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COLLECTION DEVELOPMENT POLICY

I. Introduction

The purpose of this Collection Development Policy is to clearly state the principles and guidelines the Berkeley College Libraries use to select and acquire library materials.  The policy is meant to provide consistency among those who have responsibility for developing the collection and to communicate this policy to faculty, students and other members of the college community.  It is understood that as the programs and other information needs of the college change, the standing Library Committees of the Faculty Association, upon consensus, may alter the Collection Development Policy.  All members of the colleges’ communities are encouraged to contribute their ideas concerning the nature and content of the Collection Development Policy.

Collection Development is the means by which the Berkeley College Libraries provide organized collections of print and non-print resources that meet the instructional requirements. This policy will:

1.
Ensure that the library develops a collection that is responsive to the curriculum, balanced intellectually and responsive to the needs and use patterns of faculty, students and staff.

2. Provide objective criteria for selection and development.

3. Provide a means of interpreting the collection to potential users.

4. Ensure that the library supports the Library Bill of Rights of the American Library Association and other principles and ideas of intellectual freedom.

II. Mission of the Library 
The Libraries' mission is to support the curriculum-related research of students, enhance the classroom educational process for faculty, and provide for the general, intellectual, and cultural enrichment of the Berkeley Community.

In fulfilling the curricular needs of the college the libraries will purchase materials reflecting a wide variety of viewpoints on religious, political, sexual, social, economic, scientific, and moral issues.  No censorship will be exercised on the controversial nature or unpopularity of an author’s point of view or mode of expression.

Library Collection – Goals

1. To select, acquire, maintain, and make available those information resources, which are needed to support the instructional programs of the college.

2.
To develop policies and procedures that will ensure the preservation and security of the library’s collections.

III. Responsibility for Collection Development

The Director of Library Services along with each Campus Library Director responsible for overseeing the collection development process and establishing the budget each fiscal year.  Each academic department is asked to work with library staff in developing the collection in the department’s subject area.  In addition to faculty suggestions, librarians, staff and students of the college are encouraged to contribute to the building of the Berkeley College Library collections.  Every effort will be made to accommodate the requests that are within the scope of the Libraries collection development policy.

IV. General Guidelines for Acquisitions

The primary purpose of the acquisition process is to support or enhance academic instruction.  Attention is devoted to the library user as a scholar, to subject content, and to the learning process.  To this end the Berkeley College Libraries will follow these general guidelines for acquisitions:

Major criteria for acquisitions include:

1. High quality of scholarship, content, format, and literary merit.

2. Currency and timeliness of information.

3. Appropriateness of materials for support of academic programs at the College.

4. Representation of various sides of an issue.

5. Value as classic or outstanding work in a field.

Additional Criteria for Books:

1. Positive reviews of the work in one or more reviewing source.  The library staff uses the following as primary selection tools, with additional sources as needed:  Choice (monthly) Library Journal (bi-weekly), American Libraries (monthly), Booklist (bi-monthly), Publishers Weekly (weekly), Times Literary Supplement (weekly), New York Times Book Review (weekly), publishers’ catalogs and pre-publication literature, selected subject-specific professional journals, Books for College Libraries and Baker & Taylor TitleSource3 Academic Edition (online) a collection management and ordering tool.  
2. Reputation and credibility of author or publishers in the subject area.

3. Fiction should be selected with an emphasis on its use in the formal study of literature or its impact on social and political thought, philosophical ideas, and multicultural values.

4. The need for supplementing materials in subject areas of strong student interest or of a contemporary nature.

5. Textbooks adopted for classroom use should not be purchased unless they are classics in the field.  This criterion does not exclude other monographs selected by instructors for classroom assignments or an area of interest for which there is no general material available. 

6. In general, the library does not acquire multiple copies of materials.  Multiple copies of faculty requests, materials needed for reserve that will be used by a sufficiently large number of students, receipt of donations or popular titles may be added.

7. When there is an option of paper or hardcopy, the choice is based on expected use, lasting value of content, and cost differential.

8. The library collects primarily English language materials with the exception of foreign language dictionaries, phrasebooks and language instruction materials.

9. Lost or stolen materials shall be replaced after two years (or immediately, if needed) if they are available and still meet criteria for acquisition.

Additional Criteria for Serials:

Serials include journals, magazines, newspapers, newsletters, indexes, and annuals.  Some or all of the following criteria are used in evaluating titles for acquisition:

1. Journals that support the present curriculum.

2. Journals that support projected programs of study.

3. Serials that contribute to the general liberal education of students by presenting an informed discussion of public affairs, economic, social, or political events, scientific or technical knowledge, literature, criticism or the arts.

