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Adopted by the membership of the Associa- ’

tion of College.and Research Libraries, June
26, 1971 in Dallas, Téxas.

With publication ‘increasing at an exponen-
tial rate, with. the variety of forms of-publica-
tion proliferating rapidly, with sigmﬁcant schol-
arly and.information material appearing in all
the world” s*languages;: with-the bibliographical
apparatus of many .felds and:subfields becom-
ing increasingly -difficult to use, with the grow-

.ing sophistication of library and information

technology, and with the development of aca-
demic libraries into Yarge and complex organi-
zations; ‘t*2 work of the academic librarian-has
‘become highly specialized and demandmg

“The academic. lxbranan -makes a unique and
important contribution to-American higher edu-

.cation. He. bears central. responsibility for de-
-veloping -cusiége -and university library collec-

tions, for extending bibliographicdl control over
these collections, for instructing students (both

formally in the classroom and informally in the
llbrary), and advising faculty- and scholars in -

the ise .of these collections. He -provides a
vanety of information services to the college or
university community, rfanging from answers
to specific questions to the compilation of ex-
tensive. bibliographies. He provides library and
information services to theé community af large,
including federal, state, and local government
agencies, busmess firms and other 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, biblography, and information service.
Without-the librarian, the quahty of teach-
ing,. research, and public service in our col-
leges 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.

Standards f0r Faculty Status for
College and UIIIVCI'Slty Librarians

In order to recognize formally the college or
yaiversity librarian’s academic status, the Asso-
ciation of College and Research 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. Prolessxonai fesponsibihtie: and self de-

termination. Each librarian_should be as-
signed ‘general rsponsxbxhhes withia his
particular area of comprcence He should
have maximum possible latitude in ful-
. filling these responsibilities. However, the
degree to which he -has fulfillel 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. ete

-

-2. ‘Library governance. College and ‘ iniver- -

~‘«s1ty libraries should ‘adopt *ari-academic
. form of governance. The librarians should
% form 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 depal'hnent. I PRI ER T2 RS A
3 College and. umcemty gowmance Li-

_~ brarians should be_ eligible for member -

ship in’ the academic senate or equxvalent’
body at their college or university on the
same basis as other faculty. - .

4. Compensabon The salary scale for lxbrar-
ians should be the same as that for other
academic categones with equivalent edu-
cation and experience. Librarians should
normally be appointed for the academic
ryear. If a librarian is expect 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. Promotion. Librarians should be promoted
through ranks and steps on the basis of
their academic proficiency and profes-
sional ecffectiveness. 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 othor 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 frecdom. Librarians in colleges
and universities must have the protection
of academic freedom. Library resources
and the professional judgment of librar-
jans must not be subject to censorship.

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

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

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

.cies which accredit gcademxc institutions.

3. Investigate all -violations of these stan-
dards which are reported by members of
. the Association® of College and Research
Librasies. 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 o all of these stundards:

a. Publicize the v10|abon and the institu-
tion concerned in CRL 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 time—three to five
years—should 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, #0 such grace
period should be provided to librarles which
currently do.conform, either wholly or in part,

3

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, dnd should be-directed to the Ex-
ecutive Director of the American Libzary Asso-
ciation. a0

Reprinted from the May 1974

_ issue_of College & Research
Libraries News, a publication
of the Association of College
and Research Libraries.
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Joint Statement on Faculty Status

Of College and University Librarians

Drafted by a committee of the Association
of College and Rescarch Libraries (ACRL), the
Association of American Colleges (AAC), and
the American Assoclation of University’ Pro-
fessors (AAUP):

As -the primary means ‘through which stu-
dents and faculty gain access to the store-
house of organized Jnowledge, the eollege and
university library performs & uniqus and indis-
pensable function jn the educaticnal process.
This finction will grow in. importance as-stu-
dents assume greater: responsibility for -their
own intellectusl and’ rocdal dovelopment, Id-
deed all members of the scademic community
are likely to become increasingly dependent
on skilled professional guidance in the .acquisi-
tion and usc of lihrary resources as the forms
and numbers of these resources multiply, schol-
arly materials appear in more lunguages, bib-
liographical systems hecome more complicated,
and library- technology -grows increasingly so-
phisticated. The librarian who provides such
guidance plays a major roje in the Jeaming
process.

The character and quality of an institution
of higher learning are shaped in large measure
by the nature of its library holdings and.the
ease and imagination with which those. resources
are made accessible to memhers of the aca-

demic community. Consequently, all members -

of the faculty should take 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 sppointments, 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 snd 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 deseribed in the preceding para-

graph, requires them to function essentially as
part of the faculty, this functional identity
should bé 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.

:College and university librarians share the

piofessional corcerns of feculty 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 leam.
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 opportunities for
prof;clzssional development and apprqpriate 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
différences. 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 éducational 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.!

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

’Cf. 1966 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-
leges. ns

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

Reprinted from the February 1974 issue of College & Research
Libraries News, a publication of the Association of College

and Research Libraries.




Stgndards 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.

Thﬁa is the text approved by the ACRL Board of
.Directors at its meeting on January 18, 1087. The
.previous draft, which appeared in CRL News,

July/August 1884, has been rescinded. The Rare.

.Books and Manuscripts Section Committee on Do-
-veloping Guidelines for Professional Ethics, estabd-
lished in late 1982,:has had as'its. members Terry
Belanger (Colurnbh University, School of Li
Sezvice), David Farmes (Southern Methodist Uni-
versity), .John Lancaste® (Amherst College), Be-
vetly P. Lynch-(University of lilinols, Chicago),
Francis O, Mattson (New Yok Public Library),
Robert Patterson (University of Tulsa), Christine
Ruggere (University of Pennsylvania), and David
Stam (New York Public Library)..

These Standatd: were developed.by the Com-
mittee on Déveloping Guidelines for Profeaionnl
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 spectal collections
llbmrim hold positions of trust, invelving special

responsibilities for promoting scholarship by pre-
serving and providing access to the records of
knowledge in their care, Such librarians, in imple-
menting the policies of their. Instlmtions, shall ac.
cept and discharge these resporisibilities to the best
of their abilities fot the benefit of their Institutions
and the publics those institutions serve. In all their

brary activities, they shall act with integrity, assiduously

avoiding actlvmes which could in any way com-
pm:be them or the institutions for which they
wor

Appropriate supetvisors should give a:copy of
tlme standards to all currently employed and
newly employed rare book, manuscript, and spe-
clal eolleedonc librarians 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 Materfals,” fitst ‘spproved as policy by
the Assoclation of Col!ege & Renurch Libraries
Boars of Directors In July 1976; this Statement ap-
m in the April 1979 fssue of CURL News. Rare

‘manuscript, and special collestions librari-
mshlllmpeeul:epdv.cyoﬂnd!vlduahwboue-




ated oz are the subject of records and papers,
clally thewe who had 1o voics in the m
the materials. Rare book, manascript, and
collections librarians shall neithcs reveal, nor
‘profit from,. information gained thirough work
with materials to which they have access but to
which others have restricted access.

‘3"’Du‘ m‘ n

Rare book, manuscript, and specia! collections
librarians shall deaccession materials In their care
only in accordance with the established policies of
Lthelr institutions. Further safeguards, such as the

advice of scholars in the field of the materials to be-

Jdeaccéssionad, might well be established. The pro-
cedure for the deaccession or disposal of matetfals

-shall be nl:t least as rigorous as that for purchasing
materials. ’

4. Appraisals

Rare book, raanuscript, and special collections
librarians should be familiar with the most recent
edition of “Ststement on Appraisal of Gifts,” first
approved as policy by the Association of College
and Research Libraries Bosr of Directors in Feb-
. runry 1973; thisstiteme  _peared in the Merch

‘1873 issue of CGRL Ne. 4d is reprinted in the
-compilation of policy sta, .nents, “C “idelines on
Manuscripts-and’ Archives”-(1977), Rare book,
manuscript, and special collections librarians shall
.not give, for a feeor on a retainer, any certificate or
statement as to the authenticity or authorship of
monetary value of rare books, manuseripts, and
other special materlals in their institution’s collec-
tions or in the possession of a potential donor, 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 thelr supervisors. Rare book, manuscript,
and special collections librarians shall not appraise
for personal profit any rare book, manuscript, or
special collections materlalsexcept with the know)-
edge of thelr supervisors,

5. Preservation

‘Rare book, manuscript, and special collections
librarians shall p.otect tge physicat integrity of the
materials in their custody, guarding them against
defacement, alterations, and physical damage.
Thiey shall (so far as is economically and technolog-
jcally feasible) insure that their evidentiary value s
niot 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

laws of the countries of origin or exporting coun-
tries. Rare book, manuscript, and special collec-

special -tionsiibrariansshould be familiar with the most re-

cent edition of “Guidelines for the Security of Rare
Book, Manuscript, and Other Special Collections,”
first upproved as policy by the ACRL Board of Di-
rectors in January 1962; these Guidelines appeared
in CURL News, March 19882,

1. 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
administrator of their institution, and if such work
is done on the sarae terms as others using the same
holdings.-Because the possibility of conflict exists,
the matter shall be fully discussed by rare book,
manuscript, and special collections librarians with
their supervisors and clear guidelines developed.

8, Personal collecting

Private collecting of books, manuscripts, and
other materials by rare book, ianuscript, and spe-
clal collections librarians is not to be discouraged.
However, such collecting shall not conflict, either

*in fact or in appearance, with the best interests of

an employing institution and its collecting pro-
grams. Because the paasibility of conflict exists, the
mattes shall be fully discussed by rare book, manu-
script, and special collections librarians with thesr
supervisors and clear guidelines developed.

9. Personal dealing

Rare book, manuscript, and special collections
librariansshall not deal in rare books, manuscripts,
and specisl collections materlals for personal mon-
etary profit without the knowledge of their super-
visors; nor shall they be arty to the recommending
of materials for purchase, by institutions or by col-
lectors, if.they have any undisclosed financial in-
terest in these materials; nor shall they accept any
commission, or undisclosed or otherwise compro-
mising gift from any seller or buyer of such materi-
als, Upgrading a private callection through occa-
sional salesot purchases is not considered dealingin
tere books, manuscript, and-special collections,
Because the possibility of conflict exists, the matter
shalt be fully discussed by rare book, manuscript,
and special collections librarians with their super-
visors and clear guidelines developed. un
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AMERICAN LIBRARY ASSCGIIATION

50 EAST HURON STREET + CHICAGO. ILLINOIS 60611 * (212) 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.

T

\ . O ‘ X
i E]QJ}: oy 5}
- R )

r
=

] : g - - - - P R R - - A e — o ke =Y e a —— e — —-— -
PR D I -, e T e e w - - P hed - _




EK :

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 for College and University L{brartans '
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 soine
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 ecstablishment 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 cbjective 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 provide the op-
portunity for discussion, for th: 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 commiftees for other
professional library positions is now also en-
couraged. The following guidelines are provid-
ed for those institutions which choose to use
search.committees, Institutions recruiting with-
out search committees may also find that many
O sse principles will be useful.

e W

9'231 A

THE GUIDELINES

1. 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 éommittees
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 disqually
themselves as real or potential nominees.

11, 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 alist
of nominees and proposed date of appoiit-
ment

B. Numbé:.of finalists to be recommended

C. Affirmative action/equs! opportunity re-
quirements: (In the absence of a clear un-
derstanding 'of these requirements, the
committee showld consult with the appro-
priate local officer at the outset of the
search.)

D. Arrangements for financial 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 recpect 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.

I1I. 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-

[




nistrative 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 appropriste offices of the loval institution
d in appropriate publications, taking care
at,all ftroups which are protected by equal
pportunity/affirmetive: action legislation are
rade aware of the ~vacancy. Notifications
hould include a brief description of responsi-
ilities, qualifications, ind salary range. Such
liications should also reflect those criteria
gainst which qualifications will be judged and
hould indicate the information to Ix: provided
bout each nominee or applicant. All announce-
wits and Invitations to apply for the position
hould be courdinated carefully, A closing date
r receipt of applications and approximate ap-
intment date should Le specified in these
mmunications,

’. Fthical Considerations

Committe; members should be receptive to
I slaff and outside comments, but all state-
ents emanating from the committee should

erson for the committee. References should be
licited from individuals whose names are pro-

> hield in strict confidence within the commit-
e, Additional professional references may also
s¢ consulted for those candidates in whon the
mmittee is seriously interested. Should a visit
the candidate's home institution be consid-
red essential, it should be conducted in a pro-

olved, At the time of the request referecs
hould be advised as to whether or not the con-
enls 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

'L Initial Communication with Nominators
and Applicants

All nominations and/or applications should
e 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-
nces are contacted and credentials scrutinized.
Candidates who apply for a position should
lcure the permission of referees before listing
iem.

11, Selection and Interview Procedures

A, Selection Process

Each committee should establish its own plan
or screening and evaluating nominees and ap-
lia O ction: policies and procedures

slated or written by a designated spokes-,

jded by the applicant, and the contents should.

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,
carly 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-

-ton and about whom the committce may be

secking additiona! information. Responsibility
for requesting such information should be clear-
ly designated and its form 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 sholl deter-
mine the nature (breadth, depth, length, num-
ber, ete.) of the interview. Consideration for
the candidate’s personal comfort should éxtend
throughout the interview schedule. Adequate
travel directions should bhe 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-occur
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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ir and Uniform Treatment
ndidates, whether they are external or
to the institution, should be accorded
treatment in the screening and inter-

. At the outset of its work the
should decide ‘the types of docu-
(curriculum vitae, application forms,
. recommendation, etc.) it will request
andidates. Likewise, interviews should
in length, scope, format, and person.
idates should be judged in terms of
a delineated beforehand for the posi-

mittee should consider and evaluate
deliberate speed- the information gar-
arding the candidate in order to select
t of candidates, The final list of candi-
Id be communicated by the chai:per-
administrator to whoin the committee
ible. The committee or the adminis-

noed Communications with
idates

Inations and/or spplications should
wledged courteously, and

Ination from consideration. In tumn,
should report to the committee iny
status such as acceptance of another
r reconsideration of candidacy. This

tting should be undertaken period-
ughout the search process with those
still active, particularly if the de-
period of time becomes extensive.
should be advised of important an-
or actual institutional changes of con-

decision has been reached to offer the
& particular candidate, the chief ad-
¢ officer or his/her designee should

information to the successful can-
hile the initial form of this communi-
y be oral, the official offer should be
and should include the spesifics of
i.c.,-title, salary, date of appointment,
efits, et al. The successful candidate
allowed 3 reasonable period of time,
-to both parties and agreed upon
» to reach a decision‘on the matter.?

ecision based upoh the applications
or should desired qualifications be
uring the search process.

ment of Appointment

lection of a candidate and his/her
pt W riting, the chief admin-
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istrative officer, the committee, or jts désignee
should coordinate the announcement of the ap-
pointment with the successful cardidate and
should notify all other active .cindidates in
writing of the appointment. Az announcement
of the appointment should be made locally
and/or nationally as deemed necessary.

XII. Records of Proceedings

A. Filing of Afrmative Action Reports

The responsible administrator (in wollabora-
tion with the appropriate local officer) should
instruct the chairperson of the committee as to
what oficial reports are to be §led. 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 disposed”of in accordance with
laws, regulations, and practices currently ap-
plicable in the local setting. Personal materfals
(e.g, books, media, folivs, etc.) supplied by

applicants or other sources should be retumed-

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 tumn to
other business.?

Nores

1. The term “search committee” as used in
these guidelines designates any committee
constituted for the purpose of performing
auy or all of the functions of compiling lists
of candidates for vacant positions, screening
(and climinating) candidates in accord with

-upon selection criteris, 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 Appeintment, 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 Acsdemic 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.” u s

Coples of this statement are available upon
request from the ACRL Office, 50 E. Huron St.,
Chicago, 1L 60611.




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




Approved by ‘the ACRL Board of Directors on
June 30, 1981, These guidelines supersede and
-replace the previout guidelines which appeared in
{C&RL News, December-1972.

‘Association of College and
Research Libraries
Association for Educatiorial Communications
snd Technology ,

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

Learning Resources. Includes iibrary, audio-visual
and telecommunications sad encompasses instruc-
tional development functions and instructional
system comgponents. (See Glossary for expanded
definitions.)

Introduction. Two-year colleges constitute one
of the most dynamic sectors in American higher
education. They, are probably the most diverse of
all. postsecondary institutions in the country,
ranging from highly specialized technical or voca-
tional schools to comprehensive ‘multi-unit com-
mungtiy, colleges. In addition, there are two-year
branch campusés of colleges and -universities,
proprietary institutions with similar missions, and
other specialized fnstitutions. A statement de-
scribing adequate learning resources and services
has been difficult to formulate for such institu-
tions because of factors'such ss the widely diver-
sified purposes and sizes of the institutions—pri-
vate and public, the high proportion of commut-
ing students, the comprehensiveness of the curri-
cula, the willingness of administrators and faculty
to experiment unhampered hy tradition, and the
heterogeneity of background among those enizol-
led. Although the diversity among the institution-
al patterns makes the-establishment of generally
applicable guidelines difficult, al} 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 librarles away from their tradi-
tional function as repositories of books has been

T T T

Guidelines for Two-Year College

Learning Resources Programs

(Revised)

panallel to the evoluticn of audiovisual centers
away from their traditional function as agencies
for showing films, There has been a confluence of

accelerated development in both areas which is.

inextricably interwoven {n the technological revo-
lution in_education. Contemporary Leaming Re-
sources Programs in two-year colleges.are sup-
portive of institution-wide efforts. Such programs
should provide innovative leadership coupled
with a multiplicity. of varied resources which are
managed by qualified staff who serve to facilitate
the attainment. of- institutional objectives.
Paramount to the success of such programs is the
involvement of Learning Resources staff.with
teaching, administrative, and other staff members
in the design, 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-
fant 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 sdministra-
tive or organizational structure upon an institu-
tion. There is o expectation that every jnstitu-
tion should be forced into the same mold. The
guidelines are more concerned with functions re -
lated to the instructional program rather than
with specific organizational patterns, Although it
is expected that. these functions will be grouped

“into administrative (or supervisory) units within

the Learning Resources Program, the nature of
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-"itle budgetary autonomy.

C & R L Neys Jan & Feb 1982
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Examples of such units include: an audio-tutorial

;labontory a blbllogrnphic control center; media

production; technical pricesses; etc: In other in-

-stitutions, each unit may subsume a number of

related activities,, or carry out direct Instrucﬂonal
asslgnmen!s of a broad scope, and have an admin-
istrative head and'a high degree-of budgetary au-

-tonomy. Examples of such-units include: an au-

diovisual centér; a computing center; a library; a
telecommunications center; etc. In all institu-

“tions, .however, the units report to.a chief ad-

ministrator responsible for overall coordination of
the lumlng Resources Program. The extent of
direct supervision of the units will be determined
by the.nature of the units and the degree of-au-
tonomy granted them.

Many aspects of traditional library and au-
diovisual services in the two-year college and the
integration of these services have not been
studied " adequately‘lor long-rafige projection of
needs. Until such studies have been made these
guidelines-may serve as the foundations. for re-
search and-for experimentation in organization,
structure, and services.

The changing and expanding role of two-year
coileges in-America:today may well resvlt 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.
i\ll concerned should be alert to this coming chal-
enge.

‘TuEe ROLE OF TIIE LEARNING RESOURCES
PROGRAM

Maby diverse elements contr'hute to the qual-
ity of-instruction as it contributes to the de-
velopment of two-year college students. No one
of these is dominant or isolated from the cthers.
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 pursuing 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-
cludé 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 leaming 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 emiploy effec-
tive and efficient means of acconiplishing those
objectives; (2) to provide an organized and readily
accessible collection of materials and-supportive
equipment needed to meet institutional, instruc-
tional, and individual needs of students and fac-
ulty; 3) to provide a staff-qualified, concerned,
and involved in serving the.needs of students,
faculty, and. community; (4) to encourage innova-
tion, learning, and community service by provid-
ing facilities and resources which will make them
possible.

GLOSSARY

The terms listed below are used throughout
these guidelines as defined

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

Learning Resources Unit. A subordinate agency
within the Learning Pesources Program suf-
ficiently large to acquire organizational identifica-
tion as distinct from individual assignment and
with an administrative or supervisory head, and
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which may have its own facilities, staff, and
budget. How many of these units would make up
-the Leaming Resources Program, and the func-
tions_assigned to each, will_vary from institution
to institution. ’

‘Inatructional developinent functions. The solu-
tion of instructional problems.through the design
and ‘application of instructional system compo-
nents.

Inistructional system components. All of the re-
sources which can be designed, utilized, and
combined.inn & systeniatic manner with the intent
of-achieving leaming. These components include:
persons, machines, facilities, ideas, materials,
.procedures, and managenient.

Instructional product design. The process of
-creating andVor identifying the most effective ma-
terials to meet the specific objectives of the learn-
ing experience‘as defined by instructionat-2:
velopment.

Produciion. The design znd preparation of ma-
terials for institutional and instructional use. Pro-
duction activities. may include graphics, photo-
graphy, cinématography..z:dic and video record-
Jing, and preparation of printed materials.

.-Staff. The pessonnel who perform Learning
Resources Program functions. These persons have
a variety. of abilities and a range of educational
backgrounds. They incudé professional and sup-
portive staff.

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

Supportive staff. Personnel who assist profes-
sional staff ‘members in duties requiring specific
skills and special abilities. They make it possible
for the professional staff to 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 thrce 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 whitever
format.

