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Selection Responsibilities

Although many members of the University community may make recommendations of items to be purchased, the final responsibility for coordinating selection and making purchase recommendations remains shared between the subject librarian and the collection management team.  

Selection decisions reflect:

· The subject librarian’s knowledge of the collection, materials in the field and current trends

· Partnerships with each department to assure that the collection adequately supports the subject areas that are being taught

· Requests from department faculty through their liaison

· NWMSU faculty, staff, or student recommendations via the online form  

Selection decisions are based on:

· Currency, evaluation, usage, language, format, content, and duplication criteria as outlined within this policy

· Examination of favorable reviews and/or reputable sources such as:

· Booklist, Choice, Journal of Academic Librarianship

· College and Research Libraries, College and Research Libraries News
· SB&F, Library Journal, American Libraries, Computers in Libraries

· Library Hi Tech, Reference Librarian, Technicalities

· New York Times Book Review, ALA's Guide to Reference Books  

· Discipline specific journals

· Publishers’ catalogs, Leaflets, Web sites

· Title Source

Content
Materials are selected that support and are relevant to the curriculum as described in the catalog.  Generally, textbooks currently used are not selected.  Priority of purchase is based on:

· Curriculum support

· Undergraduate research and independent study

· Graduate research

· Strengths and weaknesses of the current collection

· Ability to fill a gap and provide limited representative coverage of material not included in the curriculum

· Value relative to cost

Languages

English language materials are collected more extensively than foreign language materials. Foreign language materials will be purchased as needed to support the curriculum.

Trials 

Electronic resources are evaluated through a free online trial before purchase whenever possible.  Trial resources are listed on the library's homepage so that staff, faculty, and students may evaluate them and offer input.

Format Categories
The choice of formats is governed by functionality and budget.   Any exceptions to the following must be approved by the Collection Management team: 

· Reference collection consists of monographic and serial print publications, maps, and Web-based electronic resources.  

· Government Documents (federal and state) collection consists of print brochures, monographs, maps, microforms, and Web-based electronic resources.  

· Periodicals collection consists of serial print publications, microforms, and Web-based electronic resources.  

· Browsing collection consists of print monographs.

· Audiovisual collection consists of audio and video cassettes (VHS), CDs, 
CD-ROMs, DVDs, slides, sound filmstrips, records, kits.

· Main collection consists of monographic and serial print publications.

· Missouriana collection contains monographic and serial print publications.
· Juvenile collection consists of children’s and young adults’ books.
· Music Scores collection consists of paper scores.

Usage

Before selecting materials in any format, consider the predicted usage of the material based on past user behavior.  Data may be collected from:

· Circulation statistics of similar items

· Usage statistics for similar print/microform periodicals

· Student topics in library instruction sessions

· Questions asked at the Library Services Desk, the “E-mail a Question” page, “Help with Research”, and the "Get an Answer" service

· Course syllabi, course catalog, proposed courses or programs of study

· Faculty input

Currency

In general, when selecting books, choose books published within the last five years.

Areas of exceptions (books older than five years may be appropriate):

· Literature

· Education

· Historical topics

· Visual Arts

· Performing Arts (Music, Theatre, Dance)

Other possible areas of exceptions (currency may be less than five years in disciplines where information becomes obsolete quickly):

· Business

· Sciences

· Technology

Works considered “classic” or seminal can also be exempted from the five-year rule. “Classic” or seminal works can be determined by recommended core collection bibliographies and faculty input.
Evaluation

Regular and ongoing evaluation of the library collection is essential for a number of reasons. These may include:

· Change in services and curriculum may require adding resources or deleting resources 

· To determine priorities in provisions and budget considerations 

· To identify areas of strength and weakness within the collection 
The assessment of needs and collection coverage may be ascertained via:

· Evaluating specific areas as topics are covered by research assignments, course syllabi, curriculum topic outlines, and classroom dialogues

· Examining subject areas in comparison with recommended bibliographies 

· Ongoing review using original selection criteria 

· Analysis of usage patterns 

· Survey of users

· Evaluation of the collection using a national standard that could allow for benchmarking with collections of other similar institutions

Additional considerations for evaluating multimedia formats may include:

· Durability

· Equipment required to play the media

· Usability

· Technical quality of the media

· Patron needs

· Ease of installation & maintenance

Duplication

In general, one copy of an individual item in the collection will be considered sufficient.  Reasons for additional copies must be justified, taking into consideration:

· any past and present demand and future relevance

· existing materials in the collection

· specific needs which justify the purchase of more than one copy of the title, e.g. the reserve collection.

Some duplicate material may be acquired for archival purposes in Special Collections and/or Missouriana.

Weeding

The primary goals of weeding the collection are the removal of materials which:

· are obsolete

· are in poor physical condition

· are no longer relevant to the goals and objectives of the library or the services offered by the library.

