Albany Technical College

Library/Media Center

Collection Development and Management Policy

Policy Review

It is the responsibility of the Library Media Specialist to review the Collection Development Policy. Formal reviews of the policies are done periodically as needed.

Dissemination of the Policy

The library policy will be available to every member of the professional library staff.

Albany Technical College Mission Statement:

Albany Technical College, a public postsecondary institution of the Georgia Department of Technical and Adult Education, provides technical education and training to promote regional economic development.  To accomplish this purpose, the college offers a variety of educational opportunities including traditional and distance learning delivery methods.  

Albany Tech strives to:
· provide quality competency-based associate degree, diploma, and technical certificates of credit programs that prepare students for employment in business, technical sciences, allied health, personal services, and industry.

· provide basic adult literacy programs to help adults improve life skills and prepare for continued education and training.

· contribute to the technological advancement of area businesses and industries through workforce education and training.

· offer life-long learning opportunities for the advancement of skills, knowledge, and personal growth.
ATC Library Mission Statement:

Albany Technical College Library/Media Center supports the mission of Albany Technical College and is consistent with its goals and objectives.  The library/media center endeavors to provide access to quality resources that will support Albany Technical College’s curriculum, enhance technical training, spark basic literacy education and serve the needs of the students, faculty & staff.  Albany Technical College Library/Media Center provides access to area, regional, national, and international information resources. ATC Library/Media Center serves ATC students, faculty, staff and the community at large.

Goals and Objectives:
1. to develop a quality collection that supports the Albany Technical College curriculum and stimulates the interest of Albany Technical College populous

2. to provide a cost effective method of acquiring resources and provide bibliographic resources

3. to take full advantage of the existing technological bibliographic aids to develop a state of the art technical library at Albany Technical College

4. write grants and proposals to supplement the resources for library material and bibliographic aids

Official Stance on Intellectual Freedom and Censorship
Albany Technical College Library/Media Center supports the position of the American Library Association as stated in the Intellectual Freedom Manual; Third Edition, Chicago, Illinois 1989. 

Purpose of the Collection Development and Management Policy

ATC Library/Media Center Collection Development and Management Policy provides the guidelines used in developing and maintaining the Albany Technical College Library/Media Center collection. This policy is in keeping with COC Accreditation standards and provides the rationale for the selection, de-selection and disposition of materials acquired by the library/media center.  Frequent revision of the policy is crucial in order to respond to changes in the curriculum and diversity of the student body. 

ATC Library/Media Center is committed to meeting the needs of the Albany Technical College.  This commitment is the driving force that promotes quality selection and acquisition of library material. The following factors are considered when acquiring library material:

a. bibliographic format of the material

b. cost of the material and available financial resources

c. strength of the collection and needs of the curriculum

d. COC Standards

e. availability of resource in GALILEO

Copyright Laws

Albany Technical College Library/Media Center makes every attempt to comply with the current copyright laws and regulations when acquiring or duplicating materials. 

Collection Development activities

Collection Development activities include: 

· collection analysis and evaluation 

· collection review for preservation and discard 

· use analysis of library material

· consultation with faculty concerning selection

· allocation of library materials budget 

· identification of materials for consideration for purchase 

· selection of materials for purchase 

Selection Aids 

Selection aids include: 

· trade bibliographies (e.g., Books in Print, Forthcoming Books, B & T Link) 

· review oriented periodicals (e.g., Choice, Library Journal, Publisher's Weekly, Science Books and Films, Booklist) 

· selected journal publications  (e.g., Smithsonian, American Journal of Nursing) 

· subject specific bibliographic references  (e.g., Vocational Technical Resources for Community  College Libraries)

· additional aids include publishers' catalogs, association publications, book reviews and booklists in standard bibliographic resources and relevant bibliographies in other professional publications 

Reprints 

The library/media center purchases reprints when necessary. Reprinted material may be purchased in hard copy, microform or electronic format. 

Textbooks

The library does not purchase textbooks adopted for classroom use by the college. The collection does, however, include textbooks. These textbooks are acquired only if the publication is needed supplement the library's permanent holdings and remain a prominent source for research. 

