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USES OF SPEC KITS

Ihef§ysfqms and Procedures Exchange Center (SPEC) ls a
clearinghouse operated. by the Association of Research
Libraries, Office of Management Studies that provides a central
source of timely information and materials on the management
and operations of lkarge academic and research libraries. It

faciltates the exchange of knowledge and documents through

SPEC Kits, which are distributed ten times each ysar to ARL
members and other interested libraries. The Kits include

fop!cclty-orrcnged groupings of unedited primary. source
documents - selected for their value to odministrators and

decistor-makers - that llustrate a wide range of alternative ap-
proaches to specfic issues.

Kit documenfs come from genercl membershlp surveys and
from selected libraries. contacted directly by SPEC, and most
Kits are produced within six months of surveys. The docurments’
value comes from their variety of ideas, methods, and solutions,
They are not viewed as finished products, but rather as points of
departure for a library’s planning efforts and as stimulants to in-
novative approaches to problem-solving. As such, Kits do not

present answers or prescriptions_for any one library; instead

'rhey lustrate how selected ARL members are plonning for or
dedaling with particular issues. The worth of any one Kit to a par-
ticular lbrary will depend upon the specific topic covered and

the library’s stagé of development in that area.

Materials aié selected according to the following criteria:
* Presents an approach of potential value to administratol
and decision-makers

* Timely. and deaqling directly with the topic under cor
sideration

* Probabiiity of application of ideas or thinking to othe
lbrary situations

s llustrative of actual practice, rather than theoretical

e Undersfcndode recdcble communicchon

cpprocches that complement each other, provide variety. ark
stimulate comparison and contrast.

Libraries can take ddvcnfcge of the Kit compalchons in ¢
number of ways. Administrators can evaluate the assumptions
methods, and results of other libraries’ opprodches; compare
and contre °t them; and use the learnings in their own situations
Library staff members can use the kits as professional develop
ment and cuirent awareness tools, Committees and task force:

can use them to begin a review of current practices. And the
Kits can identify other persons or places to contact for furthei

information. Back-up files in the SPEC office also are available
for loan to member libraries. In addition, SPEC will conduct orr

demand surveys or analyses geared specifically for a single
library.

EVALUATION

Kit Tlﬂe/Number

1. Which uses did the library make of this Kit?

2. Please indicate how useful the Kit was for these purposes.
B Very Useful O Quite Useful O Somewhat Usefu
3. Do you have suggestions for this Kit or for future Kits?

(optional) NAME

O Not Usaful

LIBRARY

PHONE

Please return this form to the SPEC Center, OMS/ARL 1527 New Hampshire Ave.. NW.. Washington, BC 30036.
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COLLECTION DEVELOPMENT ORGANIZATION
AND STAFFING

:Bie collection development function is one of the stable
features of research libraries, yet there may be no other unit
that currently shows as miich diversity in composition and
reponing 'r'elatibnships’ OVer the past several years, libraries

management activities also tnclude evaluation, budget
administration, identification of materials for preservation,
and decision-making regarding weeding; remote storage, and
participation in cooperative programs. In addition; the
collectron mdnagement staff is responsrble for selertmg a

software, and data ﬁles.

To examine changes in organization and staffing, SPEC
surveyed the academic members of the Association of

Research Libraries in Fall 1986. The focus of questions was

on changes within the past three to four years. Responses

and materials submitted by 53 libraries indicate three basic

trends: 1) Continuing changes in the organization and
staffing of collection development; 2) increasing emphasis
on formal training and liaison with teaching faculty; and 3)
growing interest in the development and execution of studies
on the cost, performance, and analysis of the collection
develonment/management function.

GRGANIZATION The organization of collectron

development and management functions usually falls into

one of three patterns: 1) a staff largely composed of full-time

bibliographers with responsrbrhties assigned by academic

department, language or subject area; 2) a decentralized staff,
where a significant number of professional staff have some
collection development responsibilities; and 3) a staff with
some combination of full-time bibliographers and other full-
time staff who work as selectors part-time. Analysis of
questionnaire respcases did not show a correlation between
the percentage of total professional staff involved in
collection development and libraries’ materials budgets.

However, libraries with m?tenals budgets of at least $2.5

million generally reported using about 20 professional staff

members as part-time selectors: As materials budgets

approached $3.5 million, libraries usually reported about 30
part-time selectors.

Almost all libraries respondmg to the questronnarre 1ndreated

the presence of a collectron de\'elopment or management
rndrvrduals in charge their responsibilities; and spans of
control. Internal structures ranged from a unit composed of
no full-time bibliographers and over 40 part-time selectors;
to units with more than 20 full-time bibliographers.
Between these two extremes were many combinations.
Based on resporises from 34 libraries, the nitiber of full- )
time blblrographers ranged from l 10 23 with an average of

6. Among the 50 libraries reportmg on part-time selectors,

the range was from 4 to 46, with an average of 21 selectors:

The structure that appears to be most common is a core of 4-
6 full-time bibliographers complemenied by about two
dozen part-time selectors. In cases where there are a large
number of part-time selectors, many libraries have appointed
coordinators, often organized into humanities, social
sciences, and scierices groups. Sich coordinators usually
report to the head or director of collection developmerit.

The recent SPEC Kit #129; Organization Charts in ARL

Libraries (November-December 1986) discussed the
organizational location of collection development units in
61 ARL libraries. Documents reviewed for this kit confirm
the finding that the common reporting line is directly to the
university librarian in 50 percent of the libraries studied.

STAFFING AND ACTIVITIES. Of the 53 responding
libraries, six reported a complete change or significant shift
from full-time bibliographers to part-time selectors. Five
lrbranes reported some movement in the opposite drrectron,

i.e;, from part-time selectors tc full-time bibliographers.

Twenty libraries reported other changes including the
addition of part-ti: 1e selectors and the creation of new
positions. The remaining 22 libraries basically have kept
collection development staffing the same.

Traditionally, collection development has used staff from
public se‘ViCcs and mure sp'eciﬁ'cally frcim reference OVer
toward using part-'rme selectors from othcr departmentq ]
including the non-public services areas of acquisitions and

The Systems and Procedures Exchange Center (SPEC) is operated by the
.. Association of Research Libraries, Office of Management Studies,
1527 New Hampshire Avenue, N.W., Washington, D.C. 20036, Telephone (202) 232-8656.
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cataioglng Among the 53 respondmg hbranes the approxxmate TRENbé iND NEEI:')S ﬁuxldmg and maiﬁtainjng a

percentage of total professional staff involved in collection collection usually has involved the cooperation of teaching
development ranged from 10 percent to 75 percent; with an faculty. With the current interest in improving library-scholar
average of 40 percent. communication, some libraries are developing new ways of

] ) o ) . encouraging faculty to serve as advisors and consultants for
Increasing staff involvement has been due in part to such factors collection development decisions and planning: Establisting a
as staff shortages, budget constraints, and the influence of new sound worklng relationship with teaching faculty is often
technologies. However, by using miore staff for collection mentioned in position descriptions. In addition to working with
development, libraries often find that their subject anid foreign faculty on an ongoing basis and seeking their views regarding
iinguage expertise is ennzgnced In addmon the involvement of the direction of teaching programs and scholarly research; library
more staff provides additional opportunities for building a liaisons also are involving instructional faculty in special
collection that is responsive to users’ needs: projects such as collection assessment, serials cancellations and

- transfer of materials to remnte storage.
The amount of time that part-time selectors spend on collection
development is determined in a variety of ways. It can depend on A fairly recent develppment in ARL libraries has been mcreased

the subject responsibilities, individual and departmental participation in the North American Collection Inventory Project
priorities, or amount of funds to be expended, but usually it (NCIP), which has provided a number of libraries with a
appears to be negotiated and determined by discussion between an  mechanism for assessing collections; refining collection
mdmdua] selector and supervisor during an annual goal-setting policies, and developing staff expertise in the collections

process or review. Submitted documients did not reveal the use of management area.

formulas for establishing division of timc:
The area of collecuon management is recelvmg renewed interest

QUALIFICATIONS, TRAINING AND from an administrative perspective today. As functions becore
EVALUATION. Educational requirements and minimum decentralized through the use of ore staff across departmental
qualifications for bibliographers as reflected by submitted lines and as tasks become more complex; innovative
documents indicate that advanced subject degrees are desirable, if ~ management approaches are needed. One response has been the
not required. Several libraries reported that they are experiencing addition of coordinators who oversee groups of selectors.
difficulty in finding librarians with foreign language competence. However; libraries are still working to develop ﬁéﬁaﬁﬁéﬁéé
measures and ways of establishing division of time for part-time
The training of berangns new to collecuon development is selectors. Because of these and other needs; collection
receiving increasing attention: A number of guidelines and development is a promising area for a management information
checklists, as well as handbooks and manuals for bibliographers, system, which can serve as a tool for planning and analysis.
are now is use. Almost one-fourth of the respondents indicated
that some type of collection development manual was in the The SPEC Kit on Collection Development Organization and
planning or revision stage. Libraries also report conducting Staffing (#131, February 1987, 121 pages) contains selected
workshops and inhouse presentations covering basic concepts of SPEC survey results, illustrations of the organization of 14
collection development. In many cases, new bibliographers and collection development onits, position descriptions from 15
selectors work closely with experienced staff during a training libraries, 10 examples of orientation and training aids, and 3
period. As collection developiiient becomes iriore decentralized, study reports.

various aids are ‘being developed in order to communicate specnﬁc

squeet responsibilities and schedules to litrary staff and external

constituents:
Performance measures for collection management activities are * ok ok

being developed in several libraries. However, submited

performance evaluation documents did not reveal any formal use

of measures specifically for collection development personnel.

One library which had implemented performance measures two

years ago has since reorganized collection management functions, This flyer and kit was prepared by

and has stopped using the measiires. Factors considered most James E._Bobick; Associate Director,

often in evaluations include professional knowledge and skill, Umversny Libraries, Case Western Reserve. University; as part
quality and quantity of work, judgement and decision-making, of the OMS Collaborative Research/Writing Program.

and work relationships: Several libraries require a

review/evaluation involving library and unit goals and objectives
on an annual basis.

SPEC Flyer copyright 1987© by The Association of Research Librarie ; Office of Mazagement Studies: This SPEC Flyer may riot be

reproduced in any form without permissicn from the publishe:.

