
  	
  	
  	
  



	




	
  	
  	

	

	
  	[image: cover45151.JPG]
	

	

	















 




  


	
	
			title
			:
			Guide for Written Collection Policy Statements Collection Management and Development Guides ; No. 7
	

	
			author
			:
			Anderson, Joanne S.
	

	
			publisher
			:
			ALA Editions of the American Library Association
	

	
			isbn10 | asin
			:
			0838934552
	

	
			print isbn13
			:
			9780838934555
	

	
			ebook isbn13
			:
			9780585352879
	

	
			language
			:
			English
	

	
			subject
			
			Collection development (Libraries)--Policy statements--Standards--United States.
	

	
			publication date
			:
			1996
	

	
			lcc
			:
			Z687.A518 1996eb
	

	
			ddc
			:
			025.2/1
	

	
			subject
			:
			Collection development (Libraries)--Policy statements--Standards--United States.
	




  	
  	
  	
  



	




	Page i

	
  	
  	

	

	
  	Guide for Written Collection Policy Statements
	

	

	


	
  	
  	

	

	
  	Second Edition
	

	

	


	
  	
  	

	

	
  	Collection Management and Development Guides, No. 7
	

	

	


	
  	
  	

	

	
  	Subcommittee to Revise the
Guide for Written Collection Policy Statements
Administration of Collection Development Committee

Collection Management and Development Section

Association for Library Collections & Technical Services
	

	

	


	
  	
  	

	

	
  	Joanne S. Anderson, editor.
	

	

	


	
  	
  	

	

	
  	[image: ALA_Editions_of_ALA.GIF]
	

	

	















 

  	
  	
  	
  



	




	Page ii

	
  	
  	

	

	
  	Cover and text design by Charles Bozett
	

	

	


	
  	
  	

	

	
  	Composition by Dianne M. Rooney in Times and Optima on a Power Macintosh using QuarkXPress 3.3
	

	

	


	
  	
  	

	

	
  	Printed on 50-pound Finch Opaque, a pH-neutral stock, and bound in 10-point Carolina cover stock by IPC, St. Joseph, Michigan
	

	

	


	
  	
  	

	

	
  	The paper used in this publication meets the minimum requirements of American National Standard for Information SciencesPermanence of Paper for Printed Library Materials, ANSI Z39.48-1992. [image: Infinity2.GIF]
	

	

	


	
  	
  	

	

	
  	ISBN: 0-8389-3455-2
	

	

	


	
  	
  	

	

	
  	Copyright © 1996 by the American Library Association. All rights reserved except those which may be granted by Sections 107 and 108 of the Copyright Revision Act of 1976.
	

	

	


	
  	
  	

	

	
  	Printed in the United States of America.
	

	

	


	
  	
  	

	

	
  	00 99 98 97 96    5 4 3 2 1
	

	

	















 

  	
  	
  	
  



	




	Page iii

	
  	
  	

	

	
  	Subcommittee to Revise the
Guide for Written Collection Policy Statements
	

	

	


	
  	
  	

	

	
  	Joanne S. Anderson, chair

Chris Desjariais-Lueth

Maureen Gleason

Caroline C. Long

Marilyn Myers

Mary Ellen Quinn

Kathleen A. Sullivan
	

	

	















 

  	
  	
  	
  



	




	Page v

	
  	
  	

	

	
  	CONTENTS
	

	

	


	
	
		
  	
  	

	

	
  	Preface
	

	

	


		
  	
  	

	

	
  	vii
	

	

	



		
  	
  	

	

	
  	Part 1

Role of the Collection Policy Statement
	

	

	


	
		
  	
  	

	

	
  	1.1

Purposes of the Guide
	

	

	


	
		
  	
  	

	

	
  	1.2

Need for a Collection Policy
	

	

	


	
		
  	
  	

	

	
  	1.3

Values
	

	

	


	
		
  	
  	

	

	
  	Part II

Guide for the Writing of Collection Policy Statements
	

	

	


	
		
  	
  	

	

	
  	2.1

Principles Governing Formulation and Application of Collection Policies
	

	

	


	
		
  	
  	

	

	
  	2.2

Elements of a Collection Policy Statement
	

	

	


	
		
  	
  	

	

	
  	2.2.1

Introduction to the Policy Statement
	

	

	


	
		
  	
  	

	

	
  	2.2.2

General Collection Management and Development Policies
	

	

	


	
		
  	
  	

	

	
  	2.2.3

Detailed Analysis of Subject Collections
	

	

	


	
		
  	
  	

	

	
  	2.2.3.1

Conspectus Approach
	

	

	


	

















 

  	
  	
  	
  



	




	Page vi

	
	
		
  	
  	

	

	
  	2.2.3.2

Narrative Statement Approach
	

	

	


	
		
  	
  	

	

	
  	2.2.4

Detailed Analysis of Special Collections
	

	

	


	
		
  	
  	

	

	
  	2.2.5

Collection Levels
	

	

	


	
		
  	
  	

	

	
  	2.2.6

Language Codes
	

	

	


	
		
  	
  	

	

	
  	2.2.7

Indexes
	

	

	


	
		
  	
  	

	

	
  	Appendixes
	

	

	


	
		
  	
  	

	

	
  	1

Collection Codes (WLN)
	

	

	


		
  	
  	

	

	
  	13
	

	

	



		
  	
  	

	

	
  	1A

Fiction Collection Intensity Indicators
	

	

	


		
  	
  	

	

	
  	15
	

	

	



		
  	
  	

	

	
  	lB

Children's Collection Codes: An Interpretation
	

	

	


		
  	
  	

	

	
  	16
	

	

	



		
  	
  	

	

	
  	2

Language Codes
	

	

	


		
  	
  	

	

	
  	18
	

	

	



		
  	
  	

	

	
  	3

Conspectus Subject Headings and Sample Worksheets
	

	

	


		
  	
  	

	

	
  	19
	

	

	



		
  	
  	

	

	
  	4

Sources of Published Collection Policies
	

	

	


		
  	
  	

	

	
  	26
	

	

	



		
  	
  	

	

	
  	Glossary
	

	

	


		
  	
  	

	

	
  	27
	

	

	



		
  	
  	

	

	
  	Bibliography
	

	

	


		
  	
  	

	

	
  	31
	

	

	




















 

  	
  	
  	
  



	




	Page vii

	
  	
  	

	

	
  	PREFACE
	

	

	


	
  	
  	

	

	
  	The second edition of the Guide for Written Collection Policy Statements derives from the "Guidelines for the Formulation of Collection Development Policies" section of the 1979 work Guidelines for Collection Development and from the first edition of this title issued in 1989. Both of these documents were a response to the needs articulated by the ALA/RTSD Collection Management and Development Committee and its appointed subcommittees.
	

