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ABSTRACT

This  study  was  carried  out  in  order  to  ascertain  what  types  of

tasks  were  being  performed  by  student  assistants  employed  in  Learning

Resource  Centers   (LRC's)   of  the  Community  Colleges  in  the  Virginia

Community  College  System.     Also  determined  were  the  percentage  of

duties  normally  performed  by  the  students  which  were  routine  and  cleri-

cal  in  nature.     The  study  attempted  to  discover  ways  for  students  to

be  utilized  more  effectively  to  benefit  both  the  LRC  and  the  students.

This  study  was  conducted  by  sending  a  questionnaire  to  the

Director  of  Learning  Resources  at  every  campus  of  each  college  in  the

System.     The  questionnaire  was  prepared  by  creating  a  listing  of  jobs

students  might  perform  in  each  department  of  the  Learning  Resource

Center   (i.e. ,   library,   audio-visual  department,   and  learning  laboratory).

The  job  descriptions  were  compiled  by  searching  pertinent  literature

and  through  consultation  with  staff  members  in  each  department  of  the

LRC  at  one  of  the  community  colleges   in  the  system.

Of  the  twenty-nine  centers  queried,   twenty-six  completed  and

returned  the  questionnaire.     One  hundred  seventeen  different  tasks

were  described  in  the  questionnaire  and  the  respondents  indicated  that

108  of  these  tasks  were  usually,   or  alwasy,   performed  by  student

assistants  in  at  least  one  Learning  Resource  Center  in  the  system.

However,   when  means  were  calculated  to  find  which  jobs  were  normally

performed  by  students  throughout  the  system,   only  thirty-one  of  the

117  answers  which  indicated  that  students  normally  performed  those  jobs.

Seventy-seven  of  the  tasks  were  usually  or  always  performed

by  students  in  at  least  one  of  the  centers,  but  not  by  students  through-

out  the  system.     The  recommendation  was  made  that  the   Learning  Resource

Centers  within  the  system  consider  assigning  students  to  some  or  all

of  these  jobs,   at  least  on  an  experimental  basis.



PREFACE

This  study  was  undertaken  as  a  result  of  continuing  discussions

among  the  members  of  the  Learning  Resource  Center   (LRC)   Staff  at  New

River  Community  College  in  Dublin,   Virginia,   where  the  author  has  been

employed  as  a  Library  Assistant  for  five  years.     This   Learning  Resource

Center  employs  approximately  35  student  assistants  each  academic  year

and  the  professional  and  paraprofessional  staff  members  have  experi-

mented  as  to  the  most  efficient  ways  to  use  these  students.

Occasionally,   the  question  of  student  utilization  has  been  dis-

cussed  with  LRC  personnel   from  other  schools.     However,   no  systematic

evaluation  of  procedures  has  been  completed.     It  is  hoped  that  this

study  will  aid  not  only  the  New  River  LRC  Staff ,   but  also  other  Learning

Resource  Centers  in  the  Virginia  Community  College  System  to  better

utilize  the  student  assistants  they  employ.

Special  thanks  are  extended  to  the  following  people  for  their

assistance  in  formulation  of  the  task  descriptions  used  in  the  ques-

tionnaire.

From  New  River  Community  College

Mr.   Clyde  H.   Stephens,   Director  of  the   LRC
Mr.   Arthur  R.   Donnelly,   Coordinator  of  Library  Services
Mrs.   Phyllis  A.   Mink,   Circulation  Assistant
Mr.   Lee  G.   Anderson,   A-V  Technician
Mrs.   June  C.   Miller,   Secretary  to  the  LRC  Director

From  Radford  College,   Radford,   Virginia

Mr.   C.   Edward  Huber,   Library  Director
Miss  Greta  A.   Williams,   Assistant  Librarian
Dr.   Robert  J.   Lockwood,   Professor  of  Education
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Chapter  I

INTRODUCTION

A  search  for  more  effective  ways  to  utilize  student  assistants

in  Leaning  Resource  Centers   (LRC's)   of  community  colleges  within  the

Virginia  Community  College  System   (VCCS)   prompted  this   study.     Composed

of  23  separate  colleges  with  a  total  of  29  campuses,   the  System  has  had

no  organized  method  of  interchange  on  this  subject.

STATEMENT   OF   THE   PROBLEM

Most  of  these  Centers  have  not  had  a  sufficient  number  of  perm-

anent  full  time  staff members  to  provide  all  the  services  which  are

necessary  to  operate  effectively.     Given  the  present  economic  situation,

the  State  Personnel  Board  has  just  completed  a  study  of  Community    Col-

lege  staffing  and  has  decreased  the  number  of  authorized  LRC  staff

members,  which  will  compound  the  problem.     This  lack  of  sufficient  staff

has  caused  LRC's  to  utilize  student  assistants  to  provide  essential

manpower.   Since  students  a.re  needed  in  LRC's  it  would  seem  to  be  logical

to  use  them  as  effectively  as  possible.

Student  a.ssistants  ha.ve  been  used  in  libraries  for  many  years

and  various  studies  ha.ve  been  done  on  a  four  year  college  or  university

level.  .  The  students  in  a  community  college  present  a  different  per-

sonnel  situation  for  the  LRC  than  those  of  a  four  year  school  in  that:

they  are  students  at  the  school  for  a  maximum  of  two  years  which  de-

creases  the  training  time  available  as  well  as  the  time  the  students
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will  be  employed;   all  VCCS  students  are  commuters,   which  creaLtes   sched-

uling  problems  not  found  on  a  dorm  campus;   the  LRC  does  not  have  access

to  specialized  skills  acquired  by  third  and  fourth  year  students.     In

addition  to  the  limitations  created  by  the  nature  of  the  school,  these

LRC's  incorported  the  Audio-Visual  and  Learning  Laboratory  functions  of

the  schools  as  well  as  the  Libraries,   adding  dimensions  of  service  po-

tential  not  covered  in  standard  library  student  assistant  studies.

A  current  study  of  how  students  perform  within  the  various

LRC's  in  the  System  might  provide  a.  guide  for  each  individual   LRC  as  to

the  other  ways  they  could  improve  services  by  using  students  to  perform

as  rna.ny  daily  clerical  details  as  possible,   as  well  as  any  more  detailed

assignments  they  can  be  trained  to  carry  out  successfully.

These  various  limitations  bring  to  mind  these  questions:

1.     What  types  of  tasks  are  performed  by  student  assistants  in  the

Learning  Resource  Centers  in  the  Virginia  Community  College  System?

2.     How  can  students  be  utilized  more  effectively  to  benefit  both

the  individual  LRC  and  the  students?

BASIC   ASSUMPTIONS

For  the  purpose  of  this  study  it  was  assumed  that  students  were

capable  of  performing  more  challenging,  useful  and  interesting  tasks

than  those  to  which  they  were  normally  assigned.     The  assumption  was

also  made  that  individual  LRC's  would  utilize  students  in  different

ways,   some  of  which  demanded  more  expertise  from  the  student  than  was

normally  required.

Through  a  compilation  of  these  more  demanding  skills  performed  in

the  various  LRC's  it  was  expected  that  a  pattern  of  student  employment



would  become  apparent  to  indicate  what  types  of  meaningful  assignments

students  have  performed.

DEFINITION   OF   TERMS

Audio-Visual  Department.   --The  department  within  each  LRC  which  is

responsible  for  the  audiovisual  services,  including  photography,

sign  making,   and  television  production  as  well  as  the  more  usual

types  of  audio-visual  equipment  used  for  instructional  purposes.

Clerical  Staff.   --  LRC  staff  members  who  are  clerks,   typists  or  sec-

retaries.

Learning  Laboratory.   --  The  department  in  the  LRC  which  works  with  in

dividua.I  faculty  members  to  create  and  produce  instructional

software  for  individual  and  classroom  use.

Library.   --  The  department  which  performs  the  norma.I  library  functions

for  the  LRC  and  also  can  provide  integrated  book  and  software

access  when  the  three  departments  a.1l  share  a  single  location.

Paraprofessional  Staff .   --  Staff  members  who  fill  positions  requiring

specialized  training.    Minimum  standards  for  each  position  are

set  by  the  Virginia  State  Depa.rtment  of  Personnel  and  usually

require  college  educational  credits  or  a  combination  of  edu-

cation  and  experience.

Professional  Staff.   --  Those  staff  members  who  fill  professional  po-

sitions  which  nomally  require  a  masters  degree  as  a  minimum.

Virginia  Community  College  System.   --  A  state  controlled  and  funded

network  of  23  community  colleges  each  operating  as  a  seperate

entity.

Chapter  2

HOW   OTHER   SCHOOLS   UTILIZE   STUDENT   ASSISTANTS

The  student  assistant  is  an  integral  part  of  the  staff  of  most

college  and  university  libraries.     In  a  survey  of  250  junior  college

libraries  Pamela  Reeves  reported  that  all  of  them  used  student  assis-

tants . i

Student  Assistants  in  Colleges
and  Universities

In  The  Universit Library  Wilson  and  Tauber  reported  that  a

1973-74  survey  of  64  large  university  libraries  revealed  that  the  median

number  of  hours  of  student  assistance  in  a  year  was  30,690.     Translated

into  work  days  per  year  this  is  the  equivalent  of  16  full  time  staff

members,   and  represents  22  percent  of  the  total  hours  worked  in  these

libraries.     Students  working  part  time  may  not  accomplish  as  much  as  full

time  staff  members,   however,   this  still  is  a  substantial  manpower  con-

tribution  even  when  considering  that  median  staff  size  for  those

university  libraries  was  55  persons.2

]Pamela  Reeves,   ''Junior  College  Libraries  Enter  the  Seventies,"

College  and  Research  Libraries,   34   (January,1973),11-12.

2Louis  Round  Wilson  and  Maurice  F.   Tauber,   The  University

Library   (2nd  ed.;   New  York:     Columbia  University  Press,1956),   pp.   260-
61.



Student  Assistants  in
Community  Colleges

Community  colleges  generally  are  much  smaller  in  size  than  most

colleges  and  universities  and  therefore  would  normally  have  smaller

libraries  and  fewer  student  assistants,  but  according  to  a  study  con-

ducted  by  Helen  Wheeler  in  1964,   43.6  percent  of  the  105  colleges  re-

sponding  to  her  questionnaire  had  more  than  five  student  workers.3

While  the  number  of  students  would  be  much  smaller  than  that  reported  by

the  university  libraries,  the  largest  staff  reported  in  the  Wheeler

study  had  only  nine  professiona.I  staff  members  and  reported  having  ''more

than  ten"  clerical  staff  members.     This  would  indicate  that  the  average

staff  in  a  community  college  library  would  be  less  than  one-third  the

size  of  those  studied  on  the  university  level.4

Job  Descri tions

Having  ascertained  that  student  assistants  are  utilized  in  col-

lege  libraries,   the  next  obvious  question  is:     what  do  they  do  in  those

hours  of  work?    The  ''Guidelines  for  Two-Year  College  Library  Learning

Resource  Centers"  specify  only  that  "Student  assistants  are  employed  to

supplement  the  work  of  the  supportive  staff."    The  narrative  which

follows  this  rule  explains  that  students  are  not  to  replace  full  time

staff  members,  but  are  to  be  used  to  perform  a  variety  of  assignments

including  encouraging  other  students  to  use  the  facility.5

3Helen  Rippier  Wheeler,   The  Community  College   Library,   (Hamden,
Connecticut,1965),   p.   54.

4Wheeler,   pp.   63,   72,   75.

5"Guidelines  for  Two-Year  College  Learning  Resources  Programs,"
College  and  Research   Libraries   News,11   (December,1972),   312.

6

Exactly  what  this  "variety  of  assignments"  consist  of  was  not

easily  ascertained.     E.   K.   Smith  did  a  survey  of  the  use  of  students  at

Wingate  college  in  North  Carolina  in  1965.     Wingatewas  a  junior  college,

but  the  study  treated  only  that  one  school.6    References  have  been  made

to  students  doing  clerical  and  door  checking  work,   audio-visual  work,

library  maintenance,   circulation  desk  work,   reference  desk  work,   shelv-

ing  books,   reading  shelves,   filing,   typing,   and  book  repair.7    But,   as

Keith  Cottam  reported,   "there  has  been  limited  published  discussion  of

the  role  of  the  student  employee  in  libraries.n8

Historical Findings

The  most  comprehensive  description  of  jobs  for  student  assis-

tants  found  was  a  training  guide  for  high  school  libraries  written  in

1933.     The  interesting  thing  about  this  guide  was  that  the  comprehensive

listing  of  work  assignments  given  varied  very  little  from  that  of  the

information  available  as  to  what  student  assistants  do  in  libraries

today.     The  only  apparent  changes  have  been  those  brought  about  by

changes  in  materials  used  because  of  technological  discoveries   (i.e.

students  no  longer  have  to  fill  the  inkwells).     Almost  without  exception

/6E.   K.   Smith,   ''Use  of  Student  Assistants  at  Wingate  College
Library,"  North  Carolina  Libraries,

71.   T.   Littleton,   "Training
eastern  Librarian, 6   (Summer,1956),
''Student  Assistants  and  the  College
(December   1,1934),   923-25;   see   also
Theimer,   Jr.,   "The  Use  and  Training
Reference  Desks  in  Selected  College
1975),193-200.

