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To ensure the quality of the production and content of audio visual materials, 
the LRC may order a copy for the requestor to preview.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
Known Exceptions:   None 
 
 
Authorized to Make Exceptions:   LRC Department Supervisor 
 
Method for Changing Policy:   Written recommendation to Department Supervisor 
     forwarded to the District Department Head and District Supervisor. 
       


History:    PJC Procedures Manual #205, LRC Policy, 1993 
                Manual of Procedures - http://pjcnet/procedure.asp 
 
Authorized Signature:                                              Date: 
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In the event of a theft of college property or criminal damage to college 
property, the PJC Police Department will be notified immediately.   
(484-2500)  In case of accident or injury to a PJC employee, student,  
visitor, volunteer, or guest, the campus nurse and the PJC Police 
Department will be notified immediately. 
 
The Accident-Incident Report will be completed after each event and  
sent directly to the PJC Department of Environmental Management and 
Safety within 48 hours.  The supervisor on-scene at the time of the  
accident or incident is responsible for ensuring that the report is  
completed and forwarded.  The supervisor on-scene is also responsible  
for notifying the departmental supervisor not later than the beginning  
of the next business day.   
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:  None 
 
Authorized to Make Exceptions:  PJC Department of Environmental 
Management & Safety and PJC Police Chief 
 
Method for Changing Policy:  Contact the PJC Department of Environmental 
Management & Safety and PJC Police Chief. 
 
HISTORY:   College memo dated March 27, 1997 
                      Manual of Procedures - http://pjcnet/procedure.asp 
 
AUTHORIZED SIGNATURE:                                              DATE: 
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The staff members of the LRCs have the responsibility to provide a pleasant, well-
ordered facility that is conducive to individual or group study and the effective use 
of library materials and services.  The LRC staff members have the responsibility for 
maintaining order in the LRC to assure a pleasant experience for all users.  To meet 
this responsibility, the staff members will intervene courteously, but firmly, in 
situations that present danger to persons or safety of property, interfere with the 
rights of others, constitute disturbing or inappropriate uses of the library or library 
materials or that involve the commission of illegal acts. 
 
Procedure/Guidelines: 


1.  The LRC staff member will explain that the behavior or conduct is 
               unacceptable or causing disruption and that the person(s) must 
               leave the building if the behavior in question does not cease. 
 2.   If the behavior or conduct in question continues after the verbal  
               warning, the staff member will ask the person(s) to leave the LRC. 
 3.   If the person(s) refuses to leave or resists in any way, the staff  
               member will call the PJC Police at 484-2500, report the situation as  
               an incident, and request the presence of an officer. 
 4.  Students or PJC employees who violate the LRC policies will be 
               reported to the appropriate college authority for action in 
               accordance with college policy. 
 5.  Individuals who violate the LRC policies may have their privileges 
              on district property revoked and be ordered to withdraw from 
              and refrain from entering any district property.   
 
 
 
Known Exceptions:  None 
 
Authorized to Make Exceptions:  LRC Department Supervisor 
 
Method for Changing Policy:  Written recommendation to Department 
     Supervisor forwarded to the District Department Head and District Supervisor. 
 
HISTORY:   PJC Catalog, “Student Code of Conduct” 
 
 
AUTHORIZED SIGNATURE:                                              DATE: 
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The LRCs maintain a Cash Drawer for receiving payment for overdue fines 
and for lost or damaged materials.  The LRCs may only provide a student 
with change from the Cash Drawer when there are sufficient funds in the 
Cash Drawer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:    None 
 
Authorized to Make Exceptions:   Consensus of LRC Department Supervisors 
   and District Department Head, Learning Resources Services, District Learning 
   Resources Services Supervisor and approval of Business Office. 
 
Method for Changing Policy:  Contact Department Supervisor in writing to 
   recommend changes to bring to LRC Departmental Meeting for approval to 
   forward. 
 
History:   Memo dated 9/16/94 
 
 
Authorized Signature:                                              Date: 
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The LRC Technical Services Department catalogs and processes all learning 
materials housed in LRCs for departmental and student use.  As of February 16, 
1990, the materials which are housed in the departments for classroom use will 
not require cataloging. 
 
All material processed for the District will be done in a standardized manner as 
per the Cataloging/Processing Procedures Manual.  (See Technical Services 
Coordinator) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   LRC Department Supervisor and District 
     Department Head 
 
Method for Changing Policy:   Written recommendation to Department 
     Supervisor forwarded to the District Department Head and District 
     Supervisor  
       
History:  Reference college memo dated February 16, 1990 approved by  
     CASA, 2/27/90    Manual of Procedures - http://pjcnet/procedure.asp 
   
Authorized Signature:                                              Date: 
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The LRCs strive to maintain a quiet environment conducive to study and 
research.  Therefore, the use of cell phones is not permitted. 
 
Procedures/Guidelines: 
 1.  Library users are notified by signs entering the LRC buildings and 
             located throughout the LRCs that the use of cell phones in the LRCs 
             is not permitted. 
 2.  In the event that a cell phone rings, a library staff member will ask 
             the library user to turn off their cell phone immediately or switch 
             it to a silent signal while in the library, or to take their call outside 
             the library. 
 3.  PJC Police will be called if the library user is unwilling to cooperate  
             with the library staff member.  (see Behavior and Conduct) 
 
 
 
 
 
 
 
 
 
Known Exceptions:  None 
 
Authorized to Make Exceptions:  LRC Department Supervisor 
 
Method for Changing Policy:  Written recommendation to Department 
     Supervisor forwarded to the District Department Head and District 
     Supervisor. 
 
HISTORY:   Reviewed with LRC Standing Committee     /06 
 
 
AUTHORIZED SIGNATURE:                                              DATE: 
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According to college policy, children of fourteen years of age or younger who 
use the LRCs must be accompanied by an adult who will take responsibility 
for their supervision at all times.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
 
Authorized to Make Exceptions:   Consensus of LRC Department Supervisors, 
   District Department Head, Learning Resources Services and District Learning 
   Resources Services Supervisor with approval of President’s Council. 
 
Method for Changing Policy: 
 
 
History:   College memo dated 1/26/93, approved 1/28/93 
 
 
Authorized Signature:                                              Date: 
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The primary goal of the Learning Resources Centers at Pensacola Junior 
College is to provide resources to support the institutional and instructional 
requirements of the college.  Resources that do not fit into curriculum support, 
but are requested for faculty of staff research needs, can be obtained through 
interlibrary loan.  As a service to the community, the  
LRCs provide the community access to their library collections.  However, 
community patron needs are met only as far as they fall into the framework of 
the main mission of the library, institutional and curriculum support.  
 