	

	


	
  	
  	

	

	
  	This new edition is the outgrowth of discussions within the Collection Management and Development Section and its various committees and discussion groups. The Subcommittee sought the advice and comments of a wide variety of persons involved in collection management and development activities, both through invited review and through a public comments session.
	

	

	


	
  	
  	

	

	
  	All libraries are increasingly called upon by their constituents to describe and justify their collections and the services based on them. Written collection policies provide public documentation of the characteristics of a specific library's collections. The advice and methods in the 1979 and 1989 works had as their primary audience large academic research libraries and did not systematically address the particular needs of public, school, special libraries, and smaller academic libraries. This publication seeks to offer generic advice, collection levels, and language codes that are applicable or adaptable to libraries of all sizes and types.
	

	

	


	
  	
  	

	

	
  	The chair of the ALA/ALCTS/Collection Management and Development Section's Administration of Collection Development Committee encourages and welcomes comments and suggestions regarding this work and its potential successor.
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  	PART I

ROLE OF THE COLLECTION POLICY STATEMENT
	

	

	


	
  	
  	

	

	
  	1.1

Purposes of the Guide
	

	

	


	
  	
  	

	

	
  	This guide is designed to assist librarians in all types and sizes of libraries who have collection development and management responsibilities to write collection policy statements. These statements serve as public planning, allocation, informational, administrative, and training documents. They further the systematic, rational, appropriate, and timely selection, deselection, and preservation of library materials. This guide also recommends language and measures that facilitate coordinated collection development and cooperative collection management arrangements (see Harloe, Guide to Cooperative Collection Development, for a detailed discussion).
	

	

	


	
  	
  	

	

	
  	This guide identifies the essential elements of a written statement of policy for collection management and development, presents a standard terminology and structure, and validates the need for creation of a collection policy to meet local needs within a national cooperative framework. The elements of the guide may not be equally applicable to every library. The organizational environment and the planning process used within libraries in drafting or rewriting a collection policy statement are not addressed by this guide.
	

	

	


	
  	
  	

	

	
  	1.2

Need for a Collection Policy
	

	

	


	
  	
  	

	

	
  	Every library collection is established for one or more definite purposes. A collection development and management program contributes to the achievement of those purposes in that it organizes and directs the processes of acquiring or providing access to materials and data, integrates them into coherent collections, manages their growth and maintenance, and deselects them when appropriate in a cost- and user-beneficial way. Such a program is an integral part of the library's plan for providing necessary access to information resources for the community it serves.
	

	

	


	
  	
  	

	

	
  	Formal planning processes, statements documenting selection
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  	and collection development practice as well as data on information delivery mechanisms are necessary for a number of external reasons as well: the growth in size and complexity of the publishing world, financial pressures that affect the purchasing power of libraries, the proliferation of alternative nonprint formats, and increasing expectations of accountability to libraries' governing entities. Also, within a library there is often a need to coordinate collection management functions, activities, and training because they are frequently a shared responsibility. For example, planning, evaluation, selection, and review of collections for preservation, storage, and discard are often assigned by subject to reference or public service staff.
	

	

	


	
  	
  	

	

	
  	A written collection policy clearly describes an individual library's objectives in developing its collections and in providing access to off-site information through electronic means or document delivery. A policy offers measures of the extent to which those objectives are realized. Additionally, budgetary considerations, the growth of interlibrary cooperation, and expanding service networks have given impetus to the continued need for analysis of collection activity in standardized terms.
	

	

	


	
  	
  	

	

	
  	1.3

Values
	

	

	


	
  	
  	

	

	
  	1.3.1
	

	

	


	
  	
  	

	

	
  	A written collection policy statement is a powerful tool that
	

	

	


	
  	
  	

	

	
  	(a) describes collection management and development practice in a systematic way that reflects the needs of the community served by the library;
	

	

	


	
  	
  	

	

	
  	(b) defines for library staff, users, administrators, trustees, and library consortia members the scope of existing collections; identifies subjects and formats that are included and excluded; and maps plans for future development of collections over a predetermined and identifiable time frame;
	

	

	


	
  	
  	

	

	
  	(c) provides collection management and development librarians with the means to achieve consistency in the selection and deselection processes, to shape more responsive collections, and to allocate funds more effectively in the support of a library's goals and its users' needs;
	

	

	


	
  	
  	

	

	
  	(d) provides a yardstick against which to measure progress toward meeting collection goals, using the collection evaluation techniques outlined in Lockett, Guide to the Evaluation of Library Collections;
	

	

	


	
  	
  	

	

	
  	(e) documents past practice and serves as a source of current
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  	information for librarians with new collection development responsibilities;
	

	

	


	
  	
  	

	

	
  	(f) fosters better communication and shared values among individual collection development librarians;
	

	

	


	
  	
  	

	

	
  	(g) provides information fundamental to external and internal budgetary preparation and allocation processes;
	

	

	


	
  	
  	

	

	
  	(h) serves as the basis for identifying areas suitable for interlibrary cooperative collection development;
	

	

	


	
  	
  	

	

	
  	(i) documents areas in which cooperative programs exist;
	

	

	


	
  	
  	

	

	
  	(j) clarifies the library's position on the mix of access to information in electronic format with ownership of physical volumes;
	

	

	


	
  	
  	

	

	
  	(k) establishes useful priorities to guide cataloging, retrospective conversion, and preservation decisions;
	

	

	


	
  	
  	

	

	
  	(l) provides information on the library's commitment to intellectual freedom and copyright enforcement.
	

	

	


	
  	
  	

	

	
  	1.3.2
	

	

	


	
  	
  	

	

	
  	A library's policies on preservation, on identification of works that may be removed to remote storage locations or discarded, and on cooperative collection development should be coordinated with or incorporated into its collection policy. Libraries should refer to Lockett, Guide to the Evaluation of Library Collections, and Clark, Guide to Review of Collections: Preservation, Storage, and Withdrawal, for guidance in developing these policies and meeting their goals.
	

	

	


	
  	
  	

	

	
  	1.3.3
	

	

	


	
  	
  	

	

	
  	It is urged that libraries adopt, at a minimum, the "Elements of a Collection Policy Statement" (see section 2.2). Those libraries using the conspectus approach should also use the Collection Levels (appendix 1) and the Language Codes (appendix 2). An individual library may find it useful to adapt the listed elements to increase the policy's relevance to its particular need. Any adaptation should be balanced against the desirability of uniformity in structure and terminology of collection policy statements among libraries, and the possible loss of consistency with the guidelines of the American Library Association (ALA).
	