23   (Winter,1965),   55-59

Circulation  Assistants,"  South-
82-85;   see  also  Mildred  €IirT

Library,"  Library  Journal,   59
Laura  M.   Boyer  and  Willian  C.

of  Nonprofessional  Personnel  at
and  University  Libraries,"  36   (May,

8Keith  M.   Cottam,   ''Student  Employees  in  Academic   Libraries,"

College  and  Research  Libraries 31    (July,1970),   246-48.
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assignments  included  in  this  guide  were  routine  and  clerical  in  nature

and  scope.     With  all  the  advances  made  technologically  in  the  past  forty

years,   apparently  libraries  ha.ve  not  progressed  very  much  when  it  comes

to  employing  their  student  assistants.9

Two  other  reports  written  about  the  same  time  as  the  Bennett

book  were  published  as  articles  in Library  Journal.     Both  of  these

studies  provided  detailed  listings  of  jobs  performed  by  students.     One

of  these,   written  by  Mary  Elizabeth  Downey  even  included  "changing  desk

blotters."10     In  1938  A.   Barbara  Young  wrote  that  the  student  assistants

in  addition  to  assisting  the  library  staff,   ''.. .are  gaining  a  training

and  securing  knowledge  which  will  be  helpful  to  them  all  through  life."

This  report  also  noted  that  students  provided  library  coverage  during

lunch  hours.1l     Perhaps  these  studies  were  not  as  well  known  as  Wilma

Bennett's  because  they  were  quite  short  in  length  and  appeared  in  jour-

nals  instead  of  a  book  format.     Ms.   Bennett's  book  was  recommended  as  a

valuable  training  tool in  the  second  edition  of  The  Teacher-Librarian's

Handbook  which  was  in  its  eleventh  printing  in  1961.12

The  next  series  of  articles  on  student  assistants  and  library

non-professional  personnel  appeared  in  the  late  forties  and  early  fifties.

9Wilma  Bennett,   The  Student   Library  Assistant,    (New  York:   H.   W.
Wilson,1933),   pp.   5-8.

]°Mildred  Camp,   ''Student  Assistants  and  the  College  Library."
Library  Journal,   59   (December  I,1934),   923-5;   see  also  Ma.ry  Elizabeth
Downey,   ''Work  of  Student  Assistants  in  College  Libraries,"     Library
Joumal,   57   (December,1931),   417-20.

]LA.   Barbara  Young,   ''Student  Assistants,"  Library  Journal,   63

(January  15,1936),   42.
L2Mary  Peacock  Douglas,   The  Teacher-Librarian's  Handbook,   2nd

edition.     Chicago:     American  Library  Association,   1949,   p.   22.

8

Verna  Melum  wrote  the  first  of  these  articles  in  1949  as  a

report  on  a  study  to  ascertain  what  type  of  training  clerical  aides

should  receive.   She  stated  that  the  most  importaLnt  elements  were  super-

vised  praLctice  work  and  good  typing  skills.]3     Later  that  year  Zelda

Osborne  asked,   ''Can  Student  Aides  Do  the  Processing?"     She  concluded

that  they  could  perform  this  assignment  on  a  limited  basis.14

The  first  article  found  which  referred  specifically  to  junior

colleges  was  written  by  Ira  J.   Peskind  in  1951.     This  report  detailed

methods  for  organizing  an  audio-visual  unit  in  a  library.15    Herman

Smith  reported  on  the  organiza.tion  and  training  of  student  assistants  at

the  Pasadena  City  College  Library  a  year  later.     The  Pasadena  student

assistants  were  surveyed  and  reported  that  they  preferred  desk  work  and

disliked  reading  shelves.     Mr.   Smith  also  stressed  the  importance  of

varying  job  assignments  for  students.16

The  use  of  high  school  students  as  public  library  pages  was

described  by  Kathryn  Sexton  in  1953.     Two  points   she  made  were  that  good

training  ultimately  saves  staff  time  and  that  students  should  be  guided

into  good  work  habits  as  preparation  for  later  employment.]7

]3Vema  V.   Melum,   "Training  Clerical  Aides,"  Wilson  Library
Bulletin,   23   (May,1949),   692-93.

]4Zelda  Leigh  Osborne,   ''Can  Student  Aides  Do  the  Processing?"
Library  Journal,   74   (October 1,1949),1409+.

15Ira  J.   Peskind,   ''The  Organization  of  an  Audio-Visual  Unit  in  a
Junior  College  Library,"  College  and  Research  Libraries,   12 (January,
1951)    62-66.

]6Herman  L.   Smith,   "Organizing  and  Training  Student  Assistants

in  a  Junior  College  Library,"  Wilson  Library  Bulletin,   27   (October,
1952),163-65.
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An  article  about  the  training  of  circulation  assistants  at  the

University  of  North  Carolina  completed  the  series  of  articles  from  this

time  period.     At  the  University  Library  experienced  students  assisted  in

the  training  of  new  student  workers.18

The  decade  of  the  1960's  produced  a  useful  book  on  sma.111ibrary

operation. Entitled  The  Small  College  Library  and  written  by  Sister

Helen  Sheehan,   it  contained    an  entire  chapter  on  the  library  staff .

This  chapter  included  eight  pages  on  students  assistants.     She  cited  the

problem  of  rapid  turnover  of  student  staff  members.     Also  referred  to

was  the  scheduling  difficulty  encountered  when  cia.ss  hours  and  work

hours  conflicted.     Sister  Sheehan  stated  that,   ''it  is  far  more  econom-

ical  to  have  a  student  do  the  same  work,  or  at  least  the  same  type  of

work. . ."  and  stressed  that  it  wa.s  important  for  students  to  understand

and  appreciate  the  work  they  did.     She  made  no  reference  to  providing

students  with  a  broad  base  of  experience  in  different  work  areas.19

There  were  two  reports  of  interest  from  this  decade.     In  1961

Rose  W.   Kinzer  wrote  an  article  for  Junior  College  Journal  on  the

library  aide  or  clerk.     She  emphasized  that  utilization  of  aides  and

clerks  could  free  trained  personnel  to  perform  tasks  requiring  greater

skills.20    Five  months  later,  Alice  8.  Wright  published  a  guide  for

writing  a  student  assistant  training  books.     She  listed  some  jobs  for

181.   T.   Littleton,   "Training  Circulation  Assistants,"  South-
eastern  Librarian,   6   (Sulnmer,1956),   82-85.

]9Sister  Helen  Sheehan,   The  Small  College  Library,   (Westminster,
Maryland:      Newman  Press,1963),   pp.18-20.

2°Rose  W.   Kinzer,   ''A  Discussion  of  the  Library  Aide  or  Clerk:
His  Status  and  Training,"  Junior
217-24.

College  Journal,   32   (December,   1961)
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students  which  were  new  additions  to  the  listings.     These  new  tasks

were:  preparing  posters,   exhibits  and  displays;   compiling  simple  bib-

liographies;   and  providing  basic  reference  services.21

Other  than  the  exceptions  which  were  noted,   the  articles  written  in

the  1960's  varied  little  from  those  of  the  1930's  in  the  listings  of

assignments  for  students.     There  were  also  no  great  differences  in  the

reasons  for  employing  student  assistants.

Current  Writings

With  the  expansion  of  libraries  into  comprehensive  learning  re~

source  centers,  more  materials  have  been  written  to  clarify  the  new

organization.     Two  books  which  treat  the  LRC  concept  on  a  community

college  level  are  Organization  and  Administration  of  the Learning

Resource  Center  by  Allen  and  Allen22 and  The  Community  College  Library

by  Fritz  Veit.23    Audio  Visual  Instruction printed  a  detailed  listing  of

functions  performed  by  media  personnel  on  all  staff  levels  in  1974.24

One  final  aspect  of  the  subject  is  that  of  management  of  the

student  assistant,  which  was  considered  by  Betty  Jo  Mitchell  in  a  report

published  in  College  and  Research  Libraries  in  1973.     Mrs.   Mitchell

2]Alice  a.  Wright,   "Pages  and  Student  Assistants:   Their  Training
and  Care,"  Wilson  Library  Bull

tion

etin   ,   36   (May,1962),   739-48.

22Kenneth  W.   Allen  and  Loren  Allen,   Organization  and  Administra-

of  the  Learning  Resource Center,   Hamden,   Connecticut :
Press,   1973.

23Fritz  Veit,   The  Community College  Library,
Greenwood  Press,   1975

Shoe  String

Westport,   Connecticut :

24ncompetency  and  Task  List  for  Specialists  and  Technicians  in
Media  Management,  Media  Product  Development  and  Instruction  Program
Development,"  Audiovisual   Instruction, 19   (November,1974),   29-69
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stated  that  communication  among  staf f  members  was  one  of  the  most  im-

portant  things  for  supervisors  to  achieve.25

nif icance  of  Student  Jobs

Attitudes  toward  the  employment  of  student  assistants  have  ap-

parently  begun  to  change.    While  Guy  Lyle  stated  that  students  could

have  enough  variety  ln  their  routine  work  to  keep  it  from  becoming

boring,26  Keith  Cottam  expressed  the  opinion  that:   "Students  should  be

given  significant  tasks  in  their  library  experience,  work which  provides

them with  responsibilities  commensurate  with  their  abllitles  and  is

capable  of  promoting  critical  analysis  and  decision  making.    Mr.   Cottam

was  disturbed  that  library  student  assistants  were  always  "at  the

bottom  of  the  pile"  when  work  assignments  were  given.     By  failing  to

make  full  use  of  student  assistants,libraries  lost  a  valuable  contri-

bution  in  reaching  their  "maximum  level  of  service."27

Student  Assistants  in  LRC's
1n  the  Vir inia  S

In  surveying  the  employment  of  student  assistants  in  Learning

Resource  Centers  within  the  Virginia  Cormunity  College  System,   the  main

differences  which  were  expected  from  those  reported  in  other  studies

consisted  of  additions  to  the  job  description  list  to  cover  the  clerical

or  unskilled  tasks  involved  in  operation  of  audio-visual  departments

25Betty  jo  Mitchell,   "In-House  Training  of  Supervisory  Library
Assistants  in  a  Large  Academic  Library,"
34(March,1973),144-49.

26Guy  R.   Lyle,

Colle e  and  Research  Libraries

The  Administration  of  the  Colle e  Librar
ed.;   New  York:      H.   W.   Wilson,1974),   p.166.

27cottam,   p.247-48.

(4th
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and  learning  laboratories  which  had  been  combined  with  the  libraries  to

form  the  Learning  Resource  Centers.     Even  though  Mr.   Cottam  advocated

more  meaningful  assignments  for  student  assistants,  most  LRC's  were  not

expected  to  be  giving  their  students  any  jobs  but  those  of  a  clerical  or

repetitive  nature  on  a  regular  basis.     Because  community  colleges  had

students  for  a  maximum  of  two  years  it  was  thought  unlikely  that  they

were  having  students  perform  anything  other  than  routine,  menial  tasks

on  a  regular  basis.

With  these  observations  in  mind  the  study  was  designed  to

ascertain:

1.     What  duties  were  performed  by  student  assistants  in  the

Learning  Resource  Centers  within  the  Virginia  Community  College  System?

2.     What  percentage  of  the  duties  normally  performed  by  the

students  were  routine  and  clerical  in  nature?

3.     How  can  students  be  utilized  more  effectively  to  benefit

both  the  LRC  and  the  students?



Chapter  3

METHODOLOGY   0F   THE   STUDY

Type of  Questionnaire  Used

The  study  was  conducted  by  means  of  a  descriptive  questiormaire

sent  to  the  Director  of  Learning  Resources  at  each  of  the  23  Virginia

Community  Colleges  and  their  six  branch  campuses,  making  the  survey  base

a  total  of  twenty-nine  Leaning  Resource  Centers.     The  questionnaire

contained  a  general  information  section  to  elicit  statistical  infor-

mation  on  each  LRC  as  a  whole  and  then  three  separate  question  sections,

one  for  each  of  the  three  divisions  of  the  LRC:   the  library,  the  learn-

ing  laboratory  and  the  audio-visual  department.  All  questions  were  asked

of  those  persons  who  directly  supervised  the  student  assistants.     Before

the  survey  was  sent,  a  listing  of  those  questions  which  describe  duties

which  are  not  routine  and  clerical  in  nature  was  made.       These  questions

were  distributed  randomly  throughout  the  survey  questionnaire.

Formulation  of  the  Questionnaire

The  formulation  of  the  job  description  section  of  the  question-

naire  required  a  listing  of  possible  tasks  for  each  department  of  the

LRC.     This  was  prepared  by  first  compiling  a  combined  list  of  all  tasks

encountered  in  the  search  of  the  literature,  a.nd  then  adding  other  tasks

which  were  found  in  the  procedure  manuals  of  the  Learning  Resource  Cen-

ter  at  New  River  Community  College.1     The  compiled  list  was  then  divided

LKathy  Smith,   ''Circulation  Desk  Procedures  Manual"   (unpublished,
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by  the  departments  within  the  LRC  where  the  tasks  were  normally  per-

fomed.     These  separate  listings  were  then  given  to  the  members  of  the

respective  departments  at  the  New  River  Community  College  LRC  for  ad-

ditional  suggestions.     Personnel  at  the  Radford  College  Library  were

also  queried  a.s  to  any  additional  items  for  inclusion  in  the  final

questionnaire.   Because  no  list  could  hope  to  describe  every  task  per-

formed  by  students,  provision  was  made  for  respondents  to  include  their

comments  when  answering  the  questionnaire.