SPEC Kits (ISSN 0160 3582) are available by subscnpuon through Subscnptmns services or d:rect from thc publxshcr Individual
issues _cost $20.00, plus $5.00 postage outside the U.S.; through distributors or direct. (ARL _member price $10.00.) Prepayment__is
required. If ordering direct, send check payable to “ARL Office of Managemzat Studies™ to: SPEC, Office of Management Studies, 1527
New Hampshire Ave., N.W., Washington, D.C. 20036. Order by Kit Number and Title. Direct Order Forms listing back issues and

Subscription Forms are available froim the saiie address. 6
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COLLECTION BEVELGPME!T BRGRNIZATIBN AND STAFFING
_in ARL tibraries _
#131, February 1987

SURVEY

ORGANIZATION
hrizona State UniverSity
Boston University
Brown University
Case Western Reserve Univ.
Colorado State University

Columbia University

Iowa State Un1vers1ty
Michigan State Uiversity
North Carolina State Univ:
Quéen's University

Temple University

Selected SPEC Questionnaire Results .....
0rgan1zat1on Ehart ~ Collection Bevelop—
ment’ 8/86 ....... L N N R I I R A * "

Organization Chart = B1bliograph1c
Services, 12/84 ....iieuieecannn eeancnnan

Ofgaﬁii&fiéﬁ Chart ~ PﬁBiié Services and
Organization Chart = Public Services and

Collection Management .......ceeeeaae aanan

Organization Charts ~ Access Serv1ces

6/86; Current and Proposed; 1/86 ....:::
Organization Chart and Outline -~ tibrary
Resources Group; 11/84; Resource Develop
ment Unit Descriptions; 4/85 ...cucweonn.

Organization Chart, 4/83, Organization of
Collection Beve]cpment 7788 iiiiiniai.s

Organization Charts, 8/86, 9/86 iziizasen
Collection Development Narrative ........
Collection Development Narrative, 7/86 ..

Organization Chart; 9/86 and Outline,

11785 = Collection Development ......:.:
Univ. of california, Irvine Organization Chart, 8/85 ....oooovo.....
Univ. of Cal., Santa Barbara Organization Chart, 7/86 .. ocuseeecnnn..

University of Massachusetts Organization of the Prccess of Se]ect1ng
Materials, 12/83 ......ii:csasasccasasoson




VACANCY ARNOUNCEMENTS & POSITION DESCRIPTIONS

Arizona State Un1vers1ty

Univ. of Southern California
University of Manitoba
Michigan State University
Brigham Young University

University of Notre Dame

University of Miami
Columbia University

Iowa State University

Texas A&M University
University of Nebraska
Brown University

Univ. of California, Irvine

Pennsylvania State Univ.

"Position Description

Division Responsibilities, 12/84 ........

Vacancy Announcement; AUL for Co11ec—
tionsS; 8/86 ..v.eiieicaszasszoss irmssamana

Deve]opment and Spec1a1 Programs 4785 ..

Job Descr1pt1on - Co]lect1on Deve]opment;

1981 ........................... iassasans

Job Description, Subject speeia1i5t;
11/86 L I R R T

Position Description, Bibliegrapher, 9/81
Bibliographer's Duties and Respons1b11~
ities, Outline; 8/85 .....ccuccanas finaea
Position Description =~ Soc1a1 Sciences
Bikiiographer, 4/86 ...:::::..: iieacaaaees
Position Description ~ Social Sciences
Bibliographer, 1980 .....cc..z:czcs2ascaa-
‘Resotirce Develop-
ment Librarian - Humanities, 9/86 .......

Position Description ~ Assistant Profes-
sor Humanities/Social Sciences, 11/85 ...
Position Description ~ Reference Collec-
tion Development Librarian, 5/86 -.......
Vacancy Post1ng ~ Romance tanguages

Librarian; 8/86 -.::::::::22:2:3 iesssaseane

Facu]ty A=s1gnment Statement Cataloger
with Collection Deve]opment Respons1~
b111t1es, 10/83 Liiciierasancescncasanans

ORIENTATION, TRAINING AND OTHER AIDS

University of Texas

University of Notre Dame

SINY, Albany

University of Waterloo

Orientation Program. Bibliographer for
Latin American Stud1es, Government &
EConomics ..iicauicscnacmessasa cica<nanaae

New B1b11ographers Tra1n1ng Program,
1988 ..iiciiciazamaans. iiiiiassaeseananae

Work shop on Collection Management, 7/83,
Guidelines for Liaison Librarians, 6/84

g

40

63

76



ORIENTATION, TRAINING AND OTHER AIDS (continued)

Pennsylvania State Univ. Guidelines for Se]ectors, '3/85 sssassanassasae. B8O
McGi11 University Bibliographer's Handbook (Contents & o
INtroduction); 6/86 .....ceeeeeecenonnncenonas 36

Univ. of Cal., Irvine A Manual for Bibliographers (Contents), 7/85 . 90

Univ. of Texas-Austin  Bibliographer's Manual (Contents), 3/82 ...... 94
Brigham Young University Faculty Relations DOCUMENt . ........nnnn...... 96
New York University Faculty Infermation Bulletin, 1/83 ........... 102

STUDIES AND REPORTS

Temple University Discretionary Funds and Salary Costs =:::..... 104

University of Waterloo Management Information System, 2/80, Time

Study, 1978, Collection Management 9/84

Report_on the Evaluation of the Phys1cs .
Journal Collection; 6/86 ..:coscciccieicmeuann 105

Univ. of Cal., Irvine Report of the Collection Development Task B
FOrce Group, 7/86 ...eeeeeeeceesowcscsoconse <22 116
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T0: SPEC Lialsons  omes of MansdiHGHSidbs, ABSkson of Resas

SELEGIEDASPECAQUESTIONNAIREARESULTS

CALL FOR DOCUMENTS ON
COLLECTION DEVELOPMENT ORGANIZATION AND STAFFING

SPEC
Question #3

3. How many bibliographers and selectors does the library have?

(Indicate "0" 1f none) .

range = 1-23 mean = _ Full-time (34 Respondents)
camoo = 4eiE Tean = 21 Part-time (50 Respondents)
range - 10%-757 *mean = 40% Approximate percentage of total Tibrary staff

reflected by abave

*Percentage reflects total professional 11brar1ans

Question #4 Fis the 1ibr
4, In the ast three to four years, has the library:
(six libraries) it moved from full-time bibliographers to time/adjunct selectors

) S moved from part-time/adjunct selectors to full-time bibliographers

i

gggvii%§2;§£:§s)z Y kept collection development staffing as it is
22 libraries) = o——  Other - S— '

(20 librériéé)

to part- Eiﬁé/é&jdﬁéﬁ ééiééEbEé iﬁéluded

Colorado State Unlvelsity Cornell Unlverslty Loulslana State Uneversit
Mc€ill University Michigan State University UC, Irvine

Responding libraries reporting a significant shift from part-time/adjunct selectors
to full-time bibliographers included:

Brigham Young University Tulane University Temple University
University of Notre Dame Yale University

SPEC

Question #8 _.
8. Does the 11brary prov1de tra1n1ng for new col]ect1on deve]opment staff?

36 yes
0 no

Seven of the surveyed libraries did not respond to this gquestion

11




SELECTED SPEC QUESTIONNAIRE RESULTS (continued)

SPEC
Question #9
9. Does the library use performance evaluation forms/, s e 1 s
development personnel? rms/procedures for collection
—39. yes
—10__ no

Four of the surveyed libraries did not respond to this question.

SPEC
Question #11 _
11. Has the library conducted any studies or comparisons of costs related to
the collection development function? (For example; percentage of selector's
salary as _related to book funds to be expended. We are not interested in .
analyses of the materiais budget.)

4 yes

43 no

§ix of the surveyed libraries did not respond to this question.

12
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ARIZONA STATE UNIVERSITY

UNIVERSITY LIBRARIAN

. ASSOCIATE WMIVERSITY LIBRARIAN

FOR COLLECTION DEVELOPHENT

O

COLLECTION DEVELOPMENT

COLLECTION DEVELOPMENT

COORDINATOR ~ COORDINATOR " COORDINATOR
HUMANITIES SOCIAL SCIENCES SCIENCE & TCCHNOLOGY

| T B

| ; f

I [ l

' — !

! Student l |

| Pool | |

I = ; |

|

ubject Spec1a11sts:
the Humanities |

i et T ——

spec 1§ub3ect Specialists
ijn the Soc1a1 Sc1ences I1n Science & Technologyu

’SUbJECt Specialists

d
Yo




BOSTON UNIVERSITY

Head

] —

W— "
Business Services|

Interlibrary f?__ Assist. Dept. Head{

~Loan Reference Services B
— Supervisory Library
Technician,
EEE— : Bibliographic
Assist: Dept. Head Searching
Collection e -
Development 7 ) 7777%L;777774%7747

Library Technician,

— Bibliographic Searcher

" On~line Searching

Hicrofségg ]5" Assist. Dept. Head|.
Library S
Instruction
_ } o I N
Librarian IT, o - -
é‘”F?FW?? ’ tibrarian II; _ Librarian IT,
Governnent T ] - .
Bibliographer —| Soc: Work/Psych. ~—| Health Sciences
Bibliographer Bibliographer
Labrarian 11, — ————
-] . Engiish Lit. Librarian II, e hemistry
B E AT~ en ot v i Biology/Chemistry
Bibliographer Religion/Philo. Bibliographer
: Bibliographer grap
Librartan II, Cibearian T1- Librarfan II,
Business/Econ. ﬁigfa{;:;,It’ Physical Sciencij
P T 4 4R !7 .7 . ~ 11 Viiiiiiﬁéi
| Bibliographer Bibliographer Bibliographer
| tibrartan 11, R Librarian II,
Anthro./Soc. Librarian II, Part-time
Bibliographer History - _ Reference
— Bibliographer —_—
LibrariandI,
- - Part-time
ja=-5-84 kR 4 Reference

