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Module 5 – Lecture Notes - Collection Management
Learning Objectives

Participants will be able to

· Update and rework library collection development policies and procedures.

· Maintain a healthy and useful collection through weeding and materials selection.

Overview

· Collection Development Policy
· Materials Selection

· Evaluation of Collection

· Weeding
Collection Development Policy
The identification, selection, acquisition, and evaluation of materials. This includes books, magazines, videos, DVDs, CDs, computer software, and may also include prints, and fishing poles.

The goal of collection development is to bring together a set of resources that will be most useful for your community.

In order to make sure that your collection is tailored to the needs of your community it must
· Be tied to your Library mission 

· Be backed up by your Library’s collection development policy

· Serve your Community’s needs

· i.e., An example…
· know your community through polling and needs assessment

What’s the difference between a policy and a procedure?
Procedures (including gift books/donations, challenged books, etc.) – what’s the difference?
· A policy is a course of action on a specific topic adopted by a library.

· Procedures are the steps to be followed in implementing the policy.

What a collection development policy, and subsequent procedures, does for you

· Point of reference for staff to make informed decisions
· Guidelines and protection for addressing donations and patrons’ concerns about materials.
· Teaching Aid #1: Library Board & Library Policy
Construction of a Collection Development Policy
· Teaching Aid #2: Elements of a Collection Development Policy (including Sample Policies from the NYLA Intellectual Freedom Manual p.19-22)

· Goals of the collection

· Materials Selection

· Collection Evaluation and Assessment

· Reconsideration of Materials

· Sample Collection Development Policy

Materials Selection

Selecting Print Materials

· Highest quality serving the most people at the lowest price. Balance of quality and popularity.
· The question of bindings: hard cover, library binding, trade v. mass market paperback

· Tips for reinforcing bindings

· Why continue to buy print reference items?

· Teaching Aid #3: Selection Criteria
General Selection Criteria:
· Subject matter: What subjects do you need to collect to build up your collection?

· Construction Quality: Is the item well made and durable? For audio-visual materials, will the items stand up to multiple uses? (DVD vs. VHS; Book on Tape vs. CD)

· Potential Use: What will the demand for the material be? How relevant is the item to the community?

· Relevance to the Collection: How will the item strengthen the library's collection? (Will it fill a gap, complement something that's already there, or provide an alternative opinion to what is already covered?) Is there fair coverage of opposing viewpoints?

· Authority (Bibliographic Considerations): What is the reputation of the publisher? What is the reputation and/or significance of the author? What do the book reviews say about the item?

Selection Criteria for Nonfiction
· Authority. Who is the author, who is the publisher, and what expertise does the author have in the subject matter? 

· Currency. How current is the material? Are there other sources that are more current? Would this book duplicate information in another, already owned source? 

· Scope. What subject area does the source cover? Is it a broad or specific treatment of the subject? 

· Organization. Can you easily find information in the source? Does it have appropriate access points, indexes, and cross-references? 

· Cost. How much does it cost? Are there other comparable sources that are less expensive? 

adapted from http://www.dlapr.lib.az.us/cdt/slrbooks.htm       7/13/05
Selection sources

Book Reviews: 
· Professional Journals 

· Adult and youth material: Booklist, Library Journal, Youth material: Horn Book, School Library Journal, Voice of Youth Advocates (VOYA)

· Other Sources for Reviews: Publishers Weekly, New York Times Book Review
· “Best of” lists, awards, bibliographies

· Core Collections

· Developing an Outstanding Core Collection. By Carol Alabaster. ALA, 2002. 
· Jones, Patrick. A Core Collection for Young Adults. Neal-Schuman, 2003. 

· Refer to Teaching Aid #10: Collection Management – Web Resources.  Distributors offer core collection packages:

· Baker and Taylor http://www.btol.com/ps_details.cfm?id=36 
· BWI http://www.bwibooks.com/
· Brodart http://www.books.brodart.com/services/colldevelop.htm 
· Word of Mouth/ patron recommendations (follow up with some research before purchasing)

I don’t have time to read reviews

Reading reviews can save time in the long run – even if you can read only one source.

· Awareness of what books are available to answer patron questions and requests (even if you don’t buy them)

· Glancing through reviews can help you catch titles you don’t want to miss the first time around, thus anticipating patron demand (popular authors)

· Budget time for this

Making the most of a small budget

· When you have no budget

· NYS Minimum Standards: “presents annually to appropriate funding agencies a written budget which would enable the library to meet or exceed these standards and to carry out its long-range plan of service” http://www.nysl.nysed.gov/libdev/ministan.htm
· Create a plan to integrate the materials line into the budget 

· Teaching Aid #4: Library Boards, Budgets, and Finance
· Allocating material’s budget
· “The percentage of a library's total budget allocated to collection development is an excellent indication of its priorities... Matching funds to a library's stated needs is complicated and can be quite time-consuming. However, it is the only way to monitor expenditures and have a clear picture of how a library is spending its monies.”

· [From Developing an Outstanding Core Collection: A Guide for Libraries, Carol Alabaster, ALA 2002; pg. 77 - “Budget Allocation for Core Titles”.]

· Should reflect goals outlined in the collection development policy. 

· Review yearly – revise to reflect current priorities

· General guidelines from The Key to the Future: Revised Minimum Standards for Youth Services in Public Libraries of New York State, 1994.