Descri tion  of  Data  Collection

A  questionnaire  was  mailed  to  the  LRC  Director  at  each  of  the

twenty-nine  VCCS  campuses  on  April   1,   1976.     Permission  to  conduct  the

study  was  granted  by  the  Research  and  Information  Committee  of  the  Ad-

visory  Council  of  Presidents  of  the  VCCS  before  the  questionnaires  were

mailed.   Each  questionnaire  was  accompanied  by  a  cover  letter  explaining

what  it  was  about  and  how  it  would  be  used.     The  letter  also  contained

instructions  as  to  how  to  complete  the  survey.     A    stamped  self-addressed

envelope  was  included  with  each  questionnaire.     All  respondents  were

requested  to  return  their  survey  forms  by  April  20,   1976.     On  April  22,

1976  telephone  calls  were  made  to  the  six  LRC's  which  ha.d  not  returned

their  questionnaires.     Three  of  these  were  subsequently  received,  making

the  total  response  26  of  the  original  29  campuses,  or  a  return  rate  of

89.69  percent.     Copies  of  the  cover  letter,   the  VCCS  Advisory  Council

approval  letter,   and  the  questionnaire  can  be  found  in  Appendix  A.

Dublin,   Virginia:     Leaning  Resource  Center,   New  River  Community  Col-
lege,1973);   see  also  Roberta  S.   White,   "Technical  Services  Office
Procedure  Manual"   (unpublished,   Dublin,   Virginia:     Learning  Resource
Center,   New  River  Community  College,   1975) .
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Analysis  of  Strengths
and  Weaknesses

The  selection  of  the  supervisors  as  the  persons  to  be  questioned

may  not  have  provided  a  completely  valid  evaluation  of  the  jobs  per-

formed  by  students.     The  students  might  have  had  an  entirely  different

idea  of  the  value  and  exact  maLke-up  of  the  duties  they  performed.     The

choice  to  survey  the  supervisors  was  made  because:      (I)   they  were  more

accessible  to  question;   (2)     they  are  a  permanent  part  of  LRC's  while

the  students  change  every  year  or  two;   (3)    hopefully,   the  results  of

the  survey  will  aid  the  supervisors  in  better  utilization  of  their

student  assistants.

The  Questions  to  be  Answered

The  questionnaire  responses  were  used  to  determine  the  answers

to  the  following  questions:

1.     What  duties  were  performed  by  student  assistants  in  the

Leaning  Resource  Centers  within  the  Virginia  Community  College  System?

2.     What  percentage  of  the  duties  normally  performed  by  the

students  were  routine  and  clerical  in  nature?

3.     How  can  students  be  utilized  more  effectively  to  benefit

both  the  LRC  and  the  students?

Limits  and  Definitions

For  the  purpose  of  this  study  the  following  limits  were  ob-

served :

1.     All   Lea.ming  Resource  Centers  studied  were  members  of  the

Virginia  Community  College  System,   and  included  the  Library,   Audio-

Visual  Department  and  Learning  Laboratory  whether  they  were  one  inte-

grated  unit  or  separate  departments.
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2.     Student  assistants  were  defined  as  those  students  working  on

a  part-time  basis  for  wages  in  the  Learning  Resource  Center.     (No  vol-

unteers  were  counted. )

3.     Routine  clerical  duties  were  defined  as  those  duties  re-

quiring  less  than  thirty  minutes  training  and  which  were  done  on  a

repetitive  schedule   (hourly,   daily,  weekly,   etc.).

4.     A  question  was  counted  as  receiving  an  affimative  answer,

meaning  that  the  students  normally  did  that  task,   if  it  received  a  mean

score  of  3.30  or  more  when  the  following  values  were  assigned  to  the

answers  for  each  question:

Alwa.ys
Usually
Sometimes
Rarely
Never

''Does  Not  Apply"  answers  were  not  counted  and  were  discarded  before  the

mean  was  calcula.ted.     The  3.30  mean  was  chosen  as  it  represented  that

students  performed  the  ta.sk  more  often  than  just  ''Sometimes."

Non-Routine  Duties

For  the  purposes  of  this  study  the  following  questions  were

defined  as  being  non-routine  in  nature:

LIBRARY

Circulation  section:     Numbers   2,   7,   9,11,14,18,   20,   21.

Technical   Services   section:     Numbers   2,   4,   7,   8,   11,   12,   15,

22,    24,    27.

Reference  and  Maintenance  section:     Numbers  6,   7,   8,   9,   11,

12.

AUDIO-VISUAL   DEPAR"ENT:      Numbers   I,   4,    11,    12,    13,    14,    15,    24,
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27'    30.

LEARNING   LABORATORY:       Numbers   6,    8,    9,    13,    14,    18,    19,    22.

Problems  With  the  Questionnaire

Due  to  a  typing  error  which  was  not  discovered  until  after  the

questionnaires  were  mailed,   questions  number  20  and  22  on  the  Audio-

Visual  sheet  described  the  same  duty.     Question  number  22  was  to  have

been  one  of  the  questions  which  was  considered  as  a  skilled  task.

However,   the  omission  of  this  question  probably  did  not  create  any

significant  change  in  the  results,   as  there  were  many  other  skilled

tasks  listed  in  the  Audio-Visual  section,   and  none  of  the  respondents

included  that  task  in  their  comments.

Treatment  of  Data

The  names  of  the  participating  Community  Colleges  are  listed

alphabetically  in  Appendix  8.

Identification  and  Treatment  of uestionnaire  Items.     After  all  the

questionnaires  were  received,   the  student  utilization  data  was  trans-

lated  into  keypunch  form  and  analyzed  by  computer  to  provide  the  follow-

ing  information  for  each  question:     (i)   the  absolute  frequency  of  each

answer  to  each  question;      (2)   the  relative  frequency  of  each  answer;   (3)

the  adjusted  frequency  when  missing  answers  were  discarded;   and   (4)   the

cumulative  frequency  in  percentages  running  from  the  "DQesn't  Apply"

answer  in  order  to  the  "Always"  answer.     Data  on  the  absolute  frequency

and  relative  frequency  for  each  question  are  presented  in  table  form  in

Appendix  C.     Although  the  instructions  requested  that  no  item  be  left

blank,   a  few  items  were  not  answered  by  some  respondents.     When  a  ques-

tion  was  not  answered  by  one  of  more  respondents,   the  percentages  in
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the  relative  frequency  table  will  not  total  loo.     No  individual  schools

were  identified  in  the  tabulations.

The  answers  received  to  the  information  cover  page  of  the  ques-

tionnaire  were  reported  on  the  General  Statistics  Table  in  Appendix  C.

Each  school  waLs  identified  by  name  here  as  this  information  was  not  of  a

confidential  nature.     One  school  failed  to  complete  this  page  of  the

questionnaire  and  was  listed  at  the  bottom  of  the  Table  with  no  data

given.

The  findings  of  the  survey  will  be  detailed  in  the  next  chapter

(Chapter  4)  with  each  section  of  the  LRC  being  considered  independently.

Chapter  5  will  draw  conclusions  from  the  overall  aspects  of  the  study

and  present  recommendations  for  further  study.



Chapter  4

PRESENT   UTILIZATION   0F   STUDENTS   IN
VIRGINIA   CO"UNITY   COLLEGE   LRC'S

The  twenty-six  LRC's  which  returned  the  completed  questionnaires

provided  a  quantity  of  data  to  be  evaluated.     First  to  be  considered

were  the  comparisons  to  be  drawn  from  the  general  information  provided

for  each  school.     Then  the  reports  on  the  specific  tasks  performed  by

student  assistants  were  analyzed.

Were   Students  Used?

All  of  the  schools  responding  to  the  questionnaire  reported  that

students  were  utilized  in  their  libraries  and  audio-visual  departments.

Of  the  twenty-six  schools,   however,   only  23  reported  using  students  in

their  learning  labora.tories.     The  questionnaire  did  not  provide  any

method  for  distinquishing  between  the  fact  that  a  learning  laboratory

existed  and  did  not  use  students,  and  the  fact  that  a  learniiig  labora-

tory  was  not  functioning  at  the  school.

How  Many  Student  Assistants
Were  Employed?

The  schools  within  the  Virginia  Community  College  System  varied

greatly  in  size,  with  the  smallest  reporting  a  student  body   (in  Full

Time  Equivilant   [FTE]   numbers)   of  329  students.     The   largest  campus  had

a  FTE  of  14,526  students,  but  this  was  much  larger  than  any  of  the  other

schools,   as  the  next   largest  campus  FTE  was  only  4,474.
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The  numbers  of  student  assistants  differed  as  much  as  the  FTE

for  the  schools.     Two  different  campuses  had  only  five  while  the  largest

student  staff  had  46  members.     One  interesting  aspect  of  these  statis-

tics  was  that  the  larger  campuses  did  not  make  the  most  extensive  use  of

student  assistants.     The  most  students  were  used  by  schools  which  had

student  bodies  with  FTE  between  1,000  and  1,600.     Of  the  six  schools

within  this  range,   four  reported  employing  more  thaLn  35  students.     The

next  largest  number  of  students  was  used  by  a  school  which  had  an  FTE  of

3,767  and  27  student  assistants.     All  other  campuses  reported  using  22

or  fewer  students.     There  appeared  to  be  no  correlation  between  student

body  size  and  the  number  of  student  assistants  enployed.

There  also  appeared  to  be  no  predictable  relationship  between

student  body  size  and  the  number  of  full  time  staff  members  employed,   as

the  ratio  of  staff  members  to  FTE  varied  from  1:47  to  1:484.     The  lar-

gest  ratio  of  students  to  staff  members  was  for  the  largest  school  and

the  smallest  ratio  was  for  the  smallest  school,  but  other  than  these  two

schools  there  seemed  to  be  no  consistent  staff  to  student  ratios.   This

became  evident  when  it  was  noted  that  the  third  largest  school  with  a

FTE  of  3,888  had  a  staff  to  student  ratio  of  1:144  while  another  school

with  less  than  half  a.s  many  students   (1,836)  had  a  staff  to  student

ratio  of  1:229.     In  actual  numbers,   the  full  time  staffs  varied  in  size

from  4  to  30  members.

Another  area  where  there  seemed  to  be  no  predictable  ratio  was

that  of  the  number  of  full  time  staff  members  to  student  assistants.  The

ratio  varied  from  one  staff  member  for  every  .5  student  assistants  to

one  staff  memberwas4.6  student  assistants,  with  the  largest  ratio  of
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student  workers  to  staff  members  being  in  the  1,000  to  1,600  FTE  student

range .

The  number  of  hours  that  the  LRC's  were  open  per  week  during  the

regular  school  session  ranged  from  56  to  79.     Because  of  the  differing

number  of  hours  the  LRC's  were  open,   the  average  number  of  student

workers  on  duty  at  one  time,  which  was  computed  from  the  total  number  of

hours  worked  per  year,  did  not  correlate  with  the  ratio  of  staff  to

student  assistants.    The  largest  number  calculated  from  statistics  pro-

vided  by  reporting  LRC's  was  6.0  students  on  duty  at  one  time.     When

estima.tes  were  ca.1culated  for  the  five  schools  which  did  not  provide

total  hours  worked  by  students,  two  of  the  schools  had  an  average  of

more  than  six  student  workers  on  duty  at  one  time.     These  estimates  were

made  by  adding  the  total  number  of  hours  reported  as  being  worked  by

students  and  dividing  this  total  by  the  number  of  students  employed.

The  average  number  of  hours  worked  by  each  student  in  the  system  was

calculated  at  363.4  hours  per  year.     For  each  school  which  omitted  the

total  number  of  student  hours  worked,   the  number  of  students  employed

was  multiplied  by  363.4  hours  to  achieve  an  estimate  of  hours  worked  per

year.     These  estimates  were  indicated  in  the  tables  by  enclosure  in

parentheses.     When  these  estimated  figures  were  included,   the  schools

which  had  more  than  six  student  workers  on  duty  at  one  time  ranged  in

size  from  I,066  to  3,767.     The  smallest  average  number  of  students  on

duty  was   .5  for  a  school  which  had  only  365  FTE  students.

There  was  one  consistent  pattern  noted  in  the  figures  reported.

In  every  school  the  average  number  of  students  working  at  a  time  never

exceeded  or  even  equaled  the  number  of  staff  members  on  duty.      (See  the

General  Statistics  Table  in  Appendix  C).     This  indicated  that  during
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some  normal  class  hours  very  few  students  were  working,   since  some  LRC's

reported  using  student  coverage  for  lunch  hours  and  evening  service.

What  Did  the  Student  Assistants
Actually  Do?

The  next  results  considered  were  tabulations  of  the  job  perfor-

mances  reported  on  the  questionnaires.     Each  department  of  the  Learning

Resource  Center  was  considered  individually,  beginning  with  the  library.

The  sections  of  the  library  were  tabulated  separately  and  then  the

totals  were  combined  to  give  an  overall  rating  for  the  library.