Elﬁl(;._ i

IToxt Provided by ERI



BROWN UNIVERSITY

POLICY 1.5
BROWN UNIVERSITY LIBRARY
PUBLIC SERVICES AND COLLECTION DEVELOPMENT DIVISION
ORGANIZATION CHART

Assistant University Librarlan
For Public Services &
Collection Development

Secretary b— - - _ -} - Collection
Developnent

Coordinator

I —T———

tirculation Department shared Resources Reference Department

Head Librarisn Coordinator

Head Librarian

Assistant Head Penbroke

Librarian Librarian Rockefeller ILL | Rockefeller Reference

, . — LAs. Lo 111 | Librarians, LAS
_Rock Door - I RS 1
 Guards, LC I LAS 11 e I
I ) | Sciences ILL Scienses Reference
. — - ——1 A Lebo o=~ 't'”
Rockefeller _ _shelvina_ LAS, Le 111 Librarians, LAS |
Supervisor ~ Supervisor

Circulation ] Rock Shelving

— Sciences Shelving
Reservas
ese: LTAI, LCII

Rock Copy Center
R ¢ S

_Sciences .
Supervisor "

Circ/Reserves —| - -
LTA | corputer Operations
— T Y |

Ooor Guards
e 1

Copy Center }-_|
| eI

APRIL 1984
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COLLECTION MANAGEMENT
1/87

URT LIBRARY SYSTEM

ORECT(R
Cf

UNIVERSITY LBRARES

r

FREIBERGER
LIBRARY

LIBRARY

. FUNCTIONAL SYSTEM
(EFFECTIVE JANUARY 1, 1987)

LBRARES

DIRECTOR OF UNNERSITY

ASSISTANT DRECTOR
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COLORADO STATE UNIVERSITY

CURRENT

Access Services
Divisigop Head -~ —

(3 departments)

Reference Dept.
— -9 people —-

Circulstion Depsrtment 7 loterlibrsry Losn Dept.

~ _lépgople -

—— —5 people -

Collection Services

(9 departments)

——Division fzed
Spec.Coll.| [Bic.Med. | [Bus./Econ.| [Eagireer. Iroi;/xgzl nu.iaic;ial Phya.Sci. isoe;sei; [ciass™ |
I 2 people | |2 peopl 1.8 Do 2. Speople 1 2 peonje | [3- 1
PROPOSED
(This became official June 1; 1986)
Access Services N
Division Head | (3 departments)
Preservation Circulation Dept. laterlibrary Loan Dept.
L | persog— — 14 people 5 people————
Collection/Reference Services - -
| Divisi (3 departnents)

1/29/86

Collection/Referenze Servicea
) ¢

VTHBL Branch
2 people

—{ ATSL Brsnch 7
’ _l pereon

Sciences/Technology -
Collection/Reference Services

Specisl Collectioms/
Archives

- —2 people - — -
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OFFICE OF TUE -
VICE PRESIDENT AMD
UNIFERSITY LINRAIAN |

Note: dotted line indicates policy authority
RESOURCE DEVELOPMENT
DIVISION
|
_ _ |
HIRAVISTIC & !
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VULUMBLA UNLVEKDLLY

LIBRARY RESOURCES GROUP

Parent Unit: Office of the Vice President for Information Services and
University Librarian
Role: To develop and preserve library collections suited to Columbia's
needs

Gbjectives:
1. SEEéﬁéiﬁéh,Cdlumbia;s rational ard world position as a scholarly
institution.

2. Build resources to support actual instructional activities of the
university, frequently short-term, expendable, flexible.

3. Build resources to support the present and future research needs of
the university, primarily long-term; permanent, balanced.

4. Build resources to support commitments to reqional and national
resource plans.

5. Preserve the collections.

1. Participate in planning use of corpiuter technology in the libraries.
3. Recommend basic allocations for resources activities.

3. Control budgets for funds allocated to the Resources Grouns

‘4, Exercise over-all control over resource expenditures through thé

library system.

5. Establish and enforce policy for collection development, including
purchases, gifts, exchanges, documents, etc.

6. Plan and carry out programs and services of collection development.

7. Secure- appropriate resources hy identifyina materials needed in

developing the collections.

8. Monitor acquisitions boiiciés of all units within the library
system,

%
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9. Solicit and coordinate subject knowledge of service unit personnel
in collection development.

10. Participate in decisions for location of collections.

11. Establish and enforce policies reqarding preservation of librairy
resources.

12; Plan and carry out proqrams of collection preservation.

13. Idéhgifgfﬁégéfjéig that require preservation decisions in terms of
binding, filming, special care, reprinting, or othér maintenance
activities,

14. Participate in decisions relating tc the organization of the
collections.

15. Participate in providing in-Gepth reference assistance.

16. Relate library resources to instructional programs by working in
planning projects, developing curricula, and makinq presentations
in classrooms,

17. Train and révise professional and clerical staff in resourcs-related
activities.,

Rey Working Relationships

1. Library units in Support Group.
2. Library units in Services Group.

3. Distinctive Collections.

4. Faculty, researchers, students. S :

5. Libraries and other organizations involved in regional and national
] __resource_ planning.

6. Planning Office.

Reports
Fach unit is resnmonsible for periodic reports to its parent unit and

information reports fram the head of the unit to his/her staff.

Performance and evaluative criteria

1. Growth, development, and proservation of collections according to
) ptans. , ,
2. Research support of the level and quantity planned.

10



 COLUMBIA UNIVERBITY LIBRARIES
Unit Name: RESOURCE DEVELOPMENT DIVISION

Principal Administrator: Assisbant Director for Resources
ﬁéreﬁt Unit: Resources Group

1. Social Sciences

2. Humanities and History
9 Sciences

o
Iy
W

Reie: To develop information resources for the Colum
Univergity Libraries.

Objectives:

1. Bring together staff possesszng expert 1nfcrmatxon,
library; subject and language Skiils for the development
of locally held and shared information resources required

by the academic community.

2. Develop and maxntaxn an up-te—date collection policy

based on actLai nstructxonai activities; present and

future reseaxch needs of the university, and coatinuing

1ntra—univer51ty resource sharing and mational consortial

commitments.

3. Assist in acqaisition, provision of reference service, and
bibliographic control of materials in special languages.

4. Partlcxpate 1n preservation, ‘maintenance, and management
of the collection.

Functions:

1. Participate in planning for the Resources Group, including
recommending; preparing, and monitoriig budgets; preparing
reports op faculty research and instructional programs;
doing analyses of the collection and of availability of
ﬁéédbd information resources.

2. Recommend policies for collection development; revise and

keep policies up—-to-date.

3. Operating in the context of established budget
allocations; make informed and timely resource
selection decisions based on collection development

policy, to receive the greatest value from the funds
spent. -
11
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management and maintesnance, including storage,
preservation, deacquisition, and microform conversion

decisions.

through a var:ety of iiaison activities desxgned to
facilitate inteliechual and physical access to the

collections, incuding partizipation in public service

activities, service on faculty committees, membership and

attendance at mzetings of scholarly professicazl
organizations.

For specified languages: assist in the ncquisiﬁion sf N
participate in the production of bzbliographxc control
records; assist in cataloging.

Train, develop, and evaliate the performance of staff in
the unzt to achieve the hxghest level of performance.

;;1 !ngigg xelationships:

Internal: 1. Library units in Service and Support groups.
Z: Distinctive collections.
3. Bibliographic Control Division.
4: Planning Office.
o 5. Bystems Office.
External:
1. Faculty, researchers and students.
2. Appropriate members of Research Libraries Group
777777777 and other consortial partners.
Reports:
Annual report of Assistant Director to the Associate Librarian for
Resources;

Anpual reports from area bzblzographers

Performance and Evaluative Criteriai

1.

Growth, development, maintenance, and presexrvation of the
collections according to plane and policies.

Academic community’s Satisfaction with availability or
access to materials needed.

Accuracy of records and reports produced.



Unit Name: COLUMBIA UNIVERSITY LIBRARIES
RESOURCE DEVELOFMENT COMMITTEES

Principal Admipistrator: Chairpersons

Parent Unit: Assiustan? Director feor Resource Development

Sut Uni%s: 1.Humanities snd History
2.8ciences

3.5o0cial Sciences

— _— -

Role: Operating in the context of established collecting

policies, +to provide a forum for communication and

problem solving among steff members imvolved in

coordinated collection develcpment and between this
staff and cther units and the Assistant Director for
Resource Development,; to recommend changes im current

collecting policies or practices.
Objectives:
.1, Facilitate communication among staff members involved
in resource development and hetween this staff and other units of

the libraries.

2. Raview selection practioes with the purpose of
maintaining conformity with established policy and receiving the
greatest value from the funds spent.

3. Recommend changes in resource development policy.

Functions:

1. Conduct regular meetings.

2. Review budgetary 1limitations, RLG and other

consortial commitments, access +to information  outside the

libraries; the current curriculum, and curxeat apd future
research needs +to recommend changes in Columbia University
Libraries’ collecting policies,; particularly as embodied in the

‘RLE conspectug and Current collecting policies.

3. Prepare annual summary of those developments in

information processing, storage and retrieval, faculty research
and curricular activities at Columbia which have implications for
resource allocation and mpdifications of collecting policies,
making recommendations for such changes where appropriate.

Chairperson writes report based on data supplied by members.
4. Review current oollection practices inciuding review
13
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of order requests, particularly of serials, involving expensive

items; duplication of titles held by other 1ibrary urits, titles
of gquestionable value to the collections, titles apparently
felling out of scope for the 1ibraxy units requesting then,
titles in relation +to RLG cobnitmeats, and _other titles as

identified for review by the Assistant Director for Resource
Development.

5. Identify, make recommendations, and set priorities on

major preservation projects: Assist in making decisions on
large scale transfer of materials to cstorage or conversion to

microformat for collection maintenance.

6. Identify and transmit other broad concerns relating

to resource development interests and 1library PXanning and
operations to appropriate channels for discussion and resolution.
. 7: Present  informational programs oa rasource
development <topics ©of general intexest, such as publishing
trends, changes in information technoiogy; repoxts con resgurce
sharing projects, which may have a bearing om local practice.
Key working relationships:
Intérmal: - o ,
1. Directors and Assistant Directors of Services and Support
~ Groups S B i S B
2. Particular library units in ' Services and Technical Service
groups; especially Bibliographic Control, Acquisitions,
Interlibrary Loaa =
3. Presexrvation Department

4. Budget and Planning Office

External: -
1. Faculty, researchers, students - 7
2. Selection officters at Research Library Group libraries and

other organizations with which there are consortial agreements

Reports:
1. Minutes of meetings (to6 other resources committees,
_  Assistant Director; and to Director of Services)
2. Annual report on developmente in research and
curriculum within the university and their resources

implications (to Assistant Dizector)

Performance and Evaluative Cfiﬁéiiﬁz



1. Growth, development, preservation of collections according to

plans -ud policies.
2. Academic community’s satisfaction with availability of
materials needed.

