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1. INTRODUCTION

The purpose of this Collection Development Policy is to provide guidance for the selection and de-selection of materials and services in order to meet the information needs of library users at the Nelson Mandela Metropolitan University (NMMU) Library and Information Services (LIS). This statement of principles and guidance is used in selection, acquisition, evaluation and maintenance of LIS materials.

2. AIM OF THE LIS

The aim of the LIS is to support the mission of the NMMU by providing appropriate access to a collection of materials that best serves the teaching, learning and research needs of the undergraduate and postgraduate programmes. The collection must provide resources to support and enrich teaching, learning and research for the NMMU academic focus areas and when financially possible should provide some materials to meet the general and recreational needs of the NMMU community. The LIS recognises the need for the active participation by Faculty in the development of the LIS collections: traditional, electronic and virtual.

3. PURPOSE AND GOALS OF COLLECTION DEVELOPMENT

3.1 Purpose

Collection development refers to the process of building and maintaining the LIS entire materials collection, in print, non-print and electronic formats. The collection development process includes the formulation of policy and procedures, budget allocation, needs assessment, collection maintenance, evaluation and resource sharing.

3.2 Goals

a. To provide resources to support and enrich teaching and learning.

b. To anticipate and fulfil the information and academic focus area needs of the primary user group (student and faculty) by actively seeking and maintaining communication through faculty liaison, requests (cards and electronic) and meeting(s) with faculty.

c. To be constantly aware of the available resources in the academic focus areas at the NMMU, and to acquire these materials as funds permit.

d. To be aware of and responsive to the dynamics of curriculum change based on the course descriptions provided by the undergraduate and graduate curricula.

e. To maintain a current and easily accessible collection through judicious de-selection (weeding) and to review the scope and depth for adequacy of support.

f. To budget the resources allocated to the LIS in order to best meet the teaching and learning needs of each faculty.

g. To emphasize the purchase of materials that supports the NMMU mission statement on academic achievement.

h. To subscribe to online information services supporting the academic focus areas of the NMMU

i. To develop and support a number of services to provide faculty with access to information and research related to their research and scholarly work.

4. RESPONSIBILITY FOR COLLECTION DEVELOPMENT

4.1 Selection of materials

All materials acquired with LIS funds are University property available for the use of the entire University community, and located in at least one of the 7 campus libraries. 

The collection development rationale is informed selectivity rather than comprehensiveness.

It is the responsibility of the faculty and the information librarians to build a library collection that conforms to the collection development criteria.

· Information Librarians will consult with faculty in the selection of specific information services and resources. They have the ultimate responsibility for the development and maintenance of the collection as they are aware of selection tools, use patterns, collection imbalances, budgetary limitations and the specific information needs of the library users.
· Information Librarians have the responsibility for the evaluation of both interdisciplinary and very expensive materials.
· As faculty has the expertise and know the requirements of their respective areas of teaching and learning, they are encouraged to recommend materials for inclusion in the collection and to liaise closely with the Information librarians
· The process of selecting LIS material is co-operative between academics and information librarians. The information librarians depend upon the academics to provide subject and bibliographic knowledge needed to help evaluate the LIS collection and select additional titles for acquisition.

· An Information Librarian is assigned to act as liaison with each academic department within the faculty. This librarian is expected to meet with the departmental representative on a regular basis in order to exchange information about curriculum developments, LIS user needs and services. The Information Librarian is also the contact person for any questions or issues relating to the LIS and will make every effort to respond to requests promptly

· Any other support services can also be set up to assist in the process of collection development within the LIS

      All requests for materials will be reviewed and compared to selection criteria. It is these criteria rather that the cost per se which will determine selection. If required, additional fiscal resources will be sought for very expensive resources.

New academic programs should be communicated to the LIS so that acquisition of the needed resources may be accomplished in an orderly and timely way.

The LIS is committed to making diverse viewpoints fully and freely available.

Relatedness to the scope, mission, curriculum, academic focus areas and the annual allocation will have a bearing on the selection process and the format which can be afforded.


Student and staff requests will be welcomed and will be reviewed by the same standard, as are requests from other sources. Any member of the NMMU community, staff or students, may initiate recommendations for the purchase of resources.

The LIS carries the responsibility for the correction of imbalances and weaknesses in the collection. It is the LIS’ responsibility to ensure the adequacy and quality of selection and the building of a balanced collection. The LIS has the ultimate responsibility for collection development, acquisition policies and for the co-ordination of resource development as a whole.