Library  -  Circulation.    The  questionnaire  for  the  Circulation  Section  of

the  library  contained  22  questions.     Only  three  of  the  22  did  not

receive  a  single  positive.  (Usually  or  Always)   answer,  meaning  that  19  of

the  duties  were  usually  or  always  performed  in  a  Leaning  Resource

Center  somewhere  within  the  System.     But,   when  means  were  calculated  for

each  of  these  19  tasks,  only  seven   (7)  of  them  received  affirmative

answers   (a  mean  of  3.30  or  more).     These  seven  tasks  were:

Question
Number

Job  Description

Man  checkout  desk  under  supervision
Re-card  returned  materials
Place  returned  materials  on  sorting

shelves
Re-shelve  returned  materials
Put  new  periodicals  on  display  racks
Put  daily  newspapers  on  display  racks
Read  shelves  to  check  for  proper  order

Mean

3.46
4.00

4.28
4.61
4.07
3.88
3.84

Indicates  that  this  was  considered  a  skilled  task.

The  seven  questions  which  had  a  mean  of  3.30  or  more  represented

36.8%  of  the  19  tasks  which  received  positive  answers.     The  two  skilled

tasks  in  this  category  represented  10.5%  of  the  total  tasks  which  were

given  positive  answers.     When  the  two  skilled  tasks  were  considered  in
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relation  to  the  total  of  seven  tasks  which  were  normally  performed  by

students   (a  mean  of  3.30  or  more),   they  represented  28.69:a  of  the  total

jobs  normally  performed  by  students  in  the  circulation  section  of  the

library.

Library  -Technical  Services.     The  Technical  Services  Questionnaire  had

29  tasks  listed  which  students  might  perform.     Of  these,   26  received  at

least  one  positive  answer.     Of  these  26  tasks,   only  six  had  a  mean  in

excess  of  3.30  and  none  of  these  were  considered  to  be  skilled  assign-

ments.   The  questions  receiving  affirmative  answers  were:

Question
Number

18
19

20
21
23

26

Job  Description Mean

Stamp  ownership  na.me  on  books   a  materials   3.64
Paste  in  book  pockets,   date  slips  and

book  plates                                                                    3.65
Mark  call  numbers  of  backs  of  books                3.35
Put  plastic  covers  on  book  jackets                  3.82
Do  preliminary  filing  of  catalog  cards

in  sorting  drawers                                                 3.83
Assist  with  inventory  of  books  and

materials                                                                      3. 64

The  affirmatively  answered  questions  represented  22.29:o  of  the

questions  which  received  positive  answers.     Since  there  were  no  skilled

tasks  which  received  affirmative  answers  the  percentage  for  this  cate-

gory  would  be  zero.

Library  -Reference.   This  section  was  the  shortest  of  the  entire  ques-

tionnaire,  being  composed  of  only  fifteen  questions.     All  but  one  of

these  received  a  minimum  of  one  positive  answer.     Four  of  the  questions

received  affirmative  answers  with  means  of  3.30  or  larger.     None  of

these  were  tasks  listed  as  being  in  the  skilled  category  which  required

a  training  time  of more  than  a  half  hour.

The  affirmatively  answered  tasks  were:

Question
Number

10

13
14
15

Job  Description

Reshelve  current  periodicals  and
newspapers

Straighten  tables  and  chairs
Reshelve  reference  books
Assist  patrons  in  use  of  photocopy

equipment

Mea.n

4.19
3.48
4.23

3.65

Twenty-eight  and  six  tenths  percent  of  those  questions  with

positive  answers  had  a  mean  of  3.30  or  more.     However,   there  were  no

skilled  questions  which  had  affirmative  means,   again  producing  a  zero

percentage  for  the  skilled  task  category.

Library  Statistics

Table  I

Comparison  of  Answers  Given  on  the
Library  Questionnaire
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Questions                          Skilled  Tasks  with  3.30+  Mean

Section NO. Positive Mean  of NO. 9:o  of  Affirmative %  of  Positive
Answers 3 . 30+ Answers* Answers=

CirculationTechnicalServices 2229 1927 76 20 28.6%0.0% I 0 . 5 9:o0.0%

Reference 15 13 4 0 0.0% 0.0%

Total 66 59 17 2 11.8% 3.3%

*    Affirmative  answers  were  those  having  a  mean  of  3.30  or
more .

=    Positive  answers  were  those  receiving  at  least  one  "Usually"
or  "Always"  answer.
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When  the  three  Library  Sections  of  the  questionnaire  were  con-

sidered  as  a  single  entity,   two  of  the  17  tasks  which  received  a  3.30  or

higher  mean  were  listed  as  skilled.     This  indicated  that  11.8%  of  the

library  tasks  which  were  normally  performed  by  students  were  in  the

skilled  category.     When  all  the  tasks  which  were  sometimes  performed  by

students  were  considered,   the  skilled  ta.sks  having  a  3.30  or  larger  mean

represented  only  3.39:o  of  the  tasks  ever  performed  by  students.   (See

Table   3.)

Audio-Visual   De artment

The  Audio-Visual  Questionnaire  was  the  longest,   containing  30

questions.     Due  to  a  typing  error,  however,   there  were  only  29  valid

questions,   as  question  number  22  was  an  exact  repeat  of  question  number

20.     Twenty-seven  of  the  29  valid  questions  received  at  least  one

positive  answer.     Affirmative  means  were  achieved  on  7  of  the  jobs

described  and  one  of  these  was  a  skilled  task.

Question
Number

Job  Description

1*               Help  set  up  audio-visual  equipment
2                 Circulate  audio-visual  equipment
6                  Deliver  and  pick  up  equipment
8                 Duplicate  audio  tapes

23                 Assist  in  equipment  inventory
28                  Answer  telephone
29                 Man  department  under  supervision

Mean

3.92
3.79
4.44
3.60
3.44
.i . 5 6
3.43

*    Indicates  a  skilled  task.

Of  the  positively  answered  questions,   24.1%  had  affirmative

answers   (a  mean  of  3.30+).     The  one  skilled  question  which  was  rated

affirmatively  represented  14.39o:a  of  the  tasks  rated  at  3.30  or  more.     The

one  skilled  task  also  was  3.4%  of  the  questions  which  received  positive

answers .
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When  the  answers  for  the  two  identical  questions  were  checked,

it  appeared  that  some  respondents  were  not  consistent  in  their  responses,

but  a  check  of  the  individual  answers  revealed  that  only  one  of  the  26

respondents  was  not  consistent  in  answering  these  two  questions.     In  two

cases  only  one  of  the  two  questions  was  answered  with  the  other  left

blank.     One  respondent  chose  to  answer  #20  and  leave  #22  blank,   while

the  other  respondent  chose  to  answer  #22  and  omitted  #20.     This  ac-

counted  for  the  difference  in  scores.

Ques tion            Sometimes         Rarely         Never
Number

Doesn' t                  No
App ly              Answer

20                                          5                               5                       13
22                                          4                               6                       14

There  were  no  "Always"  or  "Usually"  responses,

Learning  Laboratory

Three  of  the  twenty-six  respondents  indica.ted  that  no  students

were  utilized  in  their  Learning  Laboratories.     The  twenty-three  schools

which  used  students  gave  positive  answers  to  each  of  the  22  tasks

described  in  their  section  of  the  questionnaire.     Seven  of  the  22  received

affirmative  answers,  but  none  of  these  were  in  the  skilled  category.

Question                 Job  Description
Number

Check  out  software  to  patrons
Re-card  returned  materials
Reshelve  returned  materials

Mean

Assist  patrons  in  finding  materials                 3.57
Read  shelves  to  check  for  proper  shelf

order
Assist  with  software  inventory
Man  the  department  with  supervision

These  seven  tasks  represented  31,8%  of  the  positively  answered

questions.       As  noted  before,   affirmative  means  were  not  achieved  on  any

of  the  skilled  tasks,   giving  a  zero  percentage  for  the  skilled  category.
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Questionna.ire Statistical
Surmary

When  all  the  affirmatively  answered  questions  from  the  entire

questionnaire  were  considered  collectively,   they  represented  six  dif-

ferent  categories  of  tasks.     The  largest  number  answered  affirmatively

represented  eleven  different  tasks,  all  concerned  with  maintaining  order

within  the  LRC.     These  answers  referred  to  such  jobs  as  reshelving

materials,   shelving  new  materia.1s  and  straightening  tables  and  chairs.

Questions  which  were  concerned  with  the  circulation  and  use  of  equipment

and  those  which  involved  repetitive  manual  processing  tasks  each  re-

ceived  five  affirmative  answers.     Circulation  procedures  received  four

affirmative  answers  and  those  which  required  the  physical  presence  of

the  student   (i.e. ,   answering  the  telephone  or  manning  the  department)

Table   2

Types  of  Tasks  Receiving  Affirmative  Answers

Type  of  Task No.   of  Affirmative No.   of  Skilled Skilled  as   a  96
Answers Tasks of  Affirmative

Collection  Maintenance 11 3 9.7%

Equipment  Usage 5 0 0 .  0 9=o

Processing  Tasks 4 0 0 . 0 9o:a

Circulation 3 0 0 . 0 9o:a

Staff  Assistance 3 0 0.0%

Physical  Presence 3 0 0.0%

Total 31 3 9 .  7 9o:a
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and  tasks  in  which  the  student  acted  as  an  assistant  to  a  staff  member

performing  an  inventoryj each  received  three  affirmative  answers.     (See

Table  2.)     Of  the  questions  answered  affirmatively  only  9.7%  represented

those  tasks  requiring  a  measure  of  training  and  skill.

When  the  entire  questionnaire  was  considered,   117  tasks  were

described.     One  hundred  eight  of  these  received  a  positive  aLnswer  from

at  least  one  LRC.     The  percentage  of  skilled  tasks  receiving  affirmative

answers  in  relation  to  those  with  positive  answers  was  2.8%.   (See  Table

3.)

Table  3

LRC  Student  Utilization  Statistics

Department No.   of            No.   of          No.   of
Questions    Positive  Affirma.tive

Answers         Answers

Affirmatively  Skilled  as
Answered                a   9<o   of

Skilled  Tasks    Positive

Library
Circulation 22

Technical
Services              29

Re ference                15

Audio-Visual              29

Learning  Lab              22

Total          117

197

266

144

2:J7

2:2.                          7

108                       31

10.5%

0.0%

0 . 0 9:a

3.7%

0 . 0 9o:a

2.8%

Comments  Made   By  Res ondents

In  addition  to  the  ta.sks  described  on  the  questionnaires  some

of  the  respondents  a.Iso  noted  other  assignments  which  their  students

perform.
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Library  Section.     Some  of  the  comments  given  in  the  Library  Section

Were :

Update  serial  services  by  inserting  new  pages.
Run  errands  and  shelve  microfilm.
Xerox  library  cards  from  originals,   sometimes  manage  library  in

the  evening,   collect  fines  and  give  receipts.
MaLintain  circulation  of  A-V  equipment.
Type  bibliographies.
Filing  invoices,  updating  address  file.
Assemble  furniture  and  library  shelving,   instruct  students  in

use  of  microfilm  and  readers.
Pick  up  books  and  magazines   left  on  desks  and  carrels.

One  Libra.rian  noted,   ''. . .we  have  an  extremely  small   library

and  our  regular  staff  takes  care  of  these  things.     (Tasks  on  question-

naire).     Our  students  mainly  man  thecheck-out desk  and  reshelve  books."

Another  who  made  more  use  of  students  reported  that,   ". . .some  students

who  have  demonstrated  their  capability  and  who  have  worked  in  the

library  for  an  extended  period  of  time,"  are  given  more  responsible

assignments.

Audio-Visua.1   Section. Only  five  of  the  A-V  questionnaires  contained

comments  but  they  exhibited  a  wide  variety  of  tasks  not  covered  on  the

questionnaire.     However,  none  of  the  answers  were  reported  by  more  than

one  respondent.     The  extra  duties  described  were:

Daily  and  monthly  coding  of  reports  for  the  annual  report.
Filing  in  the  A-V  card  catalog.
Technical  processing  of  purchased  media.
Operation  of  equipment  and  software.
Pick  up  and  distribution  of  mail  and  packages.
Assisting  in  design  and  construction  of  special  cabinets,

tables,   and  equipment.
Housekeeping  chores  in  the  darkroom.

Leaning  Laboratory  Section. Several   Learning  Laboratory  Coordinators

listed  duties  not  described  in  the  survey.     Of  the  items  listed,   those

which  were  repeats  of  the  comments  on  the  A-V  report  were:

Getting  the  mail.
Cleaning  equipment.

Items  detailed  on  more  thaLn  one  questionnaire  were:

General  office  duties.
Routine  janitorial  work.
Scoring  tests.

Learning  Laboratory  personnel  also  reported  that  students  performed

the  following:

Mark  identification  on  equipment.
Administering  and  proctoring  of  tests.
Tabulation  of  laboratory  usage  records.
Developmental  math  tutoring.
Watering  plants.
Running  errands.
Field  testing  of  new  software  packages.

A  final  comment  made  on  one  of  the  survey  sheets  stated,

''. . .this  academic  year. . .the  Learning  Lab  has  been  fortunate  in  having

a  very  competent  and  hard  working  group  of  work-study  students. . ."