Notes:

These committees, including the Chairpersons, are to be appointed
by the Director for Resource Development, with the advice of the
Directors of the Services and Support groups and Librarians of

the Distinctive Collections. The term for theé committees,
including the chairpersons; is one year; with appointments made

to begin with the academic year. The Assistant Director for
Resource Development is ex-officio member of each of the three
committees.

A Resource Development Steering Committee, made up of the
chairpersons of each of the three Resource Development Committees

and the Assistant Director for Resource Development will

coordinate the work of the three committees.

sf 4/4/85 draft
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CDPM

ORGANIZATION OF COLLECTIOR DEVELOPMENT
AT THE IOWA STATE UNIVERSITY LIBRARY

The object of this document 15 to clarify the gggpons1b111t1es of the

collection development staff to out11ne a structure that would provide for

cmooth and effective functioning of the collection development:
I. Collection Development Responsibilities

coordinating collection development

The over-all responsibility for
and managemenE lies with the Assistant Director for Collection Development.

Specifically this responsibility includes the following:

1. Review and confirmation of staff assignments for collection

development/management in specific subJect areas.

2. Preparation of budget requests and allocations of funds based on

information received from . acquisitions departments and collection
development staff:

3. Develoupment of selection policies and procedures.

4. Assisting in the development of liaison with academic departments
and faculty members.

5. Coordination of the flow of orders in accordance with available
funds and pérsonnel.

7. Reviewing and approving of proposals for purchases of collections.

8. Approval of purchases of expensive items as stated in separate
documents.
9. Administrating the Collection Dévelopment Unit.
10: Chairing the meetings of the Collection DéVéiopméht Council.
i1 Sharing of information concerning budgét, selection policies,
acquisitions procedures, and other pertinent_ _documents with

collection development staff and others responsible for selection

of library materials:

30
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administratively
members

In addition to the four full-time

currently participate in the

development responsibilities or assignments:

Area/Subject

Biological Sciences/Agriculture/
Earth Sciences

Children's Literature

Education ) B

English & American Litérature

Governmerit Publications

Home Economics

selection

bibliographers, who
the Collection Development Unit, a numbér of other staff
n the . of library materials.
following is a complete listing of staff members carrying specific colle

Name

Jean Kirk
bavid Tyckoson
bPon Pady

Jan Fryer
Diana Shonrock
Ursula von Godany

Humanities )
Maps Marilyn Moody
Music o €ollin Hobert
Physical Sciences/Mathematical Sciences/ ) 7
Engineering William Lee

Reference Collection

Social Sciences

Special Collections - Rare Books
University Archives

Veterinary Medicine

David Tyckoson
Cindy Dobson
Stanley Yates
Laura Kline
Sally Peterson

constitute

and recommend
interest; the

books for purc

primairy responsibility for collection development in specific subject areas
rests with the persons to whom these subject areas have been assigned. This
responsibility involves working closely with faculty members in the various
3 the should reflect not y

only

dacademic departments since the selection emphasis
current course offerings and research programs, but also long range plans
of the academic departments concerned. It may be neither possible nor
desirable to spell out all the various tasks and duties of bibliographers
and other subject selectors. The main responsibilities, however, can be
summarized as follows:

1.  Surveying the quality and adéquacy of the collectious in assigned

sub ject areas:

2. Developing and maintaining a liaison with faculty members.



10.

o1,

Selecting current and retrospective library materials for all

collections in accordance with the Library's acquisitions policy,

specifically by:

a. reviewing books received on approval plans and deciding on
their retention or rejection.

b. monitoring  approval  plans (form selections, national
bibliographies - BNB,WR).

c¢. screening and approving faculty orders as necessary.

d. systematically checking  specialized bibliographies  and
second-hand book dealers catalogs.

To estabiishr and maintain contacts with second-hand dealers in
specialized fields.

io deveiqp joiﬁtiy wich,fécuity prioritiéé for collection development
in specific subject fields.

To work with other bibliographers and subject selectors as mecessary
for selection of materials that may overlap two or more assigned
sub ject areas.

To recommend budget allocations for purchases in assigned subject
fields.

To manage purchases in accordance with allocated funds.

To provide annual reports on the year's activities and collection
development/management, including any significant purchases.

To report to the Assistant Director for Collection Development
any new programs in academic departments that may affect the
collection development of the Library.

To submit for approval to the Assistant Director for Collection
Development orders for expensive items as specified in separate
documents, as w2ll as otheér unusual requests.

19
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II. Structure of Collection Development

It must be recognized that the collection development in a large
university library is essentially intellectual in nature, and there i: a
rieed for different approaches to the various subject areas and for flexibility
in selecting and procuring different materiale in these subject fields.
Because of these reasons and the large number of people involved in selection,
a rigid structure following departmental organization of the Library is not
desirable.

Colléction Development Council
_ The Collecton Development Council; chaired by the Assistant Director
for Collection Development; consists of all full-time bibliographers and
the Head of the Special Collections. The Council meets on a monthly basis
to discuss all matters of concern to the Collection Development Division.

Every other month the Council invites to the meetings the Assistant
Director for Technical Services; the Head of Information Services Department,
as well as all subject selectors.

COLLECTION DEVELOPMENT
10-81, Rev. 7-84

20 33



MICHIGAN STATE UNIVERSITY LIBRARIES
ORGANIZATION CHART

BEFORE CHANGES
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MICHIGAN STATE UNIVERSITY LIBRARIES

NEW ORGANIZATIONAL CHART
(Sept. 1986)
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NORTH CAROLINA STATE UNIVERSITY
COLLECTION DEVELOPMENT NARRATIVE
The Head of the Collection Development/Acquisitions Department

at North Carolina State University serves as the chief collection development
officer. Collection development is the joint responsibility of the faculty
and the library staff. A library committee in each department provides
liaison between the Tibrary and the department and serves as a conduit for
requests from the faculty for library materials. The Head of Collection
Development/Acquisitions and the Assistant Director for Techinical services
coordinate the work of the library committees and the 1ibrary staff and
attempt to assure no important or relevant monographs needed for the collection

are missed: In addition, there is a selection committee for expensive items
and seriais. Requésts are submitted by faculty for serials and the Assistant
Head of Collection Development/Acquisitions coordinates the work and attempts
to assure no important or relevant serials needed for the collection
are missed.

The Librarian for each of the five branch libraries at North Carolina
State University select monographs and serials for their colléctions; but
because serials represent a continuing expense the serial titles selected are
reviewed by the serials selection committee (called Collection Development
Policy and Selection Committee).

At this time North Carolina State University has no bibliographers
in €ollection Management. The Head of Collection Development/Acquisitions has
begun to involye members of the Reference Department with selection on a formal
basis. Reference staff members have always suggested titles to b: added to the
collection, but Reference personnel now select using Library of Congress
Alert Service Cards. The new Head of Reference and the Collection Development/
Acquisitions Head hope to arrange for a coordinated model where selected

members of the Reference Department will spend a portion of their time on a

23
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regular basis for selection activities. There are certain objectional features
to such an arrangement when reference duties become heavy and the collection
development work must continué uninterrupted:. If a model can be devised that
works; however; it shculd have excellent results. This doés not obviate the
need of several bibliographers with subject expertise in the sciences,
engineering and technology--bibliographers dedicated to collection management
as a First duty who would also spend a portion of their time with bibliographic

instruction and database searching for users.
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_ QUEEN'S UNIVERSITY
COLLECTION DEVELOPMENT NARRATIVE

7/86

At Queen's, there has been no separate department for collection

development. The Library's role in collection development,
management and assessment has been pervasive and complex, and has

involved staff in most areas of the library system,

The Acquisitions Librarian has been responsible for the co-
ordination bf,C6lléCt16n,deVElopment;7g§n§g§@entﬁand assessment,

and the chairing of the Collections Committee: Collection policy
statements are drawn up by faculty departments according to a
format and definition of levels established by the Library and
approved by the University. We use the "Stanford format". They
are then reviewed by the Acquisitions Librarian. Significant

changes are taken to the Collections Committee for review.

Acquisitions funds are allocated to the Library by the University

based on Library proposals for annual increases. Traditionally;
the University has been very supportive of the acquisitions
budget. The Library then allocates these funds for purchases by

department and by format of material ~- health sciences,
education, law, documents, and each of the departments in
humanities; social sciences, pure and appilied science, etc. has

its own allocation for books and journals. In addition, there
are general allocations for approval plans, reference and B
interdisciplinary materials, etc. These allocations are normally

drawn up by the Acquisitions Librarian for review and approval by
the chief Librarian.

The Acquisitions Librarian reviews incoming requests for library
materials to ensure that they fit collection policy and can be
covered by the appropriate allocation, solving problems in

consul_tation with faculty as they arise and with the Collections

Committee or the Chief Librarian if necessary:

The bulk of requests for library materials come from faculty

involved in teaching and research and via a departmental library

representative. However, selection for health sciences,
education, law, documents, special coliections, reference tools

including bibliographies, and some specific subjects (e.g::
mining, civil engineering) is mostly done by librarians in those

areas. The Order Librarian has a special responsibility for the

monitoring and maintenance of the approval plans. The Serials

Librarian has a special responsibility for the continuous review

of serials subscriptions and standing orders with the
cancellation of appropriate titles and the addition of -
appropriate new ones. All librarians have been encouraged to
request material to fill perceived gaps in areas covered by our
collection policy or in new areas we sense the University will be
involved in soon.

\ 25
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participation of the faculty in all matters reilating to
collection development. Consultation between faculty and .
librarians is on a day-to-day basis. This has ensiured a close.

match between what is collected and the teaching and research in

The advantage of the Queen's system has always been the active

progress. Owing to the increased pressure on faculty in these

times of tight budgets and staff shortages, we are adding a new

Collection-Development Librarian position to Acquisitions this
year. It is hoped that the person in this position will be abile
to assist faculty in several areas with the time-consuming task

0f selecting new material.