4.2 Library materials fund allocation

The resources budget has funds for serials, monographs, electronic resources and services. A notional amount for books will be allocated to faculties annually as an indication of the parameters within which expenditure can take place. These amounts are not necessarily based on an abstract notion of equity, but on the present needs of each department geared to strengthening the collection in support of the academic focus areas for teaching, learning and research. As far as the budget allows, the LIS would like to meet the needs of each faculty and may buy materials beyond the notional allocations.

The Director: LIS has discretionary powers to use the funds in an appropriate manner for resources and services. The Collection Development Managers (Information Librarians) in consultation with the Director: LIS is responsible for allocating the budget within the parameters stated above..

5. SELECTION POLICIES

It is recognised that the LIS houses all types and formats of information carriers. This means the LIS collections are a mix of print and non-print resources and services that provide access to owned and non-owned resources. All acquisitions are administered by the LIS in one of the campus libraries.

5.1 Selection levels

It is recognised that the requirements for library materials vary in different subject fields. The NMMU catalogue, the mission statement and the academic focus areas will inform and assist the selections

Comprehensive: A collection in which the LIS endeavours, so far as is reasonably and financially possible to include all significant works of recorded knowledge (publications and all other forms) for a necessarily defined field. The aim, if not the achievement, is exhaustiveness in a narrow focused subject area related to a specific academic focus area.

Research: A collection, which includes the major published source materials, required for dissertations and independent research, including materials containing research reporting new findings, scientific experimental results and other information useful to researchers. It also includes all important reference works and a wide selection of specialized monographs, as well as an extensive collection of journals and major indexing and abstracting services in the field.

Study: A collection, which supports course work, or sustained independent study, i.e., which is adequate to maintain knowledge of a subject required for limited or generalized purposes, or less than research intensity. It includes a wide range of authoritative authors, selections from the works of secondary authors, a selection of representative journals and the reference tools and fundamental bibliographical apparatus, pertaining to an academic focus area subject field.

Basic: A highly selective collection, which serves to introduce and define the subject and to indicate the varieties of information available elsewhere.

Minimal: A subject area in which few selections are made beyond very basic works

5.2 Criteria for selection of all materials

a. Relevance to the curriculum, academic focus areas and the NMMU’s strategic priorities;

b. Timeliness of material;

c. Reputation and authority of the author, issuing body and/or publisher;

d. Presentation (style of writing and readability) and treatment (including level);

e. Aesthetic considerations (Material should have literacy, artistic and social value and should appeal to the imagination, senses and intellect of students);

f. Special features (e.g. details, logical and accurate index, bibliography, footnotes, pictorial presentations, diagrams, maps and drawings);

g. Appropriate medium, suitability of form to content;

h. Strength of the present holdings in the same or similar subject;

i. Demand; frequency of inter-library loan requests for material on the same or similar subjects;

j. Price /relative cost of material in relation to the budget and other available material;

k. Ease of accessibility from other sources; 

5.3 Library materials funds allocation

5.3.1 Dissertations and theses

All NMMU dissertations and dissertations are statutory acquisitions, as well as those produced with research funds received from the University

5.3.2 Donations (Gifts)

The LIS accepts donations of money or materials with the understanding that all materials not added to the collections will be disposed of in ways most advantageous to the University. Such ways may include sale, exchange, or donations to other libraries. 

Donors receive acknowledgement for the donations. The LIS is not permitted to provide an evaluation of value for tax purposes. 

The LIS will not accept donations that are encumbered by restrictions or limitations or which are contrary to the mission of the LIS or the University.

The University and the LIS reserves the right to refuse any donation.

5.3.3 Duplicates

See §6.3 below

5.3.4 Government publications

Publications generated by and for the South African national houses of parliament and for the provincial legislature of the Eastern Cape, are collected comprehensively within budgetary and availability constraints.  Publications from the other provinces are collected selectively according to information demands for undergraduate studies.  Electronic access to the documents of the national and provincial legislatures will also be provided for.

5.3.5 Loose Leaf Publications

The main sets and updates of publications published in loose leaf format will be collected for material necessary for the academic programmes of the NMMU.  These regularly updated sets will be kept mainly in the Reference Collections.  Subscriptions to the updates are treated as serials.

5.3.6 Microforms

Microforms will only be considered if no other format is available.