COLLECTION DEVELOPMENT,  BOOKS 
I. Policy: 
 The development of the LRC collections will be based on the 1967 Choice/ALA 
 survey of 263 junior college libraries.  Each collection will, however, reflect the 
 programs, special needs, and interests of the individual campus. 
 
 Responsibility: 
 The collection development plan will be developed and reevaluated annually by 
 each Campus LRC Department Head and her/his reference staff.  Statistical 
 analysis and funding information for this evaluation will be provided by the 
 Technical Services Department. 
 
II. Known Exceptions: 
 Special conditions may arise that will effect the collection development plan 
         (e.g. grants, new instructional programs.)  Major changes in allocation to LC 
 classifications should be documented by a memo by the Technical Services 
 Department Head. 
 
III. Authority to make exceptions: 
 Campus LRC Department Head; Acquisitions Librarian, Technical Services 
 Department Head with Campus LRC Department Head. 
 
IV. Method For Changing Policy: 
 Meeting of District Dean, Campus LRC Department Heads, Acquisitions 
 Librarian, and Technical Services Department Head. 
 


CONTINUATIONS 
PHILOSOPHY AND PURPOSE 
The Technical Services Department is normally able to order serial titles (i.e.:  
periodicals, newspapers, continuations) promptly and to process the same within 
three days.  The philosophy is to order and process any title that meets the district 
"continuation criteria" with an urgency which is not found in normal book ordering and 
processing, nor in orders for "irregulars" (whether published irregularly or ordered 
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irregularly).  Therefore, only titles which meet the following criteria and fall within the 
district continuation policy will be handled as continuations.  Please note that 
reference books are not automatically considered continuations. 
 
I.  POLICY 


The Technical Services Department will make every effort to order in the most 
expeditious manner what is needed to support the three campus learning 
resources centers. 


 A.  Definition and examples 
       1. Definition 
  A continuation is defined as a publication which is to be published 
   indefinitely, usually with a frequency of publication of  annual or greater, 
  and which usually has a volume and/or number.  It may be published in 
  regular or irregular intervals.  Note:  "Periodicals" usually have set time 
  periods within a year (weekly, monthly, bimonthly, quarterly). 
       2.  Examples 
  a.  Continuations would include such publications as  
       1).  handbooks with supplements (the supplements would have to 
                              meet the criteria) 
       2).  sets to be continued for an indefinite number of years, i.e.:   
     Contemporary Authors 
       3).  numbered closed- or open-ended monographic series, i.e.: The 
     Washington Papers.  [Note:  These may be routed to   
     cataloguing/processing to be catalogued as separates.] 
       4).  Encyclopedias – [3-year rotation period] 
  b.  Continuations would not include 
        1).  most irregular editions, i.e.:  Bartlett's Familiar Quotations,  
      American Men & Women of Science 
        2).  undetermined or irregular supplements, i.e.:  Sheehy's Guide to 
      Reference Books 
        3).  completed sets, i.e.:  Dictionary of Scientific Biography 
 B.  Criteria for publication to be handled as a continuation 
       1.  Continuation as defined above 
       2.  Ordered on a regular basis (whether published regularly or irregularly) 
 C.  Publications NOT meeting above criteria should be 
       1.  Considered books or periodicals and ordered as such  
       2.  Purchased at the request of the campus LRC department head 
       3.  Given priority ordering, if reference title (notify) 
       4.  Given priority processing upon receipt, if reference title 
 D.  Annual continuations 


     1.  All annual continuations should be ordered annually or at least every 2 or 
          3 years. 


       2. If an annual title is requested by one campus to be purchased outside of 
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                    a 3-year cycle and that title is received by another campus within a  
                    3-year cycle but not retained, the request should be filled by transfer 
                    and not by purchase. 
       3.  If an annual title is requested by one campus to be purchased outside a 
                    3-year cycle and that title is received by another campus within a 3-year 
     cycle but retained, the request is the responsibility of the campus and 
   should be made directly to Acquisitions. 
 


[Note:  A title is published annually because the information is outdated 
within a year.  If a campus receives an annual on a 2 or 3 year cycle, 
then the currency of the information is not an issue and a transfer, if 
available, should meet the needs of the campus in most instances.  
Exceptions will be noted.] 


 E.  New titles (determine if title meets definition criteria) 
               1.  If not a continuation, place order as a book or periodical 
               2.  If determined to be a continuation after purchase, notify campus that 
                    title is a continuation and will be processed as a "trial title."  
       3.  If determined to be a continuation prior to purchase and funds are 
                    available for new continuation titles, route to Technical Services 
                    Department Head  with evaluation form, signatures, and documentation. 
       4.  FOR NEWLY PUBLISHED TITLES ONLY; (for other than new titles,  
            requests should be handled as exceptions): 
            A campus LRC may request the purchase of a new continuation title for 
                    a one-year trial period through the regular collection development 
            allocations.  The Acquisitions Area will request a review and   
           documentation, including Dean's approval, to set up as a continuation             
           after the trail period.  If continuation set up not requests, a cancellation 
    form will be necessary. 
      5.  If approved by committee and dean, 
            a.  may be ordered immediately with "new continuation" money, 
            b.  or be held until March to determine if money is available, 
            c.  or be placed on next fiscal year's budget. 
            d.  Campus LRC will be notified. 
 F. Time Table 
  July – December 1. Acquisitons orders fiscal-year requests  
      (basically renewals) 
     2. Technical Services defines new requests as  
      continuations- 
      a. if new continuation money – add 
      b. if no new money – hold until   
       following spring 
     3. Campus reviews continuation list for current  
     fiscal year for update in next fiscal year. 
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  January -  Campus gives Technical Services updated   
     continuation list for budget review 
     1. deletions 
     2. additions 
  February - Budget Hearings 


 March – April Technical Services determines if any money is available for
 mid-Year requested for new titles, see VI, 2b. 


 
II.   Known Exceptions: 
 As stated within text above. 
 
III. Authority to make exceptions: 
 Campus LRC Department Head with Technical Services Department Head and 
         District Dean. 
 
IV. Method for Changing Policy: 
 Consensus of District Dean, Campus LRC Department Heads, and Technical 
          Services Department Head. 
 
 
 
 
Known Exceptions:  None 
 
Authorized to Make Exceptions:  Consensus of LRC Department Supervisors,   
   District Department Head, Learning Resources Services and District Learning 
   Resources Services in consultation with campus Collection Development 
   Librarians. 
 
Method for Changing Policy:  Contact Department Supervisor in writing to 
   recommend changes to bring to LRC Departmental Meeting for approval. 
   Challenges or concerns relative to this policy may be brought before the  
   LRC Committee. 
 