The Collections Committee is comprised of the heads of the
various library units (circulation, documents, acquisitions,
cataloguing, reference, branch and faculty libraries). 1Its role
is to discuss and resolve difficult policy issues, or to

recommend action to the Chief Librarian if appropriate.

oy g
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ORGANIZATION CHART

COLLECTION DEVELOPMENT DEPARTMENT

Director of
Libraries

for Collaction
Developwent &
Public Services

Associate Director

Acting Head of
Collection

Developiient

Fmanities
Bibliographer
(Full tine)

Temple University
Cetral Library Systeii

9//86
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TEMPLE UNIVERSITY

DRAFT
11/85

orjanization of Collection Development

The department will consist of two full-time bibliographers
(for the social sciences, and humanities) working with the head

of collection development and with subject selectors (and possibly
some subject consultants). The question of whether or not to add a
full-time bibliographer for the sciences will be considered when
there has been time to see how well science collection development
responsibilities are met after the new position of assistant

librarian for the Engineering-Science Libraries is filled.

ographers responsibilities would include:
1) Coordinating the work of the selectors in their areas.
_2) Reviewing their selections in order to have an idea of what

is being added to the collections, rather than to approve or

disapprove of the items selacted. (Only for new selectors woul

the bibliographers be expected to need to pass judgment on the
material that had been selected.) .
3) Actually selecting in their own special area

4) Filling in for absent selectors or whéen selectors posiﬁiéﬁé
wereé vacant. = - L
5) Overall knowledge of the collection in their areas.

6) Overall faculty liaison, especially with new faculty.

7) Handling with some consultation with selectors:
a) Gifts:
b) Weeding. = B

C) Rebinds, mends, withdrawal of worn items.
d) "Replacement recommended."

e) RIG Conspectus. _ . : S

£f) RIG or NACIP Verification Studies:

__ 9g) Collection evaluations for academic programs.
. 8) Working with the head of collection developmemt and the
collection developlent committee on:
a) Collection development policy.

b) Approval plan profiles:
c) Materials budget allocations.

he Subject Selectors responsibilities wouid include:
1) Reviewing books received in approval shipments: o
.. .2) Selecting materials from approval forms and from reviews
within the 1imits of allocated discretionary funds.
____3) Developing faculty contacts independently and as referred
by bibliographers.

_....4%) Working or consulting with bibliographers as necessary on
gifts, weeding, rebinds, replacements,; etc. :

(In_general, selectors who were shared between Reference and
Collection Development would spend about 7 hours per week on

their collection development work, with some working as

little as 3.5 hours per week and some as much as 10.)

A _Consultant would serve as a faculty liaison in his/her subject

area and/or as an expert in the field making suggestions as to

what might be added to the collection, but would not have

assigned hours for collection development or an allocation cf

discretionary funds.
28
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Members:

Charge:

TEMPLE UNIVERSITY

DRAFT
Collection Development Committee

Head of Collection Developiment (Chair); Bibliocgraphers
for Humanities and Social Sciences; one elected/

appointed (Paley) Selector; Head of Specizl Collec-

tions; Head of Reference and Information Services; one

representative from the Branches; Head of Engineering/

Science Libraries; others? Associate Director for
Collection Development and Public Services?

To advise the Head of Collection Development on

Collection Development Policies for the Temple Univer-

sity Libraries including those relating to:

1. Materials selection.

2. Gifts.

3. Duplication of materials.

4. Materials in non-traditional formats.

and on other relevant matters including:

1. Materials budget allocations.

2. Oorganization of Collection Development efforts.

3. Assessment of Temple Collecticns.

and on Collection Development aspects of:

1. Establishment/retention of discrete collections.
2. Space priorities.

3. Materials processing priorities.

4. Preservation.

5. Relations with networks and cooperatives.

6.

7.

8.

W
Ut
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ORGANIZATION CHART FOR COLLECTION DEVELOPMENT AND ACQUISITIONS DEPARTMENT

Department Head

M. Buzzard, Librarian 1.00

Collectiof Development

J. Ariel, Assoc: Lib.*

E. Brbid?; Assoc. Lib.*
M. Fineman, Assoc. Lib.*
F. Forbes; Assoc. Lib.*
J. Gelfand, Assoc. Lib.*
D. Hixon, Librarian®*

E. MacDonald, Librarian
A. McLean, Assoc. Lib:

Es Yeghiayan, Assoc. Lib.

Engineering Librarian*

Social Sciences Librarian*

Gifts & Exchange
R. Milligan, LA TV
Section Head 1.00
F. Downs, LA III .55

étudent Assistants

Secretary/OPS
S. Porras, LA II 1.00 E. MacDonald, Librarian .50

Asst. Department Head

Order Receiving
L. Aranda; LA IV

Section Head 1:00
L. Dien, LA II 1.00
K: Liston, L& II  1.00
R. Ramsey, LA II .50
C. Schwartz, LA II .50

Student Assistants

* The primary assignment is
in the Reference Department.

*% Half-time assignment in the

Catalog Department

Bibliographic Searching

J. ﬁ; ﬂodrél LAV

Section Head 1.00
F. Downs, LA III W45
L. Long, LA III 1.00

M. Oppenheim, LA III 1.00
L. Penugonde, LA II 1.00
L. Touchak, LA III .50

Student Assistants

August i, 1985
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ATTACHMENT #1
University Librarian

o AUL, Collection Development ~

Asst, C.D. Officer
- oo |
 Special N
Collections Head, Govt, Head, Arts
Pubs, l

Asst. Hd,

T i B i
b Commmi- | | | Linglis- L;Lf. l
Anthro. cations Econ. Educ, Psych., tics  Sci.  Soc.

Area Studies

Engr.  Chem, Physics Biol.

w
=

51, Stud, Siavic Oridhtal Wekm Chichns
' ' Latin
Hd. Music , Aner

Asst, Hd., Music

98/1!
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=-SSSSSIIT.TSliiio. ORDER REQUESTS ORIGTNATED 2 SUBMITTED BYS=srrsssmmcmssssmmccmmoemmemooooooooesee o

BRANCH
LIBRARIES |

US/Canada {Academic)
latin America

P ---BLANKET ORDERS---
Amer Council on, Educ
Amer Geographical Soc
Brookings Inst'n

110 IMF NAS

OECD 0AS  OPEC
Rand_Corporation
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ARIZONA STATE UNIVERSITY

ASU LIBRARIES A:2
COLLECTION DEVELOPMENT MANUAL 12:84

Col lection Develapment Division (cont.)
b) Responsibliities

1.

Assoclate Unlversity Librarian for Collection Development
e —
The Assoclete University Librarian for Collection Development

reports to the University Librarlan and Is responsible for the

leadership end menagement of all collection development activi~
tles. The adainistrator Is responsible for the creation and
implementation of all collection development policies. The poll-
cles set the direction for the expenditure of a $3+ milllon

materlals budget. S/he contributes actively to the management of

the University Librarles.

--Provides leadership for the entire collection development divi-
slon,

—Supervises, evaluates, and’ conducts other required personnel
matters for the humanitles, sclience/engineering, and soclal
sclence coordlnators. Chalrs Selection Advisory Commlttees for
al ! vacant coordinator positions.

—Writes annual suppiementary evaluations for all [lbrarians

engaged In collection development. This responsibiilty may be

delegated to appropriate coordlnators.

--Supervises, evaluates, and conducts other required personnel
matters for the classlfied staff In the division. Thls respon-
sibll ity may be delegated as appropriate.

--Coordinates the creation and implementation of all coiiection

development policies throughout the Libraries.
~~Chalirs the Libraries' Colinction Development Council.

—Develops, implements, and evaluates policles for the materials

budget In consultation with appropriate Technical Services
personnel ;
--Provides direction and Instrument; for collectlion assessments.
--Ensures that materials vendors sre responsive to the collaction

and selector needs; develops and oversees blanket and approval
ptans.

~-Provides leadership in Ident!fying and acqulring major research
col lections.
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ASU LIBRARIES AcS
COLLECTICON DEVELOPMENT MANUAL 1

Associate University Librarian for Collection Development (cont.)

~Inltlates cooperative collection development endeavors among
the three university iibraries In Arizona.

—Represents the Unlversity Librarian on and off campus In the
Interpretation of the strengths and speclal needs of the
co} lections.

--Communicates and coordinates with appropriate Technical
Services  personnel to facllitate effective working
relattonships.

~-Works with the appropriate Assoclate/Assistant Unlversity
Librarian(s) 1In automstion, budgeting, _personnzi: public
services, and technical services to fulflll the goals and

objJectives of collection development.

col lectlon -development,

~-Participates In the Librarles' Afflrmative Action/Equal Employ-

ment Opportunity planning.
~Serves on the Universify Librarian's Executive Council and

Administrative Councll; participates In overall library pilan-
ning and pollcy formulation.
—fPerforms other appropriate duties as assigned by the University
Librarian.
Col lection Development Coordinator
Purpose and Scope
Reports to the Assoclate Unlversity Librarian for Collection
Development. Position Is responsible for the development and
Implementation of the Collection Development and Management
Program.

Acts as a major contributor to the production and updating of the

Librarles! Collectlon Development Follcy Statement (l.e., the
document which describes all policles regarding the selectlon,
location and preservation of |lbrary materials). |Is responslible

tor developing and Implementing the collection development sub~
Ject profile In his/her broad area of expertise.
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COLLECTION DEVELOPMENT MANUAL
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Col lection Development Coordinator (cont.)
Facll Itates an understanding of collection development priorities
and objectives among staff and faculty, and Interprets policy:

~=Works wlth subjecf speclallsfs lndlvldually or In groups,
orlenﬂng and advising them on collection development pollcles
and prmduros. _When needed, provides guldance and coordinates

staff support for such special projects as the development of

coilection gulidelines, assessnenfs, circulation studies, wesd-
Ing projoc'l's. etc,

«-Participates In both technical service and publlic service
pclicy meking decisions, serving as an advisor on colléction

development, management and preservation lIssues, olther on a

committees.

==Coordinates col léction developmenf activities with other unlts
In the llibrary.

—-Serves as 8 |lalson with faculty on Interdepartmental and/or

broad InterdisciplInary Issuns.