The  implication  was  that  the  answers  on  the  questions  were  a  direct

reflection  of  the  good  students  and  that  the  answers  would  have  been

different,   "...if  the  overall  level  of  competence  of  the  students  were

lower  as  it  has  been  in  the  past."

Summary
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All  responding  LRC's  utilized  students,   with  the  number  em-

ployed  ranging  from  five  to  46.     There  was  no  direct  correlation  between

student  body  size  and  the  number  of  student  assistants  employed.     The

ratio  of  full  time  staff  members  to  students  employed  also  had  no  con-

sistency.     The  number  of  hours  which  the  LRC's  were  open  each  week

varied  from  56  to  79.

In  the  Library  division  the  statistics  revealed  that  11.8%  of

the  tasks  normally  performed  by  students  were  in  the  skilled  category.



31

The  Audio-Visual  Departments  reported  that  14.3%  of  the  normal  student

duties  were  skilled  tasks.     No  skilled  tasks  received  affirmative

answers  on  the  Learning  Laboratory  questionnaire.     Overall  9.7%  of  the

jobs  students  normally  performed  were  classified  as  skilled.

Conclusions

Chapter    5

CONCLUSIONS   AND   POINTS   FOR   FURTHER   STUDY

This  study  generated  a  large  amount  of  data  concerning  what

students  do  and  do  not  do  in  Learning  Resource  Centers  within  the  Vir-

ginia  Community  College  System.     Perhaps,   to  the  detriment  of  the

student  workers  only  9.7%  of  the  affirmatively  answered  question  de-

scribed  skilled  tasks.     There  appears  to  be  a  measure  of  hope  for  better

utilization  of  students,  however,  because  108  of  the  117  jobs  described

are  being  performed  on  a  regular  basis  within  at  least  one  Learning

Resource  Center  in  the  System.     Perhaps  as  I.RC  personnel  become  aware  of

how  students  are  being  employed  in  other  schools  they  will  f ind  ways  to

expand  the  numbers  and  kinds  of  duties  which  they  assign  to  their

students .

As  a  f irst  step  in  better  student  Litilization  it  is  suggested

that  I.RC  personnel  consider  experimenting  with  assigning  some  or  all  of

these  tasks  to  student  assistants  on  an  experimental  basis:

Answer  the  telephone.
Sort  and  route ,incoming  mail.
Help  fomulate  ways  to  circulate  new  types  of  materials.
Arrange  bulletin  boards  and  displays.
Assist  patrons  with  use  of  card  catalog.
Answer  simple  reference  questions.
Reserve  equipment  and  materials  for  faculty  members.
Operate  television  equipment  during  recording  sessions.
Develop,  process  and  print  black  and  white  film.
Make  signs  and  posters.
Dry  mount  and  laminate  paper  materials.
Assist  with  checking  in  supply  orders.

32
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Make  minor  equipment  repairs,   such  as  changing  bulbs.
Prepare  book  order  card  packets.
Send  out  form  letters  for  maps,   college  catalogs,   etc.
Check  in  book  shipments.
Prepare  orders  for  preprocessed  catalog  cards.
Type  catalog  cards,  book  cards  and  pockets.
Type  call  numbers  and  headings  on  prepared  cards.
Bind  or  reinforce  periodicals  and  pamphlets.
Repair  books  and  materials.
Repair  software  packages  and  materials.
Type  catalog  cards  f or  books  and  sof tware  from  main  entry  cards

prepared  by  the  librarian.

While  all  students  will  not  be  adept  at  these  assignments,  some

obviously  are  as  they  have  performed  these  tasks  in  LRC's  within  the

system.     Through  proper  selection  and  training  students  appear  to  be

capable  of  providing  a  better  quality  and  level  of  job  performance  than

they  now  have  the  opportunity  to  do.

The  General  Statistics  Table  in  Appendix  C  did  show  that  there

was  no  general  pattern  in  the  number  of  full  time  employees  in  a  school

in  relation  to  students  enrolled.    Hopefully,  as  the  Virginia  Cormunity

College  System matures  this  situation  will  correct  itself  so  that  the

variation  in  staff  to  FTE  student  ratio  is  not  so  great.

When  the  number  of  hours  of  manpower  provided  by  students  was

considered,   it  became  apparent  that  students  have  played  an  important

part  in  the  LRC  services  which  have  been  provided.     The  types  of  tasks

which  the  students  have  done  were  of  mainly  the  repetitive  type  and  did

not  require  an  extended  period  of  training.     The  one  point  which  must

not  be  ignored  i§  that  someone  had  to  perform  these  jobs,   and  if  the

students  did  not  do  them,  LRC  staff  members  had  to.     Because  this  is

true,  utilizing  students  in  this  manner  has  probably  been  of  benefit  to

the  schools.

LRC  personnel  must  always  remember  that  these  assistants  are

students  and  their  main  function  at  the  school  is  to  get  an  education.
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Thus,   students  should  be  given  the  opportunity  to  master  as  many  differ-

ent  types  of  tasks  as  possible  to  give  them  a  broad  experience  base

toward  future  employment.

One  informative  result  of  the  study  was  the  types  of  things

students  were  not  permitted  to  do.     Only  nine  of  the  117  jobs  described

received  no  positive  answers.     Two  of  these  asked,   "Do  students  check  in

supply  shipments?"    However,   several  positive  answers  were  received  to

questions  concerning  students  checking  in  book  and  sof tware  shipments

which  involved  a  much  larger  expenditure  of  funds.     Only  one  school

reported  using  students  to  inventory  supplies  and  one  used  students  to

help  prepare  supply  orders  on  any  sort  of  a  regular  basis.

The  other  questions  receiving  no  positive  answers,  required

higher  levels  of  skills  and  it  is  perhaps  understandable  that  students

were  not  performing  them.     These  questions  were:

Do  students  write  letters  to  check  on  periodical  subscriptions?
Do  students  prepare  monthly  circulation  reports?
Do  students  help  formlate  ways  to  circulate  new  types  of

materials?
Do  students  prepare  bibliographies  with  supervision?
Do  students  make  minor  equipment  repairs  without  supervision?
Do  students  catalog  fiction  books  from  author  authority  files?

It  may  well  be  unrealistic  to  hope  that  student  assistants  may

ever  be  involved  in  perfoming  the  above  tasks,  however,  let  us  hope

that  personnel  in  LRC's  never  lose  sight  of  the  fact  that  these  assis-

tants  are  students  and  are  at  school  to  learn  and  only  incidently  to

work  in  the  LRC.

Points  for  Further  Stud

This  questionnaire  seemed  to  create  more  questions  than  it

answered.     As  each  different  statistic  was  compiled  more  questions

continually  came  to  mind.     Some  which  might  warrant  further  inquiry
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include  the  following:

1.     How  does  LRC  service  suffer  when  students  are  relied  upon
to  perform  vital  tasks?   (i.e.,  Graduates  leave  jobs  un-
filled  during  summer  sessions,   etc.)

2.     How  many  students  work  in  the  LRC's  more  than  one  year?

3.     How  can  students  be  effectively  screened  to  know  what
jobs  they  are  best  suited  for?

4.     What  size  group  of  student  workers  can  be  most  effectively
instructed  and  supervised  by  a  single  staf f  member?

5.     How  much  training  are  student  assistants  given?

6.     How  much  time  can  be  spent  training  students  before  the
training  time  does  not  provide  return  value  for  the  LRC?

7.     Since  these  students  are  paid  workers  should  any  kind  of
recognition  be  given  for  services  performed?

8.     How  do  the  student  assistants  feel  about  the  work  the  do?

9.    What  are  supervisor's  opinions  of  the  quality  and  quantity
of  work  performed  by  students?

10.    What  ratio  of  paraprofessional  and  clerical  staff  members
to  students  provides  the  most  eff icient  organization?
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prng.q,

VIF]GiNiA   BEPAPTMENT  oF=   coivllvluNrTV   Col.LEeE8

March  30,   1976

Ms.   Roberta  S.   White
I.ibrary  Assistant
New  River  Corrmunity  College
Drawer  1127
Dublin,  Virginia    24084

Dear  Ms.   Whi-te:    .

The  Research  and  Information  Committee  of  the  Advisory  Council  of
Presidents  approved  your  request  to  conduct  a  study  of  student  utiliza-
tion  in  Virginia  community  college  learning  resource  centers.     In  your
cover  letter  for  the  questionnaire,  p.i.ease  include  a  statement  about
the  above-noted  approval.

We  would  like  to  receive  a  copy  of  your  thesis  when  it  is .completed.

Best wishes  for  your  study.

Very  truly  yours,

gad.try€x
Director
Research.,   Development
and  Planning  Division

FAS : egw

I;`:ii.-,:;!

I)11  EAST  E]F]OAD STREET. p.ci.  Bc]x i86B, F]IcwMONB.vlf]O.NIA G:3eiE. ^f]EA COBE I)O®i77O-ef=ai



NEW  RIVER  COMMUNITY  COLLEGE,  DRAWER  1127,  DUBLIN,  VIRGINIA24084,  PHONE (703) 674-4121

The  enclosed  questionnaire  has  been  approved  by  the  Research  and
Information  Comlnittee  of  the  Advisory  Council  of  Presidents  of  the  VCCS
and  youi`  cooperation  is  I`equested  in  completing  it  as  soon  as  possible.
It  is  concei.ned  with  the  employment  of  work  study  students  in  Learning
Resoui.ce  Centers  within  the  VCCS.     This  study  is  being  conducted  as  part
of  a  Masters  Thesis  Pi.ogram  at  Ap].a].achian  State  University.    All  results
of  this  study.will  be  reported  to  a].i  participants  and  the  Research
Committee  in  the  hopes  that  an  excha.nge  of  information  will  provide  new
ideas  for  the  utilization  of  student  assistants  in  LRC's.

The  questionnaire  is  divided  i]rr.o  four  parts..    The  first  part  is
a  genei.al  infoi`mation  section  which  is  vital  to  the  study.    The  three
question  sections  are  separated  by  LRC  divisions:     Library.,   Learning
Laboratoi`y,   and  Audio-V.isual  De})artment.     If  your  LRC  is  not  divided
in  this  mannoi`,  please  fill  out  aJ.I  information  that  applies  to  your
organization.     If  these  departments  exist  as  separate  units  please
have  each  unit  complete  its  own  sectj.on.    .Whenever  possible  the  question
sections  should  be  conpleted  by  the.  persons  in  charge  of  students  within
each  LRC  division.     A  Doesn't 1L2| answer  is  provided  for  each  question
so  that  ever.y  question  should  be  answered.     If  a  division  has  no  student
assistants  plea.se  check  the  appropriate  box  at  the  top  of  the  section
and  do  not  an.swer  any  of  th.e  quest.ions.

Please  re`Cum  the  completed  questionnaire  in  the  addressed,  pre-
stamped  envelope  which  is  provided  by  Apri].  20,   1976.     Thank  you  for
your  assistance  in  acqui-i`ing  this  information.

Sincerely,

l`oltcrta  S.   White
I,i.brary  Assistant  for
Technical  Services

rsw/bw

Enclosures

GENERAL    INFORMATION   SECTION

NAME   oF   counmuNITy   COLLEGE

CAMPUS

QUESTIONNAIRE

DUTIES   OF   STUDENT   ASSISTANTS
IN   LEARNING   RESOURCE   CENTERS

I.     Number  Of  Students   (F.   T.   E.   as  of  September   |975)

2.     Number  of  full  time   staff  membc-rs   in  the   I.RC   (Include  all   staff  for  Library,   Audio~visual  Dept.
and  Learning  Laboratory).

3.     Number  of  Student  Assistants   in  the  LRC  as  o£  Fall  Quarter   1975   (Do  not   count  volunt.eel.s,   include
paid  student  staff  only.)

4.     Number  of  hours  worked  by  students  during  the   1974-75   school   year.    (Take   from  [IEW  College  and
University  I.ibraries  Report,   Fall   1975,   Line  No.   34)

5.     Number  of  hours   LRC  is   open  each  week   (during  school   term)

6.     Number  of  years  your  school  has  been  in  existance   (as  part  of  the  VCCS  system).

7.     Was  your  school   formed  from  a  school  already  in  existence?

8.     How  mny  campuses  does  your  college  I`ave?

9.     Does  each  campus  of  your  college  have  an  I.RC?   (Answer  only  if  you  have  more  than  one  campus)_

PI.EASE   INDICATE   BELOW   TllE   PERSON   T0   RECEIVE   A   COPY   OF   THE    INFORATI0N   SECURED   FROM   THIS   SURVEY.

NAME

TITLE

COLI.EGE

MAILING   AI)DRESS
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QUESTIONNAIRE

DUTIES   0F   STUI)ENT   ASSISTANTS
IN   I,EARNING   RESOURCE   CENTERS

I.IBRARY   SECTION:

Are  Student  assl8tants  used  ln the I,ibrary?   _Yea     _No
If  not.  please  ]ndlcate why  not:_

1'YPES  0F  I)UTIES   PERFORMED                                                                                      A(Pleasechecktheappropriatebox:)1way8     Usually Some- Rarely Never I)oesn I
times Apply

CIRCul,ATI0N

h     k       t  desk  under  super`iision? I
I.     I)o   students  maLn  c   ec     oil2.Dostudentsmancheckout   desk  without   directSUT)ervision?