5.3.7 Music Scores

Music scores in the form of sheet music and otherwise, recommended for the academic programmes of the School of Music and Music Education at the NMMU are collected.  There are no limitations on the type of music or musical instruments.  Teaching scores, exercises, songs, and accompaniment are all included.

5.3.8 Non-Print Materials

Non-Print Materials includes electronic products such as: audiocassettes, compact discs, digital videodiscs, laser discs, slides, videocassettes, videotapes, etc.

Requests for non-print materials will be evaluated on the same basis as for print materials.

The electronic journal is a specific type of electronic product, which is acquired, and campus-wide access is provided to these databases and/or single subscriptions. In general the policy is that where there is an electronic version available at a reasonable price, it will be preferred over the print version, because it will eliminate unnecessary duplication while providing broader, faster and more timely access to users on all campuses.

These resources will remain in electronic form (i.e. they will not be printed out for addition to the paper-based collections). Strict compliance with copyright stipulations and licensing agreements will be adhered to. Users will constantly be sensitised to the existence of this material and the purchase of new ones. 

5.3.9 Out-of-print material

The LIS will not normally actively pursue the purchase of out-of-print materials. 

5.3.10 Pamphlets

Monographic publications consisting of 50 pages or less are normally regarded as pamphlets and only pamphlets which contain information regularly used by undergraduate students for their academic programmes will be collected.  No serious effort will be embarked upon to collect pamphlets, but those brought to the Library and Information Services’ attention for an Identified information need will be collected.

5.3.11 Paperbacks

The paperback version of a monograph, rather than the hardback, will usually be acquired if it is available, except for prescribed books when the hardcover version will get preference.
5.3.12 Prescribed books (Textbooks/Study collection)

The LIS will purchase a maximum of 5 copies of a specific prescribed book, which will be housed in the Study Collection of the campus library where the subject is taught and is governed by specific loan rules.

The hardcover version (if available) of a prescribed book will be purchased.

It is the responsibility of the academic departments to inform the LIS annually, by September, which titles are being prescribed for the following academic year so that the necessary purchases may be made. The LIS reserves the right to order from its own suppliers.

5.3.13 Protected & Rare Material on and about the Eastern Cape, SA and Africa

This category refers to relevant material of significant value and with particular focus on the Nelson Mandela Metropole, the Eastern Cape and South Africa. It also refers to printed material (text, music, art) and origin and subject may also determine relevance. The purpose is to ensure that at least one copy of valuable and rare items is preserved and made available for consultation in the South Campus Library.

The collection shall contain material on:

· Any aspect of the history and environment of the Eastern Cape.

· Any subject covering the South African Coastline and marine environment, particularly the Eastern, Southern and Western Cape coastal areas.

· Proven “Africana” value as funds allow.

And

· South African prize-winning literature

· Fiction and non-fiction authored by persons residing in the Nelson Mandela Metropolitan area

· South African historical and genealogical tables

5.3.14 Purchases by academics on behalf of the LIS

The LIS recognises that buying opportunities may arise while academics are at  some form of national and international  meeting. The LIS will reimburse such purchases only if

· They are within the guidelines of this policy; 

· The LIS has formally authorised the individual concerned to select materials   before the event;

· They are within the departmental allocation;

· The original invoice is produced reflecting the price paid. 

The LIS retains sole right to determine whether the purchases fall within the policy guidelines

5.3.15 Reference Collection

This collection contains print and non-print materials such as atlases, bibliographies, dictionaries, directories, encyclopaedias, gazetteers, indexes, statistical compilations, and yearbooks, etc., as well as core academic subject reference works which provide basic, fundamental and introductory overviews of an academic discipline.  It supports the needs of the NMMU undergraduates, postgraduates and academics. 

The Information Librarians usually recommend items for this collection, which normally do not circulate. The currency and accuracy of this collection is reviewed on a regular basis by the information librarians..

5.3.16 Replacements

See §6.5 below

5.3.17 Short Loan Collection

This collection contains “in-demand” material for undergraduate and graduate programmes. Monographs and journals articles may be placed on Short Loan when demand in expected to be high for a specific period. The loan period is limited and this material is for use in the library only, thus ensuring that the items are always available and accessible. 

Academics are encouraged to place books timeously on Short Loan for assignments and other group projects. Study Collection material is not part of this collection.

If photocopies are placed in this collection, a copyright clearance certificate must accompany it. Prior planning is thus essential to ensure that students get access timeously. Items are normally from the LIS collection, but may also be obtained from another library or may be the lecturer’s personal property.