Maintalns In-depth knowledge of colle:i!cn development activities
In his/her area of expertisa:

—Coordinates the review and evaluation of domestic and forelgn

approval plans and blanket orders. Asslsts subject speciallists

In Interpreting proflles and procedures. Serves as a contact

with dealers In bringing about proflle changes. Acts as an
advisor In initiating new automatic acquisition plans when
needed.

--Evaluates firm orders for monographs at time of ordering as

well as upon recelpf and coordlnates referral for Interdlscl-

plinary material. Reviews requests for perlodlcals, serlals,

and expensive |tems, conferring with the Assoclate Unlversity

Librarian, Collection Deveiopment and other coordinators in
establ Ishing purchasing priorities.

--Reviews damaged and missing books, and makes approprlafo recom-

mendations for treatment. Coordinates the review of gifts and

the acquisition of added coples.

Prodiices éféﬂéﬂi:al and other managemant reports and prepares
recommendations for Improving the Ltbrarties! performance in col-
lection development matters. Develops operational procedures for .

col lectlon development services and functions.
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ASU LIBRARIES A5
COLLECTION DEVELOPMENT MANUAL 12:84

Col fection Devaiopment Coordinator (cont.)
Participates In the personnel administration of the Collection

Development Program. Makes recommendstions to the Assoclate
Unlversity Librarian; Collection Development regarding subject
speclalIst assignments; assists In reviewing assignments prior to

the recrultment of new subject speciaiists. Advises the Associ-

ate Unlversity Librarian for Collection Deveiopment on subject

speclal Ists' performance.

tic areas, and other speclfic collection shaping responsibiiities
as assigned.
Subject/Aren Specialists In Collection Developmont

Subject/Area Speclalists ars responsibie for developing and maln=

May carry out Individual subject specialist activities In speci=

talning famlilarity with all fie short and long range needs of

the department(s) they represent, Insofar as they concern I ibrary

support. These needs are evaluated In the context of llibrary
policies and objectives, as well as current priorities, and are
Integrated into them when appropriate. Subject/Area Speclallsts

are also responsible for the evaluation of the Library's effec-
tiveness In thls context.

The reeds of the department are roughly fransiated Into LC
classes In_ the Collection Development Pollcy. Statement, - thus
becoming the deflInition of the speclallist's collection develop~

ment_assignment. When areas of Interdisciplinary Interests are

identified In a particular department, the responsibliity for
col lection shaping In those areas may loglcally fall Into another

speclalist's assignment, called primary seiector and Is dis-ussed
below:

Col lection Shaping:

Primary Selectors are responsible for the execufion of aii acti-
vitles described below, In assigned areas:

Col lection Development Pollcy Statement:

--define LC class most approprlate and descriptive of the curri-

culum and research needs In assigned department(s) or center;

--define levels of collecting Intensity In LC classes assigned.

Select and request current and retrospective 1ibrary materlals

for the general and reference. branch or speclal collectlcns.
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ASU LIBRARIES

COLLECTION DEVELOPMENT MANUAL 12:84

Subject/Area Specialists In Collection Development (cont.)

Evaluate the effectiveness of the collection as well as Ifs
quality and retevance:

=-prepare reports for Internal use, University depariments, or

outside agenclies such as accreditation bodles. -
Monitor the conditfon of the ouilection by declding location,
iranster. repair, replacement, wes#iag, &r adding coples of
ii1brary materials.

Review incoming gift material far possible addition to the col-

Keep abreast of resource-sharing agreements in state, region, and

nation:. Inltlate recommendations for additions or changes.

Interdisciplinary Selectors. When areas of Interdisciplinary

Interests are identifled in a particular department In the pro-

cess of -writing or updating the .Coliection Development Policy
Statament, the responsibliiity of celisction sheping may ‘iogically

*all Into-another speclalist's-essignment. This person is calied
the - primary -selector. The speclalist whe Is assigned that aca-
demic deparitment Is the contact person in the llaison function,
but ths col lection-shaping responsibiiities fall upon the primary
selector.

Responsibli1ties of Interdisciplinary selectors:

--Keeps abreast of the library service needs of the academic
depariments assigned; - , ]

=Conmunicate the Information to primary selectors and other
{!brary colleagues; o ,

——Assist primary selectors In collection-shaping activities as
approprliate.

Liaison Function:

All specialists, whether primary or interdisciplinary selectors,
are responsibie for maintaining close contact with the assigned
department(s) or center. Insofar as their needs are relevant to
I1brary service, the speclalist Is expected to communlcate them
to approprlate col leagues.

i1brary representative, a departmental |ibrary committee; parti-
cipation in meetings; or personal contact with students; staff,
and faculity In a variety of library or university settings.

The principle of fIlaison Is to promote communicatlon between
academic units and departments and the |lbrary.
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SALARY RANGE:

OPEN:
ﬁééibﬁéibiLITIESé

QUALIFICATIONS:

UNIVERSITY OF CRLIFORNIA [t/ i
Davis, California
8/86
ANNOUNCEMENT OF VACANCE -
ANNOUN COLL.

ULV L LN D

Urnve’

MET. OFF. -

Assistant University Librarian for Coll

$38,606 to $61;358, based on qualificat
and experience.

Immediately.

ections

ions

This is an upper-level administrative

position which reports directly to the
University Librarian and serves as part
of her senior management team. Has
primary responsibility for planning and

carrying out effective development of

the

Library's collections in support of the

University's programs and research. Manages

and allocates resources budget of $2.7

million. Oversees the collection déVélophéiiE

activities of 35 librarians, whose sel
responsibilities range from 10% to 8
Designs programs to enhance selectors'

ection
0% .
skitils.

Prepares selector evaluations in conjunction

with primary supervisors. Develops pol
relating to the scope; use and mana

icies
gement

of the collection. Provides direction regarding

the storage; weeding and conservation

collection. Promotes use of the coll

by scholars. Assists with special proje

of the
ections
cts

and program proposals for the Library. _

Deve.iops and -conducts assessment studies.

collection development forums. Supervi

- Represents’ the.Library in system and national

ses

directly the heads of the Collection Management
Office, Conservation and Preservation and Book

Fund 2ccounting.

A graduate degree in iibrary science from an

ALA-accredited institution or its equivalent.

Collection development experience, piest

at least five years, in a research libr

Evidence of previous record of successf

experience in the following: managemen

erably
ary.
ty

grant proposal development, interaction

with donors and friends groups, and
promotion of _ the _ collection.

Demonstrated understanding of bibliographic

sources _and = processes and scholarly use of

of the collections. Evidence of abil
lead, coordinate and motivate professio

associates within a collegial framewo

ity to
rk.

Excellent writing, speaking and interpersonal

skills required.
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THE ENVIRONMENT: . The University of California, Davis campus has

an enrollment of 20,000 students and offers a

balanced academic program. The Library ranks

among the top 25 research libraries in North
‘America. Its current holdings of more than
2,000,000 volumes grow at an annual rate of
80,000 volumes. Davis is °"a pleasant,
environmentally aware community of 39,000 _
located in the lower Sacramento valley — 75
miles northeast of San Francisco and 15 miles
vest of the state capitol. As a result of the

University's presence; Davis offers many

cultural advantages and a wide rmange of

professional services.
BENEFITS: Librarians are academic appointees. They eam
- 24 days of vacation and 12 days of sick leave
per annum. ‘The University has - an excelient
retirement system which is coordinated with
Social Security. _ Several health and dental
plans are provided by the University. Group
term life  insurance and reduced enrollment
fees are available.

Applicants should send letter, resume and the names and telephone
numbers- of four references by - to:

Jane E. Marshall, Assistant Un1versxty L:.branan
108 Shields Library

© University of california
Davz;s, CA 9563;6

- “THE-UNIVERSITY OF CALI FORNIA, DAVIS IS COMMITTED TO A POLICY OF

- A?EiﬁMA?ivE 'ACTION AND SPECIFICALLY INVITES INQUIRIES AND APPLICATIONS
- FROM WOMEN AND ETHNIC MINORITIES.
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PLEASE POST ‘ april 17, 1985

Aszistant/Associate University Librarian for
Cc;lectlon Development znd Special Programs

Reééaﬁéiblegtc;

Reports to the Deputy University Librarian. Incumbent
participates in the general library administrative process,
including policy and planning, budget and resource allocation,
organization and communication, staff development and
personnel decisions.

Specific Responsibilitias:

1. serves as the library administrative officer with major
liné responsibility and authority for the building and shaping
of the University Library's collections. Maintains close
contact with all library bibliographers, appropriate students
and faculty and others assigned to the selection and
acguisition of materials.

2. Reécommends, allocates; and monitors the budget for the
purchase of library materials, in consultation with the
library's bibliographers, the Deputy University Librarian, and
the University Librarian.

3. _ Responsible for the on-going development of a library-wide
collaction development policy, in coordination with the
library's bibliographers. ;Directly related to this is
rasponsibility for planning ané implemeénting all necessary
collection evaluation and analysis studies, including but not
limited to the Research Library Group's 'Conspectus' program.

4, Maintains close liaison with other collection development
officers, locally, regionally, and within the structure of the
Research Libraries Group, as well as within other relevant
professional groupings.

5. Reviews and recommends stafi assignments for collection
development in specific subject aréas. Library faculty in all
library departments report to this position in matters
directly relating to collection development (book selection,
general collection policies, gifts and exchangés policy, .etc.)
6. Recommends and coordinates policies relating to the
weeding, discarding, and storaging of library materials. Acts

as final authority on the discard of library materials in
instances of doubt or disagreement among subordinate staff.

40
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7. Assists in the development of priorities for acquisition
of large sets or separate collections, either by purchase or
gift.

opriate Public Services
at

8. 1In cooperation with the app
I

es the preparation and

librarians, coordinates and facil

[ Nagladl

dissemination of appropriate staff and user access guides to
the library's major collections.
9. Library's publications program and other such duties as

may .be assigned by the University Librarian.

16. This position exercises direct line supervision of the
heads of each of the following library units: Latin American
and Ikerian Collection; American Literature Collection;
University Archives; Political Papers; and Rare Books.

Qualitications

1. An MLS from an ALA accredited library school plus a second
Master's degree in a subject discipline.
2. Knowledge of or experience in academic libraries and the

research environment in major universities is required. At

least five years of administrative experience at the level of
department or branch head or higher in a major academic
library.