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

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

1. 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 L made for a Leamning Re-
sources Program, which should be an-integral
part of each institution. Leaming Resources Pro-
grams should -efficiently meet the=needs. of the

. students and faculty and be organized and man-

aged for users. The effect of combining all lean-
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 clear definition of the role and
purposes of the college and its various programs
is highly desirable. Since Learning Resources
Programs are a vital ‘part, the objectives - withir:
the college they serve need to be defined and
disseminated in an appropriate college publica-

tion. Within this.framework, the following overall.

purposes of the Leaming 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-
struction.

Students who discover by themselves, or who
are encouraged by the staff or faculty.to seek out,
the materials appropriate to their curriculum se-
quence of courses should be provided options to

, regular classroom instruction to achieve credit for

a particular course. Such alternatives should be
developed and made available to the students.
The staff provides information on new.materials,
acquires them, or produces them, working
cooperatively with the faculty on instructional de-
velopment,

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

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

b. Acquisition of learning materials, includ-
ing cataloging and other related services.

15
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¢ Production.

d. User services which include reference,
cirfculation (print and nonprint material), trans-
mission or dissemination, and assistance to *oth
faculty and students with the use of Learning Re-
sources.

e. Other services,-such as the computer op-
eration, boc store, campus duplicating ‘or print.
Ing service, e learhing or developmental -lab,
various auto-tutorial carrels or labs, telecommuni-
cations, or other-information networks might be
included within the functions and purposes of the
college’s ovcrall organization and objectives.

"4, Learning Resources Programs cooperate in

-the development of area, reglonal, and state

networks, consortia or systems.

Every, two-yesr-college, whether privately or
publicly supported, has a responisibility to help
meet-the resource material ‘need of the larger
community in which. it residcs. Attention s

. placed on ways in which each college can serve

that community; in turn, the community serves
as a reservelr. of material and human resources
which can be used by the college.

If the intemnal néeds 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 ‘néeds is mandatory. Recip-
rocal participation in consortia with other institu-
tions-for the development of exchanges, net-
works, or systems provides the colleges with ma-

terials and services that otherwise could not prac-
tically be provided.

-H. ORGANIZATION 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
are clearly defined.

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

To function adcquately, the chief administrator
of a.Learning Resources Program (whose title
may vary in different institutions) reports to the
.dministrative officer of the cullcge responsible
for the instructional program and has the same
administrative rank iind status as others with simi-
lar institution-wide responsibilitics. 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 recded.

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

. 16

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

The professional staff members 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. Aduisory committees composed of faculty and
students are essential for the evaluation and ex-
tension of services.

As a rule, there should be afaculty 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 concemns. 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 concem itself with details of adminis-
tration.

A student advisory committee (or a joint advi-
sory committee with the faculty) serves as a
liaison between the student hedy and the Learn-
ing Resources Program. The committee should
work closely with the chiel admiriistrator and
should be used as a sounding board for new ideas
in developing a more effective program of ser-
vices.

D. The chicf 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 considerable amount of self-determina-
tion, guided by the need for meeting common
goals. Regular stalf meetings and clearly devised
lines of authority and responsibility are necessary.

All staff members share in the process by which

policics and procedures are developed; all staff

members have access.to heads of Learning Re-
sources Units and the chief administrator.
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. Each professional and supportive staff member
is-provided ‘with a position description which
clearly idéntifies-the position duties and respon-
sibilities, ahd superior and subordinate relation-
ships. Each Learning Resources Unit requires a
stalf manual Which provides policy and procedural
statements, duty assignments, and other organiza-

‘tional matters, and:items of general information

which would compliment instructional policies.

"F~ Budget planning and: implementation .of a

‘Ledrning Resources Program is the responsibil-
ity of the:chicf administrator, (See Séction 111.)

G. The_accumuldtion of pertinent stutistics and
mainienance of adequote records is a manage-
ment responiibility.

-Adéquate records are needed for internal
analysis and management planning and to provide
data for annual and special reports needed by the
college, accrediting associations, and govemment
agencies.. Effective ‘planning can be made.only on
the ‘basis of available information. Statistics pro-
viding a clear-and undistorted picture of activi-

‘ties, acquisitions- of-matirials and equipment,

utilization of materials, equipment and personnel,
and annual expenditures are essential for federal,
state, and college use. These statistics and rec-
ords are collected in terms of the definitions and
methods of reporting set forth in federal and pro-
fessional publications. ‘Appropriate data must also
be collected and ar’mlyze(iJ with regard to the in-
structional programs and the effectiveness of

‘Leaming Resources on-these programs. Data of

this type serve as the basis for important instruc-

tional: decisions affecting- the -institution, faculty,

students, and Learning Resources Program.

H. Adequate management includes the. prepara-
tion and’ dissemination-of information to ad-
ministration, faculty, and students concerning
activities, services, and materials.

The. close interrelationship which exists with
instructional departments on the campus de-
mands that information about-the Learning Re-

sources Program be readily available. An annual.

report and other planned informational reports
are essential for this purpose. Among other pos-
sible publications are bibliographies, acquisitions
bulletins, -eurrent awareness lists, handbooks for
faculty and students, releases to student and
commuiity publications through regular college
channels, campus broadeasts, and utilization of
othcr communications services which will reach
students and faculty.
L. Responsibilities for all learning resources and
. services. should be assigned to a central admin-
istrative unit.

Centralized administration is desirable in order
to provide coordination of resources and services,
to develop system approaches to needs, and to ef-
fectively utilize staff. Material and equipment, on
the other hand, may be located in the areas
where learing takes place. Inventory control of
all materials and equipment should be the re-
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sponsibility of the Learning Resources Program

and its units. All such collections of materials

should be considered the resources of the entire
college-and. not limited in utilizetion to separate
departments:

J. Multicampus districts take advantage of the
opportunity for close. cooperation, exchange of
resources, and shared technical precesses 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.

I1. Bupcer

A. Learning Resources Program hudget 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 éach unit of a Learning Resources Program
receives dué 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, {s initiated by the chief
administrator, and is changed.in consultation
with him or her.

Adequate hudget, essential to provide good
services, is hased upon_the needs and functions of
the Learning Resources Programs in support of
the institutional and Instructional process.

C. Scparate 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
ftems.

For management purposes, costs relating to the
various types of matetials and services are sepa-
rately identifable. Where specialized facilities
and functions are a part of the Learning Re-
sources Program, it is desirable that cozt for these
De identifiable as well.

D. Financial records are maintained by, or are
accessible fo, the Learning Resuurces 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

AT P

™

ot




S

SRl o,
.

R L ~

the. same records as are needed in the ‘business
office ’

E. All expénditures, other than payroll, are ini-
tiated in the Learning.Resources Units with
-payment made only on invoices verified for
payment by the staff. ’
Purchases are Initiated by-the staff through

preparation of purchise- order or requisition. In-

stitutional business operations require approval of
all invoices by the operating departments.

-F. To-thelegal extent.possible and within the
policies of the Board of Trustces, purchases of
materials are exempted from restrictive annual
-bidding.

Materials often ate unigue 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' 1y service
requiires prompt delivery so that t; = ceds which
determined their acquisition mignc be met; a
larger discount might justifiably be rejected if it
entails a delay infilling the order. Satisfactory
scrvicé rendered by a vendor in the past may
more than outweigh the cunfusion and interrup-
tion_of service inherent in frequent changes of
vendors through annual bidding requirements for
learning materiuls.

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

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

H. Ledrning Resources Program equipment {s
ptrchased through a systems approach.

The purchar2 of any Leamning Resources Pro-
gram equipment, like all functions of the Leam-
ing Resources Program, should be carried out
through a systems-appreach based on well-
deiined institutional and instructional objectives.
L. Development of performance specifications for

Leurning Resources Program cquipment to be

purchased for implementation of instruction is

hased on valid criteria.

Performance qaality, cffective design, ease of
cperation, cost, portability, cost of maintenance
and repair, and available service arc 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
improveient of curriculum programming as set
forth in continuous instructional design plans. Re-
sponsibility for evaluating, selecting and recom-
mending purchase of cquipment is that of the
Leaming Resources staff,

J. Cooperativé purchasing of materials, cquip-
ment, parts, and services should be cffected
where possible. X
In an effort to sceure the hest inaterfals,

equipmeént, parts, and services at the lowest cast,

cooperative purchasing should be developed with

e ““1'8
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IV. INSTRUCTIONAL SYsTEM COMPONENTS

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

soturces 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-
tivitics, and service orientation.

The chief administrator has 2 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 cffectively, a comprehensive recruit-
ment and selection process is of paramount im-
portance.

2. The administrative (or supervisory) heads of
the separate Learning Recsources 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-
clalization to carry out adequately the pur-
poses and objectivet of the Learning Re-
sources Program,

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

4. All personnel are considered for employment
Jollowing procedures as estabiished by the
institution.

The effectiveness of a Leamning Resources Pro-
gram {s determined by the performance of the
staff. It is essential, therefore, that all per-
sonnel—professional and support staff—be rec-
ommended for employment to the chief adminis-
trator on the udvice of the Learning Resources
Unit head wiio 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 stafl members are assigned duties.
They are accountable for the operational effcc-
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
studests,
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‘6. Every professional staff member has faculty
- status, faculty benefits, and obligations.
Professional stafl’ benefits include such preroga-
tives as tenure rights, sick leave benefits, sabbati-
cal ‘fcaves, vacation benefits, retirement and an-
“huity benefits, provisions for professional de-
velopment, ‘and compensation at the same level
. which is in effect for teaching faculty or for those
at comparable-levels of administration. When
Learning Resources personnel work 'on a regular
twelve-month .schedule, salary-adjustments will
be necessary to compensate for additional service
days. “Where academic ranks are recognized; such
are assigned to the professional stalf based on the
samie criteria as for other faculty, and are in-
dependent of internal assignments within the
Learning Resources Program.
There is the obligation of faculty status to meet

vanced study, research, promotion, committee
assignments, .membership in professional organi-
zations, sponsorships, publication -in learned

faculty members. It is expected that professional
staff. will abide by the institutional policy/
procedures or-contractual arrangements which
could include such items as staff evaluation, office
hours, work assignments, and other defined work-
ing relationships.

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

Personal-membership and participation in pro-

fessional-activities is expected of all staff mem-

« bers. Further graduate study should be encour-

aged and rewarded. The institution is expected to
encourage and support professional development
by providing: among other benefits:- consultants
for staff development sessions; travel funds for
regular attendance of some staff members and oc-
casional attendance for every stalf 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 Leamning Resources staff are
assigned regular teaching responsibilities in train-
ing technicians or uother classroom assignments,
the hours scheduled in the Learning Resources
Program are reduced by an equivalent time to
allow preparation and classroom contact hm_lrs.
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all faculty and professional requirements, ad- °

journals, ete., which the institution expects of -

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

Responsibility for each level of support staff
will be determined by the needs of the institution
and the appropriate administrative structure. The
number and kind of support staff needed will be
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. ‘e
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 leamed through extensive work
experience in a related position. The support staff
may be supervisors as well as techinical 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

L. Planning of new or expanded facilities Is ac-
complished ith the participation and con-
currence of the chief administrator in all de-
talls and with wide’involvement of users and
staff.

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

2. In the deslgn of classroums and other college
Sactlities 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 Leamning Re-
sources. Frequently, architects 2nd other college
stall are not always aware of all of the technical
requirements of such an environment.
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3. .The phy:ical facilities devoted: to Learning
Resources and-Learning Resources Units are
planned-to previde appropriate space to
‘meet institutional and instructional oljectives
and should be. sufficient to accommodate the
prcsent operatlon as well ds reflect. long-
range planning to provide for anticipated
expansion, educational mission and program
and technologfcal change.
The-location and extent of space pravided for
X development, acquisitlon design, production,
and Use of learning resolirces is the responsibihty
of the chief administrator of Léarning Resources,
and should be designed to implement explicit,

o

‘. well-articulated program specifieationis developed
v by the Leaming Resources and instructional staff
.- of the college. Such a program should ‘include

flexible provisions for fong-range developinent
N and pnasing The alteration, expansion, or con-
solidation” of facilities also shoild he guided by
carefully delineated program objectives which are

known and’ understood by Learning Resources

\ personnel, the instructional and administrative
A staff of the college and the Board of Trustees.
s Factors to-be consideréd when developing
facilities requirements from the program speci-

: fications include projections of the student en-
rollment, the extent of commuuity services,

i 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

A dcvelopment 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

techuology and changes in instructional require-
ments. Service areas within the Learning Re-
sources Unit are grouped to aid the nser and to
permit the staff to perform duties cffectively and
efficiently.
, Learniug Resonrces services for administration,
: acquisition, and cataloging should be centralized
v for more efficient operation. Planning should pro-
vide for convenient lacations of facilities for stor-
ing and nsing 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-
L 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.
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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 denonstration space. It should be equipped
to permiit the demonstratmg 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 factlities provide a wide variety

of learning and study situations.

Students require various types of facilities for
learning and study. Some require programmed
learning equipment; others learn best-by use of
isolated individual study areas. In some eircum-
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 prodiction.

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

Attractive and well-rlanned areas encourage
student utilization. Air conditioning and. comfort-
able heating, proper lighting, accustical” treat-
ment, regular custodial care, prompit maintenance
of equipment, and regular and systematic repair
of damages are necessary. Attenticn to the uceds
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 cquipment, media
production, and use of other types of electronic
equipment require special consideration in terms
of electrical connections, cables, conduits, lights,
fire protection, stcurity, and other factors which
affect service.

C. Instructional Equipment

1. Necessary instructional equipment is avail-
ahle at the proper time and piuce to meet in-
stitutional and instructional ohjectives.

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

2. Classroom and Learning Resources Program
use of equipment is managed in the most ef-
Sective 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
cquipment are selected and purchased on the

hasis of specific criteria. (See Section 111.)
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D. Materials

1. Materials are selected, acquired, designed,
or produced on the basis of tnstitutional and
Instructional objectives, descloped by the
faculty, studeuts, and administration in
conperation with Lc'grnhm Resonrces.

A written statement regarding acquisition and
prochiction of learning-materials has such an im-
portant and pervasive effect upon the instruce
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 sidés of controversial issues. The
position of the American Lilirary Association, and
comparable associations, on the subject of censor-
ship is Airmly adlicred to.

2. ‘Materials may be acquired and made avail-

able from 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 througls:

a, purchase of commercially available materials;

& lcase or rental of materials where purchase
is ucither possible or'practical In terms of cost,
tilization, or type; Yl

. loan through iree loun agencies;

d. acquisition of materials as gifts;

e. desigin and production of materfals not
readily available.

3. Materials must be accéssible to authorized

individuals.

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

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

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

5. Representative works of high caliber which
might arouse intellectual curlosity, coun-
teract parochialism, help to develop critical
thinking and cultural appreciation, or stimu-
late use of the resources for continuing edn-
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 develap
adult citizens intellectually capable of taking their
places in a changing society. Provision of mate-
rialls beyond curricular needs is essential for this
goal.

6. Matcrials reflect ages, crdtural backgrounds,
intellectual levels, developmental needs, and
career guals represented in the student hody.

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. Specia] care is taken to include
representative materials related to the needs of
minorities as well as materials veflecting diver-
gent social, religious, or political viewpoints.

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

Generally, gifts are accepted only when they

add strength to the collection and impose no sig-

-nificant limitations on housing, handling, or dis-

position of duplicate, damaged, or undesirable
items. It is recognized that gilts frequently re-
quire more time to screcn, 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. Prucedures 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
bibliographles, authoritative lists, pericdical
indexes, and standard reference works in all
Sields of knowledge.

Every two-year college requires extensive bib-
liographical materials for use in locating and ver-
#fying items for purchasc, 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.

11. 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-
srams should acquire regularly such publications.
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12. ‘Files -of pamphiets and other ephemeral
materials are maintained. )

‘An:cffective and Ep-to-date. parmhlet fle is o
strong fesource In any:pnticge. ‘Tiicluded are voca-
tional and ephemeral materials developed
through systematic acquisition of new materia..,
including subscriptions to pamphlet services and
requests for free materials. References in the
catalog to subjects contained in pamphlct files are
desirahle 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 for individual use as
well as for meeting instructional nceds.

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 mat~rials.
Prompt attention must be given to damaged ma-
terials so that repairs and replacement (including
rebinding of printed materials or replacement of
portions of projected or recorded materials) are
handled systematically, along with prompt action
to replace important items, including those dis-
covered to.be missing.

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

An effort should be made to locate, organize,

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

V. SERVICES

A. Users of Learning Resources have the right to

expect: .

1. That facilitics, materials, and services are
available and accessible to mect 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 he readily available for
interpretation of materials and services and
for consultation on instructional develop-
ment;

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

6. That acquisition, production, and organiza-
tion of materials mect educational, cultural,
and personal needs.

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

V1. InTERASENCY COOPERATIVE ACTIVITIES

A. .Co: perativs arrangements for sharing of re-
sources are developed with other tnstitutions
and agencie: in the community, region, state,
and natior.

To provide the best possible service to the stu-
dents and faculty in the two.year college, close
relationships with other loca! institutions- and
agencies and with institutions of higher education
in the arca are essential. Through consortia,
media cooperatives, and loan arrangements, in-
stitutions can share resources. The college may
nced to make arrangements so that its students
may use the area facilities and resources. When
an undue burden is placed 2n 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. Leaming Resources personnel
and institutional adninistrators need to be alert
to cooperative activities of all kinds and to be
willing to explore the possibilities of partict, 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. Ll
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Statement on
Quantitative Standards for
Two-Year Learning Resources Programs

Foreworp Adherence to evo;y; single element In ll'::
i ot Learning Resources Program (s defined in t
. The I’og'w.::: y:::te-eul on quam::: “Guidelines’) is mot considered susentil n this
programs has been \“by&'o Hoc Sub- dmeut.rwenmpk.eouoqigsbohw
committee to Quantitative Standards for 58 Telating not to book X . alone or to au-
the “Guidelines for Two-Year College Leaming Giovimal alone bit rather to total biblio-
Resources Programs.” A draht of the.statement’ S*Phical unit equivdenh (as defined im ssction
spy tared in. the-March 1070 tssue of College->  O® Collections).
Restarch Libraries News. . The significant nmﬂemptedforqod ele-
InJune 1079 the Ad Hoc Swboommittee re- ments s eatoliment expressed s full-time equiv-
vised this draR. At the ALA Annual Moeting in 210t (FTE) students. The tables reflect from
jmlm-h-AC“LMWhnﬁfy(he mdetl.mm_bulemm&tl
fevised statement. “Staieinent oh Quantitative 3i8le Learning Resources Program, Should the
Standards for Two-Year Learning Resources Pro.  '0tal enrollment bz more than twice the FTE,
for ,

g:m"aomb:‘puwiu.aummm m‘h-‘ﬂﬁm . .Wr.?'z::
ACh Ders. tainment of Lesrning Resources Programs will

INnopucTion vary. Two levels are addressod in this document

When the “Guidelines for Two-Year College in each enrolliment bracket: (indicated

wiiaimal”
Lesming Resources Programs™ was completed in |2 the tables by M) snd “good” (indicated by G).
1972, it was planned that a supplementary state- Amcm'mmlybo!w&eywbm
ment of quantitative standards should be de. 12¢ i3 probably not ablé to provide services
veloped. This document is the intended supple- needed. A program: consistently sbove the upper,
ment, designed to meet the racurring requests @ G level, will usually be found to have the
for suggested quantitative figures for help in  SoPability of awﬂn Wﬁu ng services.
planning and evaluating programs. No absolutes 1t cannot be espected these quantitative
are presented here; 100 many varisbles must he  Standards will remain constant. To reflect
considered for this 1o be possible. In sddition, al. " two-year colleges, results of additiona) re-
though extensive use has been mede of existing  *¢27ch. new technological and professional de-
statistics when these were appropriste,t no con.. Yelopments, .experience in.the use of this state-
clusive research provides quantitative measure- ™Mt and changes in the economic ond educe-
ments of some factors. In such cases the profes. 1ol conditions in the nation, it is recmmended
sional judgment and extensive experience of the 'hat 8 review committee be appointed three years
members of the committee have been:the basis [rom the date of initial adoption and st three-year
for the recommendations. ' * intervals thereafier.