4. Newspapers that are representative of local, national or international news and those needed to support the curriculum.

Additional Criteria for Non-Print:

Non-print includes various types of materials such as DVDs, audiocassette, videocassettes (VHS), slides, display charts, CDs, and multimedia kits.
1. Non-print materials for classroom use should be previewed whenever possible by appropriate faculty.

2. Software intended for word processing, spreadsheet and other data base management will not be acquired.

3. Software with particular applications to the curriculum will be acquired.

4. Recreational software such as games will not be acquired unless there is sufficient educational or instructional value.

5. Audio, DVD and videocassettes that meet the educational, cultural, and recreational interests of the college community will be acquired.

Additional Criteria for Electronic information sources:

Electronic resources are defined as those that require computer access and provide alternative methods of accessing information not readily available in the collection.  These include commerical databases and other web-based resources.
1. Relevant to the curriculum and enhances the user’s access to information.

2. Electronic products which either enhance the availability of information, or act as a substitute for the printed format when cost effective.

3. Commercial databases should be user friendly, contain full text resources and avoid excessive duplication of titles.

V.
Gift Policy

The Berkeley College Libraries encourages gifts and donations of useful library materials.  Guidelines for the evaluation of gifts are the same as those for selecting purchased materials.  Library personnel will not issue appraisals of gift materials for tax or any other purposes.  If there is a question about accepting a gift, the final determination rests with the Library Director.  The library reserves the right to refuse materials and/or dispose of any items after acceptance which does not meet its needs.

VI. Archives Collection

The purpose of the College Archives, located at the Garret Mountain Campus library, is to collect, organize, and preserve the historic documents of Berkeley College.

The archives collection includes, but is not limited to:

1. Annual catalogs, faculty and student handbooks, commencement programs and other general publications produced by the college.

2. Historical Gregg and Pitman shorthand textbooks.

3. Official reports, periodic and special including accreditation reports.

4. Dissertations and theses published by the faculty and administration of Berkeley College.

VII. Reserves Collection

The Reserves Collection is primarily a collection of books, photocopies of journal articles, and audiovisual materials, which are borrowed from the general collection or provided by faculty. Reserve materials may be used only in the library. Faculty is responsible for providing appropriate number of copies of photocopied materials in accordance with the copyright law.

The specific aims of this collection are:

1.
To provide reserve materials as required or recommended by the faculty for student use.

2.
To provide controlled use of materials whose format, value or high demand may make them candidates for theft.

VIII. Collection Maintenance and Evaluation.

To maintain a collection of optimal usefulness, the Berkeley College library staff will engage in a continual evaluation of books and serials and other materials in the collection.  Faculty is encouraged to assist in spotting outdated or inaccurate materials in their subject area.  

Withdrawals:

Withdrawal or weeding is an ongoing process.  Changing needs and current developments in academic research require a continuous effort on the part of the library to maintain the collection.  The same criteria apply to withdrawals as apply to the selection of new materials.  It is the responsibility of the library staff, in cooperation with the faculty, to withdraw materials, which are inappropriate or damaged.  The final disposal of all materials shall be approved by the library director.  Items not usually discarded are those which have research value, are out-of-print, cover local history, or add balance to the collection.  The decision to withdraw materials is based on the following criteria:

1. Superseded editions; unless previous edition is still of value.

2. Worn, mutilated, or badly marked items.

3. Duplicate copies of seldom-used items.

4. Materials which are outdated or inaccurate.

5. Changes in curriculum or user population.

6. Circulation record of an item, including last date of circulation.

Lost items and replacements:

Resources that are missing, lost, or withdrawn because of wear are not automatically replaced.  A search for missing materials is conducted for up to two years.  Materials not found during that time period are declared lost.  Materials, which are known to be lost, are replaced based on the following:

1. Importance of the item to the collection, historically, or to balance the collection.

2. Demand for the material.

3. Availability of replacement.

IX. Intellectual Freedom

The Berkeley College Libraries supports the concept of intellectual freedom and is firmly committed to freedom of inquiry in all areas of knowledge.  In recognition of its responsibility to the college community to uphold this concept, the libraries subscribe to the principles of intellectual freedom as expressed by the American Library Association “Library Bill of Rights”. and its accompanying statements of interpretation, including but not limited to, statements on “Intellectual Freedom Principles for Academic Libraries”; “Access to Electronic Information, Services and Networks”; “Challenged Materials”; and “Statements on Labeling”.

The library does not add or withdraw, at the request of any individual or group, material, which has been chosen or excluded on the bases of, stated selection criteria.  An individual or group questioning the appropriateness of material within the collection will be referred to the Library Director.
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