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Library & Information Services

Collection Development Policy

Last updated:  February 1, 2010
I.  Collection Management Program
Collection management includes budget allocation, the selection and acquisition of materials for purchase, the addition of gifts, replacement or disposal of materials, and the systematic weeding of obsolete and superseded materials.  The Library collection includes materials in a variety of formats.  These materials may be housed in the Library, in the Language Learning Resource Center, or available on the network and the Internet.
II.  Mission

Collection management principles support the mission and vision of Saint Michael's College and the mission of its library.
III.  Goals

Library resources serve the curricular research and informational needs of the Library’s primary users: undergraduate students, graduate students, and faculty (for use in course preparation).  Library support for intensive, specialized research not otherwise available through the Saint Michael's College Library holdings is provided through interlibrary loan, document delivery, and reciprocal borrowing agreements with other institutions.  The Library, in a limited fashion, supports the general interests of the Saint Michael's College community.

Library materials are selected and acquired based on collection management principles that reflect the teaching and research requirements of the College.  Priority is given toward purchasing materials which directly support student research, faculty course preparation, and the curriculum.  
IV.  Responsibility
The Associate Director for Collection Services, under the direction of the Director of Library and Information Services, is responsible for budget allocation and administering and coordinating materials selection. 
The Library is responsible for the quality of the development and management of its collections.  Selection and de-selection of materials is shared between librarians and faculty.  

A liaison program links a librarian with a representative in each academic program and department to facilitate faculty participation in selection.  Library liaisons have several key activities and responsibilities including working with faculty regarding library services, book and materials selection, collection evaluation and planning, and instruction.

The Associate Director for Collection Services supervises general collection development processes including selection, acquisition, weeding, and the budget.  The Associate Director for Collection Services, the Acquisitions Senior Specialist and the Periodicals Senior Specialist coordinate the ordering and receipt of materials in all formats.  
Additional responsibilities for collection areas:

Serials – Databases
Research databases are typically selected in consultation with Library liaisons and faculty in the subject area indicated.   
Serials - Periodicals
The Periodicals Management Committee (comprised of the Director, Associate Director for Collection Services, and the Senior Periodicals Specialist) reviews requests for new subscriptions; reviews usage data of existing subscriptions; and analyzes usage data to predict future needs.  The Periodicals Management Committee makes decisions on placing new subscription orders and cancelling existing subscriptions.

Reference
The Reference Coordinator coordinates the selection and de-selection of materials in the reference collection
Special Collections, Rare Book Collection, and Archives
The Archivist coordinates selection and de-selection of materials in Special Collections; the Rare Book Collection; and the selection, receipt and de-selection of materials in Archives.  
V.  Selection

The development of the libraries' collections is a broad-based responsibility.  
Librarians work with faculty to select current and retrospective materials for purchase. Sources used to select library materials include:  standard bibliographies (Resources for College Libraries); reviews in Choice, Library Journal, LaGuardia and Katz’s Magazines for Libraries, and other media; syllabi; award-winning books; "best books" lists; accreditation guidelines; patron suggestions; and interlibrary loan data.
The Interlibrary Loan Department manages the ILL Select program:  requested materials that meet set criteria are purchased for the Library collection, rather than borrowed through ILL.
All members of the community are invited to recommend the purchase of material.
VI.  Intellectual Freedom & Censorship

The Library supports a series of policy statements by the American Library Association.  These policies are available at the American Library Association website and include the Library Bill of Rights; Intellectual Freedom Principles for Academic Libraries and Diversity in Collection Development
VII.  Criteria:

In the selection process, decisions are made within the context of these guidelines: 
· Usefulness to the academic program:  purchase decisions are based on the likelihood material will be used in the current curriculum.  Priority is given to purchase of materials where there is a high probability of student use.

· Relevance to the academic program

· Quality:  quality is based on accuracy, currency, and physical characteristics or user interface. 
· Intellectual accessibility:  the content of the work should be accessible to undergraduate students, or to master’s program students (in applicable programs).  Material aimed exclusively or primarily at research specialists is of lower priority.