*American Association of Community and . . Stare
Junior Colleges—Association for Educational Staff components are defined in the
mwxm;.m "é‘:u'{ﬁm -Tw’mn ok "Guidelines,” The positions in table 1, which in-
ing Resources oy o clude the director, are full-time equivalents for
mmmfﬁvm. 23061 . 1073) College (af) working thirty-fue to forty hours » week for

Libre ’ elve months a year, wang. vacations
m%'f) ries News, XXXIL, 'p.205-15 holidays, in a Lesrning Resurces Unit in which
tFor example, estensive computer snialysis was  most processing occurs on campus. Staff in a cen-
made of the 1975 HEGIS statistics, which had  tral unit, such a4 a processing centes for a multi-
;:emo:g W.’::‘nmmmed%w campus district, mld be-in proportion to the
- These " snalyzed o« services rendered campus.

by ivw&::d&ﬂmm% Stafling: of branches, extension centers, com.
by the committee. Stanley V. Smith, Libre mercial level production facilities, computer op-
Statiohcs of Colleges and Unlosrsities: Foll 1475 €ritions, printing tervices, extensive loarning or
Institutional Dete (U.S. Dopt. of Heakth, Educa. ~dev al laboratories, bookstore ‘mﬂ*ﬂ'
tion and Welfare, National Center for. Education  or on-the-air broadcasting are not iad In the
Statistics, 1977). teble. Most institutions will meed %o modify the
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TABLE 1 3. One cataloged document.
STAFF 4. One reel dl\kﬂ)ﬂlm.
- S. One Mb&ke::’hoﬁdw
el 6. Five uncs microfiche.
m Lenel '.i:.‘“..; Support 7. Five microcards. N
Under 1,000 M 9 4 8. One cataloged musical work.
j C 4 6 9. One periodical currently received.
1,000-3,000 g 2.8 lg Recorded Materials l
10. One videocassette or videotape reel.
3.000-5,000 ?;‘ 35 13 11. One reehl‘: :dﬂmm mg;u picture Rlm.
12. Onecn 8mm film.
5.000-7,000 b g I 13. One cataloged 3Smm alide program.
Additional for M 5 ! 14. One cataloged set of t
1,000 C 1 3 15. One cataloged slide set or Rlmatrip.
FTE over 16. Filty cataloged 2 x 2 glides, not in sets.
7,000 17, One cataloged sound recording (diec, ree,
i or chssetté),
3 staffing pattem to include such factors as onger 8. mﬁ:‘ ;g:,?'d or dusing an
g or ghoﬂer workweeks and annual contracts. Other Materials
A . PubCeT 19. Ohne cateloged map, chart, art print, or
4 ot .
i Budget formulas in a true sense are not possi- P
; ble in two-year colleges because of variances 20- One cataloged .

in practice from institution to institution. For
example, film rentals may be charged to de-
partmentsl budgets. and staff fringe benehts may
or may not be included in the budget for Learn-
ing Resources Programs. In sddition to these,
various other services, such as learning or de.
velopmental laboratories, which are definitely
part of such programs, will not always be so
charged in the institutional budgets.

The formulas are further complicsted where
there are centralized services, satellite opera.
tions, and continuing education respongihilitics,
30 that an absolute formula is not possible with-
ou! examining all-elements of stafl, materials,
services, and the delineations listed in 1IC of the
“Guidelines” at each campus.

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

CoLLecnion Size

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

Bibliographical unit equivalents (BUE) consist
of written, recorded, or cther materials. Each
item in the following three growps 2 -ze BUE.

Written Materiels

1. One cataloged bound volume,
2. One periodicel volume.

21. One cataloged item of realia, model, or art

object.
22. Any other comparable cataloged jtems).

Table 2 shows the total number of BUEs used
to measure the collection. Normally, written ma.
terials should constitute at least 70 percent of the
BUE:. All other proportions of the ttals may be
adapted to the Learning Resources Program of
the institution. Flexibility in determining the in-
formational nceds of the program then makes it
possible to choose to purchase either & book or an
andiovisual ftem, & periodical subscrigifon, or any
otlicr materials. No two-year coliege should be
without some BUES in each 7 the five cst es
used in table 2. Technical institutes wit ex-
tremely specialized programs may reduce the
total BUE requirements as much as 40 percent,

ANNUAL ACCESSIONS

If the materials are to meet the instructional
needs of the institution served, continued acquisi-
tions sccompanied hy continued weeding are
nceded even where holdings exceed recommen.
dations. New'raterials 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 alresdy represented in the
collection.

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

materials to support new courses or curriculs,
which should be additional.
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TABLE 2

CotLEcTiON St2e
Wrrea arh T Borerded Meberak BUE
e Sehecrip- Written * Pictwres & Revorded P s .
Earsllecont Lewd vome Mok Vet el T
Under M %00 ' 2000 - . IS 3% 0 30815
1,000 G 300 30,000 12%° 1,350 330 - RN.18
1,000~ M 300 30,000 128 1,350 1% 1,128
3,000 G + S00 50,000 3%0" - 3,200 . 1,200 | 33,130
3,000- Y | ~ 300 50,000 3%0 . 3,200 1,200 5.3
3,000 G 700 70,000 700 5,3% . 9350, ,100
3,000- ™ ‘7000 - - '70,000 700 $.350 ‘2,350 ,100
1,000 G 800 - 83,000 12% 853500 4,300 100,100
A3ditional M 5 . 6000 18 10' s 1133
each 1,000.- .G 0 18,000 . 1% 406 - - 1308 12,900
FTE over ) - * .
7000 . . .,
TABLES .
' SPACE RLQUIREMENTS '
* | Print Misiils Mo d Related Arsgnabie
e o W O - T
1,667 7,500 9.£50 $.000° " 6,75 , 1% 15,000
2,500 9,500 13,088 5,000 8,552 > 950 19,008
$.000 . 15,408 A 7,748 13,946 1,550 30,900
8,333 23,000 32,200 | 1150 - - . 20,700 . 2,300 46,000
10,834 28,500 30,904 14,251 | . 25,652 . L 4,850 51,008
14,167 35.488 49,683 17,744 . 31,59 3,549 70,975
16,667 40,650 %%,810 20,328..... 58%. . 4,065 81,000

SPACE-REQUIREMENTS

Space standards for two-year colleges have al-
ready been developed by the Leaming Resource’s
Assoclaton of Califoria Community Colleges and
should be utilized for permarent facilities to"be
In use for ten or more years. Thelr Facililies
Cuidelines,} If adjusted to FTE by use of the
formula provided, will serve as a satisfactory
standard,

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

To be added to the total square feet in'(able 3
iz any sdditional space needed for related instruc-
tional services for individualized instruction, such
a3 learning laborstories, study skills center, lan-
guage laboratories, ete. Also to be added ‘are
internal offces, office service areas (fle rooms,

$Leaming Resources Association of the Califor-
nia Community Colleges, Facilitics Guidelines for
Learning Revources Centers: Print, Nox-print,
- Related Instzuctionsl Services (P.O. Box 246,
Suisun City, CA 94585, 1978), §25.

vailts, duplicating rooms, internal corridors,
office sipply rooms, etc.), office-related confer-
ence rooms'aind conference toom services (kitch.
cnctics, sound équipment storsge, ete.), internal
classrooms afid laboratories; and nonassignable
space (janitor's-closets, stalrways, public cor-
ridors, elevators, toilets, and building utihizy and
operational facilities);

EQUIPMENT ror DISTRISUTION

There Is need for sufficient equipment for dis-
tribution to classrnoms beyond equipment neces-
sary for individusl utilization of audiovisuals in
tb:d learning centers. Recommendations are lim-
ited" to’> major. s of equipment. Opaque pro-
jedpmshwld‘gcpivuhbk even in minimai pro-
grams; ‘quantity will depend upon utilization,
Overhead' projectors should be available in all
‘classrooms. Recommerdations in table 4 are for
classroom equipment distribution only and as-
sume a replacement schedule not Jonger than fve
years.

Qusntitative formulas for some equipment are
inherent in use, In a laboratory situation, type
and quantity of equipment will depend upon
what the course or program 5. Permanent sound
and projection equipment will be {nstalled in
‘large locture halls. All classrooms will have per-
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TIBLE 4
EQUIPMENT Yon Distaisution )
idew L N
16mr Supet A Qlsette Shde omnste Record
Usee por Yeue Projectar Prujecter 1tayer Progector Pleyer Ployrr
1-100 2-9 2-9. 19 -2 2-49 -0

101-1,000 10-4 10-A4 1(-24 25-49 50-99 19-84
1,001-3,000 25-44 15-19 25-32 50-64 100-174 25-3%
3,001-5,000 45-49 20-24 3349 65-99 175-49 649

5.000+ 50+ 25+ 50 + 100+ 250 + 50+

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

In determining the number of pieces of
equipment, a ressonshle distribution of demand
Is assumed, i.c., that all use will nut be concen-
trated on a peak period of either the days or the
acedemic yesr. Random access or hroadcast de.
livery systems will alto affect the needs for
equipment,

TRoDUCTION

Al Leaming Resources Programs should pro-
vide some production cepability sccording to the
needs and requirements of the curricula, the
availability of commercial materials, and the
cspability of the delivery system. Productics, &s.
cept where part of an instruciional program or
mecling 8 specific-institutional need, Is not an
end in itself. Neither is it related to institutional
size,

Basic production capability for all campuses
consitts of minimal cquipment items for:

Still photography (1 35mm camera and ar-

rangements for developing film clsewhere).

Ability to make and duplicate sound record-

ings.

26

Sign producti-n.
Graphics layout and lettering.
Laminating and dry.mounting.
Ability to make overhead transparencies.
Simple Nustrations.
“Videoplaying and duplication,
One camera videotaping and videodubbing.
Intermediate production capability consists of
all elements above and in addition equipment
ftems for: ’
Photographic Llack-and-white printing and pro-
cessing.
Ability to edit sound recordings.
‘Twacamera video production,,
Advanced production-whex fuitified consiste of
sll sbove and in addition equipment hez:s %
Simple st:di5 videoproduction tn color,
Simple studio for sound recording and oditing.
Optional production (justifable only when
needed for programs for cooperative distsibution
or highly sophisticated institutional needs) in
addition consists of:
Color television directing, production, and
cditing.
I6mm motion picture dirccting, production,
and editing,
Lalor photorraphic developing and processing.
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ASSOCIATION OF COLLEGE AND RESEARCH L'IBRARIES
A DIVISION OF THE

AMERICAN LIBRARY ASSOCIATION

SO EAST HURON STREET - CHICAGO, ILLINOIS 60611 * (312) 94..6780

STATEMENT ON COLLECTIVE BARGAINING

Approved as policy by the Board of Directors of the Association 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 uriits should be guided by the Standards for Fac-
ulty Status for College and University Librarjans aad tne
Joint Statement on Faculty Status of College and Universi-
ty Librariens.
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Joint Statement on Access to
Original Research Materials

Foaewonp

“The following statment on access to original
research materials was ‘developed jointly by the
Committee on Manuscripts Collections of the
Rare Books and Maduscripts' Section of the As-
sociation of College:and Research Libraries
(ACRY) and by the Committee on Reference and
Access Policies of the Society of ‘American Ar-
chivists. It supersedes and replaces .the 1876
ACRL “Statement on Access to Original Research
Materiali in' Libraries, Archives, and Manuscript
Repositories” (College & Research Libraries
News, November 1978, p.273-273) as well as the
1974 “Standards for Access to.Pescarch Materials
in Archival and-Manuscript wépositories” (The
Americen Archiolst; 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 1978 issue of Col-
lege & Research Libraries News.

AMERICAN LIBRARY ASSOCIATION—
SOCIETY OF AMERICAN ARCHLVISTS
JoINT STATEMENT ON Access
TO ORICINAL RESEARCH MATERIALS.
IN LIBRAMES. ARCHIVES,

AND MANUSCRIPT REPOSITORIES

1. 1t 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 of a repository to inform
researchers of the collections and archival
groups in its custody. This may be accom-
piished through a card catalog, inventories and
other int¢mal finding aids, published guides,
or reporti to the National Union. Catalog of
Manuscript Collections, where appropriate,
and-the freely offered asdistance of staff mem-
bers, who, however, should not be expected
to engage in extended resesrch. R

2. To protect and insure the continued accessi;l‘)il- ’

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 valugble materials, so Jong as
suitable reproductions gre made available
for the use of all researchers.

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

publish and fumish to potential ressarchers
its rules governing sccess 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 researchers.

d. Normally, a repository will uot 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 depasit with another inetitu-
tion.

e. The repository may refuse access 10 an in-
dividual researcher who has demonttrated
such carelessness or deliberate destructive-
nn:lssutoendmgerd\enktyofdumte-

f. As a protection to its holdings, a repository
may reasonably require acceptable iden-
tification of persons wishing to use its mate-
rials, as well as a signsture indicating they
have read a statement defining the policies
and regulations of the repository.

. Each repository should publish or otherwise

make 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. .

Whenever possible a repository should inform
a’researcher about known copyrighted mate-

+ rial, the owner or owners of the copyrights,

and the researcher’s obligations with regard to
such material. -

. A repository should not deny access to mate-

rials to any person or persons, nor grant
privileged or exclusive use of materfals to any
person or persons, nor conceal the existence of
any body of material from any researcher, un-
less required'to-do so by law, donor, or pur-
chase stipulations.

- 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.

. Repositories are committed to preserving

manuscript and archival materials and to mak-
ing them avallable for 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

rivacy and to protect confdentiality in its
goldlngs in accordance with law and that




every private donor has the right to impose
reasonable

iy o o Ryl

to protect acy or confidentiality a rea-

rErTare

a Itis responsibility of the repository to
inform researchers of the restrictions which
apply to individual collections or archival

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

%o;: on such restrictions as are imposed,

c. repository shovld periodically reevalu-
ate restricted material and work toward the
removal of restrictions when they are no
longer required.

. 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. L

R T
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It must have been fn 1970 that the Com.
mittee on Manuscripts Collections of the Rare
Books and Manuscripts Secticn of the Associs-
tion of College and Resesrch Libraries dis-
cussed the desirability of producing a series of
statements which would. focus upon some of
the recurring problems !hat plague librarians
and archivists, The ttee believed that it
was possible to review quickly a number of
these problems, to identify specific points where
disagreement existed, to come to gencral agree-
ment as to the most reasonable, most Jogical
resolution of the points at jssue. and then to
present & clear and concise statement which
might well serve as a guideline for those facing
similar problems.

The tee, in its inn , had no idea
of the mlgn!tude of the job because of the
wide divergence of opinions held by librarians
and archivists facing identical probl 1

Iﬁtroduction

statenents. Robert Adelsperger, 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, jt'was sent to esch member of the com-
mittee and studied word by word, comma by
comma, A redraft was then clrculated and e
viewed until all agreed upon a single version.

The comniiltce was in touch with the So-
ciety uf 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
1nost 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
statcnient was finished, the committee brought
the stat t to the Board of Directors of the

suspect that, had it known how 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) .Jegal title; (3) access to original research

ials; (4) reproduction of ripts for
noncommercial purpom, and (5) reproduction
of ripts for fal purposes. The
committee further decided to prepare a “uni.
versal” gift form, & form that with minimal al.
teration would be suitable for use by any

library.
Robert Stocking, of lbe Kennedy Library,
was chal of the ttee when the work

began, and when his term expired I followed
him in that ofice. Howard Applegate, then at
Syracuse University and now at the Balch In.
stitute, did the initial drafting of many of the

Association of College and Research Libraties
for permission to publish it as a draft in College
& Research Libraries News, with a request for
written ts 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 (1973/1978)

Committee on Manuscripts Collections

Rare Books and Manuscripts Section

Association of College and Research
Libraries

ERIC
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. Developed by the Committee on Manuscripts
Collections of the Rare Books and Manuscripts
Section of the Associstion of College and Re-
search Libraries. Approved as policy by the
ACRL Bomd of Directors in Februsry 1972,
This statement s:persedes and replaces the 1960
ACRL policy “ois epproisel (published in Anti-
quarian Bookman, 0.26, December 19, 1960,
».22085),

1. The appraisal of a gift to a library for tax
purposes generally is the responsibility of the

the tax deduction. Generally, the cost of the ap-
.Pralsal should be borne by the donor,

2. The library should at all times protect the
Interests of its donors as best it ean and should
suggest the desirability of appralsals whenever
such & suggestion would be in order.

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

Statement on Appraisal of Gifts

will limit jts assistance o the donor to: (a)
providing him with information such as auction
tecords and dealers’ catalogs; (b) suggestions
of appropriste professional appraisers who
might be consulted; (¢) administrative and
processing services which would assist the ap.
praiser in making an accurate evaluation.

4. The scceptance of a gift which has been
appniised by a third, and disinterested party,
does not in any way imply an endoisement of
the appraisal by the Library.

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

.prove his competence in court,. may properly

act as an independent appraiser of library \na-
terials, Ho should not in any way suggest that
his appraisal is endorsed by his library (such
8z°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. ss

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

Developed by the Committce on Manuscripts
Collections of the Rare and Manuscripts
Section of the Association of College and Re-
scarch Libraries. . Approved ~as. policy by- the
ACHI, Board of Directors in February 1973,

1. Every library should .acquire proper and
legal tite to all gifts of books, manuscripts, and
other materials, which have signiicant.mone-
tary value. It is recognized, however, (a) that
it is often impossible to acquiré 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 -invol donors often do not
:lvish to become involved in library gift proce-

ures.

2.. Many libraries still accept temporary de.
posits. As & general principle, such gifts ordi-
narily should not be accepted unless (a) the
libraty has season 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 & temporary deposit will

in time be changed to s permanent gift; or {c)
except where o p of corporate
is governed by state and/or federal regulations,

3. Ordinarily transfer of legal title by gift js
accomplished by a propetly executed form, var-
jously described as “Instrument’of Gift” or
“Certificate of Gift.” This form sheild Include
the following: (a) name and address of the
donor; -(b) description of the gift; (c) state-
ment of transfet of legal title, and where pos-
sible and applicable, copyvights and literary
rights; (d) sny restrictions; (e) directlons con-
ceming 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
n;rfr employed by the jnstitution recelving the
gitt.

An additional evidence of proof would be
the notarization of the donor's and witnesses'
signatures. [ 1]

Published In the March 1973 issue of College
& Research Libtaries News, a publication of
the Association of College and Research Li-
lraries.
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Statement on the Reproduction
of Manuscripts and Archives

for Noncommercial Purposes

Decceloped by the Conmnittee on Manuscripts
Collections cf the Rare Books and Manuscripts
Section of the Association of College and Re-
search Libraries. Approved as policy by the
ACRL Boanl of Directors in July 1976. This
statement superscdes and replaces the 1974
ACRL. “Statement on the Reproduction of
Manuscripts amd Archives for Noncommercial
Purposes™ (published in College & Research Li-
braries News, Aay 1974, 1.115).

1. 1t is.the responsibility of a library, ar-
chives, or manuscript repository within
the limits of its resources to assist quali-
fied researchers, as defined by the re.
spective institutions, by makiig or hav-
ing made reproductions of any material
in its possession, subject to certain con-
ditions.

Manuscript and archival materials may

be reproduced if:

s. the condition of said materials will
permit  such réproduction  without
damage;

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

c. the holders of sppropriate comnion
law or statutory rights have given
their written approval for said repro.
ductions.

2a. In the interest of making research collec-

ticns more generally available, the order-
ly copying of entire j 1

S.

6

hH

furnish copies or do extended rescarch

in response to requests which require an

unreasonable amount of time with rc-
spect to the priorities of the repository.

The price of reproductions shall be set

by the repository, which should endeavor

to keep charges to & minimum.

Coples should be made for'the use of in-

dividual hers and educational in-

stitutions as follows:

a. Repositories which permit their inanu-
script and archival collections to be
reproduced in whole or part must
specify before the copics are made
what resteictions, if any, have 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 manuseript 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.

In order to insure (1) that proper credit
is givea to institutions and (2) that ref.
erences to otiginal materials are main.
tained, the repository must inform re-
szzrchers that they ave expected to cite
the source of original manuscripts and
archives in their published work.

tions together with appropriate guides,
within the provisions of law, Is to be en-
couraged. Also in the interest of making
manuseript ftems svailable to research-
ers, the custom and practice among M.
braties of making one “fair use™ copy of
& nanuscript that is not otherwise re-
steicted s to be encouraged to the fullest
extent permitted by law.

2b. All conditions relating to use of manu-

script and archival niaterial shall apply
to the usc of the reproductions.

3. A repository has the right to refuse to

ERIC
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.M ipts, or

productions of them,
cannot be used for publication without
due regard for copyright and other legal
testrictions. Researchers assume legal re-
sponsibility for observing these rights.
A repository should inform researchers
concerning known retention of literary
rights, as well as all othee known restric-
tions. [ 1]

Published in the November 1976 Isue of
College & ftescarch Libraricc News, a pubilica.
tion of the Association of College andl Nescarch
Libraries.
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Developed by the Committee on Manuscripts
Cullections of the Rare Books and Monuscripts
Section of the Assoclation of College and Re-
scarch Libraries. Approved as policy by the
ACRL, Board of Directors in January 1977,

1. It is the resporsibility of libraries, archives,
nr sanuscript repositories to facilitate Access
to orighal collections by permitting commer-
cial publishing companles to reproduce, re-
print, or otherwise .publish certain collec.
tions in theit passession, unless:

a. the physical condition of the originals

prohibits reproduction;

b. there are Jegal restrictions which prohibit

or Jimit reproduction of the originals.

2, No repasitory shall be expected to reproduce
a vomplete manuseript collection or archival
record group.

3. The commercial publisher shall sgree to the
fallowing conditions:

a. Yermission. (1) The publisher shall be
responsible for compliance with all copy-
right and other legal requirements ap-
plicable to reproduction of the matesial
horrowes] and will obtain. (and will de-
liver to the zepository a duplicate execut.
el counterpart of) all such consents, H«
censes, ml other instruments as may be
uccessary for such complisnce. (2) The
publisher shall agrca to indemnify and
hold hannless the repository, its officers
and employees, any and all of them,
agalust and.from.any Hability, loss, cost
or expense whatsacver, including attore
ney's .fecs, which the. repository, its of-
ficers and emnployees, any and all of
them, may at sny time incur arising out
of or selating $o the reproduction of any
of its manuscripls or other original ma.
terial,

. Acknowledgment. The publisher shall

> cause the reproduction of any manuscript
collection or archival secord group to
show.that it has been made from an orig-
inal in the libeary of the awning reposi-
tory in the form specified by tho reposie
tory.,

¢. Quality of Reproduction. The publisher
shall cause his reproduction to be of a
quality satisfactory to the repository from
which he has borrowed the orginals. A

Statement on the Reproduction
of Manuscripts and Archives
for Commercial Purposes

hard copy roproduction should meet cur-
rent minimal standards for binding and
paper as formulated Ly the Library of
Congress and by the Resources and Tech-
nical Services Division, & division of the
Amcrican Library Assoclation, If pube
lished on microfilm, the reproductions
shall meet the minimum specifications in
Specifications for the Microfilming of
Books and Pomphlets in the Library of
Congress (Washington. D.C,, Libmary of
Congress, 1073). In addition, the foliow-
ing Ameth tanal ctans] d‘. pub-
lished Ly the American National Stan-
dards Institute, shall be adhered to:

1. Specifications for Sofety Photographic. -

Film, ANSI PH1.25-1974.

