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Scope and Availability of Services  

A variety of general and industry-specific educational resources and equipment is available and 
maintained to support all instructional programs’ objectives at CV-TEC. Resources that include, but are 
not limited to, audiovisual equipment/aids, reference books and manuals, computer software, industry-
specific professional printed and web-based publications, Smart Board technology, and school-wide 
Internet access are readily available and used by students and faculty involved in every instructional 
program. In addition, industry-specific technical reference materials, videotapes, DVDs, trainers, 
accommodation technology, and other educational resources are used to support each program. All 
learning resources meet applicable safety and industry relevancy standards according to the appropriate 
program and/or general safety guidelines.  
 
CV-TEC believes quality learning resources play a significant role in the delivery of the educational 
training and skills development necessary to prepare individuals to become well-trained, life-long learners 
entering the workforce or post-secondary education. These quality resources also provide a varied 
approach to learning and are considered effective and efficient enhancements/methods of educating a 
diverse student population.  
 

Purpose 

CV-TEC provides an array of diverse educational resources to support our educational mission.  

Educational resources are as current as fiscally possible and accessible for use by students and staff.  The 

resources support each instructional program in both the classroom and shop/lab environments.  These 

materials include, but are not limited to:  

- periodicals 

- business, technical, and professional manuals and magazines 

- audiovisual cassettes and DVDs 

- instructional CDs/DVDs 

- computers 

- program related software 

- smart boards 

- internet access 

- printers 

- scanners 

- copiers 

- digital and video cameras 

The purpose of the Media Service Plan is to: 

1. To provide and organize resources for instructional programs 

2. To ensure adequate maintenance/repair for media services resources  

3. To provide adequate access for both students and staff to media services  

4. To provide, as needed, appropriate training/orientation for staff using media resources  
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Staff 

Administrators, instructors, and the IT Department are responsible for the implementation and 

coordination of the Media Services Plan.  Their responsibilities include: 

Administration 

1. Review and approve all media-related purchases made by the institution 

2. Create a budget that allows for the acquisition of new media resources and supplies and 

maintaining current media resources 

3. Ensure that appropriate and current media service equipment and supplies are available to 

students and staff 

4. Provide staff with professional development opportunities to update and learn about media 

services related items. 

 

IT Department 

Network and Systems Technician 

1. Purchase, configure, troubleshoot and maintain all networking infrastructure, servers, and phone 
systems 

 
2. Purchase, configure, troubleshoot and maintain all workstations, laptops, peripherals and mobile 

devices. 

 Micro-computer Specialist(s) 

1. Configure, troubleshoot and maintain all workstations, laptops, peripherals and mobile devices. 

 

Instructors  

1. Request and maintain equipment and supplies required for each program/department. 

 

2. Provide students orientation in regards to use and safety precautions required for resources.  

 

3. Supervise use of media resources. 

 

4. Review professional literature, trade journals, and literature from the industry to determine new 

items available. 

 

5. Remain up to date with industrial/trade standards, attend conferences and workshops. 



CV-TEC:  Media Services Plan 

 

4 

 

Orientation for User Groups 

Administrators and the Shared Decision Making Committee (combination of instructors and 

administration) create opportunities for in-service training for staff members in regards to using and 

maintaining media resources.  Training/orientation is conducted during designated professional 

development training sessions or on an as needed basis per staff member.  Instructors are responsible for 

orienting students in regards to proper use and maintenance of media resources.  Students and staff are 

encouraged to seek out assistance, when necessary, with the use of media resources. 

Facilities  

Learning Resource Centers are established and maintained within each program.  Instructors are 

responsible for their maintenance (by way of reporting issues to the IT department, organizing, and 

cleaning), monitoring, and providing up to date resources.  Necessary equipment is provided to the 

students either directly in their programs or in the computer labs on the various campuses.  The internet is 

also available across all campuses for students to access.  Students also have access to: computers, Smart 

Board technology, printers, scanners, copiers, digital cameras, print resources, and various software. 

Budget 

Provisions are made in the annual budget to support the purchase of new or replacement media services 

equipment.  Instructors may request media services resources as needed by following the institutional 

purchasing guidelines.  Administrators approve all media resources and equipment purchases (all 

purchases in general).  Funding for media services is acquired through student tuition and various grants.  

Appendix A of the CVES Technology Action plan discusses the budgets provided for each of the CVES 

divisions.  In 2017/2018, CV-TEC’s Technology Budget, which included Hardware, Software, and 

Professional Development costs, was $117,693.   

Evaluation  

Appendix F and Appendix I of the CVES Technology Action Plan deal with student and instructor 

evaluation of media resources and services.  Rubrics are provided for instructors to use to evaluate the 

effectiveness of the resources used.  Evaluation should be constant.  Prior to ending and beginning 

Academic Years, instructors are required to inventory and assess their media resources and submit any 

and all paperwork that requests the need for maintenance and/or replacement equipment.  Equipment is 

replaced on a 3, 4, or 5 year basis.  This information is detailed in the Champlain Valley Education 

Services Technology Action Plan, Appendix I. 

 

Inventory 

CV-TEC has a computerized system to organize equipment based media resources.  Equipment is 

assigned a barcode and asset number. The HCA Asset list is updated, as necessary, when equipment is 

either acquired or disposed of. Instructors are responsible for creating inventories of their program 

specific materials and providing purchase orders when needed to maintain supplies.  
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Repair, Maintenance, Replacement 

CV-TEC has provisions and staff members in place would will repair, maintain, and/or approve purchase 

of replacement equipment.  In the event of malfunction, staff members are required to complete a “Help 

Desk Work Order” online.  The IT personnel responsible for that equipment will respond promptly and 

attempt to resolve the problem.  If replacement equipment is needed, Emergency Purchasing procedures, 

detailed by Purchasing Policy 6700-R, are in place to expedite the process of acquiring whatever is 

needed.   
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To fill out a Help Desk Work Order, the staff member’s user name and password must be entered.  Issues 

are reported here and sent to the appropriate IT staff member.   

 

 

Staff would go to the Technology 

Department page from the 

www.cves.org website, and click on 

the Help Desk Work Order  
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Services for Creating Instructional Media 

The Instructional Services Center creates print and non-print resources for CV-TEC. 

 

 

 

Accessibility to Users 

Students and staff members have access to materials located on the three campuses and the Instructional 

Services Center during business hours, 8:30 am to 3:00 pm.  Students and staff also have access to CV-

TEC’s virtual classroom, Moodle, both on and off campus (with internet access), 24 hours a day.  Staff 

members may also access SchoolTool, SharePoint, and OneDrive, on or off campus, using the internet, 24 

hours a day.   Students and staff must have their institutionally assigned passwords to access all sites.  
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CV-TEC’s Virtual Classroom Moodle 

 

 

SchoolTool 
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SharePoint 

 

Summary 

CV-TEC strives to provide current, industry-appropriate media services and equipment that will prepare 

students for entry into the workforce, while also providing them with a solid foundation is 21st century 

skills.  CV-TEC is aware that work-place and educational media, technology, and equipment are 

constantly changing.  CV-TEC is dedicated to providing the highest quality equipment, services, and 

instruction possible to students.   

 

 