HISTORY:   Policy dated 5/99 
 
 
AUTHORIZED SIGNATURE:                                              DATE: 
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In support of the philosophy of Pensacola Junior College to assume a leading role in 
the educational and cultural growth of the community at large, the Library-Learning 
Resources Centers provide services to non-student members of the college district, 
as defined as community patrons.  A community patron is a permanent resident of 
one of the counties served by the College district. 
 
1. PJC students and faculty have first priority in the use of services, learning 


resources, equipment, and facilities. 
 
2. Community patrons (defined as adults or high school students) may borrow 


books from the circulating collection for a loan period of 30 days.  A 
community patron may not have more than two books on loan at a time  
and must show a driver’s license or other proof of residency to borrow 
materials.  Patrons who have overdue books, or who have repeatedly 
returned books late to the LRC, at the discretion of the College, may be 
refused permission to borrow materials.  Patrons with over-due, damaged, or 
lost materials will be fined or charged in accordance with circulation policy. 


 
3. Reference books, indexes, bound and unbound periodicals, newspapers  


and all microforms may not be borrowed.  These materials are for use  
within the LRC only. 


 
4. All equipment assigned to the LRC is for use within the building only and  


may not be borrowed.  These include all projectors and similar viewing 
equipment, typewriters, copy machines, computers and computer 
peripherals. 


 
5. Reference assistance is available to community patrons.  Reference 


assistance to students is given priority over reference assistance to 
community patrons when time factors are involved.  Reference librarians  
may provide bibliographic suggestions but will not prepare bibliographies  
or do bibliographic research for community patrons.  A librarian may not  
give specific recommendations to patrons in regard to personal references  
for individual companies, vendors, medical personnel, etc. 


 
6. Workshop visits or tours of the Learning Resources Centers for schools, 


organizations, will be at the discretion of the LRCs.  See Policy on Library 
Visits. 
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7. It is the responsibility of the patron to comply with the copyright laws for all 


materials copied.  Staff members may not make photocopies for the patron. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:  None 
 
Authorized to Make Exceptions:  Consensus of LRC Department Supervisors, 
    District Department Head, Learning Resources Services. 
 
Method for Changing Policy:  Contact Department Supervisor in writing to 
    recommend changes to bring to LRC Departmental Meeting for approval. 
    Challenges or concerns relative to this policy may be brought before the  
    LRC Committee. 
 
HISTORY:   LRC Policy, 1987; Revised 5/99, Revised 5/15/07 
 


AUTHORIZED SIGNATURE:                                              DATE: 
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Pensacola Junior College provides access to the Internet for the primary 
purpose of providing the students with educational materials to meet 
coursework requirements.  PJC students and faculty have priority in the use 
of computers all times for academic purposes.  Procedure for accessing 
computers may vary at each campus LRC. 


LRC  COMPUTER  POLICY 
 
 
I. POLICY 


Pensacola Junior College provides access to the Internet for the primary purpose of providing 
the students with educational materials, not physically located at Pensacola Junior 
College to meet coursework requirements.  PJC students and faculty have priority in the 
use of computers at all times for academic purposes. 
A. Use of Computers 


In an effort to make information freely available to LRC users, Pensacola Junior College 
                         asks that you not abuse the access provided to you. 
  1. Computers are used to: 
 
   a. access PJC holdings 
   b. access other educational institutional holdings  
   c. access periodicals, newspapers, reference indexes 
   d. access Internet sources 
   e.          prepare material for coursework 


2. PJC students and faculty have priority in the use of computers at all times for 
academic purposes. 


 B. Free Access 
Users must accept responsibility for learning how to use information technology.  
Limited assistance is available in the LRC.  In-depth assistance is available to the PJC 
students in the Academic Computing Center.  The college offers courses in information 
technology. 


 
Users must use resources efficiently.  The LRCs do not want to charge for printing; 
therefore each user should be conservative in determining what needs to be printed.  
Downloading to a portable storage device is one way to conserve resources.  Portable 
storage devices are available to purchase at the College Bookstore. 


 
Users must accept limitations or restrictions on computing resources.  LRC 
Computers will not be used for commercial purposes.   Use of equipment for or on behalf 
of external organizations or individuals not part of the mission of Pensacola Junior 
College is prohibited.  Educational objectives have priority over recreational uses. 


 
Users must not receive or display materials that may be inappropriate for public 
viewing because of its objectionable or offensive nature.  This includes 
pornographic, racial, or sexual harassment type materials. 
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Users must abide by all security provisions   Behaviors considered to violate PJC's 
LRC policy with respect to computer systems and use include, but are not limited to the 
following:    
1.  "Hacking" or related behavior attempting to compromise collect computer security or 
      the security of remote systems accessed through college equipment or systems.   
2.  Creating or releasing computer viruses or engaging in other destructive or potentially 
     destructive programming activities.   
3.  Modifying, altering or otherwise tampering with systems hardware or software unless 
     explicitly authorized to do so.   
4.  Copying for oneself or distributing to others commercial or other copyrighted software 
     or proprietary data which has not been placed in the public domain or been distributed 
     as freeware.   
5.  Use of college computers, systems and/or services to perpetrate fraud, 
     misrepresentation or illegal activity.   
6.  Any act chargeable as a violation of local state or federal law, whether or not charges 
     are brought by civil authorities.  
7.  Violations of the Student Code of Conduct. 


 
Users must cooperate as necessary.  The Student Code of Conduct will be adhered to 
at all times. It is at the discretion of the College and/or the LRC to maintain continued 
reasonable services, and in the cases of irresponsible use, the College and/or LRC may 
suspend user privileges.  All users are expected to cooperate with investigations by 
College and/or LRC personnel, the Director of Student Life, and the PJC Police 
Department. 


 
ANYONE ABUSING THE PRIVILEGE OF THIS FREE ACCESS/POLICY WILL BE 
REPORTED TO COLLEGE AUTHORITIES AND MAY BE REQUIRED TO FORFEIT LRC 
PRIVILEGES. 


 
Parents of young children should supervise their children using computer resources in 
the LRC at all times.  CHILDREN UNDER 15 YEARS OF AGE MUST BE ATTENDED BY 
AN ADULT AT ALL TIMES. 