3. Candidate should have substantial collection development
experience in academic libraries and pos3sssess a keen
appreciation of bcoks and learning.

4. bPemonstrated capacity to work effectively and collegially
with library and faculty colleaguss is required.

5. Evidence of the ability to communicate well and
effectively; both orally and in writing is required. Working
knowiedge of forzign language mz:srials required.

Background:

The USC Library, a major research library in process of
expansion of staff and collections,; with a collection of 2.3
million volumes, is currently in a major fund raising program
for improvement of collections, physical facilities and

innovative automation programs. The library is a member of
the Association of Research Libraries and thée Résearch
Libraries Group. The library has an automated circulation

system and is in the process of implementing automated

acquisitions and an on-<line catalog.
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Aruitoxt provided by Eic:

The University of Manitoba Libraries
Job ﬁesCription
Position Incumbent:

Department: Collection Development

Position Title: Collection Development Coordinator

Section A — Character of the Job

The 1ncumbent is respons1b1e to the Assoc1ate D1rector for the overall coordlnatlon
of the libraries' collections:. The position cons§ists of six areas of responsibility:

Evaluation and guidance of the development of the collections.

2. Advising and consulting with all staff who have collection development
responsibilities. Except for the Director; the incumbent has final selection
responsibility for all library collections.

3. Speaking on behalf of the Libraries as regards collectlons.

4. Adv1s1ng the L1brary Administration on acqu1s1t10ns allocations.

5. Developing grant requests;

6. Superv1s1ng a staff that is. res§0551b1e for collections work 1nc1ud1ng

searching, evaluation, special projects and all other matters relating to
collections.

L B= Supervi

The incumbent directly supervises two librarians. One serves as a librarian.
assistant to the Coordinator for Collection Development, the other is a Special
Prbjeéts Librériéﬁ who is resﬁoﬁsiﬁle fbr 6rgéﬁi2iﬁé and éBmpleting projects of

a. Reébhﬁeﬁdiﬁg on staff éﬁﬁdiﬁtmehts, §r6ﬁbtiéﬂs, tréﬁsfers, terhiﬁétibﬁs

b. Recommendlng on staff app01ntment promotlons, transfers, terminations, and
conductlng evaluations on staff that are respons1b1e for acquisitions bud-
gets 1n coordlnatlon w1th the approprlate superv1sors.

staff matters.

42
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Informatlon fof the Library Admlnlstratlon, to malntaln regular unit records

and to perform such administrative duties as are necessary to the good order,

services and management of the Libraries.

2. To advise and conmsult with the Associate Director and the Dlrector on the

formulation of overatl pr10r1t1es, p011c1es, and the allocation of resources

for Ilbrary collections and to execute these policies as they relate to

collection development:

3. To develop and maintain an understanding of the

and programmes of the University and on a basis of that understandlng sub-

mit fééutéfl& as required outlines of plans and programmes for future develop-

ment in collectioms:

4, To develop grant request applications to strengthen and build collect10n§//
Ensure that grants made to university libraries are expended in accordance
with the terms of the éf&ﬁfs._ ‘Act as a liaison with the University Provost
for Research Administration in all grant applications. Work with faculties

and departménts in developing grant plans.

development, coordination and rationalization of the Unlver51ty Libraries'
collections.

ﬁfBéf&ﬁﬁéé and procedures. SéfGé as a member of the Senate lerary Committee.

Speak for the Libraries as regards collections. Serve on other committees

as necessary .

and discard of all liBEify ﬁiférxals. Handle gifts and discretionary funds

as necessary.

Percentages:

including coIIectxon evaluatlon, grant writing and problem solv1ng

78%

and cooperation with others in planning and procedures

Planning and organizing new or revised policies and procedures;

report writing .
207%

2%

Supervision of staff, evaluatioms, etc.

Section D = Confacts and Relafionshing

Regular contact with the Associate Director and the Library Admlnlstratlon on

policies and procedures relating to the library collections: This is in the form

of regular administrative meetings and direct meetlngs with the Associate Director.

Frequent contact with ali staff who have acquisitions responsib:il’ties. Regular

contact with faculty, inm committee work and individually. Occasional contact with

all others on matters that pertain to collectionms:
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TweCEiun L T P1IIELICUiIty -

t collections are
established by Library Administration; although the incumbent; through

Policies governing the overall development of the Libraries'

- recommendations,; contributes to the formh1§§}9979f7§h§§e policies. Ggqquudgment

skill and resourcefulness are required in interpretation and 1mplementat10n of

library policies and procedures concerning the Elbrarlegﬁwcollectlons in order to

cooperate effectively with Library AdmlnIstratIon, Iibrary unit heads and faculty

members. The incumbent is expected to have knowledge of the educational and

research programmes and initiatives of the University's faculties and schools.

Under the policies established by Library Admlnlstratlon, the incumbent works

independently; within the areas of responsibility, in setting work goals and
methods of accomplishment.

Section F - Qualifications Required

Degree from an accredited library school.
2. A&miﬂiéEEiEiGé éiﬁéfiéncé;

prlorlty over secondary profe551ona1 certification except where such certi-

fications are evidential of advanced educational achievements in a major field
of knowledge.

Practical ability in at least one 1anguage other than English.

At least four years of progre551ve1y advanced relevant experience gained
through.

a. Prior experience on a profe531ona1 level in acquisitions work, although
attributory experlence in catalogulng or in reference work of a

specialized orientation, or in collection development respd§1b111ty as

head of anothefrlxbrary may be accepted upon assessSment.

b. Ekﬁefiéﬁéé in an academic institution sufficient to enable the
incumbent to appreclate the library system's collection requlrements

for the educational and research programmes of the University's

-faculties and schools.

6. ?erscnal quallflcatlons of techn1ca1 knowledge; judgment; initiative and

r2§ourcefu1ness in the superv151on of personnel and the guidance of their

7. A demonstrable personal interest in general b1b110graphy as a discrete
field of expertise:

— Gt 2207

Signed by s : —
Position Incumbent Date
Approved by i L Segpen b 1ay
f , ———
Director Date
44
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MICHIGAN STATE UNIVERSITY

LIDRARIES EAST LANSING & MICHIGAN s 488241048

TITLE: Coordinator of collections, Science Libraries,
Librarian IV 8/27/86

DESCRIPTION: Reporting to the kead of the Science Libraries;

this librarian is responsible for coordinating the collection

development activities of the Science Library and ten

departmental branch libraries. Monitors approval plans and

retrospective and current In—prlnt collection development for

both serials and monographs: Coordinates writing of and

maintaining current collection development policies in

conjunction with the North American Collection Inventory Project:
Coordinates pelicies relating to scope; use and management of the
collection: Designs programs to enhance selectors skills:
Develops and conducts assessment studies. Works cooperatively
with coordinators for the Social Sciences and Humanities:. Acts

as liaison with faculty and constituent groups: Some reference
work, database searching and appropriate selection
FEéboﬁSiBilitiés included.

QUALIFICﬁTIDNS. Requ1red' MLS from_an aLA ac:redlted
1nst1tut1on; 7 years o¥ progre551vely respon51ble and successful
apprgpriate,organ;zatlon,,gb;lity to ;ommunicate efFect;yely both
orally and in writing; ability to work cooperatively with
faculty, staff and students at all levels of the university}
extensive collection development experiences demonstrated )
understanding of bibliographic sources; processes and scholarly
use of the collection in a large university setting. Evidence of
ability to lead; coordinate and motivate professional associatesg}
subject background in the sciences or experience in science
libraries. Preferred: graduate degree in a science subjects
supervisory experience; reference experience in the sciences
including database searching; publications and/or professional

association activities.

SALARY:  $30,000 -~ $35,000 dependent on qualifications.

CLOSING DATE: The position will remain open until it is filled,
uut appl1cat1on5 received prior to ___ - . will receive
*irst consideration.

iﬁ{erESfed individuaié should send resumes inciuding names and
adiresses of . three references to:

Carole S. Armstrong
Head, Science Libraries
Michigan State University

MSUISANAFHRMAUVEACﬂON/EQUALOPPORTUNWYINSHTUUON
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Date: - - 17 November 1986

BRIGHAM YOUNG UNIVERSITY
HAROLD B. LEE LIBRARY

JOB DESCRIPTION

GENERAL _INFORMATION

Your Name:

Position Title: Subject Specialist

Faculty Rank:

Department:

Division: Collection Development Division

Title of . svson  to whom you report directly: Assistant

Univers:’ ri~an for Collection Development

JOB MISS1

_Thi . .an uf  tae gunject  specialist  is  to develop
collectinr: o the libraiy in speci ‘ic subject areas, to provide
referentce aru advanced . researth  assistance, bibliographic

Instrﬁrtxun, and faculty 11“1fon in the1r areas of expertise,; and

torpart1c1pate in research, punlzcat1on, and other professional

development activities.
QUAL IFICATIONS

1. MLS from an ALA accred1ted 11brary school.

2. Second Master’s degree or a Ph.D. in a subject area of
responsxbxIxtyiigitgqg{red A Ph.D. for Some areas is preferred.

For special educational requirements see specific position job

guestionnaires. S ) ] ) o :
3: Ability to furnish advanced research assistance in
assigned subject areas:

4, Sub;ec% expertxse at a level to assess the CUrriCQiér and

research needs of the University; and to build the collectiong to
meet these needs. o 7 o - o

, S. Ability to communicate and work well with faculty,
students, and the general public.

6. Knowledge of appropriate foreign languages as required.

PROBLEMS AND CHALLENGES

_ 1. To keep abreast of the publishing activity in the
assigned_subject areas.
2. To maintain excellent faculty reiatxons, which is a three

pronged challenge: a! To keep informed about materxals needed by

the faculty for research and curricular purposes; b) To
46
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the Lee Library for faculty use; and c) To help the faculty be-

more aware of the various tools; and services (including computer
access and the Eenter for Research Librariesy etc.) available for
their use. , }
3. To keep abreast of the best reference/research tools in
th- specific sub ject areas of expertise and to provide
appropriate reference/research service to faculty and students.
4. To keep abreast of the specific subject areas and
librarianship by readingy attending conferences, taking
appropriate coursework, and participating in library associations
and activities. : : .
S. To contribute to the profession through research and
publication; presentation of scholarly papers. editing and
preparation of bibliographies and guides, and other means. These
activities must be balanced with other responsibilities.