2. Methylene Blue Method for Messur-
ing Thiotulfate and Stlver Densito-
melric Method for Measuring Resid-
ual Chemicals in Films, Plates, and
“Papers, ANSI PH4.8-1971.

3. Specifications for 16mm and 3Smm
Silver Gelatin Microfilms for Reel Ap-
plications, ANS! PH5.3-1067 (R-1973).

4. Practice for Slorage of Processed SH-
'l:;; Gelatin Microfilm, ANST PH5.4-

0.

S. Dimensions for 100-Foot Reels for
Processed 16mm and 35m=s Micro-
flm, ANSI PH5.0-1938 (R1974).

8. Microfiche of Documents, ANS{
PH-59-1975.

7. Microflm Pecksge Labeling, ANSI
PHS.10-1978.

8. Practice for Inspection end Quolity
Control of First Generotion Silver Ha-
lide Microfihn, ANSI T115,93,

0, Operational Procedures for the Pro-
duction of Micteforms, ANSE PHS.24.

. Reproduction, The owning repository

shall specify when and where the repro-
ductione are 1o be made and the condi-
tions under which they will be made.

. The Original, (1) The publisher Wil not

pennit original manuscripts or other ar-
chival materdals to suffer physical dam-
age while in his care. Should damage oc-
cur, all repairs are to be made by quali-
fied conservators chosen by the owning
repository and at the expense of the pub-
Yisher, (2) If the archival or manuscript




materials are damaged boyond repalr, the
publisher must retivm the matedals to the
owning repository  and  relmburse the
owning repositngy at the value set by an
independent appraiscr who iz jointly se.
“Jected and therefore satisfactory to both
the publisher and the owning repository.
The publisher mnst pay the appratser’s

ve.

f. Roysliles, Tlw owning repository shall
recelve from the publisher (1) an s
royalty which has heen established in ad-
vance by legal contract and (2) a suff.
clent number of copies of the publisher's
reproduction for the gepository’s intemnal

use.

. Resteictions. The publisher must respect
any restrictions placed upon reproduc.
tions or coples of atiginal manusctipts or
archival inatetlals fumished to him.

b Pricing. The publisher shall agree to mag-

ket his reproductions using a nondisctim-
inating price structure,

4. a. Bath the owning repositoty and the pub-

lisher must Inform purchasees of repro-
ductions that permission to mske exten-
sive direct Quotations oc to print any
reproduction in full mvst be obtained
from the ownlug repository. Every repro-
duction must bear & clear statement to
this cffect.

. Manuseripts must not be published with.

out due regard for literaty property
tghts (also known w) common Jaw
tights), personal property rights, libel,
and unwatranted fnvasions of privacy. sm

Published tn the May 1977 lssue of College
& Research Libraries News, a publicatio.: of the
Association of Callege and Nesearch Libraties.
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Universal Gift Form and Instructions

Deceloped by the Commitice on Al iyts

d t which effectively transfers title for

Collectlons of the Nare'Books and Meusscripts
Scction of the Assoclstion of Collegs and Re-
search Libratics. Approced as policy by the
ACRI, Board of Directors in Jenuary 1975,

Untvensat, Gorr Fome

[Board of Trustees of the
Anonymous Athenseum)
1/We hereby give, transler, and deliver all
of wy/our right, title and Interest in and o the
propesty  deseribed below to the [Board of
Trustees of the Anonymous Athetiacum) as an
uncostricted gift and dedicate to the public
without gestriction and thereby place in the
public domain whatever literary sights 1/we
may pussess to this property.

manusctipts or other jtems from a o &
recelving Institution. Such deed of gift formal.
izes the transaction snd makes explicit
sgreemert between the parties. Certaln ele.
ments must be part of any such deed of gift but
additional variations are possible. They will de-
pend on the nature of the gift, the
the two partics as expressed In
agrecment between them, and tha noed to spell
out any usique conditions and/oe
placed on the material. The following elements,
hawever, are considered basic: (1) the date of
executlon, (2) the name of-the donor, (3) &
description of the ftems transferred, (4) the
signuture of the donor, and (S) acceptance
uwnership and responsibility by the jnstit
as evidenced by a statemment 1o that effect and
an authorized signature.

§

Dated this—day of ., 19_¢ It must be understood that sn inicntion on
' Ceptinns b the Ienui o the mcanding
J ceptance by the institution, a

Signeture of that cgreement and tiansfer o:; m:um

d t constitute 8 transfer only phys-

Addrus ical property. Literary sights to the materal ze-

o, main with the party to whom they belong, and

Stanatere this may, ot may not, L2 tire donoe of the ma-

terfal. 1t is generally considered desicable at the

Addis Un:o‘fl‘d’ to ,’N“-.hemy
rights the donor possesses, it s

3. to Include a statement tranafer

T signwre in the deed of gift, If this l¢ to be effected. An

institution may elect to have those sights trans-

Addiess {erred to the institution jtself or it may imclude

The {Board of Trastees of the Anonymous
Athenacwn] heteby accepts and acknowledges
as an uneestricted gift to the [Library of the
Anonymous Athenascum] the collection de-
scubed below and agrees to administer it in ace
cordance with its established policies.

Dated thism—dayol— ,19__:
Acceptzd by:

Shgnature
Tule
Description of the collection:

CerEmuL INSTRUGTIONS
Fon Uxivsat, Girr Forse
Any decd of gift, or letter, if it incorporates
the necessary elements, s a Jegally recognized

8

2 gla!emcnt specifically dedicsting them to the
public.

The question as to whetlier one should in-
clude a place for possible restrictions with re-
gard to access to mateslals in a form dewve!
to senve as a deed of gift is a knotty one. It
somctimes considered unwise to
position of restrictions which might rat
wise occur 1o a donor. On the otber hand,
may be certaln situations which suggest, oc
deed call for, restrictions, and it would be
miss of a curator not to point this out.

In general, however, the Interests of the
stitution and ts patrons will be best served
transferring the material In a manner w
provides the widest leeway for the Lnetht
in the administering and servicing of the manu-

1

2
w

i
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aware of the range of possible variations.

It should also be pointed out that not only
will the requireinents vary with different insti-
tutions and with each individusl gift, but aleo




* whare the y foe contl

ERI!

thete may be & comiderable vardance In focal
Jegal requirements, and these will need to he
ed. It would scem lo be a candinal sule
that an institution ot curator should seek some
Jegal before Instituling and wsing & form
. should aleo be recognized
thet ne form'will cover every situation, and it
at be mecwsary to daw up & docu-
ment tallored specikcally to the requirements
of a perticular cese. se e
Although 20me Snatitutions will Jaclude other
of gift, there ate advantages
10 keeping the form as selatively brief and un-
complicated as possible. Such matters as (1)
of unwanted materia) or dupii.
o, handling of printed material,
(3) the photorepeoduction of the muterial for
acholerly we, (4) the handling of publicity,

£

i

of those restrictions lics fu the event of e
donor’s death,

All of theso comments as well as the sample
deed of gift reflec to situations ja which the
phytical property fs belng given outright to the
Institution, whether or not the litecary tights in
the possassion of the donor accompany and ata
pert of the gift. There are, of course, skustions
In which a donoc metely wishes to deposit the
material ja an jnetitution. In such cases the ut-
derstanding is usually that outright donation
will genenally follcw, but the curator must bo
aware that it .; In no way inevitable. In such
cases the offer should be scrutinized carefully
and matters such as the avallability of his ma-
terial for scholatly use, photoreproduction, and
publication should be accurately undenstood be-
tween the donor and the institution. An entirely

1md (S) the mechanism for permission to pub-
should andled through cosrespond

ot by other means. .

1 &t S bikely that Jn the future there will be
sdditional material donated which i¢ related lo
the initial gift, the deed of gift might properly
speak o that matter, If restrictions are’s
on between the donor and the recipleat and
slated n the agreement, there should aleo be
sated & terminal date and an understanding of

thorit tion of removal

o

separate agnvement of deposit which speaks to
the y points should be developed and
executed in the raze cases where such deposit
is acceptable to the lnstitution and outright
®ift of the snaterisl at the time Joes not seem
possible. [ ¥ ]

Pulllshed tn thie March 1975 lssue of College
& Rescarch Liboatkes News, a publication of the
Association of College and Research Libraries.
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‘Guidelines for aundiovisual

services in academic libraries

Prepared by the ACRL Audiovisual Committee

Margaret Ann Johnson, Chair

The final version that was approved by the ALA Standards

Committee (January 1988).

Th&e Culdelines were developed by the Audio-
visual Committee of the Associstion of College and
Research Libraries. They have been extersively re-
vised and supersede the Guidelines developed and
published by the same committee in 1968 (re-
printed 1969).

Committee members Include: Peggy Johnson
_(chalr), University of Minnesota, St. Paul; Ronald
“L./Fingerson, School of Library and Information
Science, University of Missouri-Columbia; Charles
Forrest, University of Illinois, Champaign.
Urbaas; Susan Cangl, University of Minnesota;
Lee David Jaffe (editor), University of Southern
Califcrnia; Katha Massey, Unlversity of Georgia;
Richard A. Matzek, Nazareth College of Roches-

< ter; Arline M. Rollins, Ohio State University; Mary

* Jane Scherdin, University of Wisconsin.

Whitewater: Janice Woo, Columbia University,
The committee wishes to thank Clzire C. Dud-

ley of Choice for her assistance in preparing this
‘document,

’

Foreviord
When the last Guidelines for Audio-Visual Ser-

" = tlcesin Academic Libraries were published in 1068

the laser was an exotic research instrument with lit-
tle commercial potential and the personal com.

40

puter was still five years away from its birth In a
garage. The fact that teshnologicul change Is accel-
crating, that its direction is hard to predict, and its
rate Is easy to underestimate are only the more oh-
vious conclusions we can draw from examining the
changes that have taken place since 1968,
Technology has transformed so much of the li.
brzry world. Twenty years ago only audiovisual 1}
brariaas had to worry about different formats:
now all libraries are confronted with the prolifera.
tion of media for recording and cistributing infor-
mation. The choics today Is even more dramatic
now ihan it was then: master the new technology
orsurrender the power to determine your own des.
tiny. Audiovisual librarians, because of their expe.
rience upplying nuw technology to truditional
roles, are among those best able to appreciate and
respond to these challenges and opportunities,
The reason for embracing new technology, of
course, is to extend our capabilities. The Foreword
to the first edition credited audiovisuals with the
capability to “offer greate: effictency of presenta.
tion, add realism, stimulate interest, clarify com-
munication, and speed comprehension.” We can
now add to this list the ablility to pernilt repetition
and drill, to allow students to observe and eritique
themselves, to periorm otherwise difficult or dan.
gerous exercises through ntodels and simulations

October 1987 / 533
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and to use lirge quintites of Infoimiatior.

There als6 has 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 instructional program. This is a
very important but limited role that satisfies only

the teaching mission of colleges and uiiiversities, ig-

noring audiovisuals’ potential support of research.
"The tone of that document was adversarial, appro-
priateto a time when it wassstill necessary to argue
the role of audiovisual materials in higher educa-
tion. :

" We are already serving & second ‘generation of
media-bred students on college and university
campuses. We are well on our way'to having &
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, access, and in-
tegration with other powerful learning technolo-
gies. The demands upon campus resources will
grow as more medis-savvy men and women join
faculties,

Support of nstruction should not overshadow
the growing ability of audiovisual technologies to
coniribute to academic research. Videotapes and
computer disksttessupplement and replacelabora.
tory notebooks. New technologies permit research-
ersand those that study their work to see, hear and
understand new worlds. A dazzling array of elec-
tronic recording media are quickly superseding
writing asa diary of social and historical events. To
serve researchers in all fields, college and university
libraries must have 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 goven-
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 measures 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 thedivergent interests, needs
and resources represented by the spectrum of aca-
demiclibrarice and by thevariety of organizational
models of audiovisual services. On the other hand,
guidelines may address the broader issues comraon
to"all institutions and offer a methodology for
building au audiovisual program that fits the insti-
tution.

Q
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These revised Guidelines for Audiovisual Ser: -
vices in Academic Libraries attempt to provide a
framework for development. They are not in-
tended as a manual for practitioness. Instead, the. .

_goal is to support the development and administra-

tion of an incresasingly important component of -
college and university service. )

Planning

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

2. Establish written policies to be incorporated
with othe; library policies. ’

3. Employ record keeping methods which per-
mit quick retrieval and easy analysis, preferably.
through electronic data processing, to record and™
accurnulate 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.

8. Recognize and reward individuals who gener-.
ate and share iacas and initiatives to-caharce the .

program. 1 A
7. Encourage receptivity to new technologies via
staff education and retraining, such as continuing-
education and in-service workshops,-»nd through-
release time and support for meeting piofessional

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 tple in the instruc-
tion and research program of the institution,

2. Provide cdequate funding for acquisition,
processing, and preservation of matezals. ’

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, und evalu-
ate audiovisual programs and services in academic
libraries. This requires:

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

PR
.




2. Sufficient numbers to attein defined goalsand

.objectives.

< 3. Classification, status, and salary scales forau-
. -diovisual staff that areequivalent to those provided

- for other library/media employees.

‘Facilities
.+ ‘1. Integrate library dudiovisual facilities design
- with the media program of the entire institution.
.a. Consider campus-wide production, listening
.and viewing space needs. of individual users and
: of users.

*b. Coordinate facilities planning with peoplere-
= sponsnble for non-library media services on  campus

¥ " toavoid unnecessary duplication of expensive facil-

. “ities while’ providing for optimal access to services
and materials,

'2; Design facilities to provxde ac >quatespace, se-
.eurity, wiring, and environmental conditions for
.all presently used technologies and services.

3. Consider the specific responsibilities of the li-

"* brary media center that will dictate the need for

specialized rooms and aress, such as production,
studio, graphics 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 staif, adequate light-
. ing, heating, ventilation, air conditioning, and
noise control, and appropriate placement in the

* " .building.

ARt
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b. Indlvidual listenlng and viewing stations and

group facilities should have special regard for the
- comfort of the user and provide optimal corditions
“for the technology employed.

¢. Désien production areas for optimum wor’
ing eondxtiom -providing adequate space and envi-
ronm..uc 0 support quality work.

é. lnch' « appropriate shelving and storage fa-
cilities for the protection of materials and equip-
ment!

¢. 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; flex-
ibility in design is highly desirable,

5. Develop a sign system in audiovisual service
areas,

Equipment and supplies

1. Provide equipment and suppiies 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.

¢. Facilities with a production role should have

.
Home o P

equipment xequlred for quality work.

d. Al services must havestorage facilities, main-
tenance equipment and supplies appropriate to the
materials in the collection.

92, 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.

a:l, Apply the following criteria in selecting mate-
ri

4. 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 appropiiate, 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 context of institutional objectives.

Acquisition

1. Acquire audiovisual materials through the
same channels—approval plans, direct orders,
gifts and exchanges—as 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. Giva special consideration to maferials 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 additinn to de-
scriptive cataloging.

4. Classify audiovisual matertals 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

October 1987 / 535
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:pproptiate tothe careand handling requirements
of the medium,

2. Instruct Staff and patrons in"the proper han-
dling of materials and operation of equipment.

3. Train staff to perform_ routine prevéntive
maintenance for materials and equipment.

4. Provide environmental conditions and use
storage containers and shelving approg fiate 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:
Produchon of audiovisual programs and materi-

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

Loan or in-house access to equipment;

Classroom services;

Circulation and distribution of materials;

Boolung and other temporary acquisihon of my-
terials;
Facilities scheduling and management

Technical and bibliographic instruction sup-

porting use of materials;
Reference and consultation.

Selectio.. 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.

respective fields to design and guide services.
3. Provide professional consnitative and réfer-

~

2. Use professiona! staff with experience in theif

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 cen:

ter’s policies, procedures and rules for using audio- “:

visual facilities, materials and equipment.
7. Provide clear and concise equipment instruc-
tions. s

Reprinted with permission from College & Research Libraries News, October 1987,a
publicationofthe Association of College andResearcn Libraries, adivisior 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
ACRZ, Board of Directors on Jenuary 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
Jibrary collections; for extending bibliographic
control over these collections; for instructing
students formally and informally; and for advis-
ing- faculty and-scholars in the use of these
collections.

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

The library should:

{1) assess the necds 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 hibliographic 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
1mplementahon,

(b) is directed to specific xdenhﬁed
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, atdtude and
cost:

(4) provide continuing financial support for

bibliographic instruction,

(a) clearly identifiable within the k-
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 obiectives.

(5) employ librarians and other quelified
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 fibrary,

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

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

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

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

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

Copies of these guidelines are available, upon
request, from -the ACRL Office, 50 E. Huron
St Chicago, 1L 60611.

Reprinted from the April 1977 issue of College & Research Li-

Research Libraries.
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Standards for

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 alsv voted to ratify the
revised statement. “Standards for University Li-
braries” is being published in its final form in this
issue of CGRL 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 whi:h have been characterized by the Car-
negie Commission on Higher Education as “doc-
toral granting institutions.”? All of these institu-

education, and research. Despite these basic
similarities, university libraries are also charac-
terized by a high degree of individuality, particu-
larly with 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 uuiversity; no
other single non-human factor is as closely related
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tions emphasize graduate study, professivnal-
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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.”?

As with all institutions, universities and their
librari2s 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 s
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-
hrary selt-sufficiency which is essential to the
nealth 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
t+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
informatin 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
academic 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 1n the 13e of the library’s resources, bib-
liographic jnstruction programs, services 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 recogmze
that, to one degree or another, they share a re-
sponsibility with all research hbraries to support
higher education in general and each other n
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 ard 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 coliec-
tions, the history and traditions of the library and
of the university, and the nature of specific
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cwoperative 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 i.crease its operational efficiency, a
university library’s bibliographic records should
conform to recognized standards of cataloging and
classification, and its bibliographic apparatus
should be intemally 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 unicersity’s particular
responsibilities and priorities, a university library
shall provide maximum access to its collections
Jor 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 and 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 B.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 B.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 prograins 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 ccllections can hamper research. The ac-
cumulation and preservation of substantial collec-
tions and the implementation of comprehensive
acquisition program¢s 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 coliections.

The continued rapid growth of scholarly litera-
ture and the costs of providing access to this lic-
erature for those in the university community
have necessitated formal and informal arrange-
ments ainong 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 yet 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 diston the
realities of a given situation. Nevertheless, quan-

Q .
» ERIC J.
.

titative measures are increasingly important in
guiding the qualitative judgment that must ulti-
mately be applied to umversity libraries and their
collections. One techmque is the use of regres-
sion analysis to facilitate the companson of similar
libraries to one another;3 another of some general
apphcability 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 goals and
priorities and within the limits of resources avail-
able.

Working in close consultation with faculty and
administration, libranans, 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 lhibrary’s collection de-
velopment pohey 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 within 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 recurdings, 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.®
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SecTION C: PERSONNEL
Standard C.1

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

Commentary on Standard C.1

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 unicersity library
shall be based on svund, contemporary adminis-
trative prac.ice and shall be consistent with per-
sonnel practices within the unicersity 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 consonant with the established terms
and conditions of employmen: 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-

Q

ditions of employment for the library’s clerical
and student staff sijould 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 performance, 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™® and “Library Education and Personnel
Utilization.”?

SECTION D: FACILITIES
Standard D.1

A unicersity library sholl have facilities which
meet the present and anticipated future require-
ments of the unicersity 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 th: 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 Jf its instructional
and research programs, the form and publication
rate of ibrary materials strongly influence library
requirements, and it is necessary that these re-
quirements be subject to continuous evaluation
and planning.

A wmversity library should be attractive, invit-
ing. and carefully designed to piomote opera-
tional ~fficiency and effectiveness of use. Specific
factors relevant here include general environmen-
tal features that affect clientele, staff, and 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 senvice 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
natuie of collections, services, operations, and
the needs of a librarys 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.®
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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 economies—these 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.?

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 anthority of the library admin-
istration and its chief administrative officer shall

be defincd.

Commentary on Standard E.1

If there is ambiguity within the umversity
community as to the particular place occupied by
the library within the administrative and gover-
nance structure of the university, and if che au-
thority and responsibilities of the library’s chief
administrative officer are not clearly identified,
misunderstanding, conflict, and confusion can
somctimes result to the detnment 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 umversity,
and its chief administrative officer should partici-
pate regularly and directly in university-wide
academic planning and decisic 1 making. For simi-
lar reasons, this person should report directly to
the chief academic cfficer of the university.

The long-recognized 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 need 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
goternance 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-
tivity 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 couditions and issues peculiar to an
academic hbrary.

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-
Sective 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 nceds 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 adminmistrative relationships among
library units within a university are determined,
it is essential that adequate coordinating
mechamsms be established and enforced to en-
sure that service polictes are 1n reasonable har-
mony, that costs related to duplication are con-
trolied, 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 as identified in the pre-
ceding standards.