	

	


	
  	
  	

	

	
  	1.3.4
	

	

	


	
  	
  	

	

	
  	Librarians must determine which materials should be available on-site in the library's permanent collections and which may be obtained through other means (e.g., electronic access, document delivery systems, resource sharing). The growing variety of formats in which information is delivered demands that delivery mechanisms, in addition to content, be evaluated.
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  	PART II

GUIDE FOR THE WRITING OF COLLECTION POLICY STATEMENTS
	

	

	


	
  	
  	

	

	
  	2.1

Principles governing formulation and application of collection policies
	

	

	


	
  	
  	

	

	
  	2.1.1
	

	

	


	
  	
  	

	

	
  	Libraries express the long- and short-range needs of their clientele in the form of collection policy statements that guide the development and management of collections. The statements also serve as the basis for budgetary decision making, including establishment of priorities for the allocation of resources.
	

	

	


	
  	
  	

	

	
  	2.1.2
	

	

	


	
  	
  	

	

	
  	Collection policy statements should be reviewed at intervals to verify that existing collection goals are being met and that changes in defined goals and user needs are addressed. Review ensures that the allocation of resources is consonant with policy statements. Collection development staff should be assigned specific responsibility for regular review and updating.
	

	

	


	
  	
  	

	

	
  	2.1.3
	

	

	


	
  	
  	

	

	
  	A library's collection policy statement may be coordinated with those of other libraries, either in a hierarchy of dependence or in a division of responsibilities among equals. This will help librarians to select or deselect materials and to assign preservation and cataloging priorities within the context of local, regional, national, or international obligations.
	

	

	


	
  	
  	

	

	
  	2.1.4
	

	

	


	
  	
  	

	

	
  	Libraries document their collection policies through one or more of three means: a conspectus approach, a combination of conspectus-like data and narrative statements, or narrative statements alone.
	

	

	


	
  	
  	

	

	
  	2.1.4.1
	

	

	


	
  	
  	

	

	
  	The conspectus approach has become a standard tool, especially among academic libraries, for organizing and coordinating collection development. It is based upon the library's classification system. For those libraries participating in major national cooperative collection programs, data gathered should ultimately be related to the Library of Congress Classification (LCC).
	

	

	


	
  	
  	

	

	
  	2.1.4.2
	

	

	


	
  	
  	

	

	
  	A narrative statement may be more easily interpreted than a conspectus by librarians and library clientele. Such a statement may
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  	be based upon subject or user categories within the library or, for academic and special libraries, upon the organizational units whose work is supported by the library and which form the basis for the allocation of funds. When a library determines that the conspectus approach alone does not meet its needs, conspectus data may be presented in narrative-statement form that reflects the library's conspectus documents. Libraries wishing to express conspectus data in narrative form or choosing not to adopt the conspectus approach should use the narrative format described in 2.2.3.2.
	

	

	


	
  	
  	

	

	
  	2.1.4.3
	

	

	


	
  	
  	

	

	
  	Interdisciplinary programs are best described by a combination of narrative statements and conspectus data, if gathered, based on relevant areas of the collection.
	

	

	


	
  	
  	

	

	
  	2.2

Elements of a Collection Policy Statement
	

	

	


	
  	
  	

	

	
  	2.2.1

Introduction to the Policy Statement
	

	

	


	
  	
  	

	

	
  	The introduction describes the context of a library's collection management and development program, lists the mission and goals of the program, and summarizes basic principles common to all aspects of the program. It must include the following:
	

	

	


	
  	
  	

	

	
  	A. Purpose of the policy statement and audience to whom it is directed
	

	

	


	
  	
  	

	

	
  	B. General description of the institution and clientele served
	

	

	


	
  	
  	

	

	
  	C. Mission statement and goals of the collection management and development program
	

	

	


	
  	
  	

	

	
  	D. The library's official stance on intellectual freedom, censorship, and copyright issues
	

	

	


	
  	
  	

	

	
  	The following general components should be included in the introduction unless they are to appear elsewhere in the policy.
	

	

	


	
  	
  	

	

	
  	E. Brief overview of the collection
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  	1. History of the collection
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  	2. Broad subject areas emphasized or deemphasized
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  	3. Collection locations
	

	

	


	
  	
  	

	

	
  	F. Organization of the collection management and development program
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  	1. Staffing and assigned responsibilities
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  	2. Liaison with user groups
	

	

	


	
  	
  	

	

	
  	G. Budget structure and allocation policy
	

	

	


	
  	
  	

	

	
  	H. Relationship to policies and programs for management of collections, such as preservation, storage, replacement, deselection, and access
	

	

	


	
  	
  	

	

	
  	I. Cooperative collection development agreements
	

	

	


	
  	
  	

	

	
  	J. Policies related to equipment purchase and technical support for on-site and remote electronic files and texts
	

	

	


	
  	
  	

	

	
  	2.2.2

General collection management and development policies
	

	

	


	
  	
  	

	

	
  	This section of a collection policy statement describes general policies that transcend subject boundaries and govern the collection of material by format, language, use, or situation. Collecting levels may be assigned on the basis of these divisions. Applicability of the following examples depends on the needs of a particular library. Many libraries would consider these materials special collections (see 2.2.4) or part of a total subject analysis (see 2.2.3).
	

	

	


	
  	
  	

	

	
  	A. Types of publications
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  	1. Books
	

	

	


		
  	
  	

	

	
  	10. Pamphlets
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  	2. Periodicals
	

	

	


		
  	
  	

	

	
  	11. Artworks
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  	3. Newspapers
	

	

	


		
  	
  	

	

	
  	12. Posters
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  	4. Textbooks
	

	

	


		
  	
  	

	

	
  	13. Musicalscores
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  	5. Reprints
	

	

	


		
  	
  	

	

	
  	14. Audio and visual materials
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  	6. Dissertations and theses
	

	

	


		
  	
  	

	

	
  	15. Computer software
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  	7. Paperbacks books
	

	

	


		
  	
  	

	

	
  	16. Electronic formats
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  	8. Microforms
	

	

	


		
  	
  	

	

	
  	17. Tests
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  	9. Maps
	

	

	


		
  	
  	

	

	
  	18. Other
	

	

	







	
  	
  	

	

	
  	B. Collections of local history, rare books, manuscripts, realia, or archival material
	

	

	


	
  	
  	

	

	
  	C. Children's materials
	

	

	


	
  	
  	

	

	
  	D. Fiction
	

	

	


	
  	
  	

	

	
  	E. Languages and translations (including country-of-origin concerns)
	

	

	


	
  	
  	

	

	
  	F. Local authors' publications
	

	

	


	
  	
  	

	

	
  	G. Popular versus scholarly works
	

	

	


	
  	
  	

	

	
  	H. Multiple copies
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  	I. Reserve material
	

	

	


	
  	
  	

	

	
  	J. Reference works
	

	

	


	
  	
  	

	

	
  	K. Government publications
	

	

	


	
  	
  	

	

	
  	L. Acquisition procedures affecting collection policies
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  	1. Standing orders
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  	2. Approvalplans and blanket orders
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  	3. Gifts and exchanges
	

	

	


	
  	
  	

	

	
  	M. Expensive purchases
	

	

	


	
  	
  	

	

	
  	N. Interdisciplinary collections
	

	

	


	
  	
  	

	

	
  	O. Access and ownership policies
	

	

	


	
  	
  	

	

	
  	2.2.3

Detailed analysis of subject collections
	

	

	


	
  	
  	

	

	
  	This section of the policy describes the breadth and depth of subject collections in a standard, uniform, and detailed manner. It includes a recording of collection aspects, such as collection level, acquisition commitment, and collection goal.
	

