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NEWMAN UNIVERSITY COLLEGE
Library Collection Management Policy

Introduction

This document outlines the general principles behind the management of Newman University College’s Library and Learning Resources. Whilst it is possible to indicate the general policy some subject areas do require individual consideration. The fulfilment of this policy may be restricted by budgetary constraints. 

Newman University College profile

Newman University College aims to offer higher education of a demonstrably high quality whilst being committed to equality of opportunity and social justice. It has a particular reputation for excellence in education and widening participation. 

The Library and Learning Services’ mission reflects the aims of the institution. The Library aims to provide the learning resource infrastructure, services and facilities required to promote independent and active learning and high quality teaching within a supportive, user friendly and professional environment.

Newman is a small University College with a tradition in Teacher Education that continues in importance in the make up of the institution. There are three Schools, School of Science and Humanities, the School of Teacher Education and the School of Community and Professional Development. Each subject area is supported by one of four subject librarians responsible for liaising with them and offering relevant support.

Budget allocation

There are competing demands on the Library Budget – part of the budget is  used for overheads and general running expenses and part is used to purchase library materials. Of the resources element of the budget, some elements, such as abstracts and indices, electronic databases, general reference materials and journals, are top-sliced from the fund and the remainder of the budget is allocated to the book fund. The book fund allocation includes monographs and non-book materials and is divided up amongst subject or programme areas on the basis of fte student numbers using the same methodology for distribution as that used to allocate non-staffing budgets to academic subject areas.

Stock selection

Each subject area is allocated a sum of money annually to spend on library stock. It is left to the discretion of each subject team how they prioritise the resources allocated to them balancing the need to refresh their subject stock and to add additional copies of items to support numerical growth.

As a result, stock selection is primarily carried out by academic staff, co-ordinated and assisted by the subject liaison librarians. The Subject Liaison Librarian will offer guidance on how the stock is managed, and can advise on the currency of stock and the balance of materials available. It is the responsibility of all module leaders to ensure that items added to their reading lists are ordered for the Library.

Because of lack of space the Library needs to tightly retain its focus and does not hold an archive or non-current collection. It is not in a position to retain stock which fall outside the remit of Newman’s current or future business.
Multiple copies

The following may be used as a guide when ordering books:

· Essential reading (recommended for student purchase):  at least 1 copy purchased for short loan and one on standard or week loan

· Key texts: The number of multiple copies required will vary somewhat based on a range of factors including the nature of the subject area, the length of the reading list, the length of the module and the timing of the assessment. As a generality, a suggested formula is:

1-5 students

1 copy

6-10 students
2 copies

11-20 students 
3 copies

21-30 students 
4 copies

31-50 students
5 copies

51+ students 
Up to 10 copies

If more than 10 copies are required, please discuss the matter with your liaison librarian to examine the range of strategies available.

Normal practice would be to put one copy in the Short Loan collection, and the majority of the remaining copies as one week loans.

· Background reading: 1-3 copies depending on group size

· Additional reading: 1 copy

Replacement copies

Items which have been lost and subsequently paid for will be replaced using the Library income fund.

Damaged or stolen items may be replaced after consultation with academic staff. The cost of replacement will come from the subject funds. 

Dissertations and Theses 

Subject Liaison Librarians will consult with academic staff to obtain suitable examples of dissertations and research projects completed by undergraduate students at Newman University College. 

At the end of each academic year the library will ask academic departments to deposit three suitable examples of dissertations with the library. These will be available to Newman students for reference purposes only and will be returned to the relevant academic department after a period of five years. 

Where students and staff have completed higher degrees the library welcomes copies of their dissertations or theses which would also be available on a reference only basis to registered students and staff.

Off-air recordings

Television broadcasts that have been recorded off-air in accordance with the terms of the Educational Recording Agency’s licence may be added to library stock. Copies of off-air recordings may be held in either the Short Loan Collection or in the media collection. A total of three copies is permitted in the Library, including both collections.

If the item to be included is a complete series or other multi-volume work, you may be required to limit the holdings to only a single copy.

You can find information about the ERA licence at http://www.era.org.uk/. Contact Chris Porter in the Library for clarification about the licence.