· Importance of the material within its respective field of study and scholarship.  

VIII.  Budget
The library receives an allocation for materials each fiscal year. This allocation is divided internally to support serials subscriptions, book and audiovisual purchases, databases, and preservation.
IX.  Allocations
Serials subscriptions and book purchases are allocated on a percentage basis.  Percentage allocations are based on curricular needs and are in accordance with best practices for college libraries (sources used include:  American College and Research Libraries’ Academic Library Trends and Statistics and the National Center for Education Statistics).

Subject areas in which there are College academic programs and departments receive an annual allocation for book purchases based on a formula that incorporates annual circulation data and level of study (major / minor / graduate program).
X.  Access

Materials purchased with the library materials budget are:

· housed in the Durick Library, or

· access is provided through the Library website, or 

· are housed in the Language Learning Resource Center
Materials purchased are entered into the online catalog or added to the Library website, and are available to all authorized users.

XI.  Serials

Databases
Research databases are typically selected in consultation with Library liaisons and faculty in the subject area indicated.   Criteria unique or important in the selection of electronic resources include:

· If print and electronic versions are available, both versions should be evaluated to determine cost-effectiveness, value-added enhancements of the online version, and one-time vs. on-going subscription fees.

· The resource is user-friendly, with clear menus and help screens.

· The vendor should be reliable and provide adequate documentation and customer support.

· The license agreement should not impose any unreasonable restrictions.

· A trial has verified the viability of the product and reviews are favorable.

· Access is provided with IP address verification rather than password.

· Access is compatible with existing equipment.

· Usage statistics are available in a standard format to facilitate post-purchase evaluation.

Periodicals – Journals / Magazines / Newspapers
In determining the addition of a new periodical subscription to the library collection or retention of an existing subscription, the Library seeks to balance budgetary realities, continuing high rates of inflation in subscription costs, and curricular needs of Saint Michael's College programs.

Unlike a book purchase, a periodical subscription represents a long-term institutional and financial commitment on the part of the Library.  
New subscriptions can be proposed by students, faculty or staff.  Requests are reviewed by the Periodicals Management Committee in consultation with faculty members in the relevant discipline.  
The following criteria are used to inform the decision to begin a new journal subscription (on an individual title basis) or to maintain an existing journal subscription:

· Existing coverage (current or embargoed) in aggregated databases

· relevance to the curriculum or college programs
· accessibility through indexing and abstracting databases
· open url compliance
· a cost per use analysis of title usage data
· an analysis of industry averages of average cost-per-title in a discipline (source used:  Library Journal’s annual periodical price survey).

The periodicals collection is primarily in electronic format. The Library maintains a print “browsing” collection of journal and magazine titles for which evidence has shown the need for maintaining or duplicating the title in print format.  The Library binds selected print titles to preserve back issues in cases where historical coverage in databases is spotty or non-exist or in cases where the print publication is a preferred format (e.g. art titles). 
See Appendix A:  Periodicals – Journals / Magazines / Newspapers
XII. Books

Monographs
Collected formats include print (hardcover and paperback), electronic books and audio books.  Selection in a particular format is based on demonstrated need and use (circulation and curricular data) and existing holdings.  
Although selection of books for purchase occurs through a variety of channels (faculty members, librarians, students, staff), oversight responsibilities for parts of the collection are assigned to library liaisons.  The library liaisons review order requests from faculty and give special attention to their subject areas in the reading of reviews.  This assignment of responsibility does not limit others' ability to recommend titles in any subject area. 
Persons making recommendations should indicate whether the item has a first, second or third level priority. First priority items are those items judged to be essential purchases. Second priority items are those which are important, but not essential, and, funds permitting, should be purchased. Third priority items are those which it would be desirable to purchase but are of less urgency than the first and second priority items.  Guidelines for recommending purchases are outlined on the Library web site under Recommend Library Materials for Purchase.
Classroom faculty are asked to systematically make selections based on Choice reviews. Choice reviews are aimed at assessing the value of books to a college library and thus are well suited to determining the appropriateness of items for Saint Michael’s College library collections. Faculty are also invited to submit reviews from other sources, publishers' catalogs and fliers as additional recommendations. 
In general, monographs are purchased in paper format.  Electronic books are largely purchased as aggregated ebook products, or in conjunction with the patron-select program (which is continually updated).  Title-by-title collecting of electronic books occurs when the electronic format is preferable for the course and faculty member.
Materials not collected at all, or collected only in certain areas and disciplines, include:  textbooks, workbooks, study guides.
The Library maintains a limited browsing collection of popular fiction, non-fiction and self-help books.  These titles are selected for the cultural enrichment, educational enhancement, personal enjoyment, and recreational interests of the students of Saint Michael's College.  Browsing collection books are a part of the permanent collection of the Durick Library and are gradually re-assigned to the circulating collection based on circulation data.
Reference