                                                                                                                                                                                        
II. KNOWN EXCEPTIONS: 
 NONE 
 
III. AUTHORITY TO MAKE EXCEPTIONS: 
 Campus LRC Department Heads 
 
IV. METHOD FOR CHANGING POLICY: 
 Decision of Campus LRC Department Heads and Dean of Distributed Learning. 
 
 
 
 
 
Approved by the Learning Resources Committee   4/29/96 
Revised by LRC Department Heads and District Dean   9/97 
Revision of 9/97 approved by the Learning Resources Committee   2/24/98 
Revised by LRC Department Heads and District Dean 5/27/98 
Revised 5/27/98 
Revised by LRC Department Heads and Dean, 5/7/2002 
Revised 6/14/06  H:\LRC Misc\LRC COMPUTER  POLICY.doc 
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Known Exceptions:   None 
 
Authorized to Make Exceptions:   Consensus of LRC Department Supervisors 
      and District Department Head, Learning Resources Services with approval  
      of District Learning Resources Services Supervisor 
 
Method for Changing Policy:   Contact Department Supervisor in writing to 
      recommend changes to bring to LRC Departmental Meeting for approval.  
 


History:    Approved by Learning Resources Committee 4/29/06 
      Revised:  9/97, 2/24/98, 5/27/98, 5/7/02, 5/15/07   
 
 
Authorized Signature:                                              Date: 
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A policy shall exist to allow the copier services contractor to provide refund 
accounts for refunds to patrons because of equipment and/or debit card 
malfunctions. 
 
“The copier services contractor shall establish and maintain adequate refund 
accounts in each Learning Resources Center, located on the Milton, 
Pensacola and Warrington Campuses.”  Patron losses for which appropriate 
refund measures may be taken are listed on attached copy of PJC Manual of 
Procedures No. 538, dated 4/29/94. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   President’s Council 
 
Method for Changing Policy:   Written recommendation of the LRC Supervisor 
      and approval of the President’s Council. 
 


History:   PJC Manual of Procedures No. 538, dated 4/29/94 
               Manual of Procedures - http://pjcnet/procedure.asp 
  
Authorized Signature:                                              Date: 
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Loose issues of newspapers and periodicals are discarded according to college 
policy after specific holding periods. 
 
The Serial Record of each campus will note the “backfile” status (i.e.:  BD, MF, CY, 
CY+1, etc.). 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:  None 
 
Authorized to Make Exceptions:  District Department Head with consensus of 
    LRC Supervisors and approval of LRC Supervisor. 
 
Method for Changing Policy:  Written request to the District Department 
    Head or LRC Supervisor to forward to LRC Supervisor. 
 
HISTORY:   LRC Policy, 1987, Revised 1988 
 
 
AUTHORIZED SIGNATURE:                                              DATE: 
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This is the policy for disposing of discards or materials that are out-dated, 
duplicated, worn, damaged, or no longer needed to support PJC’s mission or 
curriculum.  LRC books and non-book materials are purchased with State 
funds and can be discarded only in compliance with the Florida State 
regulations. 
 
In compliance with the regulations and with the approval of the Board of 
Trustees, PJC has an agreement with a vendor, to sell any material 
designated for discard and to pay PJC and a non-profit literacy organization 
of PJC’s choice, a percentage of the sale of the materials.  The vendor pays 
for boxes and shipping costs.    
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:  None 
 
Authorized to Make Exceptions:  PJC Board of Trustees 
 
Method for Changing Policy:  Written recommendation to Department 
     Supervisor forwarded to the District Department Head and District 
     Supervisor. 
 
HISTORY:   Agreement with Better World Books signed August, 2005 
 
 
AUTHORIZED SIGNATURE:                                              DATE: 
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To protect critical LRC materials placed on reserve, the LRC may require a 
student’s driver’s license be held as security.  The LRC’s shall have the right to 
retain as security a picture ID (driver’s license, military ID, or other equivalent 
ID) of students and community patrons who check out critical resource 
materials placed on reserve for restricted use within the LRC only. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Circulation Supervisor 
 
Method for Changing Policy:   Written recommendation to District 
Department Head for approval of President’s Council. 
 


History:   Reference PJC Manual of Procedures #128 
               Manual of Procedures - http://pjcnet/procedure.asp 
 
Authorized Signature:                                              Date: 
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Employees and students are encouraged to report any suspected drug abuse  
to the PJC Police Department immediately. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
 
Authorized to Make Exceptions:   PJC Police 
 
 
Method for Changing Policy:   PJC Police 
 


History:   Reference college memo dated June 1, 1995 and PJC College Catalog, 
     “Student Code of Conduct.” 
 
Authorized Signature:                                              Date: 
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All requests to rent films are submitted to the Technical Services Department for 
processing.  Requests from a department at Milton or Warrington campuses may 
be submitted through the Campus LRC Supervisor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
 
Authorized to Make Exceptions:   Campus LRC Department Supervisor and 
      Technical Services Coordinator. 
 
Method for Changing Policy:   Consensus of Campus LRC Department 
      Supervisors, District Department Head and Technical Services Coordinator. 
       


History:     
 
 
Authorized Signature:                                              Date: 
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LRC fines and assessments are imposed in accordance with PJC Manual of 
Procedures #308.  Fines are imposed not to increase the Learning Resources 
Centers’ funds, but rather to insure the timely return of library materials so  
that these materials will be available for other LRC users.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Circulation Supervisor 
 
Method for Changing Policy:   Recommendation of District Department Head 
      and District Learning Resources Supervisor with approval of Academic VP 
      and PJC President. 
 
History:   PJC Manual of Procedures #308 
               Manual of Procedures - http://pjcnet/procedure.asp 
 
 
Authorized Signature:                                              Date: 
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Reserve materials have a $1.00/day overdue fine imposed for each day that  
the item is overdue up to five days, after which the item is considered lost  
and the student will be billed for the cost of the reserve item. 
 
LRC fines and assessments are imposed in accordance with PJC Manual of 
Procedures #308. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Circulation Supervisor 
 
Method for Changing Policy:   Recommendation of Circulation Supervisor  
     with approval of Department Head. 
       
 
History:  Reference college memo dated March 13, 1990, Board of Trustees 
              approved 3/27/90.  Manual of Procedures #308 
              Manual of Procedures - http://pjcnet/procedure.asp 
              Board of Trustees Policy Manual - http://pjcnet/docs/policymanual.pdf 
   
Authorized Signature:                                              Date: 
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Gifts are defined as any materials given to the PJC Libraries/LRCs.  Gifts are 
donated to the Pensacola Junior College Foundation.  Gifts may only be accepted 
by the College President. 
 
The District LRCs adhere to the college gift policy.   
 
The LRC accepts gifts that meet its criteria for selection according to the College 
Development Policy.  The LRC retains the right to dispose of gift materials not 
selected for retention in the collection.  The donor is requested to complete and 
sign both the college gift form and the LRC gift acknowledgement form.  The 
LRC gift form confirms that the LRC has final authority for the dispensation of 
the gift.  The gift is not accepted until it is reviewed by the Collection 
Development Librarian and recommended to the District Department Head.  The 
LRC cannot make appraisals for tax purposes. 
 