3       Do  studeiits  answer  the  telephone? I
4       I)a  students  sort  and  route   incoming  mail? I

d    t    re-card  returned  inaterials? IS.     Do  stu  en  s6.I)astudents  place  returned  materials  on  sortinghIes?

Sev.Dtd .nts   re-shelve  returned  materials?

I7.       a  s  a  e8Dtdents  pret.are  overdue  notices?
I.OSu9.I)ostudents   telephone  patrons  to  check  on  overduenraterials?

10     D       tudents  check   in  new  periodicals?.OS11.Dostiidents  write   letters   to  check  on  periodical''?

subscriptions .                      •   d.Gals  on  display  racks?

12.   Do  students  put  new  perio   I     ers  on  display  racks?

13.   Do  students  put   dally  newspaT)14.Dostudentsreadshelvestocheck  for  proper  shelf?

order .15.Oostudents  circulate  audio-visual  equipment?tfteachersp

•16.   I)o  students  reserve   equlpmel`       or17.DoStudentspreparedailycirculation  statistics?11.1ationrcportsp

18.   Do  students  prepare  mont`  y  circu19.Dostudentspreparebooksandmaterials   for  reserve?

sl`e lves .20.Dostudents  help   formulate  ways   to  circulate  newtypesofma€crials?21.Dostudentsarr.inflebullc`tinboardsordisplays?22.Dostudentspreparc`stu(lcnttimeshc.ets?

46

QUESTIONNAIRE   -   Pa   e   2   -    LIBRARY   SECTION

TYPES  0F   DUTIES   PERFORMED   (Please   check   appropriate   box) Always Usually Some-times Rarely Never     Doosn'tApply

TECHNICAL   SERVICES

I.     Oo  students  type  orders?

2.     Do  students  check  book  requests  to  authenticate  and
complete  information?

3.     Do  students  prepare  book  order  card  packets?

4.     Do  students  check  book  orders  against  holdings  to
prevent  dulpications?

5.     Do  students  send  out  form  letters  requesting  maps,
college  catalogs,   etc.?

6.     Do  students  file  book  order  packets?

7.     Do   students.check  in  book  shipments?

8.     Do  students  check   in  supply  shii)ments?

9.     Do  students  inventory  supplies?

10.   Do  students  help  prepare   SUT)ply  orders?

11.   Do  students  search  for  cataloging  information
in   BPR  and/or  NUC?

12.   Do  students  catalog  fiction  books  from  author
authority  files?

13.   I)o  students  prepare  ordel.s   for  pre-processed
catalog  cards?

14.   Do  students   type  catalog  cards   from  main  entry
card  provided  by  libl.arian?

15.   Do  students  type  catalog  cards   frol]i  information
found   in   BPR  and/or  NUC?

16.   Do  students  type  book  cards  and  pockets?

17.   Do  students  add  call  nuTnbers  and  headings  to
prepared  cards?

18.   Do   students   stamp  ownership  name  on  books  and
materials?

19.   Do  students  paste.  in  book  pockets,   date  slips
(if  used)   and  book  plates?

20.   Do  students  mark  call   numbers   on  backs   of  books?

21.   Do  students  put  plastic  covers  on  book  jackets?

22.   Do  students  make   suggestions  of  titles   for  I)urchase?

23.   Do  students  do  preliminary  filing  of  catalog  cards
in  sorting  drawers?

24. 'Do  stlldents   file  cards   in  tlle  main  card  catalog?

2S.   Do  students   file  shelf  list  cards?

26.   Do  students  assist  with   inventory  of  books  and
materials?

27.   Do   studc`i`ts   I)or form   ii`vcntory   witl`o`it   siipcrvision?

28.   Do   stiiJc]`ts   rl`ii`1.orcc   or   bil`d   pami)l`l|`ts   a]`d
perioJica1`i?

29.   ()o   studi.I)ts   i`|`i.`i.Lr   bt.oks   and   in.itl`riuls?
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lJ.   TI0NN^IRE         P            3         LIBRARY   SECTION

TYPES  0F   DUTIES   PERFORMED   (Please   check   appropriate   box) Always Usually Sol'lc.times Rarely Never Doesn ' tApply

REFERENCE   ANl)   LIBRARY   IAIN1`ENANCE

1.     Do  students  care   for  plants?

2.     Do  students   clean  tables  and  counter  tops?

3.     Do  students  dust   shelves,   books   and  desks?

4.     Do  students  assist  in  rearral`gement  of  furniture?

5.     Do  students   sweep  floors?

6.     Do  students  assist  patrons  in  use  of  card  catalog?

7.     Do  students  check  book   lists  with  card  catalog?

8.     Do  students  prepare  bibliographies  with  super'vision?

9.     Do  students  assist  patrons  in  finding  materials?

10.   I)o  students  reshelve  current  periodicals  and  papers?

11.   Do  students  answer  simple  reference  qiiestions?

12.   Do  students  answer  telephone  reference  questions?

13.   Do  students  straigl`ten  tables  and  chairs?

14.   Do  students  reshclve  reference  books?

1S.   Do  students  assist  patroris  in  use  of  photocopy
equipment?

IF   Ti]ERE   ARE   ANT   TASKs   pEr`FORMED   By   youR   sTUDENTs   wlilcH.WERE   NOT   INCLUDED   IN   THE   ABovE   LlsT,    PLEASE

DESCRIBE   THEM   BELOW:

QUESTIONNAIRE   -   Page   4   -   Aul)IO-VIS`J^L   SECTIONTYPES0FI)UTIESPERFORMED(Pleasecheckappropriate   box)

Always Usually Some-tiJtles Rarely Never Doesn ' tApply
I

AUDIO-VI SIJ^L   DEPARTMENT

N0   STUDENTS   USED

I.     Do  students  help   set  up  audio-visual   equi|)mcnt?

2.     Do  students   circulate  audio-visual   equiT)ment?

3.     Do  students  reserve  equipment  and  studios   for  faculty?

4.     Do  students  operate  TV  cameras  during  recording
sessions?

S.     Do  students  record  TV     rograms   from  PBS  stations?6.Dostudentsdeliverandpickupequipment?

7.     Do  students  duplicate  video  tapes?

8.     Do  students  duplicate  audio  tapes?

9.     Do  students  splice  audio  tapes?

10.   I)o  students   splice   films   (8  an/or   16inm)?

11.   Do  students   take  pictures?

12.   Do  students  develop  black  and  white  film?

13.   I)o  students  develop  color  film?

14.   Do  students  process  and  print  black  and  white   film?

1S.   Do  studLfp±±p:g:cess  and    rint  color  film?16.Dostudentsprepareslides?

17.   I)o  students  prepare  transparencies?

18.   Do  students  make   signs  and/or  posters?

19.   Do  students  dry  mount  and   laminate    aper  materials?

20.   Do  students   check   in   SUT)ply  orders?

21.   Do  students  do  general   typinf:  for  the  department?

22.   Do  students   check   in  supply  orders?

23.   Do   students  assist   in  equiT)Dent   inventory?

24.   Do  students  in`'entory  equipment  without   supervision?

2S.   Do  students   inventory  supplies?

26.   Do  students  assist  technician  in  repairing  and
maintaining  equipm.`nt?

27.   Do  studel`ts  make  minor  equipment  repairs  without
supervision?

28.   Do  studei`ts  answer  telepl`onc?

29.   I)o  studei`ts  in.in  dc`|tartmcmt   under   supervision?

30.   Do   students  in.|n  d.`partn`cnt   without   direct   suitervision

IF   THERE   ARE   ANT   TAsl(s   pERi..or"ED   By   youR   s'i`uLiENTs   wiiicll   WERE   NOT    IN'cl.uDEI]    IN   TiiE   ABovE   I,IST,    PLEASE

DESCRIBE   THEM   0N   TllI:    BACK   0F   llIIS   SllEET.



QUESTIONNAIRE   -    Page   5   -    LEARNING   LABORATORY   SECTION

TYPES  OF   DullF.S   PERFORMED   (Please   check   appropriate   tiox) Always Usual ly Some-tines Rarely Never I)oesn ' tApply

LEARNING   LAB0lIATORY

N0   STUDENTS   USED

1.     I)a   students  answer  telephone?

2.     Do  students  check  out   software  to  patl.ons?

3.     Do  students  re-card    returned  materials?

4.     Do  studcmts  reshelve  returned  materials?

5.     Do  students  prepare  software  materials  orders?

6.     Do  students  check  in  software  materials  orders?

7.     Do  students  prepare  overdue  notices?

8.     Do  students  telephone  patrons  about  overdue  items?

9.     Do  students  teach  patrons  to  use  A  V  equipment?

10.   I)o  students  assist  patrons  in  finding  materials?

11.   Do  students  read  shelves  to  check   for  proper  shelf
order?

12.   Do  students  reserve  software   for  faculty?

13.   Do  students  arrange  bulletin  bo.|rds   or  displays?

14.   Do  students  type  catalog  cards   for  software  from
main  entry  cards?

15.   Do  students  type  cards  and  pockets   for  software?

16.   Do  students  mark  software  with  identity  stamps?

17.   Do  students  assist  with  software   Inventory?

18.   Do  students  perform  software   inventory  without
direct  supervision?

19.   Do  students  repair  software  materials  and
I)ackages?

20.   Do  students   make  posters?

21.   Do  students  inan  the  department   with .supervision?

22.   Do  students  man  the  department  without  direct
supervision?

IF   TliERE   ARE   ANY   TASKS   PERFORMED   BY   YOUR   STUDENTS   WIIICH   WERE   NOT   INCLUDED    IN   THE   ABOVE    LIST,    PLEASE

DESCRIBE   ThEM   BELOW:

APPENDIX   8

COMMUNITY   COLLEGES   SURVEYED
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COMMUNITY   COLLEGES   SURVEYED

Blueridge  Community  College,  Weyers  Cave,  Virginia

Central  Virginia  Community  College,  Lynchburg,  Virginia

Dabney  S.   Lancaster  Community  College,   Clifton  Forge,  Virginia

Danville  Community  College,  Danville,  Virginia

Germanna  Cormunity  College,  Fredericksburg,  Virginia

J.   Sargeant  Reynolds  Cormunity  College,  Richmond,  Virginia
Dormtoun  Campus
Parham  Road  Campus

Lord  Fair fax  Community  College,  Middletown,   Virginia

Mountain  Empire  Community  College,   Big  Stone  Gap,   Virginia

New  River  Cormunity  College,  Dublin,  Virginia

Northern  Virginia  Community  College
Alexandria  Campus,  Alexandria,  Virginia
Annandale  Campus,  Annandale,  Virginia

Patrick  Henry  Community  College,  Martinsville,  Virginia

Paul  D.   Camp  Comunity  College,   Franklin,  Virginia

Piedmont  Virginia  Colrmunity  College,  Charlottesville,  Virginia

Rappahannock  Community  College
North  Campus,   Warsaw,   Virginia
South  Campusg   Glenns,   Virginia

Southside  Virginia  Comunity  College
Christianna  Campus,  Alberta,  Virginia
John  H.  Danial  Campus,  Keysville,  Virginia

Southwest  Virginia  Comlnunity  College,  Richlands ,  Virginia

Tidewater  Community  College
Frederick  Campus,  Portsmouth,  Virginia
Virginia  Beach  Campus,  Virginia  Beach,  Virginia
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Thomas  Nelson  Community  College,   Hapmton,   Virginia

Virginia  Highlands  Cormunity  College,  Ablngdon,  Virginia

Virginia  Western  Cormunity  College,  Roanoke,  Virginia

Wytheville  Cormunity  College,  Wytheville,  Virginia
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I.IeRARy  SECTION :

STATISTICS

trt)TIEs  oF  slut)ENT  AsslsTANTs
IN  I.EARNING   REsouRCE  cENTErs

I

Numbers  within  each  block  represent  the  number  of  tines  that  answer
was  given  for  that  question.

Total  Number  of  Library  Questionnaires  Answered 26

54

TirpEs  oF  I>uTIEs   PERFOR`LEri                                                                  MEAN Always U8ually Sone- Rarely Never I)oesn '
{Plea8e  check  the  appropriate  box:) tides Apply

clncuLATION

5.4 5 9 7 3 21.     Do  students  man  check  out  desk  under  supervision?

2.     Do  students  man  check  out  desk  Without  direct        2.73 6 12 3 5
supervision?

a.     Do  students  answer  the  telephone?                                   2.5 .1 1 12 8 4

4.     Do  students  sort  and  route   incoming  mail?                  2.12 3 8 4 11

5.     Do  students  re-card  returned  materials?                     4. 0 6 15 3 1 I
6.    Do  students  place  returned  materials  on  Sorting    4.28shelves? 9 14 2 1

•7.     I)o  students  re-shelve  returned  materials?                 4. 61 18 7 1

8.     Oo  students  prepare  overdue  notices?                            2. 57 .2 8 3 3 10
I.Z4 I 3 21 I9.     Do  students  telephone  patrons  to  check  on  overdue

mterials?

10.   Do  students  check.in  new  periodicals?                           3. 08 4 7 7 3 5

11.  Do  students  write  letters  to  check  on  periodical   1 . 05 1 .25
subscriptions?

4 . U '/ 9 13 2 1 112.   Do  students  piit  flew  periodicals   on  disT)lay  racks?