If you want to arrange for a programme to be recorded for you, contact Ray Marshall for details.

Short Loan readings

Copies of individual journal articles or book chapters that have been copied in accordance with the requirements of the Copyright Licensing Agency’s Higher Education licence may be lodged in the Short Loan Readings collection. No more than three copies of any one item will be retained by the Library.

You can find information about the CLA’s HE licence (described on the CLA website as the ‘HE trial licence’) at http://www.cla.co.uk/UUKguildhe_members.php. Contact your liaison librarian for further details of what is permitted.

Reference Collection

The library aims to provide up-to date factual information, in accessible printed and electronic formats, covering broad areas of general knowledge. In addition to collecting usual types of reference materials the library will acquire specific materials which support the academic and administrative needs of the Newman community. The library welcomes orders from all departments for relevant subject reference materials which support the institution’s teaching and research activities.

The Reference Collection will include:

· Dictionaries

· Encyclopaedias

· Handbooks, manuals, yearbooks, almanacs, guides and digests

· Directories

· Relevant official publications including current curriculum documentation

· Relevant statistical material

· Relevant bibliographies

· Atlases

The library will not normally purchase official documents in printed format where a full text format has been available on official web sites. 

If tutors request that a non-reference library resource be marked as a reference item, the resource(s) will be changed to a non-borrowable status and marked, ‘for use in library only’, for the required period. 

The Subject Liaison Librarians are responsible for co-ordinating collection development in each subject area and for monitoring currency of stock. Factors that will be considered in the selection and maintenance of general interest reference materials include:

· Relevancy of the material to both students and staff

· Strength of demand

· Lack of availability elsewhere

· Cost

The following criteria will be considered in the decision to update reference material:

· Continued value of the material

· Demand for the material

· Availability of better material in the subject area

· Cost of replacement

· Availability of electronic formats

Stock Management

Newman University College library has a number of separate collections in addition to the main library, including School Experience Resources, Children’s Fiction, Reference works, Local History, Cardinal Newman and periodicals. All collections are reviewed on an ongoing basis, to ensure that the library continues to support the learning, teaching and research activities of the institution. The library building has a finite amount of space to house these collections, and does not have the facility to hold non-current material. Many new items are added to stock each year, making it necessary to move items or withdraw items from stock altogether.

Withdrawal of stock

Withdrawal of items from stock is a necessary part of the Library’s stock management process. It ensures that the library offers high quality support to the institution’s activities by the removal of outdated and misleading materials, by making space for new materials, and by identifying areas in need of updating.

· The Library will only keep stock that falls within the remit of the institution’s business, to support current and forthcoming teaching, learning and research activities

· All withdrawals are co-ordinated by the Library Operations Manager and the relevant Subject Liaison Librarian in collaboration with academic staff. The librarian will consider materials for withdrawal and consult academic staff. Consultation may take the form of a list of materials proposed for withdrawal or reviewing the items within the Library.

· A record of the quantity of items withdrawn will be noted and kept by library staff

The following criteria will be applied when considering materials for withdrawal from stock:

· Usage: - materials not borrowed for a long period of time will be considered for withdrawal. The period of time will vary between subjects and be determined after consultation with academic staff. Removal from stock will depend on whether the item is still of value to teaching/research interest. 

· Age: - Out of date materials of an ephemeral nature will be withdrawn. Superseded editions may be retained (after collaboration with academic staff)

· Value: - subject content and quality of materials will determine whether materials are withdrawn from stock (i.e. relevancy, accuracy). Materials that may have become outdated but are still of historical importance will be considered in consultation with academic staff 

· Deterioration: - materials that are in poor condition or beyond repair will be discarded. Items will be replaced wherever possible if they have deteriorated but are still of interest to teaching/research. 

· Multiple copies: - duplicate copies of texts that are no longer recommended course reading or in heavy demand will be reduced to one copy

· Periodicals: - journals without current subscriptions and no longer of interest to teaching/research will be considered for withdrawal.

· Current periodicals: - subscriptions are subject to a holdings schedule agreed in consultation with teaching staff in 2004.

This document will be reviewed on an annual basis.
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