	

	


	
  	
  	

	

	
  	2.2.3.1

Conspectus approach
	

	

	


	
  	
  	

	

	
  	The conspectus approach to collection evaluation and description is standardized and used by libraries of all sizes. Worksheets and software from the Research Libraries Group (RLG) or the WLN Conspectus can be used or adapted for local needs. Sample worksheets from both organizations are included in appendix 3.
	

	

	


	
  	
  	

	

	
  	The subject fields used should be those defined by RLG or WLN. The RLG fields, developed for academic research libraries, are based on the Library of Congress Classification (LCC) system and are related to those used by the North American Title Count (NATC). Libraries may choose instead to adopt the subject fields used in the WLN Conspectus. This adaptation of the RLG Conspectus was originally developed by Library and Information Resources for the Northwest (LIRN) and offers products based on both the LCC and DDC (Dewey Decimal Classification) systems. WLN's clients represent all types of libraries, including community college, public, and school libraries. WLN worksheets are available at two levels of specificity: the subject level has approximately 5,000 lines compared to 8,139 subject lines in the RLG Conspectus, whereas the category level roughly parallels the North American Title Count's more general 500 categories. Smaller libraries may find the category level most satisfactory for describ-
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  	ing their collections. The WLN model for co nspectus completion permits use of subject-level treatment for some segments of a collection and category-level treatment for others. This feature may be especially useful for nonresearch libraries needing to describe important collections in depth.
	

	

	


	
  	
  	

	

	
  	Non-WLN or -RLG libraries using the DDC or other non-LC classification systems will want to organize the collection descriptions in their policy statements according to their chosen classification. Dewey libraries wishing to compare collections with LCC libraries can utilize LC-DDC conversion tables (Scott, Conversion Tables: LC-Dewey Dewey-LC) or WLN software.
	

	

	


	
  	
  	

	

	
  	For each subject category, defined by classification ranges and subject descriptors, the collection level (also called existing collection strength), acquisitions commitment (also called current collecting intensity), and, when the library wishes, collection goal (also called desired collecting intensity) are described according to the collection level codes in appendix 1. Languages collected are described according to the codes in appendix 2. Scope notes are used to describe special features of the collection (e.g., chronological and geographical parameters, specific subject emphasis unique to the institution, and inclusion-exclusion boundaries). Further, library staff responsible for the analysis and development of specific subject collections should be identified.
	

	

	


	
  	
  	

	

	
  	2.2.3.2

Narrative statement approach
	

	

	


	
  	
  	

	

	
  	Libraries that choose to document collection policies with narrative statements organized by broad subject descriptor or type of collection (e.g., children's materials, academic program, or administrative unit) should include at least the following categories of information about each subject:
	

	

	


	
  	
  	

	

	
  	A. Purpose or objectivesescribes the program or clientele needs met by this segment of the collection
	

	

	


	
  	
  	

	

	
  	B. Scope of coveragedescribes four characteristics of the collection
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  	1. Languages collected or excluded expressed by using codes in appendix 2
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  	2. Geographical areas covered by the collections in terms of intellectual content, publication sources, or both, and specific areas excluded, as appropriate
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  	3. Chronological periods covered by the collection in terms of intellectual content, movements or schools, and specific periods excluded, as appropriate
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  	4. Chronological periods collected in terms of publication dates and specific periods excluded, as appropriate
	

	

	


	
  	
  	

	

	
  	C. Types of material (formats) collected in terms of
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  	1. Inclusions
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  	2. Exclusions
	

	

	


	
  	
  	

	

	
  	D. Subjects described in terms of the library's classification scheme and subject descriptors and, where needed, according to narrower delineations than afforded by the classification scheme (Each subject should be characterized by the collecting level codes prescribed in appendix 1 or by those as locally adapted.)
	

	

	


	
  	
  	

	

	
  	E. Library unit or selector responsible for this collection
	

	

	


	
  	
  	

	

	
  	F. Other categories of useful local information that libraries may wish to provide, such as
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  	1. Interdisciplinary relationships (between the subject being treated and other segments of the library collection development program; between client populations, such as academic departments or social groups)
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	2. Other resources, including local, regional, or national libraries; other types of organizational and consortial relationships
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	3. Policies for purchasing journal article reprints or electronic files ''on demand," without the need to retain the physical or electronic item in the library's permanent collection; other options for acquiring access to information
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	4. Other factors of local importance
	

	

	


	
  	
  	

	

	
  	2.2.4

Detailed analysis of special collections
	

	

	


	
  	
  	

	

	
  	In some libraries, additional policy statements may be written to treat extensive collections of material isolated by their form or location. Policy governing these collections may differ from that for subject collections. Collection levels should still be used. Some examples of collections for which special policy statements may be needed include the following:
	

	

	


	
	
		[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	newspapers
	

	

	


		
  	
  	

	

	
  	audio and visual materials
	

	

	



		[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	microforms
	

	

	


		
  	
  	

	

	
  	computer software
	

	

	



		[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	reference collections
	

	

	


		
  	
  	

	

	
  	electronic formats (including journals)
	

	

	



		[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	branch library collections
	

	

	


	
		[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	government publications
	

	

	


		
  	
  	

	

	
  	vertical files
	

	

	



		[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	maps and atlases
	

	

	


		
  	
  	

	

	
  	children's materials
	

	

	



		[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	archival materials
	

	

	


		
  	
  	

	

	
  	endowed collections
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  	2.2.5

Collection levels
	

	

	


	
  	
  	

	

	
  	The codes, labels, and definitions listed in appendix 1 provide an objective method for describing the relative sizes and natures of library holdings in specific subjects. They are refinements of the definitions first used by the Research Libraries Group for its Conspectus Online. WLN, in agreement with RLG, is now making the codes widely available for conspectus work. The "a" and "b" subdivisions of levels 1 through 3 are expansions of the basic codes and may be especially useful to small libraries. Libraries, especially public libraries, that have separate collections of fiction, young adult and children's materials, and audiovisual items, may wish to adapt the concepts of the collection levels to fit those collections more clearly. Appendixes 1A and lB provide examples of local adaptations. Users of the narrrative approach can use the principles and concepts inherent in the collection levels to develop local adaptations.
	

