of the Association of College and Research Libraries,
a division of the American Library Association.
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es for Ektended
'.Campus .'Library SerViees

'FOREWORD -

In Jinnary 1989,11he ACRE, Standards and Ac-
cieditation 'Conimittee rinderthok 'the . re:4w of
the 134ear-Old "Cuide lines for Library` 'Services
to Exten Sion Students"tri-deteiniine if.a revision
of theie*guidelines was appropriate.,MeinbershiP.
of the--Conimittee:it-,the-time this project was
ifistlikuSied'ilicluded Marjorie C.. Dennis, di-
reCtor of-lean:frig resources, 'Annandale Campus,.
:Notthera Virginia 'College; 'James T.'
--Deasen, "(chair), ,di-rectO4 University 'of -Texas at
- Dallas' Library; -Jane C...lenei;;associate direc-
tor,fUniierifty cf 'lidichigial-LibrarieirPeter C.
Haskell,: director, 'Franklin and Marshall -College-
Librilys ;: George-V: HodOwaneC, :teeter:4'6e
library,.-Eriporia,Stite'Un&ersiti; Jay.K. Lucker,,
director of libraries,. Mallachtiletts Institute ,ef.
Technelogy;-?Elilabith k M. Shier, librarian, J.
HenrY:Meyer',Meninrial Libiity of Stanford UM,
versity-Libniliesi-and'Barbatill: 'Williams Jen-
kins,:director, 'girth' Carolina State College :Li,
:biary. 'Since Jond.-1980; the' foil:i/Eng meni-
beiship change 'have; 'Patricia -Ann
'Sacks, Nuhlenherg and
Cedar_Crelitolicies, replaced -James T. Dodsor;
as chair of the committee, and Irene B. Hoadley,
clirecto-; of libraries, Texas A 8c:14 University, re-
.plaCed line Fletier.

Folle-,ling a in-rivi-of the ACAI:menibershiP,
a 'draft' of propOsed revised - guideline, forlibiar
services -to extension students was Pleparecf..4
further - responses were solicites-1,,-W-;iiings were
held duiing the 1981 ALA Midwinter' Confer-
enee. The :published draft was revised by the
ConiMitteelo reflect testimony and written re--
sponses, and apProvedly the ACRL Board on
January-26.

INTRODUCTION

Changing patterris within higher education dur-
ing the last few decides have placed=broadcr,de-
niands on. library -reSeUrces and. si.-rvices. Four
factors, have necessitated 'the, revilw of library-
setiPicel to' extension Students: -the!, groWing im-
portance of continuing offcampes
programs; -the open admissions policy at many
,colleges and universities and the. corresponding
'change in the student-.UcidiLliroriferation Of
academic programs-and an increase -in the

xnumber of loeatrims at which they are:offered;
and, new technological advancements rind the hi;
creasc.e the complexity and quantity of informa-
tional-resources. 'These exogenous factori have
called for,a review of library services nn the main
campuses-and. hive necessitated the revision of
the guidelines eflibrary service for continuing
education ind off campus services.

"Guidelines fcir Extended Campus Library Ser-
vices" superiede the '1957 "Cuidelines for Library
Servicg, co Eritensiiii -Students." The change in
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title was` -made to account for both a wider range
-of library services and an expanded concept of
what' should be 4:chided .in supportin ;eiaended_

academic. programs. The reviled
apply- to library' services for inititts,-,

tional programs offerld-on campus as_well as off'
Campus, courses taken for credit. Or on a non,
credit basis, ',programs pursued on a ,full time.
basii or as part of _continuingeducation prof,

coursesattended -11 person.or,by,means of --

electronic transmission, or-any other nontradi-
tional,prograni--iyhich!extends' beiOndlthe.-Usie 1
Concept of higher.eduCatien.