Gifts of money for the LRC are accepted through the PJC Foundation and may be 
used by the LRC to purchase materials, equipment or services.  Donors of 
monetary gifts may designate the use of those funds for specific purchases. 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   PJC President 
 
Method for Changing Policy:   Written request to the President’s Council. 
 


History:   LRC Policy dated 4/98, updated 6/28/04. 
               Board of Trustees Policy Manual - http://pjcnet/docs/policymanual.pdf 
 
Authorized Signature:                                              Date: 
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Students, faculty members and staff may request interlibrary loans of all types.  
Community Patrons are referred to the West Florida Regional Library System for 
ILL privileges.  Postage, photo duplication, and any other fees will be charged to 
the requestor or charged back to the department.  If done on behalf of the 
department or college, appropriate authorization is necessary.  For overdue 
items or items not returned, see FINES:  INTERLIBRARY LOANS. 
 
Pensacola Campus LRC processes all ILL requests.  ILL requests are initiated at 
the individual campus LRCs.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Campus LRC Departmental Supervisors. 
 
Method for Changing Policy:   Consensus of campus LRC Department 
      Supervisors and District Department Head recommended to President’s 
      Council 
 
History:   Reference PJC Manual of Procedures #128 
               Manual of Procedures - http://pjcnet/procedure.asp 
 
Authorized Signature:                                              Date: 
 
                                                                             
 
 








PENSACOLA JUNIOR COLLEGE 
POLICIES OF THE  
LEARNING RESOURCES SERVICES 
TITLE:                                                                                       Number:          
              LRC Facilities and Equipment Usage 
                                                                                                 Page 
                                                                                                1 of 1 
 
 
 
Only the President, Vice President, Provost or their designee can give permission 
to any group to use any LRC facility or equipment according to Board of 
Trustees #6Hx20-1.015. 
 
 1. FACILITIES:  LRC facilities are for the use of PJC employees and 


students for educational and/or college purposes.  “Request to 
Use Facilities” form must be approved by the Insurance 
Consortium before non-college or non-college affiliated persons  
may use the facilities.  (Inquires are directed to Campus Provost) 
 


 2. EQUIPMENT:  LRC equipment is for use by PJC employees and 
students for educational and or college purposes.  LRC equipment 
should remain in the LRC unless its removal on a temporary basis  
is specifically authorized for use by employees and/or students for 
college or college affiliated educational purposes.  No equipment 
may be removed from the campus without authorization from the 
President, a Vice President or a Provost.   


 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   President, Vice President, Provost or a 
       Designee 
 
Method for Changing Policy:   Requests submitted to District Department 
Head for Board of Trustees approval. 
 


History:   Board of Trustees Policies 6Hx20-1.015 
               Board of Trustees Policy Manual - http://pjcnet/docs/policymanual.pdf 
 
Authorized Signature:                                              Date: 
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PJC students have priority for all LRC services, equipment and materials as 
recommended by the LRC Standing Committee and the District Department 
Head of Learning Resources Services. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   LRC Department Supervisor  
 
Method for Changing Policy:   Recommendation to Department 
      Supervisors, forwarded to the District Department Head and District  
      Supervisor 
       
 
History:   College memo dated June 14, 1993 
 
 
Authorized Signature:                                              Date: 
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Students and patrons are encouraged to visit and use all the Learning Resources Centers.  
In order to accommodate non-PJC affiliated groups without interfering with service to the 
PJC students, faculty, and staff the LRC suggests the following guidelines.  Groups that are 
not affiliated with PJC are welcome to visit the LRCs under the following guidelines. 
 A. Definitions: 
  1. A "Non-PJC Affiliated Group" is any group that is not led by,   
            invited by, or composed of PJC students, faculty, or staff.  This   
            would include such groups as public or private school groups,   
            community groups, or business organizations. 
  2. A library visit could be: 
   (a)   a "walk-through" the building with a library employee   
             escort who briefly describes location of materials,   
             services, policies or; 
   (b)   a "general tour" to include a brief demonstration of how   
             to find a book, newspaper, or periodical article. 
 B. Each campus LRC may schedule library visits as time and staffing   
           configurations allow. 
  1. Visits to the Pensacola Campus LRC may be scheduled by either  
            a telephone call to the Reference Desk (484-2006) or e-mail   
            (reference@pjc.cc.fl.us) from an appropriate supervisor or   
            company representative.  Visits may be scheduled any    
            afternoon from 1:00 p.m. – 4:00 p.m., Monday through    
            Thursday, or 1:00 p.m. to 3:00 p.m. on Friday. 
  2. The exceptions are: 
   (a) There is a PJC tour or other group scheduled at the   
              requested time. 
   (b) There is insufficient staff on duty to cover the Reference   
             Desk and the escort group. 
 C. An appropriate representative or teacher from school or organization   
           will accompany and supervise the group at all times. 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   District Dean and Campus LRC  
       Department Heads 
 
Method for Changing Policy:  Consensus of Campus LRC Department Heads 
      and District Dean approval, after a review with the Learning Resources 
      Committee. 
 
History:    Policy approved 2/16/00 
 
 
Authorized Signature:                                              Date: 
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Adjunct faculty have the same loan privileges as full-time faculty.  These 
privileges apply to adjunct faculty for the contracted terms only.  Adjunct  
faculty, like full-time faculty normally may borrow materials for one term. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Circulation Supervisor 
 
Method for Changing Policy:   Recommendation to District Department Head 
and approval of District Learning Resources Supervisor 
 


History:  Memo dated 10/30/87, reviewed 1993.  
 
 
Authorized Signature:                                              Date: 
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Certain materials may not be checked out.  These include reference materials, 
periodicals, newspapers, law collection and archival materials.  Any item may  
be designated as a non-circulating or restricted circulating item by faculty, 
administrators, or LRC Department Supervisor. 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 


 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Campus LRC Department Supervisors or 
      Designees 
 
Method for Changing Policy:   Recommendation of Department 
      Supervisors for approval of District Department Head  
       
 
History:  Policy dated 1993  
 
 
Authorized Signature:                                              Date: 
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The LRC loans books and media such as CDs, DVDs, videos, etc. to PJC 
employees according to PJC Manual of Procedures #435, dated 10/1/96. 
 
Procedure 
 
1. Issuance and requirements of use of PJC LRC borrower loan card. 


All Pensacola Junior College employees must have a valid PJC LRC 
borrower loan card in order to charge out circulating library materials.  A 
borrower loan card will be issued upon presentation of a picture ID and 
valid College ID card.  An adjunct faculty member will be required to show 
a copy of his/her current contract. 