Cementary 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-
ures 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 G 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 impossibie to
identify a viable model that can be applied to all
university libraries for allocating their budyets by
major categ:ry ‘salaries and wages, acquisitions,
binding, miscellaneous supplies, and other ex-
pensc). Allocation ultimately depends on local re-
quirements end prioritus. For example, if a uni-
versity library is expectec, . » cporate i substantial
number of discrete mat; with paiciel and dup-
licative-activitiee, it: expenditures for salaries and
wages will be highe: "“an if this were not the
case.

Under any circumstances, 1t .» essential that a
university library be provided with sufficient
funding to ensble 1* to develup appropriate col-
lections, provide appropriate services, carry out
recessary operations, and satisfy identified expec-
tations and requirements. If funding is less than
is necessary (n fulfill these obligations, the library
will be unabl¢: 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

%
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be developed and managed by 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
acadeinic 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

QUANTITATIVE ANALYTICAL TECHNIQUES
FOR UNIVERSITY LIBRARIES

The university libraries! to which quantitative
measures might be applied are so complex, so di-
verse in the prograrzs 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 Fussler, for example, ob-
serves that "libraries, like universities, tend to
have-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 auy =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 =f adequate data.3 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 services
and collections. Comparative judgments about
academic libraries are made, and these compari-
sons can be aided by quantitative measures.

Unfortunately, much «f the data which are
needed to actually inake interinstitutional com-
parisons is not easily available, although some
useful data can be obtained from ARL statistics.
The LIBGIS and HEGIS 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 anulyst is compelled to rely on
what is available: AR\ 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,
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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 whick
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 restrict 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 3
to 0.24; the average was 0,51 and the median
0.49. The overwhelming majority of libraries
tended tsward a pattern of one professional to
two nonprofessionals. Among ARL libraries in
1976-71, 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 30.08 percent. The vast majority of ARL
libraries tended to spend 30 percent of their
budgets on acquisitic 1s. 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, t9 0.8 in
the case of Houston, with the median 1.9 and the
average 1.93,

From ratios such as these, = deeper insight into

o1




a7 L - .

E

.

library operations can be obtained, but it would
be rash to conclude that all Jibraries 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 analysis 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 gnide to its use in library data
analysis.5 The concluding sect*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 ability 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 exploting 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.”s

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
fotal applicable ninety-three institutions have
been included.

The Library Resources Index

The Library Resources Index 1s a specialized
index devised by Allan M. Cartter and published

TABLE 1
LiIBRARY MATERIALS EXPENDITURES AS A PERCENTACE
OF TOTAL L1BRARY OPERATING EXPENDITURES (VALUE)
FOR TWENTY UNIVERSITY LIBRARIES, 1976-77

Rank Order Institution

Number Number Institution Name Vialue
1 31 Houston 50.61
2 3 Arizona 44.63
3 82 Texas A & M 44.05
4 87 VPI & SU 42.84
5 81 Texas 42.69
6 28 Georgia 42.21
7 35 owa 42.15
8 71 South Carolina 42.08
9 63 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
Tue LiBRARY RESOURCES INDEX APPLIED
TO TWENTY ARL LiBRARIES, 1976-77

Total Volumes l(.)i\bet:l)!
Institution Name Yolume Added Serials Resources

Index Index Index ladex

1 Harvard 4.49 225 3.89 3.54
2 Ilinois 2.74 1.5 3.43 2.71
3 Yale 3.4 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 1.9¢
11 Calif., Los Angeles 1.84 1.44 2.26 1.84
12 Washing!on 1.52 2.16 1.64 .77
13 Comell 1.87 1.33 2.08 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 L.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 he 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 (¢) 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, 15,009, 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 for 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.
Dlv:ding thi- by 3 yields 2.01, the ovesall library
resources it

Mr. Cartter's index was based on 1963-64 data.
His general conclusion at that time was: “Those
libraries which fall below .5 are probabiy too
we k 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."®

Table 2 demonstrates an application of the Li-
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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 sr¢ 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-
fables, for example, which can be examined are:

1. Professional staff

2. Total stafl

3. Gross volumes added

4. Expenditures for library materials

5. Total library expenditures

6. Current periodicais held

For each library in each of the four groups
noted above. the following predictions then can
be made:

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

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

3. Number of gross volumes added based on
volumes held

o3




TABLE 3
EXAMPLE OF RECRESSION ANALYSIS APPLIED
TO SiZE OF PROFESSIONAL STAFF (Y)

Tnatitution Y Value Y Estimate Residual Display
. Library 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 scrials based on number
of volumes held

Thus, for cach table there can be plotted a dis-
play of variables, together with observations for
cach 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 stafl a library is expected to have

upon the number of volumes held.

The first column identifics each institution; the
second shows the actual value for cach variable;
the third shows the expected value based on the
regression equation computation which has been
done; the fourth is the difference batween col-
:;Lnns two and three; and the fifth is a plot of the

ta.

Looking at Library A, we sce 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 least squares
line. (See any standard textbook on statistics for
detailed explanation of this technique.) Libraries
B and C have mrre professionals than would be
expeeted, so they are plotted to the right of the
line. Consequently, by inspection, the library

manager can note any obvious anomalies between
his or her institution and others.
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'C‘uide‘line's; for Branch Lihraries
in Colleges and Universities

Approved as policy by the Board of Direc-
tmzthcdnm‘abnof(}c!lc‘c?ndltm

Libretier, on July 3, 1975:
“INTRODUCTION .

.One of the mbit persistent and, difficult or-
ganizational issués for academic librariés is the

hysical centralization or decentralization of }i-
Eruy:mviecs. When should a branch_ library
be created? Are established ones-effecuve? The
following Guidelines were develapest by the As-
sociation of’ College- and Research Libraties in
.respoase to Tequests’from académic librarians
and administrators {5 criteria ‘to assist them in
seviewing the need for branch libraries at their
institutions. Their objective is to .provide a
framework for assessing. the need-for branch li-
braries and for developing policies for adminis-
tering eflective bianch services.

In this document,. the term “branch” has

«been used generally to define a library service
sunit, with collections, which is usually physical-

ly removed frem the main library. It encom-
passes a variety of references, including:

Departmeni. and professional, libraries with
collections and scrvices organized primari-
ly to serve the needs.of ‘one or two aca-
demic disciplines.

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

Undergraduate libraries with collections and
services organized to meet particular in-
struction needs of the institution,

THE GuiDELINES

Branch libraries under a variety of designa-
tions have beea established to extend the ser-
vices of the main library at many academic in-
stitutions. Factors governing their development

“Inclide the mission of the institution, ‘campus

geography, enrollment patterns, financial con-

itions, space requirements, instructional tech-
niques, user_expectations and demands, and cx-
ternal préssures, These guidelines identify the
primary factors influencing the development
and maintenance: of branch library collections
and services. A review of these factors as they
fclate to local circumstances should assist li-
brarians and their inistitutions in evaluating the
need for branch Jibrarfes and enable them to
make sound decisions related to establishing or
routinuing branch librarles, The reviéwing pro-
cess Is described in the following two sections:
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-sesources commonly used to eririch: or su

Need Analysis and Evaluation, and Operating
Policies.

Nexo Avavysie ano Evaruamion
The needs of modem whohnhip_mu:‘t be

-served by access to a broad’s

sources, including: the literature of a special
field and all subjects of related interest. ‘The
basic objectives uf the academic kibrary are to

-acquire, organize, store and disseminate record-

ed” information, and to provide-:cervices by
which to obtdin jt locally, or.to guide and assist

the user to appropriate externa! sources, The -

library user's major, concern ‘fs<for- the totality
of the resousces available to him. All réun

pport
the learning_process,-and which “are owned by
or on lcan'to the academic institution, are in-
formation resources. These resources should be
included as part of the ‘nventory administered
by the library so that standards of collection de-
velopment and service can be maintsined 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-acsdemic community. The
analysis should include supporting- data cover-
ing the following pofats:

1. The educationa! philosophy and objectives
of the instit:tion, and the role of library
services within this context.

2. A description of projected branch services
indluding—

a. Its primary clientele (students, faculty,
academic ‘departments) and their in-
formation needs.

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

c. Collection develspment and organiza-
tion plans, including pro‘ections of
maximum size,

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

€. Access 0 union catalogs, delivery ser-

vices, and specialized information sys-
tems.

Space and equipment requirenients, in-
cluding 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 scrvices,
including—

-
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ApkiNsTRATIVE PRaNCIPLYS

collections. development; services;: staffing; and
Jcllities. To it Into the larger framework of the

-institution’s objectives and programs, these pol-

icy statements should be approved by the li-
brary” director and appropriate - administrative

‘officers,” and supported” by committees repre-

seating a variety of interést grcups,

The- followmg general principles should be
considered _in- drafting policies for managing
branch libearies:

Organization

The responsibility for the mansgement of
all libraries, both main and branch, should
rest with the library administration. Li-
services are most effective when all
the institution’s library-resources’ are con-
sidered part.of one systern with consistent:
policies “for acgess, -accounting, analysis’
and the like. Centnliud ‘planning and di<
-tection aré, necessary to’ achieve the best
use of the financial resources an In.vtitution
can allocate for library servicef,
The buneh library staff should report to
the main library administration. This rela-
tionship should be defined in job descrip-
tions and outlined on organization charts.
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 review’ and evaluation of
branch -operations should be conducted
with the assistance of the library’s advisory
committees representing the- interests of
the total acaden” ¢ community.
A manual of operating policies_and proce-
g:.m is recommended for all branch li-
ries.

Collections Development

The materials selection policy for each
branch should be coordinated with the
main library’s selection poﬂcia The policy
should emphasize the branch’s goals and
objectives a3 the foundation for acquisi-
tions, and the framework witkin which ‘the
brarch collection is to be evaiuated. The
collection should be restricted, as far as
possible, to the subjects the branch serves,
and should iInclude, al} forms.of. material
necessary to support those fields. An ex-
plldt policy covering the provision of-du.
piicate materials, whether in the maln li-
brary, or in a bnnch ‘is essential. Discard-
ing policies should be included in selec.
tion policy :atements.

Collection Organization

Whenever centralization can produce sig-
nificant ejonomies in processing and ac-
quisitions, it should be effected. However,
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an-analysis-should bé made-in each case
since no’ absolute rule or guideline can be
-established. In ‘most cases, centralized pro-
cessing -aid - acquisitions: will prove most
The holdings of & library:system, inélud-
ing ‘those .of ;branch libraries, should be
listed ‘isi .union catalogs:and. other access
points to- the’ collections, -and ‘be open to
the library’s .genersi community. Branch
users shonld have access to the files of the
branch’s. Léldings, union lists and other
similar-‘records produced by the library
system in the branch.

Services

Branch libraries should- mcintain the same
standards .of -service, but not necessarily
sthe same services, as'the main library with
respect to access,. staffing, assistance to
users and adequicy of physic'l facilities.
To this end—

Branch services, _idcluding circulation
privilegas, should be available to the to-
tal academic.community at- hours con-
venient to'the users. Delivery. and pho-
tocopy services are encoursged to pro-
vide maximum accessibility to and utili-
zation of the materials.

to :insure the proper development and
use of the library’s collection.. The staff
is a primary link between the commuw i-
ty’s needs and the libeary's @ﬂeegm.

the branch be consulted periodically to
.advise the ‘branch on developing and
evaluating its services.

Reprints of this articlevars aveilable, upon re-
quest, from the ACRL Office, 50 E. Huron St.,
Chicago, IL 60611. o

Rgpriﬁted 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 primary responsibility for meeting the library
needs of undergraduate students in & large univer-
sity envivonment. The designation of a separate li-

*brary expressly for undergraduates is based on the

premise that undergradiatés deserve a full and fair
sharé of the libraries’ resources—materials, ser-
vices, and staff time. The policies of the separate

-undergraduate library .nay 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 deseribed 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 arca. The materials col-
‘lection of the library system is measured in millions

of volumes. Each library within thesystem concen-
trates on the needs of the members of a specific de-

542 / C&RL News
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partment or field of study, and the quality of the
library ic efined in termsof the strengths of the re-
search collection. Specialized services are often
provide * ‘or those doing research, such as comput-
erized searching of commercial resource database
Thestaff membersof those libraries are selected fo..
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 nyast first-year students share
the following characteristics:

1. They do not yet have the sophisticated re-
search skills needed to exploit the resezrch library’s
potential. ,

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

3, They are of{en reluctant to ask for assistance
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intheuseof a library.

4; Theyareunawareof the manyservicesand re-
sources which are’available in university libraries.

The needs of academic library users arc on a
spectrum, with stirdy space, instruction in basic re-
search tools, and reserve books at one end, and pri-
miry source materials'and special bibliographic
services at the other end. The concentration of
needs of the undergraduate it -x the former end of
the spectrum and the undergraduate library fo-

-cuses on serving these needs. The undergraduate li-

brary ‘may 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 isnot always easy to use: The identifica-
tion of materials wanted is often confusing and
may be incomprehensible until the user is actually
shown how the system works. Teaching students
‘how to usea library is therefore a basic service pro-
vided by the staff of the undergraduate library.
The teaching j programs of under yraduate libraries
arevaried. They include teaching by personal con-
tact and through the preparation of printed and

-other materials. They include formal group in..

struction and infornial, unstructured contacts with

. students. The programs generally include three

types of activities: reference and referral, orienta:
tiori, and formal instruction.

Reference encounters with undergraduates of-
ten result not only in answering specific questions,
but also in personalized instruction in the methods
of ldentlfying and’retrieving library materials.

-Supplemental to this persorial contact is the provi-

sion of bibliographies, booklists, and other aids de-
signed to introduce 1 undetgraduates to the materi-

als available in the libfary and to guide them in-

finding the materials. The reference service pro-
vided by undergraduate librarians is also a referral
service to'the wide variety of resources in the li-
brary system. Referrals may also assist an under-
graduate.in becoming aware of community li-
braries anc-information centess, as well as of
personal supportive services including academic,
financial, health, and counseling services.

Orientatiin 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 fesources and services of the
individuallibraries wititin it, staff-conducted tours
for groups, and self-guided tours. Orientation may
also include public relations activities that help stu-
dents become aware of theservicesand resources of
the library.

Bibliographic instenction programs should im-

-prove the ability of studentsto makeeffective use of

the library collections, services, and staff. Instruc-

dﬁon may heoffered as partof coursework inan aca-
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demic subject or hterdxsdpllnary program, in &-
separate course on library skills, in workshopsand* %
term-paper clinics, and through point-of-use aids
in thelibrary 3
Referenoe service, bibliographic instruction, *
and orientation activities are appropmte for all |/
‘levels and types of library use=? The undergradu- . f
ate library focuses on two problems that are partic- .
ularly common to undergraduates—finding the: "~
materials they need, and knowing when to askfor ¢
help and having the confidence to do so. Under- . -
graduste libraries provide a laboratory in which to
teach studentshow to use a library. The experience-
of using an undergraduate library is preparation:
for using all libraries; preparation not merely. for |
graduate wor and research, but also for learning - 1
to use information sources that will be needed by-
undergraduates for therest of their lives as citizens, 1
asconsumers, intheir professions, and for theirrec-
reational interests. Ry

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 levelof |
freshman and sophomore classes; 2) at all levelsof .-
undergraduate classwork; 3) at all levels except in -
disciplines supported by specialized subject‘li- 3
braries or professional schiols with urider '
programs, in which cases bibliographic support by
the undergraduate library will be at the fr
and sophomore level. Since many-undergrad ate
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.

Theundergraduatelibrary will provide not only -
the best materials of historical or research. value
(which might be duplicate.in other libraries
campus) but also overviews of a subject, )ar‘éo
free ~xplanationsof a field, and introductory mate.-
rials. Research reports and other items restricted to |
a very narrow subject urea areless frequentlyof in-.
terest to undergraduates and will be purchasedh, P
very selectively, The unde. graduate library’s col-
lection of periodical reference material will con-
centrate on the more standard and interdiscipli: .
nary periodical indexes, since these are most *
heavily uced by undergraduates; the periodical col- ¢
lections should emphasize the titles covered by ||
these indexes. Collections of course-related materi-
als forundergraduate use have increased in the for- I‘
mats available and in content reliability and the |
appropriate additional resources for undergradu-
ate study. Increasingly the under, ~raduate library, ~ <1

1

will need to supply non-print mate *fuls (with bib-
liographic access) and well-maintzined equipment
in order to address growing availability and de-
mand.
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*'tinls oy’ a wide vuiety of subjects in order to meet

3~ course requiréments. The subject range of the un-

dergnduate libnry will be of sufficient comipre-
 ‘hensiveness and depth so that, in  general, the un-
&detgrsduate ‘will have a single starting point from

Py

:1which to finid the basic information needed for pa-
& * pefs, speeches; projects, etc. More advanced needs
biof undergraduates will be met by specific referral
té  graduate collections.
“The: information needs .of undergraduates ex-
md beyond ‘the requirements of the curriculum.
x Undergraduate students are:vitally interested in
iirrent events and in thecurrent state of th.e world.
The developmem of cultural,-career, and health
and fecreational interests s also ap important part
rof the lifé of an individual, and the undergraduate
F;‘yeus are a time for exploring the wide range of ac-
/tivitiésand oppertunities available. Thelibrary ex-
pu-ienee of undergraduates should encourage them
to $eek materials in these areas. The collections of
“the undergraduate library will therefore be devel-
7 Gped to meet these needs, since this is s important
. “to undergraduate education and to the mission of
“the university as isthe support of formal classroom

wv:, £y

Staff

‘Thestaff of theundergraduatelibrary must have
{"iceftain abilities in addition to their information-
seeldng skills. The ability to interact on a one-to-
zone basis with a diverse clientéle is essential. Staff
. .should also be able to design'and implement in-
¢ .sttuctional 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 otherlibraries and re-
, “source centers is also needed.
Thestaff of anundergraduatelibrary must have
‘understanding of the pressures of campus life and a

n.uuuuudn.
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concern for undergradunte needs nnd problems

“The library staff should treat undergraduates with

respect, make them feel comfortable in thelibrary,
and encourage them to ask for help. Only this per-
sonal interaction with students will humanize their
library conticts, 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-
datea range of student requirements based on class
times, work commitments, and varied social
habits. Many undergraduam 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 accommeodate 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.

‘Expandmg programs of bibliographic instruc-
tion.

®Service to special groups, e.g., the visually im-
pa.ed, 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 responsiLility of the undergraduate libfary
staff to shape these developments to meet the needs
of undergraduates and their academic pr: frams.

Note: This revision was prepared by tiie following
people with approval by the Undergraduate Li-
brarians Discussion Group and the Steering Com-
mittee of the University Libraries Section of
ACRL: Thomas Fry, Debnzah Biggs, Sandra
Ward, , Robert Merikangas, ‘Molly Mdfony, Re-
land Person, anc Wilma Reid Cipolla. [ ] ]

A 'from College & Research Librarics News, October 1987, a publication of the
;I MC m of College and Research Libraries, a dxvxsxon of the American Library
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Standards for college libraries, 1986

Prepared Ly 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;
Loutse 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 bv 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
CGRL News, May 1985, and the 1975 Standards
published in C&RL News, October 1975.

The Ad Hoe 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);

¢. Networking and cooperative associations;
and to-recommend revisions which would bring
them up to date and make theém more generally
useful.

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

Q

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 1903 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. Through access to the emerg-
ing “National Database’ (defined as the totality of
OCEC, RLIN; WLN, and LC) we have greatly in-
screased ear knowledge of other libraries® collec-
‘tions, Online jdentification and location of needed
material has shortened - he retrieval time. Elec-
tronic mail will haveé a similar impact on resource
sharing. Since even the largestlibraries 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. agreements allow for exposure and access to
vastly more extensive resources than was hitherto
possible.

The Committee discussed extensively the topic
of performance 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 chxrge. Obviously, however,
this is a concept whose time has come: the ACRL
Ad Hoc Committee on Performance Measures for
Academic Libraries, chaired by Virginia Tiefel,
has received a five-year appointment which gives
some indication of the complexity of the task. The
Jibrary profession should monitor and support the
work of this ad hoc committee.

Somesentimert has been expressed for standards
with less emphasis on quantitative messures, pat-
terned after the more abstract-“Standards for Uni-
versity Libraries” (C&RL News, April 1979, pp.
101-10). While there are certain advantages to
standards written in this way, the vast majority of
those expressing opinions .o 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 very large percentage of college librarie; fail
to meet minimum standards in ter. nis 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-
terialsbudget. Each Standard has been reviewed in
lighc of library techiology, networking, and re-
source sharing, and audiovisual materials. The in-
clus.on of these aspects of libraries has been ad-
dressed in Standard 2, Collections; Standard 3,
Organization of Material; Standard 8, Facilities;
and Standard 8, Budget.

Introduction to the standards
Libraries have long been considered an integral

Aruitoxt provided by Eic:
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and essential part of the educational programs of-
fered by colleges. Their role has included coliécting
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 memibers of the higher education community to
pursue their academic programs successfully. To-
-ial fulfillment of these roles is, however, an ideal
goal which continues to be sought and is yet to be
attained. Expectations asto the degree of success in
achieving this goa! vary from institution to institu-
tion, and it is this diversity of expectations that
prompts the library-profession 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 stundard 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 icit

*Specifically these Standards address themselves
to institutions defined by the Carnegie Commission
on Higher Education asLiberal Arts Colleges I and
Il an Comgrehensive Universities and ég
andI1. See the revised edition of A Classification of
Institutions of Higher Education Berkeley, Calif.:
The Council, 1976.
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statement of its ob]ec,m;a»in accord with the goals

.and purposes of the college.
‘Cominentary

‘The administration and fc ulty of every college
have a responsibtlity. to examine the educational
program from time to time in licht of the goals and
purposes of the institution. Librarians share thisre.
sponsibility by seeking ways to provide collections
and services which support those goals-and pur-
poses. Successful fulfillment of thisshared responsi-

bility can best be attainéd 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 librasy 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 students, 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

Inréviewing the objectives of thelibrary, 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, gruph-
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
-particvlarly important to the science disciplines.
Reports in machine-readable form are an even
faster means of research communication. Govern-
.ment décuments transmit information generated
by or at the behest of official agencies, and newspa-
pers recerd daily activities throughout the world.