Paperbacks  

Books are purchased in paperback format when: 

· paperback is the only available format 

· multiple copies are needed 

· subject matter is determined to be short-lived 

· hardback format is prohibitively expensive 

Recreational Reading Material

In addition to purchasing materials directly related to the college's curriculum, the library selectively acquires materials of general interest to stimulate.  These materials may include: 

· popular fiction 

· best sellers

· general interest magazines

· local newspapers  

Children’s Books 

The library purchases children's books to support the Early Childhood Associate Degree and diploma programs. 

Annual and Other Regularly Published Mail
The library purchases regularly published materials such as almanacs, yearbooks, biannual, etc. for the various curricula offered by the college. 

Back issues of these publications are retained based on the following criteria: 

· cumulative features of the publication 

· uniqueness of each issue 

· physical quality 

· demand by users 

· availability of publication locally

· availability in other formats 

In order to expedite the receipt of certain serial monographs or regularly published materials, the library may have continuation contracts with book jobbers to facilitate the acquisition process. 

Encyclopedias and Dictionaries

The Albany Technical College Library/Media Center purchases a selection of major general encyclopedias.  These publications are updated every other year if the content of the material merit updates. This assures the availability of the latest available information of one major general encyclopedia. 

When an encyclopedia is replaced and removed from the reference collection, it is added to the circulating collection. A circulating copy of an encyclopedia is withdrawn when replaced by a later edition. 

Current editions of selected discipline-specific encyclopedias are purchased as resources allow. 

A variety of topical dictionaries are purchased based on relevance to the curriculum and patron needs. 

Duplicates or Book Replacement

Decisions to purchase duplicate copies are based on the usage of the material as indicated by the library automation system or through observation by staff members. 

Purchase of duplicate copies for campuses and centers will be determined by: 

· curriculum offerings 

· demand for books at both the central campus and center 

· availability of funds

· accreditation requirements 

Book Preservation 

Generally, the library purchases books in hard cover format if available. Decisions to purchase material in paperback format rather than hard cover are based on frequency of updating and availability of format. The library repairs or binds books as needed. Decisions for re-binding are based on: 

· availability of newer editions 

· importance of book to the collection

· number of circulations 

· availability and cost of replacement

· physical suitability for binding 

Discards or De-selection of Publications
The library collection is reviewed on a continuing basis to identify materials that are obsolete, damaged, dated, and no longer support the college curriculum. 

Periodicals 

The primary purpose of developing a periodical collection is to assure access to current information in support of the college curricula. Priority is given to those periodicals that are widely used and which are included in major indexes. Back files are purchased in microfilm or electronic format as funding is available. Selected periodicals are bound. 

Selection Criteria 

General selection criteria for periodicals include: 

· relevance to the curriculum 

· demand by users 

· recommendation by faculty 

· indexed in available indexes 

· cost 

· language of publication 

· a recognized title from a "core list" of periodicals 

· covers a unique subject area 

· availability of back files 

· scope, audience level 

· accreditation requirements 

Selection Criteria

Selection aids include:

· indexing and abstracting services 

· standard bibliographies (e.g., Ebsco Serials Directory, Ulrich's Periodicals Directory) 

· library reviewing periodicals (e.g., Choice, Library Journal) 

· basic bibliographic references including general lists for colleges, community colleges and technical colleges as well as discipline-specific lists 

· sample issues 

Special Categories of Periodicals

Periodical Indexes:

The Albany Technical College Library/ Media Center subscribes to both print and electronic periodical indexes. 

Considerations for indexes may include: 

· currency 

· frequency of updates 

· relationship to library periodical holdings 

For electronic indexes, the availability of product demonstrations and trial periods to evaluate the utility and value of the resource is of critical importance. 

Additional considerations for electronic indexes may include: 

· availability of full text 

· technical support from vendor 

· ability to mark ATC Library holdings on the database 

· reliable hardware and software 

· compatibility with existing hardware 

· availability of GALILEO resources.

Newspapers 

Newspapers are selected to reflect national, local and regional news. 

The selection criteria may include: 

· availability of an index 

· reputation 

· cost 

· use 

· relevance to curricula 

· availability of back-files 

· availability in GALILEO

Foreign-language newspapers, received as free subscriptions, are treated as ephemeral materials. 

Newspapers that are predominantly subject-oriented, such as literary, political, educational or business newspapers, are acquired and processed as journals even though they are produced and distributed in newspaper format. 