  
 The employee is required to present his/her loan card and a picture ID at 


the Circulation Desk each time materials are charged out. 
 
 Students or others who are sent to the LRC by the employee to borrow 


materials in his/her name must have the employee’s borrower card and 
produce a letter signed by the employee requesting the items. 


 
2. Loan period. 
 Circulating library materials are charged out to employees for one term.  


One renewal will be given upon request. 
 
 Certain collections that are specific to each campus may have different 


loan periods. 
 
3. Limit to the number of circulating items an employee may have 


charged out each term. 
 An employee may not have more than 50 items charged out at any one 


time. 
 
 Should an employee require the use of more than 50 items at one time, a 


written request should be submitted to the Department Head of the 
Campus LRC, stating the reason and the loan period involved.  If the 
Department Head agrees to the request, the materials must be returned 
by the agreed upon date—usually a two-week period for all materials over 
the 50 item limit. 
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Arrangements for use of non-circulating library materials, e.g., reference 
books, periodicals, and audiovisual materials, must be made on an 
individual basis with the reference or circulation librarian. 
 


4. Notification and resulting action of failure to return library 
materials by due date. 


  
 Within one week of the due date passing, a notice will be sent to the 


employee’s home address requesting the return of the material. 
 
 If the materials are not returned within 40 days of the due date, the 


materials will be declared lost and a bill will be sent to the employee for 
the replacement cost of the materials. 


 
 If the materials are not returned or paid for by the beginning of the 


following term, the employee will be notified that his borrowing privileges 
have been suspended until the return of or payment for the materials. 


 
There are no known exceptions to this procedure.  The Campus LRC Department 
Heads have the authority to make exceptions should they be deemed necessary. 
 
 
 


 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Circulation Supervisor 
 
Method for Changing Policy:   Recommendation from Department 
      Supervisors to District Department Head and District Supervisor  
      for approval of President’s Council 
 
History:   Manual of Procedures #435, dated 10/1/96 
               Manual of Procedures - http://pjcnet/procedure.asp 
 
Authorized Signature:                                              Date: 
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The LRC loans books and media such as CDs, DVDs, videos, etc.  There is a  
loan period and an overdue fine fee for each category.  All borrowers must have 
a loan card.  The PJC I.D. card is the student’s library card.  Non-students must 
present a picture I.D. such as a driver’s license to be issued a generic library 
card. 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 


 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   None.  ExLibris, ALEPH Library 
      Management System, requires a bar-coded card to check out any  
      material.  Would require a system change. 
 
Method for Changing Policy:   Written recommendation to Department 
      Supervisor for approval of District Department Head and District Supervisor  
       
 
History:  LRC Policy updated 1993  
 
 
Authorized Signature:                                              Date: 
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The LRC imposes fines and assessment fees in accordance with Manual of 
Procedures #308, “Learning Resources Centers District Procedure for Library 
Fines & Assessments dated 4/19/96. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   President’s Council 
 
Method for Changing Policy:   Written recommendation to District Learning 
      Resources Supervisor to forward to President’s Council 
       
 
History:   PJC Manual of Procedures #308 dated 4/19/95 
               Manual of Procedures - http://pjcnet/procedure.asp 
 
Authorized Signature:                                              Date: 
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The PJC Police Department will be called as soon as property is either reported 
lost or reported found in one of the LRCs or turned in at the Circulation or 
Reference Desks.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   PJC Police Department 
 
Method for Changing Policy:   Recommendations from LRC District 
      Department Head to PJC Police Chief. 
       
 
History:   Attached memo dated 10/2/02 from PJC Police 
               Manual of Procedures - http://pjcnet/procedure.asp 
 
Authorized Signature:                                              Date: 
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All media/audiovisuals for the college will be ordered through the LRC Technical 
Services Department. 
 
To consolidate the process of ordering all media materials to ensure a timely 
follow-through with vendors all requests are routed through the LRC Technical 
Services Department in accordance with Manual of Procedures #206. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
Known Exceptions:  None 
  
Authorized to Make Exceptions:   Coordinator of Technical Services 
 
Method for Changing Policy:   Recommendation of District Department Head with 
      approval of District LRC Supervisor and PJC President. 
       


History:    Reference Manual of Procedures #206 
                Manual of Procedures - http://pjcnet/procedure.asp 
 
Authorized Signature:                                              Date: 
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In the case of a minor medical emergency, the LRC staff members will call 
PJC Police, 484-2500, who will notify the nurse, come to the scene, and 
determine if further medical help is necessary. 
 
In the case of an extreme medical emergency (e.g. possible cardiac 
condition:  bleeding, complaint of chest pains, diaphoresis, choking, possible 
drowning), immediately call 9-911.  If 9-911 is called, notify PJC Police (after 
calling 911) who will respond to the scene.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:  None 
 
Authorized to Make Exceptions:  PJC Police Chief 
 
Method for Changing Policy:  PJC Police and the Coordinator of Environmental 
    Management & Safety 
 
HISTORY:   Memo dated June 15, 1994 
                  Manual of Procedures - http://pjcnet/procedure.asp 
 
AUTHORIZED SIGNATURE:                                              DATE: 
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The LRC staff members may not page patrons for telephone or other messages, 
unless an emergency is identified to a staff member.  Calls to locate individuals 
are referred to PJC Police at extension #2500. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   A request from PJC Police or a member of the 
      Administration 
 
Authorized to Make Exceptions:   Campus LRC Department Supervisor 
 
Method for Changing Policy:   Consensus of Campus LRC Department 
      Supervisor and approval of the District Department Head 
       
 
History:   LRC Policy, 1993 
 
 
Authorized Signature:                                              Date: 
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The LRC requires a photo I.D. from anyone who is eligible to check out LRC 
materials. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Circulation Supervisor 
 
Method for Changing Policy:   Recommendation from Department Supervisor 
      and approval of District Department Head 
 


History:   Reference memo dated July 6, 2000 for list of eligible users. 
 
 
Authorized Signature:                                              Date: 
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Librarian or staff members may not copy materials for patrons. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   LRC Department Supervisors 
 
 
Method for Changing Policy:  Contact Department Supervisor in writing to 
     recommend changes to bring to LRC Departmental Meeting for approval. 
 


History:   Policy dated 7/87, Reviewed 1993 
               Board of Trustees Policy Manual - http://pjcnet/docs/policymanual.pdf 
 
Authorized Signature:                                              Date: 
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Records of LRC materials checked out to individuals are private and may not  
be discussed with anyone but the individual involved.  The Library Management 
System does not retain records of LRC items checked out and returned.  
Student or patron records of LRC materials checked out are not available after 
the materials are returned. 
 