13.   Do  students  put  daily  newspapers  on  disT]|ay  racks§. 88 6 14 4 I I
14.  Do  students  read  shelves  to  check  for  proper  she|§.84 9 7 7 3

order?

15.   Do  students  circulate  audio-visual  equipment?         2.23 1 5 2 4 1 12

16.   Do  students  reserve  eq`iipmcnt   for  teachers?              2.15 1 1 2 4 5 12

17.   Do  students  prepare  daily  circulation  statistics?2. 36 2 4 5 4 10 1

18.   Ito  students  prepare  nionthly  circulation  reports?   I. 24 2 2 21
-1

2.5719.Dostudentspreparebooksandmaterialsforreserve 8 7 3 8
shelves?

2o.   Do  studcTits  help  forniulate  ways   to  circulate  new   |.69typesofmaterials? 7 4 15

21.   Do  studcrits  arrtlnfe  bulletin  bo.|rds  or  displays?   2. 04 3 5 5 10 3

22.   Do  students  prc|)arc  student   time  sheets?                     2.40 3 6 2 I 13



ATISTICS   -   Pa  e  2  -   LIBRARy  SECTION

TYPES  OF   DUTIES   PERFORMEI)                                                                            MEAN Always Usually Some-tines Rarely Never Doesn.tApply -

TECINICAL   SERVICES

I.     I)o  students  type  orders?                                                    2.30 5 8 3 10
2.53 - 6 8 6 62.     Do  students  check  book  requests  to  authenticate  and

complete   information?

3.     Do  students  prepare  book  order  card  pacltets?         2.33 1 3 7 1 9 5
2.88 1 8 9 3 54.     Do  students  check  book  orders  against  holdings  to

prevent  dulpications?
2.20

3 2. 5 2 13 ia.    Do  students  send  out  form  letters  requesting  naps,
college  catalogs,   eta.?

6.    Do  students  file  book  order  packets?                          2.76 2 5 6 •2 6 5

7.     Do  students  check  in  book  shipments?                           i.76 2 4 5 14 i
8.     Do  students  check  in  suprily  shit7ments?                       1.31 1 6 19

9.     Do  students  inventory  supplies?                                     1.58 1 4 3 18

lo.   Do  students  help  prepare  supply  orders?                   1.42 1 3 2 20
||.   Do  students  search  for  cataloging  infomation      1.86inBPRand/orNUC? 1 1 4 3 12 5.

12.  Do  students  catalog  fiction  books  from  author      1.|| - 2 17 7authority  files?

13.  Do  students  prepare  orders  for  pro-processed        1. 75 1 3 - 2 14 6catalog  cards?

|4.  Do  students  type  catalog  cards  from  main  entry   2.26cardprovidedbylibrarian? 4 6 i 12 3

|S.  Do  students  type  catalog  cards  from  information |. 57foundinBPRand/orNUC? 1 1 2 i 16 5

16.   Do  students  type  book  cards  and  pockets?                 2.92
•4 6 5. 2 7 2

17.   Do  students  add  call  numbers  and  headings  to        2.3opl.eparedcards? -3 1 6 3 10 3

18.  Do  students  stamp  ounership  name  on  books  and      3. 64 7 10 4 4 1materials?

|9.   I)a  students  paste  in  book  pockets,   date  Slips      3.65(ifused)andbookplates? 8 10 3 i 4

20.   Do  students  mark  call  numbers  on  backs  of  booksp. 35 5 4 4 4 9

21.   Do  students  put  plastic  covers  on  book  jackets?3.82 6 6 3 2 9

22.   Do  students  make  suggestions  of  titles  for  purcl`2a3e69 20 4 2
3.83 8 8 5 2 1 `2

23.   Do  students  do  preliminary  filing  of  catalog  cards
in  sortinfl  drawers?

24.   Do  students  file  cards   in  tl`c  main  card  cata|ofl2.96 6 •4 6 1 8 1

ZS.   oo  students  file  sl`elf  list  car.ds?                              2.81 7 9 i 9
26.   Do  students  assist  with  inventory  of  books  and   3. 64 4 12 7 2 i

materials?

27.   Do  students   pc.rform  inventory  witl`out   s`NtcrvisioLn?48 1 3 3 18 1

28.   Do  students  rcinforcc  or  bind.pamphlets  and          2.55 i 5 4 4 6 6
pcri otl i c@ I s ?

29.   I}o  students   rc.mir  books  ai`d  in:itcri.||s?                    2.  73 i 3 10 5 3 3

STATISTICS      Pa8e  3  -  L]BRAAY  SECTION

Tiros or  DtrrlEs  f`£RFomq:O                                                  eEN ^l'ays Usually Some- fare)y Never Ooesn,t

iEFERmicE  MD  LiBRARy  N^iRTEN"cE
tll]es qply

1.    Oo.``ldents  care  fot'  Dlantg?                                      2.38 3 6 1 6 10
•2.    Do  Stud.nts  clean  tabl¢S  and  count.I  tops?          2.29 1 2 8 5 8 2
S.    eo  students  dust.helves.  books  end  desks?          a _ 1f! 1 i . A

I.    D® .t`.dents  assist  ln  I.4TranEcacn.  of fum|turc+ 63 1 3 11 4 5 2
i.    Oo.tulcats  swcoD  floorg?                                         1.24 - 1 1 --- 19 5
a.   Oo ..udefLts .sSIst  p.fro.is  lo us. of card cata|2|?81 --- 4 15 5 2 --
7.    0® ..udcn.S  check  book  llst9  vlth  card  cae®ioz?3.15 2 10 7 4 3 ---
I.    D® .tlldcntg  ®ref)are  blbl.lozraphles  v|.h  .ucervl}i.®:?8

-- --- . 3 17 ---
•.    Do .tedents  13sllt tiatrong  1n  fildin£ Pat.ri&ls?. 23 10 13 2 1 ---

q,1,10.0®.tudent9I.Slielv®ct]mentperiodica.Isandtraficrg? 11 13, - .2

11.  0®  3tulen`s  ansv.I  9ldE.I.  rcforcnc. quegti®ns?  3.08 7 16 1 2 ---
I . t',12.Oo8ttrdcntsonsv®rt.letil`onerefcr¢nceau.s€1oiis? - 7 8 11 ---

13.  O®.tudonts  straichten  toblos.and  cl`&lrs?            3.48 5 7 10 1 2 1
ll.  D®  Studentg  T.shelve  r.ference  books?                    4. 23 11 12 2 -- 1 '--
|S.  to Stud®nt9 .a.ist  I.trolls  in us.  of photocopy  3. 65enltnent, 5 9 10 '2
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STATISTICS   -  Page  4  -  AUDIO-VISUAl.  SRTION

Usually Some-times Rarely Never Ooesn',ApplyTYPES  oF   DUTIES  P[RFOR}lED                                                                  REAN Always

AUDIO-VI SUAL  Dt:PAR"ENT

I.     Do  students  help  set  up  audio-visual  equipment£.92 6. 14 3 1 1 1

2.     Do  students  circulate  audio-visual  equipment?    3.79 5 13 4 2 1
Z . t'u•3.Oostudentsrcscrveequipmcncandstudiosforfaculty .0 |U 7 2 I

I.    Do  students  operate  TV  cancras  during  rccordin2. 90 I 7 5 3 4 6
sessions?

Z.U35.DostudentsrecordTVprogramsfromPBSstations? Z 4 6 7 7

6.     Do  s€udents  deliver  and  pick  up  equipment?           4.44 6 14 4 6 1 1

7.    Do  students  duplicate  video  tapes?                           2.11 2 4 7 6 6

e.     Do  stLidents  duT7licate  audio  tapes?                             3.60 3 13 6 2 1 1

9.    Oo  students  splice  audio  tapes?                                 2.46 1 1 9 10 3 1

lo.   I)o  students  sT)lice  filins   (8  an/or  |6Ti`]Ti)?                2.40 1 3 8 6 7 1

11.  Do  students  take  pictures?                                           2.83 6- 11 4 3 2

12.   Do  students  develop  black  andwhite  film?             3.00 1 8 5 2 4 6

13.  tk)  students  develop  color  film?                                  1. 94 3 2 2 9 10
Z.yu14.Dostudentsprocessandprintblackandwhitefilm? I / 5 3 4 6

]5.  Do  stirdents  i]rocess  and  print  color  film?            1. 69 1 1 4 7 13

16.  Do  students  prepare  slides?                                          2.86 2 5 8 2 5 4

17.  Do  students  prepare  transparencies?                         3. 08 2 3 17 I 2 1

18.   Do  students  make  signs  and/or  posters?                   2.97 2 3 13 2 3 3
Z. .  I  3 2 4 8 2 6 419.   Do  students  dry  mount  and   laminate  pat)er  materials?

20.  Do  students-chock  in  supply  orders?                         1.65 5 5 13 2
Z.4U 1 4 5 9 6 121.   Do  students  do  general  typing  for  the  department?

22.  Do  students  check  in  supply  orders?.                       1.58 4 .6 14 I
3.44 4 9 8 2 2 123.   Do  students  assisc  in  equipment  inventory?
Z.u424.Dostudentsinventoryequipmentwithoutsupervision? 1 3 4 4 14' i

25.   Do  students  inventor}.  supplies?                                   2.40 4 9 5 7 1
3.00 9 •9 3 3 226.   Do  students  assist  technician  in  repairing  and

mlntainili£  CqiliTimcnt?

27.  Do  students  male  minor  equipment   repairs  without.00 8 7 8 3
supervision?

28.   Do  students  ans`'er  telcrtl`one?                                         3.56 2 10 13 1

29.   I)a  Stlldcnts  mtln  dcpartmont  under  surtcrvision?   3.43 2 10 8 2 1 2
Z.UO 1 6 9 8 230.   Do   students  in.1n  dci.artment   `.ithout   direct   sur}orvision

STATISTICS  -   Page   S  -   ue^RNINC   L^l!ORAToi`y  sl:cTlon

ttprs  oF  DUTIEs  pmFoP.\usD                                                         MEN Always Usually Some-      Rarely Never Doesn`t
LE^Rr\i I NG   LABORAroRy tines Apply

I.     Do  students  ansh.er  tclerihone?       .                                   3.00--- 29 17'6 21 22
2.     Oo  students  cl`cck  o`it   softw.|rc  to  riatrons?             3.4_a_.Dostudentsre-c.irdreturn.dmaterials?3.5•1.Dostudentsr.`sl`c`lvereturnedmtcrials?4.0S.Dostudentspreparesoftwarematcria]sorders?1.7483 2

3206 892 8
6

i 4

31 23 1211
24

6.     Do  students  check  in  software  in.iteria|s  orders. 2.05 i 4 3

_7.     Do  students  prcnare  overdue  notices?                          2. 22 5 3 I44i 9.121 56322
Z.i8.Dost`identstelc'phonepatronsaboutoverdueitems7 5

9.     Do  Students  teach  patrons   to  use  A  `t  equipment? J.Z  - 1113 47
10.   Do  St`ldents  assist  patrons  in   finding  materials?3. 57

3.411.DostudentsreadshelvestocheckforpropershelfOrder? 1 12 6 2

_12.   Do  students  reserve  software  for  faculty.              2. 5 5 46 63 438 476
13.   Do  students  arrange  bullet.in  boards  or  disp|ays2. 81 2 2
14.  Oo  students  type  catalog  cards-for  software  from2. 3 5 4

plain  eT]try  cards?

•ls.Dostudentst}Tccardsand?OCL.ctsforsoftwa-e® t21 57 46 6 7
16.   Do  students  mark  software  with  identity  stamps? 3. 2 i I
17.  Do  students  assist  with  software  inventory.          3   4 12 4

3 4
®18.Dostudentsperformsoftwareinventorywithoutdirectsupervision?1 9

3

1 2 3

19.  pP:c;::::;ts  repair  software  materials  and             2: 2 2
38 42 107 34

20.   Do  students  make  posters?                                                   2.8 i •2 8 5 125 623
21.   Do  students  man  the  department  with  suTrervision8.3 ---  ,  12 75
22.  Do  students  man  the  department  without  direct     2.2 -I 2' 8supervision?



59

STATISTICS

DurlEs   OF   STUDENT  AsslsTANIs
IN   1,EARNING   RESOURCE   CENTERS

LIBRARY   SECTION :

Numbers  within  each  block  represent  the  percentage  of  times  that  answer
was  given  for  that ,question.