'Because exteirdederlinpui programs are chine-
terizeds-bi Cie)g;iee of diversity and Subject'
-)to raPidechange,- these .guideliney.ornyide a-
frameWor1,-lor -developing extended "'Campus li-
brary services rvithont being prescriptive or nor,-
mative.. The six major sections Planning, Fi-
.nances, Personnel; Facilities Re:Maims, and
Servicesititi-culate the necessary, conditions for

,adequate services and reflect standard manage-
ment practices.

DEFINITIONS

The phrase- "extended campus library services':
Covers library programs designed for non,
traditional-and/or continuing education st identi
and facelty.'The courses may be credit-O.-, :ion-
credit, the students .matriculated or non-
matriculated, full-time.or part-time, and the-
classei taught at,a main`campm, branch.campus;
or off-campus loasion.

ASSUMPTIONS

1) The academic library is primarily responsible:
for identifying, deYeloping, and -proi;iding re-,
sour".; and services -which address theirforma,
tion needs- of. studentr-ind fas.alty in,extended
campus program's.

2) The library s-parent institution respOnsible
for providing support which-addresies the infor-
mation needs of its extended campur,prograins

3) Effective services for extended campus.,
communities may- differ from established pricSi
:Wes. The requirements of the instructional pm',
gram rather than traditiOn should guide the
brary's response(oo ulned need,!-

PLANNING

To-identify the' information needs of rstndenis
and-faculty in 'extended campy -.programs, .

arringe.to meet these needi,,the-lilirary should:
1) Assess the needs of itrextended campus

community' for library 4reiources, tervicol,:;;41;
facilities.

2) PrepaM 'a:written, profile of e=tended"
community's information needs.

3) Develop a written statement of objectives, '1
including -immediate 'and long-range goals, ird,"*."/
dresiing 'the needi, inokirutlining .niethods:hy,
.which progress hiviarcUtherittainment &theist

cart,be measured:



4) Involve appropriate extended- acauemic
-community representatives, including the faculty,
in the formation- of the objectives and the rein*

of theftadIevenient

FINANCES'

The librilY should provide continuing.financisi'
support for.iddririg-dne needs of the-extended
campus cix.,Muniti.lhis financing should be:-

1) Relateti hi:the -forinallY4ifined".fieeds- and
denial& e(th1rsatntèt1ôsaI program.

'2lAllointed:OU nialiedcile matching the'parent
=inititutiOn's bildgetini

3):1deitified Within the library's budget request
. and e.-ipenditilie iepor6ig statements.

4) Accommodated to contractual arrangements
external agencies; 'incloiding affiliated,

but bKlePendentlY-41Piciited libraries;

Qualifiedlibiary;Periennel should be employed
to plan:implement, and' evaluate library pro-
grams addressingtheneeds' of extended campus
students and faculty. This requires:

1),Personi with the capacity and skills to iden-
tify-iteediiindn.spOnd to them flexibly and "area-, lively.

2) ,sufficient :-Imbers to attain defined goals
and nbjectivez.

3iClassifitation, status, and salary scales for ex-'
tended campus library staff that are equivalent to
those Provitie0 fo!--.9tbei 44iiry employees.

Ferit.rries

-The-library should, prOvidejacilities and
equipment sufficient insile. whither., and scope
to attain the objectives, of the extended campus
programs. Exranplft 4:c:table 'arnmgemeits in-
clude:

1) Contracts With a non-affiliated library ti pro-
vide re:Ouzo:ea and/or servicei.,

2) Aneff-aite library 'office for consultations, ae-
ons 'to readi.referenoi eollections, ,enline data
base searching find interlibriiiy.loan 1-rvices.

3)-Telephone.consultation services"indior pair-
ing of ctudenti-and 146014,- with a staff member
who warespond to their 'needs.

-4IA branch library When a sufficient numbernf
,Classes are at &nog-site location.

REsounces

Access to library materials in sufficient
enimberscoPe, and format (Print and non-print)
should be provided to:

1) Accommodate the students' needs in fulfil-
ling course s.nigisnents, including required and
assigned irenclings and research papers.

'2) Accommodate teaching needs, including the
.ps'iParationef Instructional materials and the ap-
pl icat ion f various modes of instinctkm.