Student records are specifically exempt from public disclosure. 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   Staff members should cooperate with any officer of the 
      court or law enforcement officer who presents a subpoena for an LRC user’s 
      record and contact the Department Supervisor and District Supervisor as 
      soon as possible. 
 
Authorized to Make Exceptions:   College attorney 
 
Method for Changing Policy:   Written recommendation to Department 
     Supervisor forwarded to the District Department Head and District 
     Supervisor for review by the College Attorney. 
       
 
History:   Section 119.07(3)(b), Florida Statutes (1979).  Reference attached 
     Florida Department of State memo dated August 18, 1981 
 
 
Authorized Signature:                                              Date: 
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When asked to reconsider library material, the requestor will complete the 
“Request for Reconsideration of Library Materials” form and submit it to the 
LRC.  The request will be reviewed by the District Department Head, 
Learning Resources Services, and a committee of LRC Supervisors and 
librarians based on the LRC’s mission, the Collection Development Policy, 
and the American Library Association Standards.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:  LRC District Department Head and 
    committee of LRC Supervisors and librarians. 
 
Method for Changing Policy:  Written recommendation to Department 
    Supervisor forwarded to the District Department Head and District 
    Supervisor. 
 
HISTORY: 
 
 
AUTHORIZED SIGNATURE:                                              DATE: 
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The Reference Librarians will assist faculty member in their bibliographic  
needs by advising and locating bibliographic tools and other source materials 
necessary to meet instructional requirements.  Faculty members, however,  
will review, organize, and compile their own bibliographic data from the sources 
which the LRC will provide.  Compiling or typing services cannot be provided by 
the LRC. 


  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   LRC Department Supervisor  
 
Method for Changing Policy:   Written recommendation to Department 
      Supervisor forwarded to the District Department Head and District  
      Supervisor 
       
 
History:   LRC Policy, 1987, Reviewed 1993 
 
 
Authorized Signature:                                              Date: 
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Reference service to users of the Learning Resources Centers is the primary 
responsibility of the reference librarians and takes precedence over routine 
assignments.  Reference service includes answering questions and assisting students, 
faculty, and community patrons in locating information.  Librarians do not interpret 
legal, medical, financial or statistical information. 
 
Reference service includes teaching library courses and providing customized 
instruction workshops to classes when scheduled by the faculty instructor. 
 
Telephone reference service is limited to specific requests for information, as opposed 
to subjective or evaluative information.  Incoming and outgoing calls are secondary to 
helping students and patrons who are already in the LRC.  If an answer is not 
immediately available, the reference staff member will return the patron’s call; if the 
question involves extensive research, the patron will be asked to come to the LRC.  No 
attempt will be made to read anything over the telephone.  Information may be 
emailed to a patron if it is in digitized format and not copyrighted. 
 
Daily reference assistance is recorded by the Reference Librarian on duty.  These 
records show requests for general information, directions, telephone queries, searches, 
computer assistance, etc.  These statistics are reported to Department Supervisors and 
recorded in an online report on the LRC website. 
 
 
  
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Reference Librarian/Librarian on duty or 
      LRC Department Supervisor  
 
Method for Changing Policy:   Written recommendation to Department 
      Supervisor forwarded to the District Department Head and District  
      Supervisor 
       
 
History:   LRC Policy, 1987, Reviewed 1993 
 
 
Authorized Signature:                                              Date: 
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Materials may be renewed one time for faculty, students or community patrons.  
Renewals may be taken in person, by telephone or email.  Any requests for 
additional renewals must be approved by the LRC Supervisor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
Known Exceptions:   
A.  Honor students may be permitted up to 2 renewals for any one item unless 
     there is a request for the item. 
B.  Renewals may be denied if there is a reserve request on the item. 
C.  Renewals may be denied if the student or patron has an unsatisfied overdue 
     or lost item on record. 
  
Authorized to Make Exceptions:   LRC Department Supervisor 
 
Method for Changing Policy:   Written recommendation to Department Supervisor 
     forwarded to the District Department Head and District Supervisor. 
       


History:   LRC Policy, 1993 
 
 
Authorized Signature:                                              Date: 
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According to the Manual of Procedures #207, the academic department may initiate a 
requisition for books, periodicals, and audio visual materials to be purchased from a 
grant. 
 
The requisition will be complete with campus signatures and justifications, after which 
the requests are routed as follows: 
         Campus LRC Department Head 
 Technical Services Department for Order Processing 
 Restricted Accounting Office 
 Purchasing 
 
 Exceptions:  If the material is for administrative use, the initiator routes the 
         requisition directly to the Restricted Accounting Office.  Requisitions for the 
         Pensacola Campus are routed directly to the Technical Services Department. 
 
 If the material is used with a computer or peripheral device, the Instructional 
         Technology department head shall replace the first two in the routing order 
         above. 
  
Known Exceptions:    
A.  Materials that will be retained by the Academic Departments 
B.  Specific materials that will not be available in the LINCC (library catalog) 
C.  If the material is for administrative use, the initiator routes the requisition 
     directly to the Restricted Accounting Office.  Requisitions for the Pensacola 
     Campus are routed directly to the Technical Services Department. 
D.  If the material is used with a computer or peripheral device, the approval  
     is also required by the Micro-Computers department head. 
  
Authorized to Make Exceptions:   Campus LRC Department Supervisors  
      and Technical Services Coordinator 
 
Method for Changing Policy:   Consensus of Campus LRC Department 
      Supervisors, District Department Head, and Technical Services Coordinator 
      Note:  The purchase of books will conform to the Collection Development 
      Policy.  See Collection Development Policy.     
History:   Manual of Procedures #207, LRC Policy, 1987 
               Manual of Procedures - http://pjcnet/procedure.asp 
 
Authorized Signature:                                              Date: 
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I.   PURPOSE: 
 
     Book requests can be initiated by anyone and should be submitted to the 
     appropriate Campus LRC Department Supervisor. 
 
 
II.  PROCEDURE: 
 
     After reviewing, searching, verifying, and approving, Campus LRC Department 
     Supervisor will forward requests to the Technical Services Department to order.   
     All book requests should conform to the approved Collection Development Plan  
     for the District.  Budget restrictions may limit approval of some requests. 
 
 
 
   
 
 
 
 
    
  
Known Exceptions:   Books $75 and over:  An attached review is required  
     as well as Campus LRC Department Supervisor and/or Collection 
     Development Librarian approval. 
  
Authorized to Make Exceptions:   Campus LRC Department Supervisors  
      and Technical Services Coordinator 
 
Method for Changing Policy:   Consensus of Campus LRC Department 
      Supervisors, District Department Head, and Technical Services Coordinator 
      Note:  The purchase of books will conform to the Collection Development 
      Policy.  See Collection Development Policy. 
       