5.3.18 Serials (Journals and periodicals) including standing orders

The Serial Collection supports the teaching, learning and research needs of the university. These publications are issued in successive parts bearing numerical or chronological designations and intended to continue indefinitely. All formats will be considered in the “purchase and /or access decisions”.

Serials are continuing commitments. Prices have risen substantially over the past decade and are influenced by the Rand exchange rate. These factors inhibit the LIS’ ability to maintain a constant subscription base. In addition, the ongoing print volumes require maintenance and storage space.  Appropriate purchase of electronic access or document delivery services for serials will be preferred rather that acquisition through subscription.

Items in the Serials Collection normally do not circulate, but photocopying of articles may be done within the stipulations of the Copyright Act

The information librarians assisted by the academics will review this collection annually in July and August in time for the renewals/cancellations/new subscriptions to reach the agents by 30 September annually.

The NMMU LIS has a limited serials budget, which cannot keep pace with either publisher increases or fluctuation of the Rand. Thus, selection and de-selection decisions for serials must be made with great care,taking into account the information needs of the university community. Together with the general criteria for selection (See §5.1), the information librarians should also consider the following priorities in the selection and de-selection process:

· Relevance to the mission of the NMMU LIS

· Usage, to the extent that it can be measured (databases) or estimated.

· Likely accessibility via document delivery or ILL.

· Cost-effectiveness of owning versus access

· Dependence of the discipline on LIS support for research and/or teaching.

· Inter-disciplinary as reflected in the academic focus areas’ needs

·  ISI, IEEE and other recognised impact factors as a criterion of scholarly impact and usefulness.
· The strategic priorities of the NMMU
· Likely availability of full-text versions in electric format
· Overall cost of the journal and the inflation during the last several years

The annual review will consider cancellations of subscriptions and appropriate formats. Requests for new titles from the academic departments must be fully motivated by the HOD in collaboration with the Information Librarian faculty representative. The Information librarian must provide an analysis of holding locally and nationally and an evaluation of overall availability via other means.

Given the circumstances cited above, any new subscriptions will be carefully considered. In the past the “buy one, cancel one to more or less the same value” policy has been applied. This too may sometimes not be stringent enough in the light of the rapidly escalating costs.

5.3.19 Corporate acquisitions

The LIS will actively participate in co-operative acquisitions plans with other libraries in the metropolitan area and within the SEALS consortium, particularly in the case of very expensive items. Such acquisitions may be viewed as a cost benefit to the University

5.4 The LIS will not purchase

5.4.1 Expensive and infrequently used materials, especially if they are in the region

5.4.2 Materials that unnecessarily duplicate what is already available in the system

5.4.3 Reprints of articles already in the library

5.4.4 Application Software

5.4.5 Laboratory and instructors manuals

5.4.6 Study guides and solutions manuals

5.4.7 Second hand items offered for sale by private persons.
6. COLLECTION MAINTENANCE AND MANAGEMENT

6.1 Location of materials

Information resources paid for with LIS funds or donated to the LIS become part of the LIS collection. Information Librarians will determine the location of the information resources within the collection and the campus library will house the collections that support the academic activities of that campus.

All distribution of electronic information will be in compliance with licensing agreements.

6.2 Evaluation of the collection

The continuous review of LIS resources is necessary as a means of maintaining an active collection that is relevant to the current academic focus areas. Evaluations will determine whether the collections are meeting its objectives and the needs of its users. Information Librarians will evaluate portions of the collection on a regular basis in consultation with the subject departments they serve.

6.3 Duplicates

Normally one copy only of each title is acquired for the collection. Duplicates are acquired very selectively and generally only for titles which are required or recommended course reading. The "formula" for determining the number of duplicates to be bought: 

	Number of students
	Required reading
	Recommended reading

	           <80                      

	3 to 4 copies
	1 to 2 copies

	           <60 


	2 to 3 copies
	1 to 2 copies

	           <40


	1 to 2 copies
	1 copy

	           <20

             
	1 copy
	1 copy


Acquisition of the larger number of copies depends on such factors as: 

· Cost 

· The proportion of the book that is required or recommended 

· How it will be used (e.g. will all have to read/consult it at the same time?) 

· The number of readings on the list 

· Number of courses for which it is listed 

· Past circulation patterns (with the automated circulation system, this factor can now be tracked) 

6.4 Acquisitions for New Courses

A small amount of `seed money' is made available for materials required for new courses, or for substantially changed courses. The amount is always limited because these funds have to be drawn from the allocation, and will depend on other demands on the fund at the time.  Advanced notification of at least 12 months should be given.