'Programs grantingassOciate/r,..)grees should
;provide . ea-eels", to collections;which meet the

'guidelines for ',Two-Year College .Learning Re-
sourcel.Programs" and the "Statement on Quan-
titative Standards." Propims, granting bac-
calaureate or master's degrees shou/d,provide ac
etas to Collecticini-which-'nret-the standards de-
fined by the "Standards. fair College Libraries."
Programs offering doctoiste degrees should pro-
vide - 'access collections - which meet the
standards ,defined by-the "Standards for Univer-
sity libraries."

'Symms
Theiervices.offered students and faculty in ex-

tended. campus, programs should be designed 'to
meet effectively a wide range of different

and bibliographic needs. Examples off,ar-
rengements which may meet these needs include:

1) Reference,aiiistance.
2) Electronic of information.
3) Coimputer-assiited bibliographic and infor-

mation services.
"4) Instructionin_bibliography and the use of in-

formation tools and equipment.
5) Assistance with non-print media,and equip-

ment.
6) Reciprocal borrowing referrals and interli-

lnary loan services.

86



kr
tsgnss act.

]4,2W.41
.4 4 4
3: n fi

p." 4' ts
.

=R.

.1'.

-!s

4- cirri! WI '

I1 I .6
4 .
S.

'I'.
'-

:' i'::;-
*Leo:

1

-. :
0-'6 ,''',...4-::4,....A:lailio-',k- ceo-;,.1.....- , -- , - ,-..t' :?...4.4.4,;',c4 :i.";e1 oi,..!.ciet,i;s4,.,,ctriei,c? 0 '1.,,c.icit'S'- '.:. .,`.' VO:i4i.421:Vvt.:'` 'z."' i';:-.!:;,',.. :`,./ .; , -,:- i - 4-: ....,..-.::4:447::;.;-Npk,

.'.1,-,- '.,. '4 '-°1,:;fi'14.4.645 i . - i-71 tcl i §, wkr, 4 i ',. -;. 31 .4 . ... %

-

w-beM

' ) A
ps

,,.

I. =.7';
ja.ra° ,Av713' -

. .

-r i,. &
L rt.1... 4 4.t ; , ,

, -1,2,- f .

4!I'
rtt,"1"0, t-

.:114;'4'
4?"-tsji 154AftdCW4,,,.3.fit; '4 ' . 4:

s *4'
44:. ;21,4 ;

li;..ileef A:7.6
.* ".z.

.:0.°4,41404:,4 1.44

f4',4,-JNI1A1.41

1 .L3

, .

%S-
ix
*12 8

e "'t

.

.4.

":4`..'.'
"Se,' '"

--
. .4.: "

. ,

0.; j1.
,

'P, 7,"
,7' 4 :'.

,
,: :/?,W4

*.
\4



: 2%. ,,;. .

,4 J

2 .."
., . .

3.1.7 Networickf:#, "arrange-,:::;3_2;;T:S
of Identification and types

33 Social ana factors. 3.1 LD. cards or introductory letters from

4.0 C.iiARAOTE.RISTICS OF POTENTIAL
home lestitellob.; consortia cards, .or

tl "Sizent
USERS AND USE

i
quired.' -%:

wn*
fooPeretkee Inrrf etc., se-

4.2 Age and educational level. ;

4.3 Nature nod. purpose of use..
4.4 Types of material to be iseri
4.5 Hours Of
4.6 *ServiCes requL-ed: .

4.6.1-Infos:national and directional ailistance.

4.0.2 Referericnessistruice.
4.0.3 Borrowing:. ;registretion, notice' Wing,

3.2 Non-fee access: `...

4.8.4 AV !systems. and equipment use.
4.0.5-,CoSiying rtervieet
4.6.0,Vie of meetiat *tee, display eitsee-

44.4,7PInterlihirailoan.
4.0.8 SpI fee-brised scerg,

Noter'SpeCtScinstitutbnal statements

should IncerPoratia :relevant factors- from the
feregaing;oritihre:'It fir, not intended that; the

Outline Itself iprcecribe,thelorm and chiractei

ef the Oisel!iniPediel Stattenlent.

