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PLAN 
 

MEDIA SERVICES PLAN  
 
Southern Hills CTC has a wide range of programs.   Due to the wide diversity of programs, a 
central media center in a single location is not feasible.  Rather, each program has its own 
learning resources.  The inventory for all learning resources is kept on the inventory document 
maintained by the District Treasurer’s office.    
 
Scope and Availability of Services 
 
The hours that program classrooms and resources are open and available to students are listed 
on course syllabi and on the program webpage on the SHCTC website, www.shctc.us. The Post-
Secondary office is open Monday - Thursday from 10:30 am to 6:30 pm and Friday from 10:00 
am to 4:00 pm.   
 
In program classrooms and labs, learning resources, such as reference books, professional 
journals, audio and video media, software and related equipment related to the program are 
readily available to the students.  Each classroom has computers or access to computers with 
internet connectivity.  There is WIFI available for students and staff.   
 
Two computer labs, the Information Resource Centers (IRC’s), with internet access, are available 
to Post-Secondary staff for testing, research, online course work, program evaluations, online 
orientation, job search and other appropriate tasks.  Staff may use the IRC’s by reserving the 
rooms through the Student Services office.    
 
Resource materials are purchased for the purpose of supporting programs and supplementing 
instruction.  Program advisory committee members, student and instructor evaluations, and 
mandated curriculum guide faculty and administration in updating media services.      
 
Educational Materials 

 
Program coordinators and instructors supply and maintain library and media resources in their 
classroom that are appropriate and current to each program.  Such resources include, but are 
not limited to:   Audio--‐visual materials, Equipment and applications currently in use in industry, 
manuals, internet access, reference books and study guides.   Programs utilize web-based 
student and instructor learning resources available in the program area.  Equipment available 
includes computers and printers.  Two copy machines are available in different areas of the 
school for instructor and supervised student use.   
 
Instructors are responsible for monitoring the use of media resources, including use of the 
internet, in the classroom.  Instructors are responsible for notifying the Post-Secondary Director 
when repair or maintenance of equipment is needed.   
 
Staff 
 
Individual program instructors are the developers of curriculum and as such are responsible for 
the development and maintenance of curriculum and all supplement learning resources for all 
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courses. Instructors ensure that curriculum and learning resources are available to students 
when a course is initiated and ensure that material is updated at a minimum of every two years. 
Instructors are responsible for compliance with institutional and industrial safety policies as well 
as for inventory of all materials and equipment used in the classroom, lab, or shop areas.  
 
Orientation for Users 
 
New instructors are oriented to the program media resources as part of the new instructor 
orientation.  Periodic training is available to faculty and staff on the use of media resources, 
online systems, computer equipment, software, etc., through internal training.  Program 
instructors provide orientation to students on the material and resources available to students 
as well as the policy on its use and removal from the classroom.    

 
Facilities Essential for Using Media Materials 
 
Since most of the media and technology are decentralized throughout the campus, no special 
facilities are needed.  Students have access to classroom computers during classroom hours.  If 
they need access to computers outside of classroom hours, this can be scheduled through the 
Post-Secondary Secretary.  Two copy machines are available in different areas of the school for 
instructor and supervised student use.   
 
Budget   
 
The Post-Secondary Director meets with program coordinators and/or instructors annually to 
discuss program needs including media services, instructional supplies and training equipment.  
The Post-Secondary Director submits a budget request to the District Treasurer based on 
program coordinator/ instructor and advisory committee input.  The budget is determined by 
the Treasurer based upon this request and available funds and approved by the SHCTC Board.    
Purchase requests are made through the submission of a purchase requisition system.  With this 
system, instructors or coordinators submit purchase orders to the Post-Secondary Director for 
approval.  Final purchase authority rests with the Superintendent.   
 
Evaluation of Media Services 
 
Program advisory committees annually, at a minimum, evaluate each program’s learning 
materials and resources and make any recommendations for improvement.  At the end of each 
course, students are asked to complete a course evaluation. The evaluation asks students to 
rate the availability of course materials; the condition of equipment, classroom and labs; and 
their ability to access and use online resources.  The Post-Secondary Director provides each 
program coordinator with the completed student evaluations for their programs.  The 
coordinators review the evaluations and discuss them with each instructor.  This feedback is 
used to set goals, justify purchases, and ensure continuous improvement.  The evaluations are 
also used in the annual program review to determine program and course effectiveness.  
Administration, faculty, and staff meet annually to review and revise the Media Services Plan, to 
set goals for the improvement of media services for the following year, and to evaluate 
accomplishment and progress on goals from the previous year.     
 