	

	


	
  	
  	

	

	
  	Existing conspectus databases and worksheets provide for use of commentary on collections in a variety of ways. The RLG database provides three avenues for doing so: Scope Notes are used to make general observations on collections that cut across categories and subjects at the division and category level; the Comments field allows libraries to describe particular strengths or limits of a subject collection or collecting activity and to cite special collections at the subject level; the Preservation Scope Note is used to describe preservation projects encompassing subject areas rather than individual titles. The WLN database also provides a Comments field to be used for the same purposes as RLG Scope Notes and Comments.
	

	

	


	
  	
  	

	

	
  	Assistance in application of the definitions to collections may be obtained in the Supplemental Guidelines prepared by RLG member libraries. These subject-oriented documents define the size and nature of a specific discipline's literature. They suggest bibliographies to use in collection evaluation. Ownership of specified proportions of titles in these standard bibliographies helps identify the specific level that characterizes the collection. Guidance is also available in the WLN Collection Assessment Manual.
	

	

	


	
  	
  	

	

	
  	2.2.6

Language codes
	

	

	


	
  	
  	

	

	
  	Language codes listed in appendix 2 indicate the language priorities and limitations that govern a library's collecting policies in a given subject. As in the case of the collection level rating, language coverage must be assessed against the universe of resources in the subject. A language code is assigned to each collection segment.
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  	2.2.7

Indexes
	

	

	


	
  	
  	

	

	
  	Because the information in the collection policy may be used for a wide variety of purposes, an index should be included. It should provide references to user groups, specific programs, key words, and concepts. Libraries using both the conspectus approach and narrative statements should cross-reference classification segments and subject descriptors used as statement titles.
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  	APPENDIXES
	

	

	


	
  	
  	

	

	
  	1

Collection Codes (WLN):

Current Collection, Acquisition Commitment, Collection Goal
	

	

	


	
  	
  	

	

	
  	Use these codes for reporting Collection Level, Acquisition Commitment, and Collection Goal. The whole numbers serve as an umbrella description for the subdivided codes. For purposes of comparison within a cooperative project, librarians should determine in advance whether they will use either the broader five point, whole number scale, or the more precise ten point scale which uses the "1a"/"2b" subdivisions. Graphic comparison reports fail when the two different scales are mixed at the 1, 2 or 3 levels. In most instances, each succeeding level is understood to include the appropriate types of materials mentioned in the previous levels.
	

	

	


	
  	
  	

	

	
  	[image: 0013-01.GIF]
	

	

	


	
  	
  	

	

	
  	0 OUT OF SCOPE: The Library does not collect in this subject.
	

	

	


	
  	
  	

	

	
  	1 MINIMAL LEVEL: A Subject area in which few selections are made beyond very basic works. A collection at this level should be frequently and systematically reviewed for currency of information. Superseded editions and titles containing outdated information is withdrawn.
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	1a MINIMAL LEVEL, UNEVEN COVERAGE: Few selections are made; there is unsystematic representation of the subject.
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	1b MINIMAL LEVEL, EVEN COVERAGE: Few selections are made; basic authors, some core works, and a spectrum of ideological views are represented. Can support fundamental inquiries.
	

	

	


	
  	
  	

	

	
  	2 BASIC INFORMATION LEVEL: A selective collection of materials that serves to introduce and define a subject and to indicate the varieties of information available elsewhere. It mat include dictionaries, encyclopedias, access to appropriate bibliographic databases, selected editions of important works, historical surveys, bibliographies, handbooks, and a few major periodicals. The collection is frequently and systematically reviewed for currency of information.
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	2a BASIC INFORMATION LEVEL, INTRODUCTORY: The emphasis at this level is on providing resourses that introduce and define a subject. A collection at this level includes basic reference tools and explanatory works, such as textbooks; historical descritions of the subject's development; general works devoted to major topics and figures in the field; and selective major periodicals. The introductory level of a basic information collection is only sufficient to support patrons attempting to locats general information about a subject or students enrolled in introductory level courses.
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	2b BASIC INFORMATION LEVEL, ADVANCED: At the advanced level, basic information about a subject is provided on a wider range of topics and with more depth. There is a broader selection of basis explanatory works, historical descriptions, reference tools, and periodicals and indexes that serve to introduce and define a subject. Access to appropriate bibliograhpic databases (online or CD-ROM0, a selecion of editions of important works and a greater quantity and variety of materials is typical. This level is sufficient to support the basic informational and recreational reading needs of a highly educated general public or community college students.
	

	

	















 

  	
  	
  	
  



	




	Page 14

	
  	
  	

	

	
  	[image: 0014-01.GIF]
	

	

	


	
  	
  	

	

	
  	3 STUDY OR INSTRUCTIONAL SUPPORT LEVEL: A collection that is adaquate to impart and maintain knowledge about a subject in a systematic way but at a level of less than research intensity. The collection includes a wide range of basic works in appropriate formats, a significant number of classic retrospecrive materials, complete collections of the works of more important writers, selections from the works of secondary writers, a selection of retrospective journals, access to appropriate machine-readable data files, and the reference tools and fundamental bibliographical apparatus pertaining to the subject. At the study or instructional support level, a collection is adequate to support independent study and most learning needs of the clientele of public and special libraries, as well as undergraduate and some graduate instruction. The collection is systematically reviewed for currency of information and to assure that essential and significant information is retained.
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	3a BASIC STUDY OR INSTRUCTIONAL SUPPORT LEVEL: The basic subdivision of a level 3 collection provides resourses adequate for imparting and maintaining knowledge about the basic or primary works of a subject area. The collection includes the most important primary and secondary literature, a selection of basic reresentative journals/periodicals, and subject-based indexes, the fundamental reference and bibliographical tools pertaining to the subject. the subdivision of level 3 supports lower division under graduate courses, as well as some of the basic independent study needs of the lifelong learner.
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	3b INTERMEDIATE STUDY OR INSTRUCTIONAL SUPPORT LEVEL: The intermediate subdivision of a level 3 collection provides resourses adequate for imparting and maintaining knowledge about the basic or primary topics of a subject area. The collection includes a broad range of basic works in appropriate formats, classic retrospective materials, all key journals on primary topics, selected journals and seminal works on secondary topics, access to appropriate machine-readable data files, and the reference tools and fundamental bibliographical apparatus pertaining to the subject. These materials are adequate to support advanced undergraduate course work. It is not adequate to support master's degree programs.
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	3c ADVANCED STUDY OR INSTRUCTIONAL SUPPORT LEVEL: The advanced subdivision af level 3 provides resources adequate for imparting and maintaining knowledge about the primary and secondary topics of a subject area. The collection includes a significant number of seminal works and journals on the primary and secondary topics in the field; a significant number of retrospective materials; a substantial collection of works by secondary figures; works that provide more in-depth discussions of research, techniques, and evaluation. this level collection can support master's degree level programs as well as other secialized inquiries such as those of subject professionals withn special libraries.
	