Total  Number  of  Library  Questionnaires  Answered 26

TYPES   0F   I)UTIES   PERFOR`tED Always Usually Some- barely lNever Doesn,
(Please  check  the  appropriate  box:) tines Apply

CIREULATION

1.     Do  students  man  check  out  desk  under  supervision? 19.2 34.6 26'.9 11.5 7.7

2.     Do  students  man  check  out  desk  without  direct 23.I 46.2 11.5 19.2
supervision?

3.     Do  students  answer  the  telephone? 3.8 3.8 46.2 30.8 15.4

4.     Do  students  sort  and  route   incoming  mail? 11.5 30.8 15.4 42.3

5.     Do  students  re-card  returned  materials? 23.1 57.7 11.5 3.8 3.8

6.     Do  students  place  returned  materials  on  sorting 34.6 53.8 7.7 3.8
shelves?

•7.     I)a  students  re-shelve  returned  materials? 69.2 26.9 3.8

8.     Do  students  prepare  overdue  notices? 7.7 30.8 11.5 11.5 38.5

9.     Do  students  telephone  patrons  to  check  on  overduemterials? 3.8 11.5 80.8 3.8

10.   Do  students  check  in  new  periodicals? 15.4 26.9 26.9 11.5 19.2

11.  Do  students  write  letters  to  check  on  periodical 3.8 96.2subscriptions?

12.   Do  students  put  new  periodicals  on  display  racks? 34.6 50.0 7._7 3.8 3.8

13.   Do  students  put  daily  newspapers  on  display  racks? 23.1 53.8 15.4 3.8 3.8

14.   Do  students  read  shelves  to  check  .for  proper  shelf 34 . 6- 26.9 26.9' 11.5order?

15.   Do  students  circulate  audio-visual   equipment? 3.8 19..2 7.7 15.4 •3.8 46.2

16.   Do  students  reserve  equipment   for  teachers?
•3.8 3.8 7.7 15.4 19.2 46.2

17.   Do  students  prepare  daily  circulation  statistics? 7.7 15.4 19.2 15.4 38.5 3.8

18.   Do  students  prepare  monthly  circulation   I.eports? 7.7 7.7 80.8 3.8

19.   Do  students  prepare  books  and  materials  I.or  reserve 30.8 26.9 11.5 30.8
sholvcs?

20.   Do  students  help  formulate  ways   to  circulate  new 26.9 15.4 57.7tyiles  of  materials?

21.   Do  studcl`ts  arranfc  bulletin  boards  or  displays? 11.5 19.2 19.2 38.5 11.5

22.   I}o   studc`nts   T)repare   student   time   sheets? 11.5 23.I 7.7 3.8 50.0

S            .                                             E      ION                                                                                                                                                                                u'

TYPES   0F   DUTIES   PERFORMED Always Usua I ly Some-tines Rarely Never Doesn'tApply

TEcllNICAI,   SERVICES

I..     Do  students  type  orders? 19.8 30.5 11.5 8.5

2.     Do  students  chc`ck  book  requests  to  authenticate  and 23.1 30.8 23.1 3.I
comr}lete   information?

3.     I)o  students  prepare  book  order  card  packets?
3.8 11.5 26.9 3.8 4.6 19.2

4.     I)o  students  check  book.orders  against  holdings  to L8 30.8 34.6 11.5 9.2
prevent  dulpications?

5.     Do  students  send  out  form  letters  requesting  maps, 11.5 7.7 19.2 7.7 0.0 3.8
college  catalogs,   etc.?

6.     Do  students   file  book  order  packets?
7.7 19.2 23.I 7.7 23.1 19.2

7.     Do  students  check  in  book  shipments?
7.7 15.4 19.2 3.8 3.8

8.     Do  students  check   in  supply  shii)"ents?
3.8 23.I 73.I

9.     I)o  students  inventory  supplies?10.Dostudentshelppreparesupply  orders?
5.8 15.4 11.5 .

3.8 11.5 7.7 76.9

11.   Do  students   seaLrch  for  cataloging  information 3.8 3.8 15.4 11.5 6.2 19 ..2
in   BPR  and/or   NUC?

12    Do  students  catalo    fiction  books  from  author 7.7 65.4 26.98authorityfiles?

13.   Do  students  prepare  orders  for  pre-processed 3.8 11.5 7.7 53.8 23.1
catalog  cards?

14.   Do  students  type  catalog  cards  from  main  entry 15.4 23.1 3.8 46.2 11.5
card  provided  by  librarian?

15.   Do  students  type  cata.log  cards   from  information 3.8 3.8 7.7 3.8 61.5 19.2
found   in   BPR  and/or  NUC?

16.   Do  students  type  t)ook  cards  and  pockets?
15.4 23.I 19.2 7.7 26.9 7.7

17.   Do  students  add  call  nuinbers  and  headings  to 11.5 3.8 23.I 11.5 38.5 11.5
prepared  cards?

18.   Do  students  stamp  ownership  name  on  books  and 26.9 38 ..5 15.4 15.4 3.8
materials?

19.   Do  students  paste   in  book  pockets,   date  slips 30.8 38 . 5' 11.5 3.8 15.4
(if  used)   and  book  plates?

20.   Do  students  mark  call   numbers  on  backs   of  books?
19.2 15.4 15.4 15.4 34.6

21.   Do  students  put  plastic  covers  on  book  jackets?
23.I 2'3 . 1 11.5 7.7 34.6

22.   Do  students  make  suggestions  of  titles   for  purchase?
76.9 15.4 7.7

23.   Do  students  do  preliminal.y  filing  of  catalog  cards 30.8 30.8 19.2 7.7 3.8 7.7
in  sorting  drawers?

24.   I)o  students   file  cards   in  the  main  card  cataloj!?           . 23.1 15.4 -23 .1 3.8 30.8 3.8

25.   I)a  students  file  shelf  list  cards?
26.5 34.6 3.8 34.6

26.   Do  students  assist  with  inventory  of  books  and 15.4 46.2 26.9 7.7 3.8
materials?

27.   Do  students   perform   inventory  without   supervision?
3.8 11.5 11.5 69.2 3.8

28.   Do  students   reil`force  or  bind  pamphlets  and 3.8 19.2 15.4 15.4 23.1 23.I
periodicals?

29.   Do  students   rcTiair  books  and  in.itcri.ils?
3.8 11.5 38.5 19.2 11. 11.5
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Always Usually Some-times Rarely Never Doesn ' tApplyTYPES   0F   DUTIES   P£RFORNI:D

ALIDIO-VI SUAL   DEPARTMENT

I.     Ito-students  help  set  up  audio-visual   equipmcT`t? 23.I 53.8 11.5 3.8 3.8 3.8

2.     Do  students  circulate  audio-visual  equipment?
3.8 19.2 • 50. 0 15.4 7.7 3.8

•S.     Do  students  reserve  equipment  and  studios   for  faculty? 23.1 38.5 26.9 7.7 3.8

4.     Do  students  operate  TV  cameras  during  recording 3.8 26.9 19.2 11.5 15.4
`23 .I

sessions?

5.     Do  students  record  TV  programs   from  PBS  stations? 7.7 15.4 23.I 26.9 26.9

6.     Do  students  deliver  and  pick  up  equipment? 23.I 53.8 15.4 3.8 3.8

7.     Do  students  duplicate  video  tapes? 7.7 15.4 26.9 23.I 23.I

8.     I)o  st``dents  duplicate  audio  tapes? 11.5 50.0 23.1 7.7 3.8 3.8

9.     Do  students  splice  audio  tapes? 3.8 3.8 34.6 38.5 11.5 3.8

10.   Do  students   splice  films   (8  an/or   16inm)? 3.8 11.5 30.8 23.1 •. -3_8

11.   Do  students  take  pictures? 23.1 42.3 15-4 11-5 7^7

12.   I)a  students  develop  black  and  white  filin? 3.8 30.8 19.2 7.7 15.4 23.1

13.   Do  students  develop  color  film? 11.5 7.7 7.7 34.6 38-5

14.   I)o  students  process  and  print  black  and  white   film? 3.8 26.9 19.2 11.5 15.4 23.I

ls.   Do  students  process  aild  print  color  film? 3.8 3.8 15.4 26.9 50.0

16.   Do  studeTlts  prepare  slides? 7.7 19.2 30.8 7.7 19.2 15.4

17.   Do  students  prepare  transparencies? 7.7 11.5 65.4 3.8 7.7 3.8

18.   Do  students  make  sins  and/or  posters? 7.7 11.5 50.0 7.7 11.5 11.5

19.   Do  students  dry  mount  and   laminate  paper  materials? 7.7 15.4 30.8 7.7 23.I 15.4

20.   Do  students  check  in  supply  orders? 19.2 19.2 50.0 7.7

21.   Do  students  do  general  typing  for  the  department? 3.8 15.4 19.2 34.6 23.I 3.8

22.   Do  students  check  in  supply  orders? 15.4 23.1 53.8 3.8

23.   Do  students  assi;t  in  equipment   inventory? 15.4 34 .. 6 30.8 7.7 7.7 3.8

24..  Do  students  inventory  equipment  without   supervision? 11.5 15.4 15.4 53.8 3.8

25.   Do  students   inventory  supplies? 15.4 34.6 19.2 26.9 3.8

26.   Ito  students  assist  technician  in  repairing  and 34.6 34.6 11.5 11.5 7.7maintainiii8  equipment?

27.   I)o  students  make  minor  equipment   repairs  without 30.8 26.9 30.8 11.5supervision?

28.   Do   students  answer  tcloT}l`one? 7.7 38.5 50.0 3-8

29.   Do  students  in.in  dc[]artment  under   supervision? 7.7 38.5 30.8 7.7 3.8 7.7

30.   Do  st`idcnts  n`an  department   witt`out  direct   su|]ervision 3.8 23.I 34.6 30.8 7.7

N

"PES  OF   DUTIES   T`ERFORAIED Always Usually Some-times Rarely Never Doesn'tAI)Ply

REFERENCE   ANI)   I,IBRARY   }IAINTENAICE

I.     Do  students  care  for  Tllants? 11.5 23.1 3.8 23.1 38.5

2.     Do  students   clean  tables   and  couTiter  toT)s? 3.8 7.7 30.8 19.2 30.8 7.7

3.     Do  students  dust   shelves,   books  and  desks? 7.7 11.5 19.2 23.1 30.8 7.7

¢.     Do  students  assist  in  rearranf!ement  of  furniture? 3.8 11.5 42.3 15.4 19.2 7.7

S.     Do  students   sweep  floors?
3.8 3.8 73.1 19.2

6.     I)a  students  assist  patroi`s  in  use  of  card  catalog?
15.4 57.7 19.2 7.7

7.     Do  students  check  book   lists  with  card  catalog?
7.7 38.5 26.9 15.4 11.5

8.     Oo  students  prepare  bibliographies  with  supcr`/ision?
23.I 11.5 65.4

9.    Do  students  assist  patrons  in  finding  materials? 38.5 50.0 7.7 3.8

10.  I)a  students  reshelve  current  periodicals  and  papers?
42.3 50.0 7.7

11.  Do  students  answer  simple  reference  questions? 26.9 61.5 3.8 7.7

12.   Do  students  answer  telepl`one  I.efercnce  questions? 26.9 30.8 42.3

13.  Do  students  straighten  tables  and  chairs?
19.2 26.9 38.5 3.8 7.7 3.8

».  Do  students  reshelve  reference  books? 42.3 46.2 7.7 3.8

15.  I)a  students  assist  patrons  in  use  of  photocopy 19.2 34.6 38.5 7'.7
equipment?
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1'.     Do  students  ansh.c`r  tclephonc? 7.7 65.4 7.7 7.7

a.     Do  students  choc.k  oilt   softw.ire   to  Ttatrons? 11.5 34.6 23.1 3.8 7.7 7.7

a.     Do  students  rc`-c,ird     rctdrnc.d  materials? 7.7 30.8 30.8 3.8 15.4
•4.     Do  students  rcsl`clvc  returned  materials? 23.1 3`4 . 6 23.1 7.7

S.     Do  students  prepare  software  matcri.als  orders? 7.7 11.5 7.7 46.2 15.4

6.     Do  students  check  in  software  materials  orders? 3.8 15.4 3.8 11.5 42.3 11.5

7.     Do  students  preT`arc  overdue  notices? 19.2 1i.5 3.8 34.6 19.2

8.     Do  students  telcph6ne  patrons  about  overdue  iteltis? 3.8 15.4 46.2 23.1

9.     I)o  students  teach  patrons  to  use  A  V  equipment? 42.3 15.4 15.4 3..8 11.5

10.  Do  st`idents  assist  patroi`s  in  finding  materials? 50.0
`26 . 9

3.8 7.7

11.   Do  students  read  shelves  to  check   for  proper  shelf 3.8 46.2 23.1 7.7 7.7
Order?         -

12.   Do  students  reserve  software  for  faculty? 19.2 15.4 23.I 15.4 15.4

13.   Do  students  arrange  bulletin  boards  or  displays? 7.7 7.7' 23.I 11.5 11.5 26.9

14.  Do  students  type  catalog  cards  for  software  from 19.2 15.4 30.8 23.1
main  entry  cards?

ls.   Do  st`!dents  t}?a  cards   and  pockets   for  software? 3.8 19.2 15.4 23.I 26.9

16.   Do  students  mark  soft`'are  with  identity  stamps? 7.7 26.9 23.I 3.8 11.5 15.4

17.   Do  students  assist  with  software  inventory? 3.8 46.2 15.4 3.8 7.7 11.5

18.  Do  students  perfom  software  inventory  without 11.5 11.5 15.4 38.5 11.5
direct  supervision?

19.  Do  students  repair  software  materials  and 7.7 30.8 7.7 26.9 15.4
packages?

20.   Do  students  make  posters? 3.8
'7.7

30.8 19.2 3.8 23.I

21.   Do  students  man  the  department  with  suTrer`rision? 46.2 26.9 7.7 7.7

22.  Do  students  man  the  department  without  direct 7.7 19.2 0.8 19.2 11.5
supervision?
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