Ao provded o v
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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, databasss, 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 thelibrary 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 Thelibrary shall provide as promptly as pos-
sible a high percentage of the material§ 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 thatsuch activities
do not weaken a continuing commitment to de-
velop its own holdinsis. There is no substitute fora
strong, immediately accessible collection. More-
over, once & collection has attained the size called
for by this formuila, its usefulness will soon dimin-
ishif 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 the5 % growth rate until they carn cluim 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 tue 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. Noeasilyapplicable cri-
teria have yet been developed, however, for mea-
suring  quality in library collections.

~he best way to preserve or improve qualityina
college library collection is to adhere to ri,urous
standards of discrimination in the selection of ma-
terials to be added, whether as purchases or gifts.
Thecollection 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 genéral fields of knowledge. Subject lists for
college libraries have been prepared by several
learned associations, while general:bibliographies
such as Books Jor College ‘Libraries are especially
useful for identifying important retrospective ti-
tles. A majority of the appropriate, current publi-
cations reviewad 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 apphcable formula can-
not be used, but in general it is good practice fora
library to own any title that is needed more thansix
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 6,500 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 nccessary by the teaching faculty and li-
brarians to provide requisite 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
may be 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 thelibrary 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 assessing the extent to
which a library succeeds in making matertuls 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 curvicular offerings, isan indispensa
ble requirement for the library of any college. The*
degree to which a library meets this requirement
may be calculated with Formula A.

B. AuDIOVISUAL RESOURCES

Therange, 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
in the field*
in the field*

8. Allowance per doctoral field*

equivalent.

4. Allowance per undergraduate majcr or minor field*
5. Allowance per master’s field, when no higher degree is offered

6. Allowance per master’s field, when a higher degree is offered

7. Allowance per 6th year specialist "~ g-ee field*

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-

*For example of List of Fields, see Gerald S. Malitz, A Classification of Instructional Programs.
Washington, D.C.: National Center for Education Statistics, 1981.

85,000 vols.
100 vols.

15 vols.
350 vols.

6,000 vols.
3,000 vols.

6,000 vols.
25,000 vols.
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M nudiwbunl holdings may be counted as biblio-
gnph icunitequivalents and this number should be
added. to that for print volumes and volume.
: equlvaients in measuring,a library's collection
‘ aginst Forn,laA. These materials include video-
cassettes, films, and videodisks (1 itém = 1 BUE),
. sound reeordlngs, filmstrips, loops, slide-tape sets,

¢ graphic materials including maps, and computer

slides = 1 BUE). If some or all of this m, erial is
housed in an administratively separate média 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 videccassette 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 gruded by comparing the com-
bined total of holdings (volumes, volume-
equivalents, and bi*Mographic unit equivalents)
and resource sharing transactions with the results
of the Formula A calculation. Libraries which can
provide 80 to 100 percent of as many volumes asare
called for in\FormulaA, 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
shall be'graded C;.- and 50 to 59 percent shall be
graded D.

Standard 3:
Organization of materials

3 Library collections shall be organized by na-
tionally approved conventions and arranged for ef-
ficlent 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-
tema:licall)" to assure efficient identification and re-
trieval.

3.1 Thereshall be a union catelog of the library’s
holdlngs that permits {dentification of items, re-

EKC

L softwuepackaga (1item = 1 BUE); and slides (50

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 the library. Thiscan best be accom-
plished through the development of a catalog with
items entered in accord with established national
or international bibliographical conventions, sucl.
as rules for entry, descriptive cataloging, iiling,
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 shatl 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 nodelay in gaining accesstc 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 a~cess to all library materials.

Commentary

Froper organizatlon 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 pio-
vide maximum accessibility to all users, Certain
categories of materials may be segregated by form
for conventence,

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
$eparate 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 skelved hy
subject in open stack areas to permit and encourage
browsing. h

3.3 Materials placed in storage facilities shall be
readily arcessible to users.

Commentary

Many libraries or groups of libraries have devel-
oped strrage: facilities for low-use materials such as
sets or backruns of journals. These facilities may be
situated on camzus 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 isnot 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

Thecollege library shall nced 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 director, 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 assoclations.

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 MLS is regarded as a
terminal professional degree by ALA and ACRL.
Moreover, developments in computer and iafor-

mation technology aave 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-
cles and guidelines.

Commentary

Librarians comprise the faculty of the library
and should organize, administer, and govern
themselves accordingly. The status, responsibili-
ties, perquisites and governancs 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 enrollnent, size of faculty and staff, and
auxiliary programs.

Commentary

Forinula 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
andstaff, 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, I 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
For each 1,000, or fraction thereof, FT¥ students above 10,000
Ror each 100,000 volumes, or fraction thereof, in the collection
For each 5,000 volumes, or fra:tion thereof, added per year

1 librarian
1 librarian
1 lib:crian
1 librarian

Libraries which provide 90-100 percent of these formula requirerients can, whenthey 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 60-74 percent of

requirements qualify for a C; and those with 50-59 percent of requirements warrant a D,

-
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shall be anigned rapondb!lu{axappropriate to
their qualifications, training, experienceand

bilities. The support staff shall be ne less !han 65%
of the total library staff, not including student as-
sisiants.

Commentary

Full-time and part-time support staff carry out a
wide variety of paraprolessional, technical, and
clerical responsibilities. A productive world.sg re-
lationship between the librarians and the support
staff is an essential ingredient In the successtul 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.

Commmtary

The staff represents one of thelibrary’s most im-
portant assets in support of the instructional pro-
gram of the college. Itsmanagement 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-
tivé 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 {nformed 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.

S. There should be a structured program for ori-

entation and training of new staff members, and
career development should be provided for all
staff.

6. 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
Screenlng and Appointment of Academic Librari-
ans,” C&RL News, September 1977, pp.231-33;

“Model Statement of Criteria and Procedures for:

Appointment, Promotion In Academic Rank, and
Tenure for College and University Librarians,”
CGRL 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

$ The library shall establish and maintain a
range and quJality of services that will promote the
academic program of the institution and encourage
optimal library use.

Commentary

The primary purpose of college ifbrary service is
to promote and support the academic program of
the parent institution. Services should be devel-
oped for and made available to all membersof the
acadeinic community, including the handicapped
and non-traditional students. Thesuccessful fulfill-
ment of this purpose will require that librarians
work closcly with classroom faculty to gain from
them a ciear understanding of their educational

Organizational and Institutional

tional factors to be considered are as follows:

Library

Services and Programs

Size and Conflguration
of Facllities

Hours of Service

Examples of Services and Programs
Reference and Information
Bibliographic Instruction
Computer Based Services
Collection Development

Collention Organization

Archives

Audiovisual Services

SUPPLEMENTARY STAFFING FACTORS TO BE CONSIDERED

The individual library’s organization and Institutional factors also influence its staffing needs. Addi-

Institutional

Degrees Offered

Size of Faculty and Staff
Auxiliery Programs

Examples of Institutional Factors
Undergraduate Programs
Graduate Programs

Research

Community
Contiruing Education
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objectiver and tesching methods and to communi-
cate to them an understanding of the services and
resources which the library can offer. While re-
search’ skills and'éase of access to materials will
both serve to encotirage library use, the primary
motivation for stiidents to use the library originates
with.the instructional methods used in the class-

room, Thus, close cooperation betwenn librarians

and classroom instructors is essential. Such cooper-
ation must be a planned and structured activity
and fequires 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.

8.1 Thelibrary shall provide information and fn-
struction to the user through a varlety of techniques
to meet differing needs. These shall include, but
notbelimited to, avarlety 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 varlety of methods
and materals, including course-related Instruc-
tion, separate courses (with or without credit), and
group or individualized instruction.

Of equial importance is traditional reference ser-
vice wherein individual users are gulded by librari-
ansin thelr appralsal of i he rangs and extent of the
library resourcesavall ibleto them tor learning and
research. Professional servics, are optimally avail-
able 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
information—as distinct from guidance to it—{s a
reasonable library service in almost all other con-
ceivable situc.lions.

Many of the services suggested in this commen-
tary can be provided or enhanced by access o com-
puterized forms of information retrieval. .in“tact
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, computer.stide tape, or other appro-

priatel- repared programs.

5.2 Library materials nf ail types and formats
that can be used outside the library shall be circu-

© ./ C&RL News

lated to quallfied 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 include size of
the collections, the number of copies, and the ex-
tent of the user community. Every effort should be
made to circulate matetials of all formats that can
be used vutside the library without undue risk to
their preservation. Circulation should be for as
long a period as is reesonable without jeopart.zing
access to materials by other qualified users. This
overall goal may prompt some institutionsto estab-
lish variant or unique loan per.ods for different ti-
tlesor classesof titles. Whatever loan policy s used,
however, it should be equitably and uniformly ad-
ministered to ali qualified categories of users. The
accessibility of materials can zlso 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 covperative agreements.

Commentary

Local r+sources should be extended through re-
ciprocal agreements for interlibrary loan accord-
ingtothe ALA codes. Access tomaterials should be
by the mast efficlent and rapid method possible, in.
corporating such mesns as delivery services and
electronic mail in addition to, or in place of, tradl-
tional forms of delivery. First consideration must
always go to the prinary users, but strong consid-
eration should be given to fostering the sharing of
Tesources.

5.2.2 Cooperative programs, othe. than {radi-
tionalinterlibrary loan, shall be encouraged for the
purposz 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 recelving but demands a willingness to
giveor share on the part of each library. This may
mean a commitment of time, money, and person-
nel, but it {s necessary if ¢t {sthe 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 Lbrary shall be
consistent with reasor.able demand.

Commentary
The number of hours per week that library ser-
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vices should b2 available will.vary,. depending
.uponsich factars as whether the college isin an ur-
‘ban orniral setting, teaching methods used, condi-
tions in the dormitories, and whether.the student
‘body is primarily resident or commiiting. In any
case, library-scheduling should ' be respoisive;to:
reasonable-local need: In some institutions usess
-may need access to study facilities and to the collec-
“tions, in whole or ini part, during more hours of thie
week than they requiré the personal services of li-
brarians. However; during the normal hours of op-
eratior: the usets 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 toone htindred hours per week,
whereas around-the-clock access to the library’s
collection and/or facilities may in some cases.be
warranted.

5.4 Whereacademic programs are offered at off-
campus sites, library services shall be provided in
accord with ACRL’s “Guidelines for Extended
Cumpus Library Services.”

Commentary
Special library problems exist for colleges that

provide off-campus instructional programs. Stu-
dents in such programs must be provided with li-

-brary services in accord with ACRL’s “Guidelines

‘for Extended Campus Library. Services.” These
guidelines suggest that such ser-ricés be financed on
a_regular basis, that 2 libiarian be specifically
charged with the delivery of such services, that the
library implications of such programs be consid-
ered before program approval, and the* courses so
taught encourage library use. Services should be
designed to meet the different information and
bibliographic rieeds 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.

Commnientary

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 takesinto ,
consideration, the size of the student body, the size of the staff and its spane requirements, and the
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number.of volumes in the collections. To the result of this calculation muist be added such space as
-may be required to house and service nonprint materials end microforms, to provide bibliographic
instruction to groups, and to arcommodate equipment and services associated with various forms of
‘library technology.

a. Space forusers. The seating requirement for the library of a college where less than fifty perc: 1t
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 FTL students. Each study station shall be
assumned to require 25 to 35 square feet of flonr space, depending upon its fun-*{on.

b. Space for books. The space allocated for books shall be adequate to: .xommodate a convenient
and orderly distribution of the collection according to the classification system(s) in use, and
should 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 0.03
For the next 300,000 volumes 0.08
For holdings above 600,000 volumes 0.07

¢. Space for staff. Space required for staff offices, service and work areas, catalogs, files, and equip-
ment, shall be approximately one-eighth of the sum of the space needed for books and nsers as
calculated under a) and b) above.

This formula indicates the net assignable area fequired 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 uséful for, library functions or purposes. (For an explana-

tion of this definition see The Measurement and Comparison of Physical Facilifies for Libraries,

American Library Assoctation, 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 B;'60-74% shall be graded C; and 50-59%
shall be zraded D. .

Y ARG s e
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istr"tion tnd mnintennnee and comfortablé read-
ing and study areas fot users. A'niew library build-
-ing should represent a coordi%ated planning effort
involvlng the libm'y director and staff, the coltege
adminlsmﬁon, and the arclutect with the direc-
tor rspons:ble for the preparation of ‘the building

The needs of. handwapped persons should re-
céive special attention end should be provided for
in compliance with the Architectural Barric-s Act
of 1968 (Public Law 90-480) and the Rehabilita-
tion Act of 1973, Section 504 (Public Law 93-516).
and their amendments

Partxcular\ considerdtion must. be given-to-any
present or fumre requirements for equipme it asso-

-ciated ‘with atitomated systems or other:applica.

“tions of library lechnology Among these might be
provision for new: winng, cabling, special chmate
control and max’ ‘mum- flexibility in thé use of
‘space: Consxderat.on shoy1d also be given to load-
bearing requirem.‘nts for 26mpact shelving and the
housing of mixed formats including microforms.

6.1 Thesize o thelibrarybuilding shall be deter-
mined by a for.nula (see Formula C) which takes
into accoun’ ‘the enrollment of the college, the ex-
tent and ature of its collections, and the size of its

staff.

6.2 In designing or managing a library building,
the functionality of floor plan and the use of space
shall be the paramount roncern.

-Commentary

The quality of a.building is. measuced by such
characteristics asthé utility and comfort of itsstudy
and office areas, the design and durability of its
furniture and equipment, the functional interrela-
tionships of its service and work areas, and the ease
and economy with which it can be operated and
uséd.

6.3 Excep? in certain circumstances, the coliege
Iibrary’s collections and services shall be adminis
tered within a single structure.

Commentary

Decentralized library facilities in a college have
some virtues, ard they L.esent some difficlties.
Primary among their virtues is their convenience to
the offices or laboratories of o2 members of the
teachxng faculty. Primary among their weaknesses
is the resulting fragmentation of the unity of
knowledge, the relative isolation of a branch li-
brary from must 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 sh,.».z that.
decentralized library facilities may not § i the
best academic or economic interest of a - . ege.

ZSGRL News
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Standard 7:
Administration )
Matters pertaining to college library admiinistra-
tion are treated in the several other Standards.
Matters of personnel administration, for example,
arediscussed under Standard 4, and fiscal adminis-
tration under Standard 8. Some important aspects

of library management, however, must be consid-
2red apart from the other Standards.

7.The college library shall be administered in a
manner which permits and encourages the fullest

-and mot effective use of avgilable library re-

saurces.

Commentary

The function of a library administrator is to di-
rzec and coordinate the components of the
fibrary—its staff, services, collections, buildings
and external relations—so 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 crder for the library to function effectively,
there must first 52 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 instructioral:program, 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 avthority of the li-
brary director and procedures for appointraent
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 Thereshall be a standing advisory committee

-comprised 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 committee—of which the library director

70
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shouid be an ex officio member— should be used to
convey both an awareness to the library of its users’
concerns, perceptions and needs, and an under-
standing to users of the library’s objectives and ca-
‘pabilities. The charge to the committee should be
specificand in writing,

7.4 The library.skall maintain written policies
and procedures manucls 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 training staff
and contribute to public understanding.

7.4.1. The library shall maintain a systematic
and continuous progra= for evaluating its perfor-
mance, for informing the community of its accom-
plishments, and for identifying needed improve-
ments.

Commentary

Tae library director, in conjunction with the
staff, should develop a program for evaluating the
library’s perfo:zfiiance. Objectives developed in ac-
cordance with thé goals of the institution should
play.a major part in this evaluation program. Sta-

tistics should be maintained for use in reports, to-

demonstrate trends, and in performance evalua-
“tion. In“addition, theé library director-and staff
members should sk the assistance of its standing
slibrary advisory cosmittee and other representa-
tives of the comm inity it serves.

7.5 The library shall be administered in accord
with thespirit of the ALA “Library Bill of Rights.”

Commentary

College librariés 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 ir 1529 as the “Library Bill of
Rights,” (amended 194; 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.

Siandard 8:
Budget
8 Thelibrary director shall have the responsibil-
ity for preparing, defending, and administering
ihe library budget in accord with agreed upon ob-
feetives,

Commentary

The library budget is a tunction of progr =
planning and defines the library’s objectives in fis-
cal terms. The objectives formuluted 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-

ERIC

L,

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-

Jpriation 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 vequired 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:

1. The scope, nature and level of the college cur-
riculum;

2. Instructional methods used, especially as they
relate to independent study;

3. The adequacy of existing collections and the
publishing rate in fieldis pertinent to the curricu-
lum;

4. The size,.or anticipated size, of the student
body and teaching faculty;

5. Theadequcy and availability ot other librari;
resources;

6. The range of services offerea vy 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 servics, etc.;

7. The extent of automation of operations and
services, with attendant costs;

8. Thzextent to which the lit ary already mects
the College L.ibrary Standzrds.

8.1.1 The library’s appropriation shall be aug-
mented above thesix percent level depending upon
the extent to which it bears responsibility for uc-
quiring, processing, and servicing audiovisual ma-
tertals and microcomputer resources.

Commentary

Itis difficult for an academclibrary that has not
traditionally been purchasing microcomputer and
audiovisual materials to accommodate such pur-
chases without some budgetary increase. The level
of expenditure dependsupon whether or not the in-
stitution has an audiovisual center ser arate from
thelibrary that acquiresand Ajaintains 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 \he
library.

71

March 1986 / 159




E73E)

SO

pce

b
I
5
B
£
#
Ry

DRI

8.2 The library director shall have sole authority
o apportion funds and initiate expenditures within
thelgybra'y budget and in accord with institutional,
-pot

Commentary
'Procedures for the preparation and defense of
budget ustimates, policles on budget approval, and
regulatio'ri concerning accounting and expendi-
tures vary from one institution to another. The li-
brary. director must- know and conforr to local
procedure. Sound Practices of planning and con-
** Al require that the director have sole responsibil-
-1.7 and authority for allocation—and within col-
‘lege pohcy, the real!ocation—of the library budget
dnJ:the initiation of expenditures against it. De-
pénding upon local factors; between 35% and
45% of thehbrary’s budget is normally allocated to
cqutsmon of resources,-and between 50% and
60% is expended for personnel.

8.3 The Iibrary shall maintain internai accounts
Jor approving itsinvoices for payment, monitoring
itsencumbrances, and evaluating the flow of its ex-

penditures.

Commentary

Periodicrepo:ts are necessary and provide an ac-
curateaccount of the funds allocated to the library.
‘They should be current and made accessible for fis-

* cal accountability.

Note:

Other works cited

American Library Association, Ad Hoc Com-
mittee on the Physical Facilities of Libraries. Mea-
surement and Comparison of Physical Facilities for
Librariés. Chicago: ALA, 1970.

“ACRL] Guidelines and Procedures for the
Screening and Appointment of Academic Librari-
ans.” CGRL News, September 1977, pp. 231-33.

“[ACRL] Guxdelmes for Extended Campus Li-
brary Services.” C&RL News, March 1982, pp.
86-88.

“[ACRL] Model Statement of Criteria and Pro-
cedures for Appointment, Promotion in Academic
Rank, and Tenure for College and University Li-
brarians.” C&GRL News, September and October
1973, pp. 192-95, 243-47.

“[ACKL] Standards for Faculty Status for Col-
lege and University Librarians.” C&RL.News,
May 1974, pp. 112-13.

[ACRL] Statément on the Terminal Profes-
sional Degree for Academic Librarians.” Chicago:
ALA/ACRL, 1975.

“Library Bill of Rights” (ALA Policy Manual,
Section 53.1). In the ALA Handbook of Organiza-
tion 1984/85. Chicago: ALA, 1984, pp. 217-18.

Library Education and Personnel Utilization: A
Statement of Polict Adopted by ALA Council.
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-’special collections

et
. *andhowto o s~ Which are parallel to those consid-

Samuel A. Streit, Chair

By the RBMS Ad Hoc Commiittee for Developing Transfer Guidelines

i{i The final version that was approved by the ALA Standards
;;,J,Committee (January 1983).

g )Nla.ny libraries inter ‘ionally acquire rare books,
‘:documents and z\v musmpts, but virtually. all 11-
" ‘braries acquire Edoks and documents which, with

time and changing circumstances, and regardlem

:lof intention, become rure, Oves time, they acquire
i aspecial cultural and historical value, and some:

times, a significant financial value in the market

. ;place,aswell The following guidelines relate to li-
" "brarians’ respensibility to identify rare and valu-
-able materials in general and open stack o~''ections

andto .mngefor their transfer tothe gxratexsecu-

-1ty of special collections dejartrients;

These guldelines reflect two pervasive anc un-

-derlying conditions which influence both the for-

mulaticyad the administration of transfer policy:
theider. 'cation of the rare and special, and the

complex interaction of library departments re-

“*While some librarics have had a good expe r-
ence with intermediate, restricted access coVec-
tions, others have not: The wisdom of wh-.dier to

vform themseemsto depend on circumstances pec

articular library and is not addressed ln
gu!l()lellns Note, however, that dicir use re-
decisions regarding wliat to transfer

‘ered here,

quired to effect changes in the records by which
readers arc 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

-uidelines are written to identify the general topics

to be considered in an adequate transfer program.
The transfer policy

A successiu! transfer program depends upon co--

operation and coordination at every level of the li-
brary 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 administrs:

tively resoonsible for the transfer program, usually
the head of Special Collections, the Collection De-
velopment Officer, or the two in concert, The de-
veloprent of selection criteria and transfer proce-
dures depends upon wide agreement among, and
must involve all relevant componeats of, the li-
brary: these will generally include Soecial Collec-
tions, Reference, Cataloging, Gifts Circulation,
Preservation and Collection Development ~ad
may includesystems representatives in librariesun-
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T ‘dergo!nz aulomation.