	

	


	
  	
  	

	

	
  	4 RESEARCH LEVEL: A collection that includes the major published source materiaals required for dissertation and independant research, including materials containing research reporting, new findings, scientific experimental results and other information useful to the researhers. It is intended to include all important referrence works and a wide selection of specialized monographs, as well as a very extensive collection of journals and major indexing and abstracting services in the field. Pertinent foreign language materials are included. Older material is usually retained for historical research and actively preserved. A collection at this level supports doctoral and other original research.
	

	

	


	
  	
  	

	

	
  	5 COMPREHENSIVE LEVEL: A collection in which a library endeavors, so far as is reasonably possible, to include all significant works of recorded knowledge (publications, manuscrips, other forms), in all applicable languages, for a necessarily defined and limited field. This level of collection intensity is one that maintains a "special collection"; the aim, if not achievement, is exhaustiveness. Older material is retained for historical research with active preservation efforts.
	

	

	


	
  	
  	

	

	
  	Reproduced from pp. 3233 of the WLN Collection Assessment Manual with the permissio of WLN
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  	APPENDIX 1A AND 1B
	

	

	


	
  	
  	

	

	
  	The collecting level codes in appendix 1A, "Fiction Collection Intensity Indicators,"1 and in appendix 1B, "Children's Collection Codes: An Interpretation," are examples of local adaptation.2 They are creative applications of the concepts and progression of levels inherent in the codes in appendix 1. Collections of fiction and children's materials, particularly in school and public libraries, are difficult to evaluate using the codes found in appendix 1 (WLN codes). These local adaptations fill the need for collection analysis yet take into account the unique characteristics of a particular specialized collection. Because of their limited use or review, they should not be thought of as a standard.
	

	

	


	
  	
  	

	

	
  	1A

Fiction Collection Intensity Indicators
	

	

	


	
  	
  	

	

	
  	In general, levels 1 and 2 represent collections trying to meet local needs; level 3, collections trying to meet regional needs; and levels 4 and 5, collections of national importance that attract scholars from all over the United States and the world.
	

	

	


	
	
		
  	
  	

	

	
  	Code
	

	

	


		
  	
  	

	

	
  	 Description
	

	

	



		
  	
  	

	

	
  	0
	

	

	


		
  	
  	

	

	
  	Out of scope     The library does not collect fiction of this type.
	

	

	



		
  	
  	

	

	
  	1a
	

	

	


		
  	
  	

	

	
  	Minimal with uneven coverage     Although the library has some fictional works of this type, development of its collection is rather uneven.
	

	

	



		
  	
  	

	

	
  	1b
	

	

	


		
  	
  	

	

	
  	Minimal but well chosen     Although the library has a small collection of fictional works of this type, the most important authors and core titles are present.
	

	

	



		
  	
  	

	

	
  	2a
	

	

	


		
  	
  	

	

	
  	Basic coverage level     The library has a small but well-chosen collection of fiction of this type that includes the most important authors
	

	

	







	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]

		



	
  	1. From Fiction Collection Assessment Manual, by Sharon L. Baker, published by the Lincoln Trail Libraries System (1992), p. 83. This is based on a genre approach to assessment of a collection of fiction. Reproduced with permission.
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  	2. This local adaptation of collection codes for children's material is the suggestion of a subcommittee member.
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  	and core titles and some supplementary materials. However, the collection is not sufficiently intensive to support the wide-ranging recreational reading demands of a highly educated general public.
	

	

	



		
  	
  	

	

	
  	2b
	

	

	


		
  	
  	

	

	
  	Augmented coverage level     Same as level 2a, but the library pays more attention to providing some duplication of popular titles (whether they be classic, standard, or current bestselling materials), in order to meet more fully local needs.
	

	

	



		
  	
  	

	

	
  	3
	

	

	


		
  	
  	

	

	
  	Basic resource level     The library meets the fiction needs of a highly educated general public with a collection that includes the most important titles in this fictional area in quantities sufficient to meet patron demand. The library's collection is comprehensive enough to act as a resource library at a regional level.
	

	

	



		
  	
  	

	

	
  	4
	

	

	


		
  	
  	

	

	
  	Research level     The library has an extensive collection of fiction of this type, including a wide range of current and classic materials in quantities sufficient to meet the demand of patrons at the local and regional levels. The library retains older materials (especially last copies of unique items) for purposes of historical research.
	

	

	



		
  	
  	

	

	
  	5
	

	

	


		
  	
  	

	

	
  	Comprehensive level     The library serves as a research facility for scholars working in this area. The library endeavors, so far as is reasonably possible, to include all significant works of fiction, in all applicable languages, for a necessarily defined and limited field or collection (e.g., the fiction of Mark Twain).
	

	

	







	
  	
  	

	

	
  	1B

Children's Collection Codes:

An Interpretation
	

	

	


	
	
		
  	
  	

	

	
  	Code
	

	

	


		
  	
  	

	

	
  	Description
	

	

	



		
  	
  	

	

	
  	0
	

	

	


		
  	
  	

	

	
  	Out of scope     The library does not collect children's materials in this category.
	

	

	



		
  	
  	

	

	
  	1
	

	

	


		
  	
  	

	

	
  	Minimal level     In this category few selections are made. The goal of a collection at this level is to provide basic, popular, up-to-date materials, not to fill in gaps, replace missing titles, or provide extensive coverage.
	

	

	



		
  	
  	

	

	
  	1a
	

	

	


		
  	
  	

	

	
  	Minimal level, selective     The library provides a small sampling or browsing collection of children's materials in this category.
	

	

	



		
  	
  	

	

	
  	1b
	

	

	


		
  	
  	

	

	
  	Minimal level, balanced     Although the library provides a small selection of children's materials in this category, important authors and standard titles are included. There is some duplication of standard authors and titles. Subject coverage is sufficient to meet children's basic information needs.
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  	2
	

	

	


		
  	
  	

	

	
  	Basic level     The library provides a small but well-chosen collection of children's materials in this category, with duplication in quantities sufficient to meet demand. An effort is made to fill in gaps, to replace missing standard titles, and to identify important authors, titles, and series that need to be added to give the collection sufficient scope. Subject coverage is sufficient to meet the needs of most elementary homework assignments.
	

	

	



		
  	
  	

	

	
  	2a
	

	

	


		
  	
  	

	

	
  	Basic level, introductory     The collection includes most standard authors and most standard titles and series. Subject coverage is sufficient to meet the needs of most students in the middle grades.
	

	

	



		
  	
  	

	

	
  	2b
	

	

	


		
  	
  	

	

	
  	Basic level, augmented     The library provides a collection of greater variety and scope than 2a. All standard authors are represented. All standard titles are included and replaced as needed. There is greater representation of secondary authors and titles than 2a. Basic subject coverage is provided on a wider range of topics and with more depth.
	