Reference materials may be in print or electronic format.  A variety of print materials are regularly added to the reference collection located in Durick Library, including encyclopedias, dictionaries, bibliographies, directories, biographical sources, almanacs, atlases, gazetteers, statistical sources and style manuals.  Electronic reference materials may be purchased as one-time electronic book purchases, individual database subscriptions, or aggregated database subscriptions.  
If print materials in the reference collection have been replaced with a digital format counterpart, the print material may be considered for removal (if the items have been largely and adequately replaced by freely available or purchased or subscribed digital material).

The reference collection is weeded in several ways: automatic replacement when a new edition arrives, periodic weeding by reference librarians, and annual review by liaisons in their subject areas.  Librarians may seek the opinions of the faculty and other librarians to make weeding decisions.
See Appendix B:  Reference Collection Development Policy.  
Special Collections

Special Collections is a term used to describe materials that are housed outside the regular library collection for reasons of value, age, format or items meeting specific criteria as to subject matter or, authorship.  In contrast to the general collecting policy, Special Collections materials do not necessarily support the undergraduate curriculum.  

Special Collections materials are housed in three different locations—the Special Collections Room, the Rare Books Collection, or the Archives Reference Collection.  Items housed in these more secure locations do not circulate.  All Special Collections materials may be examined by all library patrons.

See Appendix C:  Special Collections Policy.

XIII.  Media 

Audiovisual materials are collected to support teaching, research, independent learning, and student interest.  
Films, in DVD format, appropriate to the specific undergraduate and graduate programs offered by the College are given primary consideration.  

Some educational programs are purchased with public performance rights.  Non-educational programs, such as feature films, are not purchased with public performance rights.  The performances and displays provision (section 110, 17 U.S.C.) found in the Copyright Law of the United States is observed for all recordings.  

The Library provides a limited collection of popular films for student leisure and recreational use.  
Spoken and Musical recordings:  Programming includes musical performances, historical and spoken word recordings and educational tutorials.  Formats include:  compact disc and formats available through Library databases (e.g. mp3/mp4 files). 

Educational software:  content software is purchased for the Language Learning Resource Center and the educational software collection housed in the Durick Library.

XIV.  Gifts-in-Kind
Gifts of books and other materials represent an important element in the development of library collections. The Library accepts gifts which enhance existing collections or support the teaching and research programs of the College. It is the policy of the Library to accept items of this nature with the understanding that the materials will be added to the collection if they meet a specific curricular or collection need.
Gifts which are not appropriate to the Library’s collections or which duplicate existing materials may be sold at the annual book sale or transferred to another agency.
See Appendix D:  Gifts-in-Kind.

XV.  Collection Review & De-acquisition of Library materials
The Library continuously evaluates its collection in all formats -- print, audiovisual, electronic, microform -- to ensure that materials in the collection support the Library’s mission of serving the information needs of its users.

Weeding is an ongoing activity.  Criteria used for de-selection of library materials include:  relevance; whether the material is outdated and no longer useful; and circulation data.  Faculty members are consulted when a significant and systematic review of a subject area is undertaken.

Laura Crain
Associate Director for Collection Services
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