Preservation and Back Files Periodicals and Newspapers

The appropriate method for preserving and maintaining back files of periodicals is determined on a title-by-title basis. Periodicals are preserved in the following formats: microform, electronic format, bound and unbound. Collection Development Librarians determine the appropriate preservation format and retention period for periodicals and newspapers. 

Micro-Format 

Guidelines for the selection of micro-format are: 

· cost 

· format availability 

· space considerations 

· importance of historical access 

· material subject to heavy use, theft or mutilation 

· relative importance of characteristics of color, format or print 

· availability of index 

· availability of hardware for both reading and copying 

Electronic Format

Guidelines for the selection of electronic format are: 

· hardware compatibility 

· hardware availability 

· ownership consideration 

· cost 

· user-friendly/ease of use 

· method and quality of reproduction

· availability in GALILEO 

Bound

Certain periodicals have characteristics that do not translate well into micro format or electronic format. Binding preserves periodicals that primarily emphasize visual qualities such as color, photography, illustration, graphical presentation, and print quality. In addition, titles that are not available in micro-format or electronically format may be bound. 

Unbound

Loose issues of selected titles are retained for a specified number of years and then discarded. Generally, these titles are in subject areas where information quickly becomes obsolete and no longer supports the curricular. 

Duplication or Replacement of Periodicals

Decisions to purchase additional subscriptions to periodicals, serials, or indexes are handled on a case-by-case basis. Since such purchases require ongoing financial obligation, a primary factor is the continuing availability of funds. 

The library replaces worn and mutilated microfilm and bound periodicals in microform or electronic format. Decisions are based on: 

· importance of the title to the collection 

· need for historical material on the subject 

· accreditation requirements 

· cost 

· availability of format 

· usage 

De-Selection of Periodicals 

Criteria for irrelevant, outdated and superceded periodicals include: 

· title ceased publication 

· publications no longer indexed 

· subscription discontinued due to budgetary restraints 

· gift subscription no longer discontinued

· title replacement or title covered by another edition 

· format change

· change in curriculum 

Audiovisual Materials 

Audiovisual materials are selected primarily to meet the curricular needs of the college. The Library/Media Specialist and the appropriate faculty make selections.  The Library/Media Specialist reviews recommendations. The collection is developed on a selective rather than comprehensive basis. 

Audiovisual materials include the following formats: 

· audio cassettes 

· compact discs 

· computer programs 

· filmstrips and sound filmstrips 

· kits 

· motion pictures 

· phonodiscs 

· slides and sound slide sets 

· transparencies 

· videocassettes 

· videodiscs 

· multimedia 

The library keeps abreast of emerging media formats and attempts to provide the latest software formats and hardware to support instructional programs. 

Selection Criteria for Audiovisual/Multimedia 

Audiovisual/Multimedia selection criteria include: 

· importance/relevance to the curriculum 

· faculty recommendation 

· authority of author/producer 

· price/value/cost 

· selection for review in reputable reviewing media 

· demand by users 

· accuracy 

· adequate scope 

· physical quality 

· special features 

· depth of coverage 

· currency of data 

· technical quality of production 

· compatibility with existing hardware 

· availability of hardware for new formats 

· closed circulation distribution rights and broadcast distribution rights 

Preference will be given to materials for which distribution rights can be obtained. 

Preservation of Audiovisual or Multimedia Material

The library makes every effort to ensure that the audiovisual or multimedia material is stored in a suitable climate for preservation.  All audiovisual/multimedia materials are inspected and repairs are made when possible. 

Duplication or Replacement of Audiovisual Materials

Audiovisual materials are replaced or updated in the latest format available. 

The Library Media Specialist makes decisions on the purchase of duplicate copies of audiovisuals based on: 

· usage 

· copyright requirements 

· availability of new materials or formats 

· cost 

De-selection of Audiovisual Materials

Library staff members review the audiovisual collection on a continuing basis to identify materials that are obsolete, damaged or little used. In addition, audiovisual software will be withdrawn when the hardware becomes obsolete and no longer can be purchased, maintained or repaired. 