	

	



		
  	
  	

	

	
  	3
	

	

	


		
  	
  	

	

	
  	Study or resource level     The library has an extensive collection of children's materials in this category, including a wide range of current and classic materials in quantities sufficient to meet demands at the local and regional levels. The library retains older materials, as well as the bibliographies, guides, and perodicals needed to support inquiries by teachers and others interested in the field of children's literature.
	

	

	



		
  	
  	

	

	
  	4
	

	

	


		
  	
  	

	

	
  	Research level     The library serves as a research facility for scholars working in this area.
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  	2

Language Codes
	

	

	


	
	
		
  	
  	

	

	
  	Code
	

	

	


		
  	
  	

	

	
  	Label
	

	

	


		
  	
  	

	

	
  	Definition
	

	

	



		
  	
  	

	

	
  	E
	

	

	


		
  	
  	

	

	
  	English
	

	

	


		
  	
  	

	

	
  	English language material predominates. Little or no foreign language material is in the collection.
	

	

	



		
  	
  	

	

	
  	F
	

	

	


		
  	
  	

	

	
  	Selected non-English
	

	

	


		
  	
  	

	

	
  	Selected other language material is included in addition to the English language material.
	

	

	



		
  	
  	

	

	
  	W
	

	

	


		
  	
  	

	

	
  	Wide Selection Languages
	

	

	


		
  	
  	

	

	
  	A wide selection of material in all applicable languages is included. No programmatic decision restricts materials on the basis of language.
	

	

	



		
  	
  	

	

	
  	Y
	

	

	


		
  	
  	

	

	
  	One non-English
	

	

	


		
  	
  	

	

	
  	Material is primarily in one non-English language. The overall focus is on collecting material in the vernacular of the area.
	

	

	







	
  	
  	

	

	
  	To facilitate use of the RLG Conspectus by Canadian libraries, the following additional codes were developed by the Canadian Association of Research Libraries. Since 1986 these codes have been used by Quebec libraries.
	

	

	


	
	
		
  	
  	

	

	
  	Code
	

	

	


		
  	
  	

	

	
  	Label
	

	

	


		
  	
  	

	

	
  	Definition
	

	

	



		
  	
  	

	

	
  	P
	

	

	


		
  	
  	

	

	
  	French
	

	

	


		
  	
  	

	

	
  	French language predominates. Little or no material in languages other than French is collected.
	

	

	



		
  	
  	

	

	
  	V
	

	

	


		
  	
  	

	

	
  	English/non-English
	

	

	


		
  	
  	

	

	
  	English and French materials predominate. Little or no material in languages other than English or French is collected.
	

	

	



		
  	
  	

	

	
  	S
	

	

	


		
  	
  	

	

	
  	Selected non-English
	

	

	


		
  	
  	

	

	
  	Selected non-English material is included in addition to English material.
	

	

	



		
  	
  	

	

	
  	T
	

	

	


		
  	
  	

	

	
  	Selected non-French
	

	

	


		
  	
  	

	

	
  	Selected non-French material is included in addition to French material.
	

	

	



		
  	
  	

	

	
  	X
	

	

	


		
  	
  	

	

	
  	Selected Other Languages
	

	

	


		
  	
  	

	

	
  	Selected other language material is included in addition to English and French.
	

	

	







	
  	
  	

	

	
  	As conspectus work is embraced internationally by libraries using other languages for primary collecting, it is anticipated that expansion of language codes will continue.
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  	3

Conspectus Subject Headings and Sample Worksheets
	

	

	


	
  	
  	

	

	
  	A

RLG Conspectus® Subject Headings
	

	

	


	
  	
  	

	

	
  	Information about the purchase of the manual, worksheets, and software is available from
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	Research Libraries Group, Inc.

Delivery Services Center

1200 Villa Street

Mountain View, CA 940411100

FAX: (415) 9640943

e mail: <bl.dsc@rlg.stanford.edu>
	

	

	


	
  	
  	

	

	
  	Division-Level Subject Headings
	

	

	


	
  	
  	

	

	
  	1. Agriculture
	

	

	


	
  	
  	

	

	
  	2. Anthropology
	

	

	


	
  	
  	

	

	
  	3. Art and Architecture
	

	

	


	
  	
  	

	

	
  	4. Cartographic Materials
	

	

	


	
  	
  	

	

	
  	5. East Asian Studies
	

	

	


	
  	
  	

	

	
  	6. Economics and Sociology
	

	

	


	
  	
  	

	

	
  	7. Education
	

	

	


	
  	
  	

	

	
  	8. Government Documents
	

	

	


	
  	
  	

	

	
  	9. History and Auxiliary Sciences of History
	

	

	


	
  	
  	

	

	
  	10. Law
	

	

	


	
  	
  	

	

	
  	11. Library and Information Sciences
	

	

	


	
  	
  	

	

	
  	12 Linguistics, Languages, and Literature
	

	

	


	
  	
  	

	

	
  	13. Medical and Health Sciences
	

	

	


	
  	
  	

	

	
  	14. Music
	

	

	


	
  	
  	

	

	
  	15. Natural History and Biology
	

	

	


	
  	
  	

	

	
  	16. Philosophy and Religion
	

	

	


	
  	
  	

	

	
  	17. Physical Geography and Earth Sciences
	

	

	


	
  	
  	

	

	
  	18. Physical Sciences
	

	

	


	
  	
  	

	

	
  	19. Political Sciences
	

	

	


	
  	
  	

	

	
  	20. Psychology
	

	

	


	
  	
  	

	

	
  	21. South Asian Studies
	

	

	


	
  	
  	

	

	
  	22. Technology
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  	Reproduced by permission of The Research Libraries Group, Inc.
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  	B

WLN Conspectus Subject Headings
	

	

	


	
  	
  	

	

	
  	Information about purchase of the manual, worksheets, and software is available from
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  	WLN

P.O. Box 3888

Lacey, WA 985030888

1800-DIALWLN
	

	

	


	
  	
  	

	

	
  	Division-Level Subject Headings
	

	

	


	
  	
  	

	

	
  	1. Agriculture
	

	

	


	
  	
  	

	

	
  	2. Anthropology
	

	

	


	
  	
  	

	

	
  	3. Art and Architecture
	

	

	


	
  	
  	

	

	
  	4. Biological Sciences
	

	

	


	
  	
  	

	

	
  	5. Business and Economics
	

	

	


	
  	
  	

	

	
  	6. Chemistry
	

	

	


	
  	
  	

	

	
  	7. Computer Science
	

	

	


	
  	
  	

	

	
  	8. Education
	

	

	


	
  	
  	

	

	
  	9. Engineering and Technology
	

	

	


	
  	
  	

	

	
  	10. Geography and Earth Science
	

	

	


	
  	