The transfer policy must:

.1..promulgate publicly the library’s definition
of, nndpollcytownd rare and special collections;
sh'onglyjmﬁfylng measures beirig taken to pro-
tect rare nuterlds, and describing how these mea-
mwﬂ!enhaneetbeimumﬁonsraoum incar-
rying odt its mission;,

2. establish firm lines of authority for the con-
duct of an economical and expeditious program;

3, list the criteria of rarity beingused in selecting
transfer items, which may be influenced to some
extent by the nature and strengths of the library’s

and spedal ‘collections;

T4, setforthclwprocedumtobefollor edinthe
. transfer process, including procedure:. Jor recom-
-mending transfer, altering bibliographic and cir-
culation records, ‘and inspection by the Preserva-
tion Officer; and

5. stipulate procedures whereby readers can re-
quest individunl transfer items:

In many institutions' it will be useful to solicit
comments from faculty, students and/or other
well-informed rzsearch’rs, consult with staff-at
otherlibravies, orbringin acoraulo nt to review or
advise on statement preparation.

Once completed, the palicy 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 selic-
tion criteria;

2. physical relocation and processing; and

3. record changes.

1. Identification of materials

Ideally, a transfer program will systematically
inventory large segmentsof the general collections,
examining eack item individually and reviewing
the bibliographic records for each: catalog cards,
compiterized records, accession or shelf list and so
on.

Few libraries, however, will findsuch a compre-
hensive review possible. They will opt instead tore-
view materials and records selectively, perhaps as
part of a piogram with another purpose. Regard-
less of how broadly, or narrowly, based the trans-
fer program is, the direct inspection of both indi-
vidual tramfer candidates and their corresponding
bibliographic records is usually essential. A sele2-
tive program based on knowledge of the history of
the collection and designed to review-areas of
hze::m strength may meet a substantial part of the
n

A selectivefeview may include any of the follow-
ing:

a.readingtheshelves (ore.amining the shelf list)
in classifications known-~or thought—to contain
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candidates for transfer, such as early or locnl im- H
prints;

b._reviewing chronological files for early im-
prints of particular interest and value; or

¢. producing from machine-readable records re--
view lists based ou imprint date, place of publica-
tion, literary genre or subject, or any combination
of similar keys.

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. photeduplication;

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.w :

Any of these activities may incidentally locate-
multiple copies in the collection, the retention Gr
disposal of which will be determined by local pol-

icy.

2. Conservation treatment

Corservation 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 promptlv when thelo-
cation of an item has been changed. The most ef-
fective way to do this is through recataloging. This
‘may, Lowever, prove beyond themeans of librarjes
:'awd with the transfer of a substantial numbzr of

tems.

The following techniques have obvious attrac-
tions (economic) and disadvantages (reduced de-
cess to the collections). Still, a library might choose
to:

a. annotate (or jacket) catalog cards; all cards
might be treated or, less successfully, on.ly some
{e.g., main entry);

‘li). charge transferred items via a circulaiion rec-
ord;

c. indicate ininachine readable records a change
inlocation;

d. place a dummy in the old location to refer to




“%. transfet all materials published prior to a
stafed date (e.g:, 1751 or 1801) in some o all sub-
jectclassifications without record changes but with
. general publicity. Thissystematic change has been
-received well in some libraries.

s

.

L What to transfer
*:" " The.transfer decision should simultaneously
- . -évaluate the unique qualities of an item and apply
-, sinstitutional policy. Thus the candidate for trans-
- & fer (6.g., an 18th-century book) may fall within the
,". -scope of an éxisting special collections or rare book
- collection dévelopment policy. Selection for trans-
.. -fer iniplies that 2l similar items in the collection
: .. '(e:g., all books in original bindings printed before
- .1751) ought also be conisidered.
"~ ‘Theconstraints on policy are familiar: The insti-
-tutional ‘mission and the resources—personnel,
_space and equipment, technology,,andéliudget—-
- ~"needed to conduct that mission. The interaction
"between mission and resources dictates realism
- and, often, compromise. Defining what is rare or
7. .unique is not always obvious, and cecisions will
- varyamong institutions. Still, certain general crite-
> ria apply in evaluating an item for transfer:
o 1, age;
2. intrinsic chavacteristics and qualities;
3. condition;
*4. bibliographical, research or market value.
. Y1 age
: The longer an item has survived, the more
worthwhile saving it probably becomes; as an item
:  ages jt becomes one of a decreasing number of wit-
1 “nesses to its own time. Consequently there is now
universal agreement on the need to protect 15th-
century printing, even if fragmentary or presént in
““leaf” books. There is growing agreement on the
same grounds to protect all materials, regardless of
form or condition, printed be‘ore 1801. There is
> less general agreement on books of later date 'and
b 02 *regional incunables”—books published in a lo-
I cality or region in the first years (or decades) aftcr
! printing wasestablished in them—in spite of a con-
sensus that responsibility for them must somehow
be distributed among many institutions.

> -2, Intrinsic characteridtics
* + Booksmay posse's intellectual value, artifactual
~ valie, or both. For tnse books of intellectual but
ot artifactual value institutional circumstances
may necessitate partial or complete substitution of
e origina by microform or photocopy. But items
¥ .th artifactual value, e.g., finely printed or
bound books, manuseripts, drawings or other orig-
tinal ast work including tipped-in photographs, re-
. guireyjecial protection of the objects themselves.
" . "Such material will require transfer.
It is generally recoguized that miniatuze books
(10 centimeters or smaller) are too vulnerable for
-open stacks and that many books with prints and
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original photographs—ofien produced in limited
quantities—are vulnerable to mutilation and de-
serve protection. .

Other categories on which there iz 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. 1decorated end papers;

f. Bine printi. g;

g printing on veilum or highly unusual paper;

h. vélumes or portfolios containing unbound
plates;

i. books with valuable maps;

j- broadsides, pusters and printed ephemera;

k. books by local authors of particular note;

1. material requiring security (.g., booksinunu-
sual formats, erotica or materials that are difficult

-to replace).

3. Condition

While agz itself dictates transfer for our oldest
surviving books, condition may be more important
in judging mote recent material. All values of the
book—scholarly, bibliographical, and market—
may be greatly affected by condition. Copies that
are badly.worn, much repaired or rebound, should
notautomatically be considered fo: .ransfer, unless
the age of the material preempts condition as a eri-
terion.

The duraZility of most library. materials pro-
duced since the mid-nineteenth century has de-
clined drastically. It isnow increasingly difficult to
locate even representative examples of many nine-
teenth and twewtieth century printingand binding
processes in fine original condition. So many vol-
umes have required rebinding, for example, that
therichnessof 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 1ssued
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 considerztion should be
given to their retention.

4. Bibli ygraphical, research or market value .

The ‘tarity and importance of individual books
are not always self-evident. Some books, for exam-
ple, were produced in circumstances which virtu-
ally guarantee theis rarity (e.g., Confederate im-
Lrints). ’

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 niatiire of importance to a particular
ﬁe]d of study.or genre of literature;

4.-restricted or limited publlcation,

5. the cost of acquisition.

Oldér reference works and-early periodicals still
needed for :general use frequently become quite
valuubleand may require careful consideration for
transfer, especially if fatsimile of other reprint edi-
:i;:ls are availableto replace them on the open

ves.

Selected reading

The development, definition and updating of a
transfer policy is a complex and ongoing process. It
requiresthe exercise of lmaynadon and good judg-

. ment, and profits from wide and informed read-

ing. Al!hough there is 1io literatire dealing with

transfer per se; the following books, selected from -

the large lltemtureof books abuut books and book
collecting, may provide special help to those

Reprinted from College & Research Libraries News, September 1987, a publication of the.
Association of College and Research Libraries, a division of the American Lzbrary

-Association.

policies.

1.Brook,G.L. BooksandBook Collecting. Lon:
don: Andre Deutsch, 1980.
2. Carter, John. ABCforBook Collectors, 6th

ed. rev. by Nicolas Barker. London: Granada‘

Books, 1980.
3. Carter, John. Taste and Technique in Book

Collecting: London: Private Libraries Assoc.;
-1982.

4. Cave, Roderick. Rare Book Librarianship.
2nd rev. ed., New York: R.R. Bowker, 1983.

g Gnskell Philip. A New Intrnduction toB{bli- )

ogranhy. New York: Oxford University Press,
1972.

6. Peters, Jean, ed. Book Collecting: A Modern

Guide. New York: R.R. Bowker, 1977.

7. Peters; Jean. Collectible Books: Some:New.

Paths. New York: R.R. Bowker, 1979.

8. Schreyer, Alice D. Rare Books, 1933-84. New -
) York: R.R. Bowker, 1984. ll}.’ .
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'Equoui-': Note: -Draft 11 of this document, pre-
-pared by the ACRL Rarc Book and Manuscripts
:Section's Ad Hoc Curimittee on Security, was

approved-hy the RBMS Executive Committee,
‘Monday,:25 January 1952,

Your comments are incited. Send them to;
Peter E. Hanff, Chair, RBMS Committee on Se-

- :curity, Technical Services, Bancroft Library,

University of California, Berkeley, CA 94720,
L -INTnobucnion . 1
~One of the major problems in the administra-

-tion> of rare book, manuseript, and other special

collections is-the security of those collections.

“Thefts have great’y increased in the past few

vears because 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-
clal collection.administrators have the responsibil-
ity of securing their collections from theR. Secu-
rity arrangements will vary from institution to in-
stitntion, depending on staffing, physical setting,
and use of the collections; these guidelines are
written to ideotify the general topics to be con-
sidered in an adequate sccurity program,

1. Tue Secvrity OFFICER

A senior stall member should be named Secu-
rity Officer, .with the respansibility and authority
to carry out the security program. The identity of
the Security Officer should be made widely

‘known, especially among those persons responsi:
“ble for handling incoming telephone calls and let-

ters. The Security.Dfficer’s first priority should
be to plan a program, starting with a survey of
the collections, including physical layout and
stulf, and secking the advice and assistaince 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 Tusk

Force be -named to liring problen arcas 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 hish.risk areas'of viilnerability.
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Guidelines for the Security of .
Rare Book, Manuscript, and |
Other Special Collections %

(Draft IT)

I11. THE Security PoLicy '

A policy on the security of the collections -
_should be written by the Security Officer, in con-

sultation with"the administration, stafl, legal au-
thorities, and other, knowledgeahle persons. The
policy -shouid ' 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 local and (where appropriate) national legal -

suthorities. The Security Policy should be kept

up-to-date with current names and telephone -

numbers,

1V. Tue SeeciAL 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 publie should have access only to the publie

areas, not work areas or stack space. A reuding.

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 stall member should check readers be-
fore they go into the secure area, and when they
Jeave 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. TuE STAFF

An atmospliere of trust and mutual concern for.
the collections is probably the best insurance

against theft by the stafl, although close.and’

equitable supervision is essential. The staff should
be chusen carefully, and background:checks
should be made at the time of hiring. Bonding of
the staff should be considered. A major weak
point-in any securit; system is disgruntled- staff
who-may seek revenge thro-gh tlie destruction of
cullections. Staff should krow their responsibility
for security and know their legal rights in han-
dling possiblc problems. Staff should also adhere
to-the same security procedures as readers,. in
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- eneralincluding keeping records of use of mate-
“nls by staff, checking their belongings when en-
o ering and leaving the secure aréa, and keeping
4 -nnecessary personal items out of the secure
fr. ~vork areas. The Security: Officer should make
: raining the stafl. in sccurity measures a high
S0 wlority, .
VL. TuE READERS
- The special collections administrator must care-
.ully.balance:the responsibility to make materials
vailable to researchers with the responsibility to
‘nsure- the security of *he materials. Readers
' hould be.required to present photographic iden-
L {ification and a reasonable explanation of their
" ieed to use the materlals. This check is especially
mportant in the use of archival and. manuscript
ollections. Each reader-should have an oricnta-
fon-to the collections and.to the security proce-
Jurés before using the collections. Readers
“iould not be allowed to take extraneons personal
naierlals (for example, nutebouks, briefcases,
¢ teavy coats, books, or voluminous papers) into
; he reading room. Lockers or some kind of secure
ger should- be provided for pefsonal items. The
i «eeders should be watched st all times, and not
illowed to hide their work behind. bookcases,
i ooktrucks, piles of books, or any other obstacles.
teaders should be limited to only those books,
nanuscripts, or other items which are needed at
;e time to perform the research at kand. Each
" tem should be checked before heing given to the
eader, and when returned. Readers should be
. cqulred to return all librury materials before
¢aving the reading room area, even if they plan
.0 return later in the day to continue their re-
wearch. Readers should not be allowed to trade
waterdals, nor tu have access to materials anather
‘esder has chiecked out. The special collections
AefF must be able to identify who has used which
naterial by keepiing-adequate check-out records.
fhese records shiould be kept indefinitely.

VIL ‘THe COLLECTIONS

i Administrators of special collections must be
\ble to identify the naterials in their collections.
_Hiere are several mcans to this end. For exam-
ale,. sdequate accession records should be kept,
wid cataloging and listings in finding aids should
se as detailed as possible. Other means are rec-
wds and lists kept to fulfill the requirements of
nsurance policies. Unprocessed materials should
jot he made availuble to rescarchers wllhoul
areful checking. There are several ways of mak-
.ng the matcrials themselves identifiable: marking
with indelible ink following the -RBMS Guidelines
. for. Marking (see Appendix & low), other, forms of
mnrklng, and keeping pholocoples of “valuable
_ materials, Con:!i::é'ﬁ reports huve alio proved
" useful. Marlduﬁ or photocopying, must of ncces-
: Q 1ost collections be a selective process,

l: KC ful thought given to which materials are
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to be.so protected. The more valuable items may
also be segregated from the collections into
higher. security arcas and not released to readers
except under special circumstances.

VHI. THE LEGAL RESPONSIBILITIES

The administrators of special collections must
know the laws for dealing with theft lpplluble in
their political and geographical area, ~ ‘A mem-
bers must know their legal rights‘iii stopping
thefts, whilé not infringing on the vights of the
suspected thief. The administrator must report
any thefts to the law enforcement agencies with
jurisdiction in the area, and must take tesponsl-
bility to prosecute thieves. Materials stlen
should be reported to Bookline Alert: Missing
Books and-Manuscripts (BAMBAM), 121 East.
78th Streetr, New York, NY 10027, telephone
(212) 737-2715, a national program for theft con-
tro}, endorsed by the Rare Books & Manuscripts
Scction of ACRL. An additional possihility is an
advertisement in the Stolen Books column of AB
Bookman's Weekly {P.O. Box AB, Clifton, Nj
07015). Listings in BAMBAM (whlch -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. CUNCLUSION

Securily 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 consvi'ants both within the
rare book, manuscript, and special collections
community and in law enforzément and insurance
professions. It is perhaps tne most important and
most difficult area of special collections adminis-
tration. Still, the effods of the entire staff with
the final responsibility vested in one senior .staff

member, consults’ion and cooperation with local .-

and other law enforcement agencies, and report-.
ing losses to wroper authorities will result in de-
terring thieves and in recovering materials whes
stolen.

.Appendix:
Guidelines for Marking Rare Books,
Manuscripts, and other Special Collections

1. INTRODUCTION

There has been much thoughtful discussion in
recent years regarding the. appropriateness of
penmanently marking rare -books, manuscripts,
and other special collections. The guidelines -
which follow are intended to aid those libraries:
and_other institutions which hrve decided that
they will mark their materials. The guidelines are
intended primarily to provide as.consistent and
uniform & practice-as posslble. given the variety
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and: spcclal nature of the matérials: conccrned
*“They are addressed only.to, those librarics and
1" .other.institutions who clect’ to use marking as
< part of -their overall security lmngements. and
,they attempt to strike a balance between the im-
S plicallons of two>major censiderations: deterrence
} visibility, permanence) and ‘integrity of the
document (both physical and sesthetic).
27 11. GENERAL RECOMMENDATIONS
* General recommendations are:
‘L. That a form of permanent ink be used for
i 2 ~marking.
¢ 2. That secret, marking as & primary identifica
tion device be avoided.

3. That.the ownership mark be placed where it
can easily be located (but not in a place that is
too proninent or disRiguring).

: 4. That it be placed away from text or image on
‘both sides of the'lea.
“. For the sake of uniformity ard otlier advan-
-tages, marking In ink has_been preferred to em-
-bossing or perforating. Visible marking is meant
to reduge or obviate the need for seeret marking,
which lacks an immediate deterrénce® value.
<Placement of the ownership mark w!ll always be
. matter of carcful and trained judgment, varying
C uvordlng to each decument, For the purposes of
* these guidclines, the place selected should be as
¢, close to the.lower portion as possible, on the
o versc; at a site that is blank on both sides of the
.leaf, and removed sufficiently from the text ur
-image on the side of the leaf on which it is placed
* :to avoid dishigurement or confusion. Where ciz-
cumstances or peculiarities of the item do not
allow the above to be readily followed, marking
may bs deferred until further consensus is
.reached.

RO SEt

1. SPECIFIC RECOMMENDATIONS

: Marks should be located as follows:

; 1. Medieval and Renaistance Manuscripts. On

the verso of t&+ first leaf of urincipal text, on the

inner margin, approximale to the last line of text.
Additional 'merkings may be necded when the

ftem ir:a composite manuscript or otherwise has a
substantial text that may be broken away without
noticcable injury to the volume. The location of
each subsequent marldng would be the same, i.e.
lower Inper margin, approximate to-tl e fast line
of the text. When the manuscript is too tightly
bound t6 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
.possible. The mark should be so placed that it
myy not be excised without extreme cropping. {In
-manuscripts ofdouble columns the mark might
. brilocated in.the blank arca between the two
T "colun-ns)
2, Incunabufa and ‘Early Printed Books. On
) - of the first leaf of principal text on-the
_KCner margin, approximate to the last line

of text. Follow the same instructions as g.ven
under- Mcdieval and Renaissance Manuscripts
above, with the samé precautions and alterna--
tives.

3. Leaf Books, Single Leaves-from Manu-
scripts, bc. On either verso or recto, at the
lower portion of-the text or image of each leaf.
The choice may be determined by the Jocument
itself if one of the sides has more ‘importance (ow-
ing to an illustration, manulcript 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

cpposite to that which is to carry the mark. If the
back side is entirely blank, the ownership mark
may be placed freely in areas other than the
lower margin.

5. Multiple- Lea[ Manuscript Letters, -Docu-
ments, Newspapers, Ephemera. On.the verso of .
the first leal in the lower margin, It may be ap-
propriate to place an additional mark later in the

..work if a portion (such as a fomous signature,

paper seal, fiyst 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_placeinent
here is designed to spare the title-page, half-title,
dédication page, etc., which in many valuable
productions have a separate aesthetic appeal not
to be disfigured cven on the verso. As in the case
of multiple-!»af materials (see above, no. %)
additional ‘markings may be indicated for those
internal items (illustration, maps, etc.) that may
have separate marketable value.

IV..KIND OF INK AND EQUIPMENT

The ink used should be permanent (te. suf
ficiently difficult . remove to act'in most cases as
a deterrent), inert in itself and in Conservation
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
Manuseripts, may serve as an example.

V. FORM AND §i2< OF MARK

The size should be kept to a nitnimum {ca.
5-point type size for lettering). The.form should
be made up of initials identifying the institution
as succinctly as possible, based on the National
Union Catulog symbols, and suitable for arranging’
in lists to c{rculale ‘to dealers, auctios houses,
collzctors, etc.

V1. CANCELLATION OF MARK

Do nol attempt to obliterate marks ¢f owner- .
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the event that the material is to be deacces-
sioned. No system-has yet been devised for can-
celling marks which cannot be imitated with rela-
tive ease by thievey, and there seems no alterna-

ship made_according tosthese guidelines, cven in:

S

maiuscript, or other document. Permanent recs.
ords should be kept of denccessioned material’
containing marks of ownership made according to
these guidelines, and the material itsell when re.:
leased should be accompanied by & signed letter’

tive bui'to assume permanent responsibility for  of authorization on institutional stationery. -'

thefact of one's mark of owuenhlp in a book,

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 Collége and Research Li- .
. braries, 50 E. Huron St., Chicago, IL 60611.
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in libraries

By the RBMS Security Committee
William A. Moffett, Chair

Guidelines regarding thefts

Directors in January 1988.

The final version, approved by the ACRL Board of

Thc “Guidelines Regarding Thefts in Librarics™
have been developed by the ACRL Rure Books and
Manuscripts Section’s Security Committee has de-
veloped over the past cight years, The Cominittee
began in 1978 with an ad hoc charge to develop
guidelines for the marking of rare materials so that
they could be proper'y identified when recovered.
First published in 107, 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, andc-+e-
rently under revision by the Committee (sce draft
in C&RL News, March 1982, pp.90-93).