Electronic Resources

The library purchases electronic materials,  including bibliographic files, textual files, numeric data files, and graphic and multimedia files, to support instructional programs. The library will purchase specific application software needed to utilize these resources. The purchase of other types of electronic resources will be considered as they are developed. When appropriate, the library will provide access to online electronic resources in lieu of purchase of software. 

Providing access to electronic resources may involve funding, equipment, data storage, location, and remote access decisions affecting the library and other college agencies. 

Selection of Electronic Resources

Selection criteria for electronic resources include: 

· relevance to curriculum 

· demand by users 

· recommendation by faculty 

· cost  

· currency of data 

· extent of cumulative coverage 

· production quality 

· training requirements 

· ease of use as measured by 

· existence of introductory screens 

· availability of on-screen tutorials 

· prompts and menus 

· function-specific help on-screen 

· novice and expert searching levels 

· helpful error message 

· ease of exiting from one point in database to another 

· index browsing 

· documentation 

· hardware requirements 

· capability for networking 

· vendor reliability 

· customer support 

· availability of trial period 

· licensing requirements 

Selection aids for electronic resources include: 

· reviews in professional journals 

· publishers' catalogs 

· product demonstrations 

Online Databases and Digital Libraries


The library participates in the GALILEO Consortia (Georgia Library Learning Online) to provide access to bibliographic, numeric, and full-text databases.  These databases are used to extend and enhance the resources owned by the library. The databases accessed are usually beyond the holdings of the ATC library. Databases accessed include those provided by commercial vendors, governmental agencies, bulletin boards and those provided on public and private networks. 

The library may contract with other vendors to provide access to resources not covered through GALILEO.  These are usually specialized databases to support a curricular not covered in Galileo. Criteria used in the decision to subscribe to these online databases are the same as those used to purchase electronic resources. 

Duplication or Replacement of Electronic Resources 

The decision to duplicate electronic resources is based on: 

· usage 

· cost of duplication, networking or accessing through another means 

· availability of hardware 

· need at multiple locations 

Damaged materials are usually replaced. 

De-selection or Discontinuing Electronic Resources 

The Library Media Specialist will periodically evaluate electronic resources for their continuation value to the collection. Discontinuance or removal of an electronic resource will be based on the Library Media Specialist 1st and 2nd assessment of electronic resource and user input. 

Microforms

The library purchases microforms. These may be periodicals, newspapers or special collections.  The term microform includes microcard, microfilm, microfiche and microprint. 

Considerations in selecting microforms include: 

· physical space needs 

· access through indexes or bibliographic records 

· provision of research material that would otherwise be unavailable 

· cost comparison with other formats 

· provision of materials needed by the Library but not on a current basis 

· durability and proven storage longevity of the medium 

· availability and cost of hardware and maintenance 

Vertical Files  

The following categories of materials will be collected for the Vertical File: 

· hardcopy annual reports 

· maps 

· materials about Albany, Georgia 

· selective resources about the state of Georgia

· Albany Chamber of Commerce Publications

· any other materials that the library staff determines is needed. 

Atlas, Maps, and Globes

Atlases and maps will be collected selectively to support general reference and research needs. The library purchases individual maps and map sets and atlases in both print and electronic formats in accordance with general selection criteria. 

The library will purchase an up-to-date globe as needed. 

United States Government Document

The library is not a depository for United States government publications. The Library Media Specialist in support of student, faculty and staff needs, select state government publications using general selection and appropriate format criteria. 

Georgia State Documents
The library is not a depository for Georgia state documents.  The Library Media Specialist, in support of student, faculty and staff needs, will select state government publications using general selection and appropriate format criteria. 

Albany Chamber of Commerce Resources

The library/media center is on a mailing list to receive selected Chamber of Commerce publications. These are generally directories or other periodic information resources. 

Technical Association Publications

The library makes available selected publications of associations related to technical colleges. 

Annual Reports

The library may purchases annual reports in microfiche format, which are regularly updated. The library may request complimentary copies of annual reports in print format from corporations. Other print copies of annual corporation reports are accepted as gifts in accordance with the gift policy.

Dissertations and Thesis

The library does not purchase dissertations or theses. Some dissertations and theses may be borrowed through interlibrary loan. 

ATC faculty and administration dissertations or theses, that are received as gifts to the library will be handled in accordance with the gift policy.  
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