  	

	

	
  	11. History and Auxiliary Sciences
	

	

	


	
  	
  	

	

	
  	12. Language, Linguistics, and Literature
	

	

	


	
  	
  	

	

	
  	13. Law
	

	

	


	
  	
  	

	

	
  	14. Library Science
	

	

	


	
  	
  	

	

	
  	15. Mathematics
	

	

	


	
  	
  	

	

	
  	16. Medicine
	

	

	


	
  	
  	

	

	
  	17. Music
	

	

	


	
  	
  	

	

	
  	18. Performing Arts
	

	

	


	
  	
  	

	

	
  	19. Philosophy and Religion
	

	

	


	
  	
  	

	

	
  	20. Physical Education and Recreation
	

	

	


	
  	
  	

	

	
  	21. Physical Sciences
	

	

	


	
  	
  	

	

	
  	22. Political Science
	

	

	


	
  	
  	

	

	
  	23. Psychology
	

	

	


	
  	
  	

	

	
  	24. Sociology
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  	Reproduced with the permission of WLN
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  	Reproduced with the permission of WLN
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  	Reproduced with the permission of WLN
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  	4

Sources of Published Collection Policies
	

	

	


	
  	
  	

	

	
  	Many libraries of all sizes and types have collection policies that they are willing to lend or make available for purchase. Because the policies are too numerous to list, readers are referred to the following sources for citations:
	

	

	


	[image: 16ae195bf9ab0f77e3ac0ff6f5a41ae0.gif]
  	
  	

	

	
  	Library Literature (New York: H. W. Wilson Co.)
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  	Resources in Education/RIE (Washington: Educational Resources Information Center) or ERIC (online database)
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  	American Library Association, Headquarters Library
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  	The listserv COLLDV-L on the Internet: subscribe by sending message ''SUBSCRIBECOLLDV-L first name last name" to <LISTSERV@VM.USC.EDU>
	

	

	


	
  	
  	

	

	
  	In addition, information on libraries that have prepared conspectus documents may be obtained from
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  	Research Libraries Group, Inc.

Delivery Services Center

1200 Villa Street

Mountain View, CA 940411100
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  	and
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  	WLN

P.O. Box 3888

Lacey, WA 985030888
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  	GLOSSARY
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  	acquisitions commitmentsee current collecting intensity under collecting intensity
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  	allocationEither the act of assigning a portion of the library materials budget or the specific portion (in monetary units) designated for a particular subject, type of material, administrative unit, or other category.
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  	codeA systematically arranged and comprehensive set of labels (numbers, letters, or a combination of numbers and letters) used to represent defined library collection characteristics, notably collection levels and the extent of representation of languages in a library collection. Codes presented in this guide appear in appendixes 1 and 2.
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  	collecting intensityMeasures of the effort expended in developing library collections. Two such measures are used in conspectus work.
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  	current collecting intensity (CCI)The relative effort presently expended on the development of a subject collection. The current collecting intensity is expressed as the collection strength (defined by collection levels) that will result if the present effort continues over time. Also termed acquisitions commitment.
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  	desired collecting intensity (DCI)The relative degree of effort that should be maintained for the development of a subject collection that meets the library's mission. Most conspectus work has not included the DCI, but its use for local collection policy statements is deemed important by some libraries. Also termed collection goal.

The extent to which a library is successful in achieving its mission is partially apparent at any time by comparing the current collecting intensity and the desired collecting intensity.
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  	collection aspectsThe state of a collection and the state of collection building at a point in time. There are traditionally three collection aspects: collection strength, current collecting intensity, and desired collecting intensity. The primary collection aspect is collection strength. Collecting intensity, whether current or desired, is always expressed in terms of the collection strength that would ultimately result were such intensity continued over time.
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  	collection developmentThe process of planning, building, and maintaining a library's information resources in a cost-effective and user-relevant
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  	manner. Principal activities generally include the identification, selection, and sometimes procurement of locally appropriate materials; the allocation of the resources budget among different subjects and formats; collection management, analysis, and evaluation; liaison with library users; planning and implementation of resource sharing and related programs; and the determination and coordination of policies and procedures governing these functions.
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  	collection development and management programThe formal and systematic organization of a library's collection development and management activitiesexplicitly linked to the parent agency's mission; administratively structured around corresponding goals and objectives; and supported by appropriate policies, governance structures, training programs, and other administrative arrangements.
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  	collection goalsee desired collecting intensity under collecting intensity
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  	collection levelsA scale of collection descriptors outlining qualities or characteristics used to define or categorize collection strengths (and by extension, current and desired collecting intensities). Examples of collection levels appear in appendix 1. See also collection strength
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  	collection managementActivities that are designed to optimize fiscal resources and to ensure maximally effective collection development. Techniques employed are collection analysis and evaluation; collection review for decision making on preservation, protected access, remote storage, or discard; use and user studies; vendor and dealer assessments; and other methods of study and measurement.
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  	collection strengthThe current quality of a subject collection in a particular library as defined by collection levels. The collection strength may be temporarily at a higher or lower level than that of the current or desired collecting intensity. Termed existing collection strength or collection levels when used in conspectus work.
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  	consortiaCommunities of two or more libraries formally bound to coordinate, cooperate on, or consolidate specified functions. Consortia may be based on geography, type of library, or subject.
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  	conspectusA comprehensive survey; a tabulation of particulars representing a general view of them. The term as used here means an overview or summary of collection strengths and collecting intensitiesarranged by subject, classification scheme, or combination of either, and containing standardized codes for collection or collecting levels and for languages of materials collected. Such a conspectus is a synopsis of a library's collection or of a consortium's or network's coordinated collection development overview or policy. The first conspectus was developed by the Research Libraries Group and was subsequently adapted by other groups.
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  	coordinated or cooperative collection developmentCoordination, cooperation, or sharing in the management and development of library collections agreed to by two or more libraries. The arrangement is generally less formal than that established for a consortium.
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  	current collecting intensity (CCI)see collecting intensity
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  	desired collecting intensity (DCI)see collecting intensity
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  	disposition policyA policy that states the options for disposing of unwanted materials acquired by purchase, gift, deposit, or other means, as governed by local, parent-agency, legal, and other restrictions. These options include exchange, donation to other agencies, sale, and discard.
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  	existing collection strengthsee collection strength
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  	preservationA broad range of activities intended to extend the physical life of library materials or to retain the intellectual content of deteriorated or embrittled materials. Preservation may include selection of replacement copies, indentification of items for retention in storage or protected access, and the selection of materials for conversion to alternative formats such as microforms or computer files.
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  	preservation selectionThe selection of items for preservation treatment from among those identified as in need of physical treatment or reformatting.
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  	scope notesDescriptions of local holdings or policies that supplement the codes specified for each subject in a conspectus. A description of a preservation project is an example of a scope note.
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