This will keep the collection timely and of good quality.  Because of the needs of the curriculum, the collection should supply some retrospective as well as current materials.  Each subject librarian is responsible for weeding the collection.  Collaboration with the teaching faculty and one other librarian is recommended before suggesting the materials for weeding.  Final decisions on weeding will be made by the library director.

Consortia

This library participates in the statewide MERAC (MOBIUS Electronic Resource Advisory Committee) program, the KCREACHE Consortium, and the MOBIUS Cooperative Collection Development Task Force statewide group.  It is the responsibility of our representatives on each group to communicate information both to and from the consortial entities.

Appendix A:  Budget

	Materials Budget Allocation Formula

	
	

	Variable Name
	How it's Determined

	
	

	General Education Student Credit Hours
	Data from SCH generated by each department's General Education credit hours averaged for the last 3 years

	Department Student Credit Hours
	Data from SCH generated by each department's other credit hours averaged for the last 3 years

	% General Education Student Credit Hours
% Department Student Credit Hours
	Each of those numbers are made into percentages of the total credit hours offered, the departmental student credit hours are multiplied by 2 to provide extra funds for upper level classes and graduate level classes

	
	

	Average Book Price
	Book prices from the Academic books section in Bowker

	% Average Book Price
	Each of those prices are made into percentages of the total of the book prices

	
	

	Total Book Allocation
	Total allocation minus the base (see below for base)

	
	

	Budgeted Amount
	(percentage of gen ed sch + percentage of departmental sch + percentage average book price) * (total book budget minus the base allocation) /4 (which is the number of components in this sum)

	
	

	Base
	1% of total book allocation x total number of departments -> this amount is added to the budgeted amount

	
	

	Department Base
	Base / number of departments

	
	

	Total Amount Budgeted
	Budgeted Amount + Department Base

	
	

	Total Department Allocation
	Budgeted Amount + Department Base

	
	

	Teaching Faculty
	Receive 40% of the Total Department Allocation

	Library Faculty
	Receive 60% of the Total Department Allocation


Appendix B:  Bids

We follow the state Division of Purchasing’s contract for library materials. 

· $2,999.99 or less (including shipping & all other costs):


· The purchase can be made without a bid 

· $3,000.00 - $24,999.99 (including shipping & all other costs):
· A member of the Collection Management Team will contact the vendor for a sole source letter, or if the item costs $24,999.99 or less, the Purchasing Office can directly request bids from three suggested vendors provided by the Collection Management Team

· If the item’s publishers or vendors cannot provide a sole source letter, the item will go out on bid  

· The CM Team will write the specifications or product requirements for the bid.  This list of specifications will be sent to the Purchasing Office

· $25,000.00 or more (including shipping & all other costs):
· The Purchasing Office will place advertisements in two daily newspapers.  

· The Purchasing Users Guide manual contains a list of requirements and newspapers that can be used for the advertisements.  

· The advertisements will be paid from the library acquisitions fund.  

All contracts purchased in the above manner can be renewed four times.  

Appendix C:  Gifts 

Owens Library at Northwest Missouri State University welcomes gifts when the donated materials will enhance the library collection and support University curriculum.  We do not accept gifts that are not appropriate for the library's collection and may decide to accept only selected items from the offered gift. Once a gift has been accepted from the donor, the gift becomes the property of Owens Library, and the subject area's selection librarian may determine the most effective way to use the donation.  The librarian may:

· add the items to the library's collection

· use them for exchange purposes

· donate items to book sales, or

· dispose of items in accordance with library collection development policies, or

· return items not added to the donor.

In general, we do not retain items in poor condition nor do we retain duplicates of materials already in our collection.  In addition, we generally do not accept conditions regarding the processing or housing of gifts that might restrict access to the materials.

Prospective donors interested in offering materials to Owens Library should contact the Head Librarian for Collection Management with information about the materials.  All library employees should refer potential gift donors to the Head Librarian for Collection Management, who will provide information about the gift procedure and coordinate the receipt of the donation.  All transportation arrangements should be made by the donor and Head Librarian for Collection Management.  Charges for transporting gifts to Owens Library are usually the responsibility of the donor.    

An acquisitions staff member will acknowledge all gifts with a letter indicating the number of paperback books, hardbound books, and periodical issues.  We will honor requests for placing bookplates in materials that will be added to the collection.  

Tax laws prohibit library personnel from providing an estimate of the value of the donated materials.  If a gift is monetarily valuable and the donor wishes to deduct the gift for tax purposes, the donor must have the gift appraised by a certified appraiser, complete IRS Form 8283, and send a copy of the form to the Head Librarian for Collection Management at Owens Library.  

Appendix D:  Bertha Bless Collection 

Bertha Bless items from the National Federation of Press Women that support the curriculum or are of general interest to the university community will be added to the collection in Owens Library. Material not considered suitable will be held by the organization itself. Any items of limited interest received will be returned to the organization. Materials accepted will be integrated into the collection and not housed in a separate area. 