6.5 Replacements

Replacement depends on the current level of demand for the title. The LIS will try to replace, by purchase or other means, any core title for which we have only one copy. A title in heavy demand (e.g. needed for short loan, assignments, etc) may be replaced very soon after it has disappeared from the collection, otherwise consideration for replacement will only be given after 12 months since it has been reported missing. Other holdings on the campuses will also be considered in replacement decisions. 

Refunds for lost and paid items will not be considered after the LIS has ordered or purchased a replacement 

6.5.1 Monographs

The Libraries are responsible for making decisions regarding the replacement of lost, damaged or missing library materials. The Information Librarian will determine whether to replace a specific book or purchase a comparable book guided by these considerations:

· Does the material being replaced meet general library collection policy?

· Does the frequency of use justify replacement?

· Is the item on a short loan or recommended reading list?

6.5.2 Serials

Serials staff will identify lost, damaged and missing serials and will take steps to replace these materials. Decisions to replace annual, biennial and irregular serials will be handled according to the policy for monographs described above.

Since back issues may be expensive, the decision to replace will be guided by these considerations:

· Does the material being replaced meet general library collection policy?

· Does the frequency of use justify replacement?

· Should microforms be purchased rather than replacing with paper copies?

· Is the periodical readily available elsewhere in the region or nationally, or even internationally?

· Are the electronic full-text sources available to library users?

· Is the lost or damaged piece more than five years old?

6.6 Weeding (De-Selection)

Weeding obsolete and outdated materials from the collection is a professional responsibility in the total maintenance of the collection. The information librarians will consult appropriate faculty members when necessary regarding questionable items.

 De-selection of LIS resources is essential for the maintenance of an active academically useful library collection. The space available in each of the campus libraries also makes weeding necessary.  De-selecting (weeding) is quality control of the collection in which outdated, inaccurate and worn-out materials are eliminated. Information Librarians are responsible for conducting an ongoing weeding effort in their areas of collection responsibility and for maintaining the quality of the entire collection. De-selection requires the exercise of judgement in the same way that the original selection process does and in conjunction with faculty representatives.

Guidelines for de-selecting print materials include the following:

6.6.1 Monographs

· Duplicates are de-selected within ten (10) years of publication date except in cases of continued high demand.
· Superseded editions are routinely de-selected from the collection. 
· Materials which cannot be repaired or rebound or for which the cost of preservation exceeds the usefulness of the information contained are de-selected.
· Currency of information is extremely important in some fields such as health sciences, technology, business and economics.

· Older materials will be regularly de-selected so that outdated or inaccurate information is eliminated.

· Material that has not been used based on circulation and browsing statistics will be de-selected after 5-10 years of inactivity. The long-term usefulness of the work will determine whether lack of use is a valid criterion for de-selection.

6.6.2 Serials

· Incomplete and short runs of a title may be withdrawn, particularly when the title is not received currently. 

· Titles containing information that is not useful in the long-term, such as newsletters and trade magazines, usually have automatic discard patterns established such as “Latest two (2) years only retained. These periods will be indicated for the relevant title in the database entry.

6.7 Conservation, Preservation and Restoration

Library Materials are expensive to buy, to process and to house. The Collection Manager  will consult with other librarians and Faculty to determine the action to take concerning damaged books.

6.7.1 General Principles

· Care and handling of material will be stressed to all library staff , users and borrowers
· Wherever possible temperature and humidity controls will be maintained for all Libray material
· Book repair will be provided for materials damaged through heavy use or accidents.
6.7.2 Binding

a. Serials

All print periodicals and journals are bound regularly. The number of issues bound together is determined on a title-by-title basis depending on the size and number of issues per volume or year. As a general rule, incomplete volumes or years are not bound.
b. Monographs

Newly acquired paper bound books are not routinely bound. Exceptions may be made when heavy usage is anticipated. 
7. REVISION OF COLLECTION DEVELOPMENT POLICY

This policy is a living document that will be reviewed and modified to adapt to the changing needs of the university.

8. FINANCIAL IMPLICATIONS OF THIS POLICY

       This policy has no financial implication per se, but serves as a guide for the expenditure of the LIS resources budget allocated from the central budget.  

Compiled: May 2005

Reviewed: June 2005

Approved at LIS Committee Meeting: 3 August 2005

Updated: October 2006
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