· Approximately 55% for adult materials
· Minimum of 30% for children’s materials

· Minimum of 15% for teen materials

· The general rule of economy: “Cheap, Fast, Good – choose two”
· Taking advantage of discounts from distributors

· Grants – i.e. Libri Foundation http://www.librifoundation.org/ 
· Wish Lists – be ready with a list of desired books
· Birthday books: List of titles’ patrons can give the library to celebrate children’s, parents, friends birthdays

Selecting Audiovisual Materials

· What are they? VHS, DVD, BOT, BOCD, other…

· Can be more expensive and go missing more often than print sources

· Complementing film rental outlets

· Special Criteria

· Repair cost and equipment

· Longevity of format

· Equipment needed to use material

Online resources
What’s the difference between online databases and the World Wide Web?

· Online databases are searchable collections of published articles. The World Wide Web consists of websites developed by anyone with access to a server. Websites are less stable than online databases.

·  “Free Web vs. Online Databases” – chart comparing the two from Rider University: http://library.rider.edu/instruction/netordb.html.  Refer to Teaching Aid #10: Collection Management – Web Resources, under “Online Databases.”
· Open Access
Online databases function as part of your collection.
· Outline NOVEL and System supported databases

Differ in that a book, DVD, etc. is a physical object that you hold in your library. 

· You have access to an online database only for as long as it is subscribed to. Once the subscription has been dropped, you don’t have back copies still on the shelf.
· The material in an online database may change. A magazine may go from being available in full text to citations only.
· You have to keep on top of it. This is most easily done by using it regularly and by signing up for e-mail alerts.

Evaluation of Collection

On a yearly basis
· Review the selection policy and goals for the collection.

· Depth and range

· Subsections: Reference, juvenile, large print, etc.

· Replacement and updating of materials

· Assess the collection

· How well is it meeting the goals?

· Which areas are healthy?

· Where are priorities for weeding and improvement?

· This process helps update goals for selection (which may affect budget allocation) and establish weeding priorities.

Weeding
Weeding is the art of keeping your collection current, accessible, and tailored to your users’ needs.

Why Weed?
· There will always be more books than you have space for; in small libraries, all shelf space is prime real estate.
· Garden analogy

· Teaching Aid #5: Roadblocks to Weeding
· People will get upset.

· I don’t have time.

· Destroying public property.

· It might be useful someday.

· My shelves will be empty.

· Books are sacred.

CREW Method of Weeding: Continuous Review, Evaluation, and Weeding
· Teaching Aid #6:  MUSTIE Weeding Criteria (CREW Method)
(Including how to decide if the item should be repaired, replaced, or discarded.)
MUSTIE

· Misleading and/or factual inaccuracies

· computers, law, science, technology, health and travel go out of date quickly

· travel guides, atlases, entrance exams, fashion/fads

· Ugly – Condition: worn out beyond mending or rebinding

· broken spine, missing or defaced pages, mildew, etc. [Can the book physically withstand circulation?]

· Superseded by a new edition or better source.  (Does the item have local historical value? Give to historical society?)

· Trivial – of no discernable literary or scientific value

· Irrelevant to the needs and interests of your community (frequency of use)

· Elsewhere – the material may be easily borrowed from another source

Repair, Replace, or Discard?

· Repair the item?

· What will it cost in time and money to repair? 15 minutes is the CREW cut off.

· Is it cheaper to buy a new copy?

· Do I really want to keep this?

· Replace with new copy or a different book on the same topic – is there something more current (if it’s nonfiction)?

· Discard completely

What do I do with discarded books?

· Sell or give away items that are withdrawn if they are:

· Trivial – of no discernable literary or scientific value

· Irrelevant to the needs and interests of your community (frequency of use)

· Elsewhere – the material may be easily borrowed from another source

· Sell items

· To a used/rare book dealer

· In a library book sale

· Give items away

· Local nonprofit organizations

· Book Crossing (http://www.bookcrossing.com)

· Caveat – don’t give or sell items which are 

· Misleading and/or factual inaccuracies

· Ugly – worn out beyond mending

· Superseded by a new edition or better source. Schools, prisons, and developing nations don’t need outdated information!

· Dispose of items

· Recycling

· Be discrete

What the public, the Board, & your staff need to know about weeding.
Each may have concerns, so they need to be educated about the benefits of weeding.

· Teaching Aid #7: What the Public, the Board, & Your Staff Need to Know about Weeding.
· Board approves your Collection Development Policy, including weeding, and should be notified before a major weeding so that they are prepared to back you up if necessary

· You may want to give them a list of talking points about weeding 

· Staff is connected with the collection and with patrons. Inform staff of your plans to weed, including

· what areas of the collection you’re targeting

· the procedure – who will do what

· what to tell the public

· basics of MUSTIE

· address concerns with compassion and understanding, but unbending firmness

· can help process/repair books once you have made the weeding decisions

· Public Concerns about large-scale weeding projects:

· Ongoing weeding is easier to understand and stands out less than major weeding processes

· post your collection development policy on your website

· Before a major weeding project:

· Signs in the library: “We are analyzing this section to make sure that we offer you the most accurate and up-to-date information possible. As always, if you are looking for a subject or title, and don’t see it on the shelf, please ask us about it!”

· Designate a person – probably you – to be the contact for questions about weeding from the press and public.
Resources

Fundamentals of Collection Development and Management.  Johnson, Peggy. ALA, 2004.
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