History:   LRC Policy, 1987, Reviewed 1993 
 
 
Authorized Signature:                                              Date: 
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Periodical and continuation requests for student use in the LRCs may be initiated 
by faculty, department heads, or librarians and should be submitted to the 
appropriate Campus LRC Department Supervisor.  Materials needed to support 
specific departments/administrative needs may be purchased with department 
or SPD funds. 
 
After reviewing, searching, and verifying, Campus LRC Department Supervisors 
should forward recommended requests to the Technical Services Department for 
review.  The request will be brought before the District Serials Committee; upon 
committee approval it will be forwarded to the Technical Services Department to 
order. 
 
 
 
 
 
 
 
  
Known Exceptions:  Replacement periodicals and continuations will go through 
     an annual review process by the Campus LRC Department Supervisors prior 
     to renewal.  Materials needed to support specific departments/administrative 
     needs may be purchased with department or SPD funds.  
  
Authorized to Make Exceptions:   Campus LRC Department Supervisors, District 
      Department Head and Technical Services Coordinator 
 
Method for Changing Policy:   Consensus of District Serials Committee, Technical 
     Services Coordinator, and District Department Head 
       


History:    Reference Manual of Procedures #208 dated 10/1/96 
                Manual of Procedures - http://pjcnet/procedure.asp 
 
Authorized Signature:                                              Date: 
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Materials placed on reserve by faculty for their students must conform to the 
copyright laws according to Board of Trustees Policy 6Hx20-1.03.1. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Changes in Copyright Law 
 
Method for Changing Policy:  College legal advisor 
 


History:   Board of Trustees Policy dated 1/21/97, 6Hx20-1.031 
               Board of Trustees Policy Manual - http://pjcnet/docs/policymanual.pdf  
 
Authorized Signature:                                              Date: 
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Faculty members may place LRC or personally owned materials that are in 
heavy demand on reserve for all or part of one term.   
 
At the end of each term, all materials are automatically removed from reserve 
unless the instructor or department head specifically requests continuance of 
the reserve for all or part of the succeeding term.  Whenever possible, the LRC 
will request that a photocopy be placed on reserve rather than an entire issue of 
a periodical.  The loan period for reserve material is a restricted period usually 
determined by the instructor.  All materials placed on reserve must comply with 
current Copyright Law.  (See Copyright section) 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
 
Authorized to Make Exceptions:   Campus LRC Department Supervisors 
 
Method for Changing Policy:   Approval of Campus LRC Department Supervisors 
      and District Department Head. 
       


History:   LRC Policy, 1993; Board of Trustees Policy 6Hx20-1.031 
               Board of Trustees Policy Manual - http://pjcnet/docs/policymanual.pdf  
 
Authorized Signature:                                              Date: 
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When the LRCs are closed during registration, a student may request a 
Provisional Registration to lift an LRC HOLD temporarily to register. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
 
Authorized to Make Exceptions:   Registrar and LRC District Department 
      Head 
 
Method for Changing Policy:   Agreement between Registrar and LRC  
      District Department Head 
       


History:    College memo dated August 2, 1995 
 
 
Authorized Signature:                                              Date: 
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The campus LRCs support the curriculum of the college and accommodate 
community patrons with limited services.  The LRC facilities do not have archive 
rooms or areas.  The Pensacola LRC maintains a limited number of archive 
materials.  The Office of College Marketing & Information maintains the PJC archival 
materials.   


Examples of materials housed by the Pensacola LRC include: 
Issues of the Corsair 


  PJC Yearbooks and catalogs 
  Pensacola history books and materials 
  Current PJC Board of Trustees policies, Meeting Agendas, and Minutes. 
 


Examples of documents locate in the Office of College Marketing & 
Information include: 


PJC Board of Trustees Policy Manuals, past years’ Meeting Minutes, 
Agendas, Miscellaneous PJC Committee Minutes, 
PJC Budgets, Catalogs, and 
Miscellaneous official PJC Reports. 


 
 
 
 
 
 
 
Known Exceptions:  None 
 
Authorized to Make Exceptions:  Consensus of LRC Department Supervisors 
   and District Department Head, Learning Resources Services with approval of 
   District Learning Resources Services Supervisor. 
 
Method for Changing Policy:  Contact Department Supervisor in writing to 
   recommend changes to bring to LRC Departmental Meeting for approval. 
 
HISTORY:   LRC Policy, June 24, 1994 
 
 
AUTHORIZED SIGNATURE:                                              DATE: 
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On occasions when a student or patron resorts to unacceptable behavior, 
there are steps for the staff member to follow.   
 
 1.  When the complaint is made the supervisor assures the 
             complainant that we will “investigate” the incident and follow our 
             in-house procedure. 
      A.   The complaint is discussed with the staff member involved. 
      B.   Changes and or/recommendations for improvement are 
                   initiated if necessary. 
 2.  If not resolved, the issue is referred to next level supervisor within 
             the LRC:  Technician – Department Head – District Department 
             Head – Provost. 
 3.  If complainant is disruptive:  Staff calls PJC Police. 
      (Students may be referred to Director, Student Life.) 
 4.  If complainant is not disruptive:  Person may be referred to the 
             next level administrator, Academic or Student Services VP. 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Campus LRC Supervisor 
 
Method for Changing Policy:   Consensus of LRC Supervisors, District  
     Learning Resources Supervisor. 
 


History:   Attached memo dated January 6, 1993  
 
 
Authorized Signature:                                              Date: 
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A physical count of patrons is taken and recorded every one and one-half 
hours during regular LRC hours.  A record of circulating items and reserve 
items checked out is kept daily.  These statistics are reported to the Campus 
LRC Department Supervisor in a monthly report, recorded in an online 
format and published on the LRC website. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:   None 
 
Authorized to Make Exceptions:   Campus LRC Department Supervisors with 
    approval from District Department Head. 
 
Method for Changing Policy:   Written recommendation of an LRC Supervisor 
    for approval of District Department Head.  
 


History:     LRC Policy, 1993 
 
 
Authorized Signature:                                              Date: 
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PJC telephones are for the transaction of PJC and LRC business.  Students 
and LRC users are not permitted to use these telephones.  Public phones are 
located on all campuses. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Known Exceptions:  In case of emergencies or non-availability of public 
     phones, a PJC telephone at an LRC Circulation Desk may be used to make 
     an essential call. 
 
Authorized to Make Exceptions:  Campus LRC Department Supervisor 
 
Method for Changing Policy:  Consensus of Campus LRC Department 
     Supervisors and approval of the District Department Head. 
 
HISTORY:    LRC Policy, 1987, 1993 
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