From 1983 to 198 successive drefts of the guide-
lines were teviewed 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
discovered, “What to do after a theft occurs™; and

, “Model legislation: Theft and mutilation of library
materials,” which the Committec hopes lbraries
and ACRL Chapters will take to their state legisla-

* turestostrengthen thelaws for the prosecution and
punichment of library thieves. A final draft wasap-
proved at ALA Annual Conference in 1986 and
published in CORL News, November 1986.
pp.646-49. Open hearing- were held at the ALA
Midwinter Meeting in January 1987. No revisions

. Q ndatisns were offered, so the guidelines
E MC pproved by the RBMS Exccutive Commit-
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tas, the ACRL Standards and Accreditation Com-
mitice, the ACRI. Board of Directors, and the ALA
Staadards Cominittee (the latter two taking place
atthe ALA Midwinter Meeting in 1985).

The RBMS Sccurity Committee has emphasized
two important points about these guidelines. First,
the guidelines are interrclated and shouid be con-
sidered in conjunction with the previously pub-
lished guidelines as well. Second, the guidelines
concern all library thefts, not just those which may
occur in rare book, manuseript, and othes special
collections depastnicnts within a library systein.
Some informal surveys over the past few yearshave
shown that these latter departments have stronger
physical and procedural security systems in placr
than do their parent librarics for the gencral collee-
tions. Publicized thefts, furthermore. such as the
James Shinn case, show that thieves, rather than
infiltrating established systems, instead pilfer fromn
open stacks where rare materials acquired years
before remain unidentified and unprotected. The
Committee itself conducted one informal, geo-
graphicsurvey in 1982 among special colicetionsli-
brariesand found that most had security policies in
place following the RBMS general guidelines or
had developed parallel guidelines on their own. An
ARL/Office of Management Studies survey in 196«
as part of its SPEC Kit on “Collection Security in
ALL Libraries” showed, however, that only 32%
of the eighty-nine responding libraries had ap-
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-~ 39inted a security officer and only-15% had.writ-
*. ien security policies'tg follow.
"7 “Perhapsitis timefor ACRL: and ALA toconsider
" .he serious problem of library thefts-as a library-
vide issue father than limiting the concern to rave
* “yooks, manuscripts,-and other Special collections.
- -The Rare-Books and Manuscripts Section stands
eady, to develop and eo-snansor. ACRL and'ALA
v .rograms at annual .conférences which will edu-
©  “ate all librarians about the epidemic proportions
Aflibrary thefts and the means to cope with them.

. Guidelines for what to do before
£ a library theft occurs

« = Library security officer
‘Appoint a senior library staff member as Secu-
sity Officer who has delegated atthority from the
- brary and the institution to act on their-behalf,
-orking with the institution’s legal counsel and se-
urity force.

i .

‘L: Secrity planning group

Form'a group made up of the library Security
* - Mficer and other appropriate personnel to develop
:) specific plan of action to follow when a theft is
¥ iscovered.
¢ L Publicity

Establish liaison with the institution’s public re-
. ltions office fo that timely.and accurate an-
: . Juncements can be made to the press when a theft
i -discovered.

[y T~

7.:Law enforcement
A. Establish contact with law enforcement
*  -jencies—institutional, local, state, and/or
deral—to determine who will be called and un-
¢ rwhatcircumstances. The library should main-
¢ .in alist of contacts in each level of law enforce-
_ ent and discuss .he plan of action with each. The
Alue of materials or other circumstances will dic-
te which law enforcement ageacy will handle the
.. se; for example, the FBIinay become involved if
*. ‘e dollar amount exceeds a minimum level, and
_ e U.S."Customs..nay be involved if stolen items

ight be smuggled out of the country.
B.-Wo kwith thelibrary’s institutional ad.ninis.
ation {4*nsure support. for the prosecution of
*  ieves. 7 is support may range from an active
3% llingness to participate in the collection of evi-
7 ~.nce to be turned over to the District Attorney or
! §. Attorney for turther consideration, or it may
“olve direct participation in the prosecution by
sinstitution. '

2. Work, with appropriate institutional, local,
d state groups to lobby for strengthening of state
. s segarding library, thefts and for diligent prose-

:jon of such crimes.

".Other outside contacts

’."Eétablis’h liaison with local rare book, mani-

3 m_land second-hand dealers to inform thiém of

l: lk\l‘c«y;s-pol_l;gting areas. Thieves sometimes
rooowb
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try tosell stolen property quickly; and dealers with
knowledge of-the library's collections can recog-
nize, or at least be suspicious of, materials they
kno{»}v the library collects which are offered t7
them. L
B:Report the name of thelibrary’'s Security Offi-
cer to the RBMS Sécurity Committee and note
changes. The RBMS Security Committee will com~
pile a list of the security officers annually. The list
will be available from the ACRL office anp will be
-forwarded to the Antiquarian Booksellers A ‘a-
tion of Amcrica (ABAA). '
C. Establish liaison with the-national, online
network, Bookline Alert/Missing Books and Manu-
scripts (BAMBAM) so that theftr can be reported
*mmediately upon discovery. BAMBAM -may be
used-not only to report missing books but also to
check when materials dre offered to the library.

V1. Preventive measures in the library

A. Implement the RBMS Guidelines for the Se-
curity of Rare Book, Manuscript, end Other Spe-
cial Collections (1982), available from the ACRL
Offl'ce. - b

B. Coordinate work in the library to assure
proper ownership marksappear on the ingtitution’
holcizgs, providing proof that materials, if stolen;
belong to the library. The RBMS Security. Commit-
tee urges the use of its marking guidelines (an ap-
pendix to the security guidelines mentioned above)
for rare materials. The Committee also recorn-
mends recording distinctive charact ristics of indi-
vidual copies in cataloguing :otes as another means
of identifying appropriate items.

C. Begin a process of reviewing materials in the
library’s general-collections and open stacks for
consideration of transfer to Special Collections or
to a caged, limit d access area of the library. The
RBMS Transfer, guidelines (C&-RL News, Ju-
ly/August 1985,.pp 349-52) will help the hbrary.

-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 Libraries Group Conspectus.
While the ‘task seems overwhelming' for libraries
large and small,‘the Comnittee recommends that
libraries make a beginning.

VII. Addresses

The Security Committee, ACRL Rare Books &
Manuscripts Section, ACRL/ALA, 50 East Huron
Street, Chicago, IL 60611-2795.

Daniel and Xatherine Leab, BAMBAM, P.O
Box 1236, Wishington, CT 06793; (212) 737-2715.

Checklist of what to do after a theft occurs
from a iibrary

1. Notification
Notification of Security Officer 2ad appropriate

O R

library administrators upon suspicion that a theft
has occurred.

Ii. Discovery of theft
The library’s collection of evidence 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.
e Discovery.of rystematic pattern of loss.
#Recevery of materials stolen from library.
®Other evidence.

I11.’Evaluation

Security Officer’s evaluation of evidence with
administration, iaw enforcement personnel, li-
brary. security group, and legal counsel as appro-
priate, and determination of action

IV. Actions

sNotify Bookline Alert/Missing Beoks and Man-
uscripts (BAMBAM), and other appropriate net-
works.

#Notify local booksellers. and approprize spe-
cialist dealers.

® Request action from law enforcement agen-
cies. Contacts:

®Request action fiom legal authorities. Con-
tacts
V. Puolicity

#Security officer meets with adininistration
and public relations officer to plan appropriate
publicity strategy.

#Security of-_er or public-reiations officer pre-
pares news releases to alert staff and communits to
problem and action.

®Security officer or public reiations officer han-
dles inquiries frem news media.

V1. Security.officer’s coordination of staff efforts
¢Compilation of insentories.
® Arrangement for appraisals of loss or recovers
®Preparation of communications to staff about
progress on cise.
s \aintenance of inte na} records of actions fol-
lowed during progress  case.

Draft of model legislation: Theft and
mutilation of library materials

Declaration of purpose

.Because of the.rising incidence of library theft
and mutilaticn of library .inateials, libraries are
suffering serious losses of books and other library
property. In order to assure that research materials
are avatlable for public usg, it is the policy of this
state to provide librari¢s and their employees and
agents with.lcgal protection to ensure security for
their collections. J« is the policy of-this state to af-
firm that, local; state and federal prosecution of
crimes affecting books or other library property is
executed.with the same degree of diligence as isex-

ercised in prosecution of crimes affecting all other
forms of property. Federal statute pertaining to
stolen property is designed not orly to implement
federal-state co-operation in apprehending and
pumshing crimnals w ho utilize, or cause to be vti-
lized, channels of interstate commerce for trans-
portation of property (in value of $3,000 or more)
of which the owner has beer: wrongfully deprived,
but also to deter origiral theft.

Definition of terms

“Library” means any public library . any Lorary
of an educational, benevolent, hereditary, histori-
cai 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, mznuscript, 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’ prosessing 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.

Proposéd wor ding

Section I.a.) Any person who willfuly, malij-
ciouslv of wantonly writes upon, injures. defaces.
tears, cuts. inutilates. or destroys any bock oz other
library property belonging to, o loan tc, or other-
wise in the custody - Vibrary shali t guilty ¢fa
crime.

Section 1.b.) The willful concealment of a book
orother librzry propérty upon the person or among
the belongings of the person or concealed upon the
prrson or amony the belongings of another while
still on the picmises of a library shall be prima facie
evidencs of intent to commit larceny thereof.

Seetion I ¢ } The willful removal of a book or

ther librarv property in contravention of library
regulations shall be prima facie evidence of intent
to commit larceny thereof

Section 1.d.) The willful alteration or destruc-
tion of library owne.ship records, electronic or cat-
alogue records retained apa:® from or asplied di-
rectiy to a book or other library property-shall be
prima facie evidence of intent to commit larceny of
a book or other librazy property.

Section 11.a.) An adult agent or employ ee of a li-
brary who has reasonable grounds to believe thata
person committed, was committing, or was at-
tempting to commit the acts described in Section |
may stop such person. Immediatcly upon stopping
such person the library employee shall-identify
himself ard state the reason for stoppirg the per-
son. If after the initial confrontaticn with the per-
son tnder suspicion; che adult agent ur library em-
ployee has reasonable grounds to beli¢ve that at thie
‘time stopped the person committed. iwas coriait-
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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, Inno caseshall the de-
tention be for a period of more than one-half (!/z)
hour. Said detention must be accomplished ina
reasonable manncr without unreasonable re-
straints o excessive force, and may, takz place only
on'the premises of the'library where the alleged
crime occurred. berarypremxsesxrcludfsthemte-
rior 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 the‘land on which such building,
structure; or other enclosure islocated. Any person
5o 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 provideany. other informa-
tion nor shall any written and/or signed statement
be elicited from him until a peace officer has teken
him into custody. The said employec or agent may,
huwever, examine said property which the em-
ployee or agent has reasonable grounds to believe
was unlawfully taken ac set forth in Sections I.b
and/or I,c. or injured or destroyed as set forth in
Sections I.a andfor I.d. should the person detained

_refuse tosurrender the item. for examination, alim-

ited and reasonable search may be conducted.
Only packages, shopping bags, handbags, orother
property in the immediate possession of the person
detained, but rot including any clothing worn by
the person, may be searched.

.Section I1.b.) For'the purposes of Section II.a
“reasonable groundz” shall include, but not belim-
itec'to, knowledge ti...t a person has ~oncealed or
injured a book or other library property while on

the premises of the library.
Section I1.c.) In detaining a peison whom the

employee or agent of the library has reasonable _ .

.grounds to believe committed, was committing or

was rittempting to commit any of the crimes'se.
forthi in Section I, the said employee or agent may
use a reasonable amount of nondeadly force when
and oply when such force is necessary to-protect
himself or to prévent the escape of the person being
detained or the loss of the library's property.

Section III. An adult agent or employee of a }i-

brary who stops, detains and/or causes the arrest of
any person pursuant to Section II shall not be held
civilly liable for false arrest, false 1mpnsonmen'

unlawful detention, assault, battery, defamationv
of character, malicious prosécution or invasion of
civil rights of the person stopped, detained and/or
arrested, provided that in stopping, detaining or
causing the arrest of the persen, the adult agent or
cmployee had at the time of taestop ping, detention-

or arrest reasonable grounds tobelievethat the per-_

son‘had committed, was committing, or was at-
terapting to commit any of the crimes set forthin
Section 1.

Séction 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 I felony.

Theaggregate valueof all property referred to in

a single indictment'shall constitute the value °

thereof.
Section V. A copy or abstract of thisact shall be
posted and prominently displayed in all libraries.
Section VI. This act shall take effect upon pas-
sage.
| | B

Reprinted from C&RL News, March 1988, a publication of the Association of Uollege and Research Libraries,

a division of the American Library Association.
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In Januaiy 1980, vthe ACRL Standards and-Ac-
creditation ‘Comimittée ‘undertook ‘the. review of
the 13-year-old Guidellnes for l.lbrary Services
to Extenston Students ito'deteintine if-a revision
of these’ guldellnes was appropriate. - Membership.
of the-Committee.at:the-time this project: was

“first: discusied ‘included Marjorie C.. Dennin, di-

fector of Jeariiing resourcés, Annandalé Campus,.
*Northern Virginia.Community’ College; James T,
‘Dodson, - - (chain), director, University of- Texas at
Dnllas‘l.lbnry ‘Jane G:. Flener, associate direc-
tor, Unlversﬂy ‘of Michigin- Libraries;” Peter C.
Haskell,: director, Franklin and Marshail College-
Libmy George-V: "Hodowanec, director-of the
library, Emporia_Stete: University; Jay. K. Lucker,
director of libraries, . Massachusetts Iristitute .of
‘Technology; - “Elfzabéth (M. Salzér; -librarian, J.
Henry-Meyer: Memorial Library of Stanford Uni-
verslty Libraries; and *Barbara“J: ‘Williams Jen-
kins, ‘Cirector, Somh Carolina State College L.

~:Brary. '‘Sirice Jund-1980; the- followlng mem-

bership char.zes have; océnired: : Pitricia - Anp
‘Sacks, . dln.:ia: ‘of>libraries, ‘Muhlenberg and
Cedar.Cresc’ Cullr‘ges replaced James T, Dodsor:
&s chair of the oammittee, and Irene B. Hoadley,
directo: of librariés, Texas A &:M University, re-
plwed Jane Fleﬂer

Follc-ving a sum.y of the ACRL: membcnhlp,
k] dnft of proposed revised guideline, for- xibrat ’
“services to extension students was pmpared «aid
further .responses were solicited, -Hearings wére
held during the 1981 ALA Midwinter Cenfer-
ence. The _published draft was- revised by the
Commlttee to reflect testimcny and written Te-
sponses, and approved.by the ACRL Board on
January 26.

INTRODUCTION

Changing patteriis within higher education dur-
ing the last few deudes have placed:breader. de-
mands on. library . resources and _si tvices. Four
factors- have necesslt:ted the review of library-
setvloes to’ extension students: theigmwn‘ng im-
porunoe of continuing “educetion.and” off-campuss
programs; ‘the open admissions policy at many
colleges and universities and the- corresponding
‘change in the student-body; . vrotiferation of
academic programs-and an increase -in the

=number of locations at which they are oﬂ'ered

ard, new technological’ advancements and the in-
cresse, .n the complexity and quantlty of Inﬁmnn-
tional” resources. ‘These exogenous factors nave
called for & review of library setvices an the main
campuses -and. have necessitated the revision of
the guidelines of library service for eontlnulng
éducation and off campus services.

“Guidelines for Extended Campus Library Ser-
vices” supersede the 1957 “Guidelines for Lilirary
Service. -0 Extension - Students.” The change in

s for Extended

Gampus Library Services

-of library services arid an expanded: concept of

-c-mpus scademic’ programs. The revised
-gram, courses-attended i1 person or by, méans of - :
to npld(-change, these .guldelines provide & ~*

.adequate services and reflect standard manage-

title was-made to account for both a wider range
what should be i:cluded in supportin 3 extended. - -

g‘.\ldellnes :pply to library services for institus. <
nal programs offer>d-on oZmpus as well 2s off- -
‘campus, courses hken for credit.or on & non-
credit . basis, :programs pursued on a.full time-
buls or as.part of a_continuing.education pro:.

electronic tnnsmlsslon, or-any other nonmdi-k'
tional, program. which - extends  beyond:the - usual
¢oncept of hlgher education. o
‘Because ex(ended umpus programs are charac- |
terized by a-high degree of diversity and subject . :

'frameworl. for ‘developing extended ‘campus li- -%
brary services without being prescriptive or nor> %
mative.. The six major sechons—PllnnIng, Fi-
‘nances, Perwonnel, Facilities,, Resources, snd
Services—articulate the necessary, conditions for |

ment pncﬂees
Dsnnmons

The p!mse “extended campus library services” -
covers library programs designed for non- .
traditional.and/or continuing education st \dents 2
and faculty. 'The cotirses may be credit 5: non-
credit, ‘the students .matricuiated or non-
matriculated, full-time.or. part-time, and the- -
classes taug,ht at & main campus, branch. umpus,
or off-campus locs*ion.

wrimh 3 Y

ASSUMFTIONS

1) The academic library is primarily responsible: . ;
for Identlfylng, developing, and-prosiding re-
sourcs; and services-which address the irforma-
tion needs-of. studeénts-cad favalty iafextended‘ 0
campus programs. v

2) The library’s parent institution- = responsible ~ .
for providing support which-addresses the infor- "¢
mation needs of i(s extended campur, prograis.

3) Effective services for extended campus :
communities may- differ from established prac;
:tices. The requirements of the instructional pre:
gram rathef than tradition should guide the I H
brary’s responsévs 10 dsfined neede’ o3

PLANNING o

To identify the information rieeds of’ strdenis “>

and faculty in extended campi’ -programs, .#id™
artange. to meet these needs, the library should:

1) Assess the needs of itsextended campus
community- for libruy!resourccs sefvices'..id:
facilities.

2) Prepars & :written, profile of° the :tended'
community’s information needs. ,;.;‘
3) Develop a written statement of objectives, ,
‘including immediate ‘and:long-range goals, ad-" "
dressing -the needs and outlining methods. by:..*
.which progress toward” the- atwnment of “these,1
sl can be easred: .

‘x‘u.’:Ah PR
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4) Involve. npproprhte extcnned nuuemlc
-community representatives, including the faculty,
Jn the formation of the objectives and the regular
-evalustion of their.achievement.

FINANCES®

The llbmy thould provide continuing. financial

suppa"ﬂ for. nddressing the needs of the extended
cempus co.munity.” ‘This financing should be:-
1) Related to:the’ formally-deﬁned needs and

) . demands of the. instnictional program

2)'Allocated on' & sdledu!e uutchlng the parent

- “institution’s budgeting

cycle.
3).1dentified within'the Blmry s budget request
.and '.@enditme reporting statements.
-4) Accommodated to contractual arrangements
-involving external sgencies, incliding affiliated,
but h\dependeuﬂy-suppoﬁed libraries.

Pusonum.

Quallﬁed library personnel should be employed
-to plan.-implement, and- evaluate library pro-
gramis addressingthe. needs of extended campus
students and faculty. This requlm

1), Persons with the capacity and skills to iden-
ﬁfybneeds #nd- nspom'l to them flexibly aid érea-

2) sufficient Z-ambors to attain defiried goals
»and objectivez.

3) Chsziﬁuﬁon status, and salary scales for ex-
tended campus  library staff that are equivalent to
those ptovided for other library employees.

Fr'unzs

“The- ‘library should provide facilities and
equipment sufficient in size, number, and scope

‘to attain the objectives, of the cxtended campus.

rognmx Excinplee of 2 table ariangements in-

clude:

1) Contracts with a non-d'ﬁlhted Ilbnry t pro-
vide resousces and/or services..

2) An of site library office for consuMtations, ac-
cess to.ready. refnenee oollectiom. :onllne data

.base searching «nd interlibrary loan scrvices.

3) Telephone .consultation services and/or pair-
ing of students-and faculty -with a staff member
who will respond to their needs.

-4)°A branch library when a sufficient number.of
‘glasses are offered at an off-sitc location.

RESOURCES

Access to library materials in sufficient
nimber, scope, and format (print and non-print)
should be provided to:
| 1) Accommodate’ the: studm needs in ful:ilé
ing course uslgnments. ind ng requked

. assigned ieidings and research pa

'2) Accommodate tud\lng needs lncludlng the
\prepanuon of instructional materials and the ap-
pllcalkn- of various- modes of lpstmctkm

Prognms granting associate ¢ sgrees should

" provide. access. to eoiiectlons,whlch meet the

-N"
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Gnk!elines for Two-Year College lnmiug Re-
-sources.

Iy md the “Statement on Qusn-
titative Standards.” Programs. granting bac-

.uhure.teormutersdem should provide ac-,

cess to collections. which meet-the shndmh de.
fined by the “Standards.fir College Libraries.”

-Programs offering doc(ontedeyeesshouldpro—

vide “access- to- collections- which meet the
standards defined by ‘the “Standards for Univer-

sity Libraries.”

~ ‘SERVICES

o s v
tended. campus_programs to
meet effectively a wide-range of different:infor-
mation and biblographic needs. Examples of ‘ar-
rangements which may meet these needs include:
1) Reference : mlshnee
2) Electronic ... 3smission of information.

3) Computer-assisted- bibliographic and. infor-

mation services.

'4) Instruction'in bibliography and the use of in-
formation tools and equipment.

5) Assisiance with non-print media and equip-
ment.

6) Reciprocal borrowing referrals and lnt-;ll- -

“Eiary loan services.
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ly Iriply on-site access, or the ‘other forins "dis-' . ] AcHente’s, o5
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