The following kinds of material are suitable for the library collection:

· Material supporting the curriculum

· Books of historical value

· Hardback novels

· Press women histories and bibliographies

The following kinds of material may be suitable for the library collection:

· Light novels: romance, high school, paperbacks

· True crime paperbacks

Specifically the following kinds of material are not suitable for the library collection:
· Memoir or biography written for a specific family

· Personal memoirs 

· Subjects of limited interest or appeal: e.g. Distinguished Women in Southern Nevada

· Amateur poetry

· Books of a specific religion whose purpose is proselytizing

· Fragile booklets 

· Pages taken from a newspaper or magazine

· Histories of specific places outside Missouri

· Histories of private companies whose publication date is unknown or the coverage is not broad enough: e.g. a company rather than industry

· Anything not published in the last five years without historical value

Appendix E:  Forms 

Standing Order Request Form







       

Date of request 




Title 















Publisher 














Address 













Specific course(s) and program(s) this title would support:_____________________________________

Rationale or justification for the addition of this title, e.g., why is it an appropriate choice for this collection?  Is it indexed?  If so, where?

If you have seen a review of this title, please give the citation.  Please attach any advertisements, brochures, samples, or Web addresses.

Individual(s) requesting: 











RETURN TO:  Your library liaison, Owens Library

*#*#*#*#*#*#*#*#*#*#* FOR LIBRARY USE ONLY *#*#*#*#*#*#*#*#*#*#*
ISBN 



 Annual price                          




Call Number 
__________

       Fund to be charged ______________________

    

__________

       Keep/Withdraw/Transfer Earlier Eds.

           

__________

       Fill in gaps?  Yes _____ No _____


    
__________

       Location:  Reference   Stacks   Missouriana   Other


    
__________

       Circulate?  Yes _____ No _____ 
       

Ordering Frequency: (every year, every 3 years, etc.) 








Notes: 















Standing Order Cancellation Form

    





       

Date of request 




Title 














Publisher: 













Rationale or justification for the cancellation of this title:

Individual(s) requesting: 











*#*#*#*#*#*#*#*#*#*#* FOR LIBRARY USE ONLY *#*#*#*#*#*#*#*#*#*#*

Annual price 






Keep / Withdraw / Transfer Backfiles                     Circulating / Noncirculating

Ending Date Entered in Towers (if necessary)  _________________________________________________

Item removed from Towers (if necessary) _____________________________________________________

Location change (to where) _____________________________________________________________

************************************************************************************

RETURN TO:  Technical Services
Periodical Recommendation Form







Date of request 




   

Title and subtitle 













____________________________________________________________________________________ 

Specific course(s) and program(s) this title would support:

Rationale or justification for the addition of this title, e.g., what does it add that other periodicals currently subscribed to do not offer?  Why is it an appropriate choice for this collection?  Is it indexed?  If so, where?


If you have seen a review of this title, please give the citation.  Please attach any advertisements, brochures, sample copies if available, or Web addresses.

Individual(s) requesting  












RETURN TO:  Your library liaison, Owens Library
*#*#*#*#*#*#*#*#*#*#* FOR LIBRARY USE ONLY *#*#*#*#*#*#*#*#*#*#*

Annual Library Subscription Rate 




Retention Format:  Bind / Film / Fiche / Paper       Start Date ____________________________

Length of Retention __________________________________________ 

Periodical Cancellation Form







       
Date of request 





Title:  














Rationale for canceling the title 











Individual(s) requesting: 












Return to:  Your library liaison, Owens Library

It is our intention to maintain our periodicals collection as completely as possible to support the curriculum of the University.  At the same time, we strive to provide equitable support to each and every department.  We want to keep our collection as useful as possible.  If there is deadwood, we want to get rid of it to make room (both physically and financially) for new titles that will better meet current needs.

*#*#*#*#*#*#*#*#*#*#* FOR LIBRARY USE ONLY *#*#*#*#*#*#*#*#*#*#*
Annual library subscription rate: ___________________

______ withdraw all volumes and issues, remove appropriate Towers catalog records

______ close Towers catalog record and keep all holdings

______ withdraw volumes and issues, replace with microfiche / electronic for ____________ (years)

______ update statistics

Periodicals Retention Form

If you would like to retain the periodical title that we have recommended for cancellation, please fill out this form.







      

 Date of Request 




Title: 














Rationale for retention of the title: 

(What does it add that other periodicals subscribed to do not offer?  Why is it an appropriate choice for remaining in this collection?  Is it indexed, and if so, where?)
Individual(s) requesting 















RETURN TO:  Your library liaison, Owens Library

Despite limitations of space and funds, it is our intention to maintain our periodicals collection as completely as possible to support the curriculum of the University.  At the same time, we strive to provide equitable support to each and every department.  Please help us keep our library as up-to-date as possible, while at the same time, keeping our costs down.

         *#*#*#*#*#*#*#*#*#*#* FOR LIBRARY USE ONLY *#*#*#*#*#*#*#*#*#*#*
Annual library subscription rate: 
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