Berms Otirinre .

. iron ePotici STA719iip4T

1 -Dr.liniti*Olibrir);.111rid.e:'
Statements missien and. gosh
medietely:.esteblish_ffie "basis -for.!pub-

'lm-

lie S4ectations::For irxiMple,:;if users
not immedhitelY,:iisiciatect :it& ;91e-
,PartiCUlar_iinttitutiOrrIire trild &Y. do
-rv3t: Constitute ;park .41 prithary

elleniek; bsvdISed expecta-
tions. This statement ougne.to be .pre-

il
seated in positive langtiage,;.briefli
stating., theneture-nf,'the librar)iinis-

.

An exanicle-oi such linguige follows:
The -Iihnuy -Constitutes vital -in-
structionar and*search aim of the
Univeriitr. of -and ;exists pi-
marily 'to. contribute- to 60..1:Aver-
sity's teaching and risearelfrinc-
lions. In :relation, ;the Jibruy 'eels
7to serve the:Citizens of, the State of

consistent with its primary
fundion and Within :the limits of its

if literal ;Oast and-service , are the
norm, this-can be relleCted in the rnis-

-s? AP statement. sta'..6sent- of bow the

lit milts into .eril planet Ii-
bury servieeil-ennimi ,libriiiies in -the
state or other oi -di*VierVica groups
might also hi inaaded,Iiii-Vidlable.

2 -Basis for Corimirmity
Definition Of communly.

2.2 Cateiorioi of eligible users.

33 Fee accent
3.3.11:le:Ideation . ice categories and

emounti. .

3.33 Bash Of valid fee -period (1.e.,sestir,
:fluartei; fiscal or calendar year, etc.).

33.3 Payment deters (when and where).
4
4.1 Cirielation regulations. .

4.11 Id 'lion reeidred of 'user. . .

4.1.2 "Loan periods applicable- (specify gen-
eral-use irate-dab not subject to loan-
-and loan.4".*ieda by. type if applica-
ble).

4.1.3 Mien to *dal, detection; or library
. !similes ff not carered &hive. .

4.1.4 Special- dbtirietions rung-- niArafilliated
useis 'if iiiPlicable (e.g.; ftudenti, from

other 'Cacti', 'eelreeteee- 'er1-19ther
professidnils).::

4.1.5 Sandioni.. (includingnes -and' replace-
nientof hist or' damaged material).

43 .SeOuzftmeaèaeilt control. -

.43 Information servile's. 1

4.3.1 DesaiptienoravalWsleservicesli_broad
;subject et -thie1444-huntsoliks, dee-

, umeets, 'er.chiv'13,,Pr..: ete-) !!.0 Ic-

4.3.2 Basis of access pulse's!, plume, -letter,

Hours of eeivi,e (nOting, ;pedal limits-
tiore, for cosineurritY users). ,

.4.4 Other ierilcea. ,
4.4.1 RePre,duition services andcosta...

41.4.2 AV eqUipnient and perSinifiel avidiable. '
4.4.3 Confeience-rocani/aiditoriums (annals&

;Ity and Imre*: for reserving):
4.4.4. Display space:
4.4.5 Special lee-based services (e.g., access

to computerized bibliographic data

baser). . -

, -RuziliNfas .

1. American Library Association, Goal and Ob-
(fectivei of the American Library Association,
as-adopted by the'Council of the American
Library Assodationjanturry 24, 1975:

2..U.S:rNational'Commbeon on Libraries ar.c1

Information Science; Toward INationd ha-
:gram for Library, and information.Services:
Goals for Action (Washington, n.c:i'1975)

Reprint. of this policy are aoailabk, upon
request, from the, ACM, Ofirce;.$0 E. Huron
St., Chicago, ?Liven. us

Reprinted' from the November 1975 issue: of College & Research

Libraries News? a publication of the Association of College

..S0-11-thelatcb: Libraries.
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