PRINCIPAL CONTACTS

1. University committees

2. Library Collection Development Commaittee

3. Utah Library Association

4. American Library Association

9. Other professional organizations which are appropriate to
the position

MAJOR ACCOUNTABILITIES

MAJOR ACCOUNTABILITIES

i. Collection Development (specify the subject areasj; the
Department Chairmen and Reference Coordinator’s reduced role
in Collection Development should be reflected here)

—Develops and revises collection policy statements in
assigned subject areas
-Develops and manages collections in accordance with

established policy

—Evalutes collections

—~Works with_ teaching faculty in assessing collections,
_ _ supporting the university curriculum

—-Establishes standing order/approval profiles with vendors

and maintains and updates these profiles

2. Reference and Advanced Research Assistance
—Assists faculty, graduate, and undergraduate students with
research_ methodology, strategy and bibliographic
instruction

3. College/Department/Faculty Liaisrn o S
—Meets regularly with department chairmen, and where
appropriate college deans
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-Meets regularly with Faculty Representative

-Meets periodically with all faculty in a551gned departments

-Meets with 7aiifnewf members of the feacﬁing fécuify in the
assigned subject areas

-§1ve5 student,orlentatxpn lectures

—Prepares subject bibliographies in connection with
_ collectlons -
—Develops b1bl1o§fébhit 1n5truct1on progra@§wrfgt the

~Teaches classes when appropriate

5. Management and Supervision S
-Hires, trains; and supervises collection development

student a5515tant5

~Submits reports and budgets =0

~Trains student reference a§§§5tants in the use of

reference tools and the collection in assigned subject

6. Computer Assisted Research Services (CARS)

—-Informs patrons of services

—quqggs database updates

-Attends workshops on new techniques
~Conducts searches for patrons

7. Library and Campus Committee Work
-Collection Development Committee
-Other committees as assigned

8. Cont1nu1ng Educat1on .
~Studies professional 11terature
—-Attends conferences and workshops
—Participates in library associations
—Takes coursework and obtzsins additional degrees when
appropriate

?. Creative Professional Work
—Conducts research and publishes results
-Prepares bibliographies, guides; registers and catalogs for
_ publication
—-Preésents scholarly papers
—Edits scholarly and professional publications
-Performs other approved professional development activities

SIGNATURES -

Subject Spécislist Asst. University Librarian for
48 Colleztion Pevelopmert
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9/1/81
UNIVERSITY OF NOTRE DAME
POSITION DESCRIPTION

TITLE: Bibliographer for
CLASS: Library Faculty
RESPONSIBILITIES:

Responsible, in cooperation with members of the Teaching and Research
Faculty for thé Seléction of materials in the assigned subjects consistent
with the colléction development policies of the Library. Responsible for
planning and executing assessments of relevant segments of the collection
for quality, adequacy and physical condition. Responsible for serving as
LiaiSon between the assigned academic departments and the Iibrary. Responsible
for providing aayanééd reference assistance; as required; and for offering
bibliographic instruction in the assigned subject fields.
RELATIONSHIPS:

Reports to the Assistant Director for Collection Developmemt: Trains and
directs the work of Library Assistants and students assigned to provide biblio-
graphic aséiétancé. Cooperates closely with bibliographers and Liaison/Selectors

STATEMENT OF DUTIES:

Screens incoming purchase requests.

Reviews incoming approval, gift/and bulk purchase material for their
feculty as necessary.

In COoperafion with members ol the fééching fécuify and bfﬁer iiéiébn/
selectors, selects necessary current and retrospective materials in subjects
assigned and in related interdisciplinary fields.

Investigates and provides justificafion for major purchaSés, éxpénsivé
items and stending orders in subjects assigned.
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Maintains awareness of bcok dealers and other sources for materials in
subjects, advising the Acguisition Department as required.

Maintains awareness of resource-sharing opportuniites.

Assists the relevant academic department in formulating, monitoring and
révising colléction development policies and approval plan profiles consistent
with thé overall coilection objectives of the Library.

Maintains familiarity with the existing collection in subjects, conducting
formal assessménts of at least one segment of the collections annually.

Reviews existing collection in subjects for preservation problems; need
for additional copiés or better access, or for the presence of unwanted material
on éhéivéé.

AdviSes the Assistant Director for Collection Development on funding
réQuiréménté for collections in subjects; and monitors the use of allocations
in coopérétion with academic departments.

AdviSes mémbers of the teaching faculty on Library resournes. services,
policies and procedures and Library departments on the requirements of users
in assigned fields.

Provides, in cooperation with the Refererce Department, reference assistance
in assigned subjects, which may include the preparation of bibliographies and
fuides to the collection, consultation on complex reference inquiries or research
prm,ﬁ-bL::, or diikn bivid nearchei.

Offers Biﬁiiograpﬁic inéf'uction through tours; lectures or classes to
students in relevant departments.

QUALIFICATIONS:
An ALA-accredited MLS and an advanced degree in oné of the subjects in the

area of the Bibliographer's responsibility is deésired, as is experience with Some aspect
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of collection development. Knowlédge of one or morée foreign languages is
required, depending on the area of rééponéibiiity. Fémiiiérity with academic
libraries, an interest in SChoiaréhip; fiexibility and skill in communication are

important.

STANDARDS OF PERFORMANCE:

Maintenancé of satisfactory level of acquisitions consistant with
Library collection policy and resources available. Demonstration of current
knowledge of publications in fields, the state of our collections and
local University programs. Smooth working relationships with Library colileagues
and memvers of the teaching fédUlt?. Success in increasing the services and
instrucvion avaiiable at an advanced lievel to Departments' students and faculty

in their ase of the collection.
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Aruitoxt provided by Eic:

UNIVERSITY OF MIAMI

Biblioprapher's duties and responsibilities: an outline

cription of duties that are expected to

The following is a list and des

he performed by librarians with collection developmerit

responsibilities. ThPy are generic job descriptions and coiiecti“ﬁlv

Lh(‘y will be :med as a uniform method for performance evalunation in
the division.

In. general; T would like to point out that the best work we can
pOSEib]y do iq whut we acrompllqh POllPCthPly and in roopnratlon with
of an oquall\ -omp]ex publlqhxng world There are mansr grvw areas and
overlaps in yvour responsibilities, so please consuli wi: =2ach other
and remember that T am always available to clarifyv %! ing: and to

resolve conflicts.

T have organized your diities under general types of activities with a
brief description, purpose and recommendations ior action for each.

Public relatione

If we fail at this we might as well hang up the rest. Collection
development, in my estimation, is a public service act'v1ty and should

be -ondu\Lod dcrord\ngly. The b1b11otrdphors <hou1d bc in lrcquont

to Lh(m. Ay ddd]Llond] faru]tv contarL qhould further enhance
b1b110graphers effectiveness. This kind of activity is informative to
all participants and prepares the foundation for respunsive library

scéi vice.

Actions: Est:iblish at loasL month]v contact with your book
cha)re,rbut preferably more frequent. .
Talk with other faculty as often as possible.
Br1ng to my attention any problems so we can find corrective
medsires., o S
Explore "sluggish" departmeuts. All théy may need is
attentjion and informa ion. ,
Sand repbrfs on ordn~. requests to your book chairs as soon
as you receive them.

e
Monitoring and information pathering
Know vour unl»frqlty, Know voiur depermPnt(q), know your collection,
and know publishi ng-
1.Profile of the unlerslty .

Adwministration and the llliiV“l‘QlEv (()mlllunltv hnvr‘ prodm od a
Strategic Plan for the university. This and some other sources of
information prnv:drﬁk us with the pattern that we shou'ld match in the

library. The sum total of our individual activities should support the
goals of the university.

Actions: Familiarize yourself with the Strateglc Plan and
other appropriate planning documents.
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2.Academic Departmental Needs Assessment
Upon completing yonr firSt aéSééémehté gathering informatlon on

process. Your sources for this information are varied from un1v0r51ty
pub11cat1onq such as Veritas and Research Notes to talks with

faciulty and administrators. Such information gathering is essential
not only to your credibility as a bibliographer but also to the

formilation of a responsive and responsible collection development

effort.

Actions: beveiop nnd upkeop a list of subject descriptors for
yoilr department(s) interests and activities. Determine
program levels and strengths for your departments.

3. Collection evaluation
Tf we don t know whaL we thc, we can t determ1ne what we need. After

collentiorn monx[ored on a conlinuing bas1 . Among the measnrement

tools tethn1ques and data at your disposal are the RLG conspectus,

shelf tist counts, authoritative subject bibliographteq and order

aCtIVIty. As library activities are automated some additional
quantitative data for collection assessment will become a\a1lab1e.
Collection assessment is an important activity towards assuring

accountable collection management .

Actions: After initial asqessment(s), continuous monitoring is
essential.

4. Monitoring of AvaIiabil1ty oifLabraryAMaterxals

The problem here is to determine what is available of what we need.
Bibliographers should deEermxne the best way to monitor the
avallabllity of Iibrary materials for the subject fields of their

respons1b11itv. The Eools at your disposal will vary in accordance

with the chardctertstlcs of the subject + .scipline under your
responsibility. Pick key journals with currént bibliographies for your
subjects,; monitor Pub]isher s WEekly etc. ~ .me of you need not

look at antxquarxan or foreign publxshers catalogs; others should
def]nitely do so. Some need to do strong retrospective development,
others may need to expand oniy minimal effort beyond monitoring

the approval plan.

Actions: Select and continuonqu mon1tor tools that indicate
intellectuail activity in the subject areas of your
responstbiiity. Delermine most important types of materials

(monographs Jjournals, seridls; etc) for your subject areas

and concentrate your developmental efforts on those: Be

aware of important publishers in your subject areas:
Detormine relative importance of retrospective development

for your areas.
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Aruitoxt provided by Eic:

Ordering and Monitoring Ordering Activity:

our best informed judgement. We value the faculty's assistance and the
advantages of the approval plan, but should explore much beyond these

It i5 our ultimate responsibility to build this collection bised on

on our own.

1 ﬁhhgidgr the bibliographers to be responsible for the management of
the total collection in their subject areas regardless of type or
source of material. This includes the approval plan, faculty orders,
your ouwn orders, replacements, serials and periodicals etc. The work

flow is designed in such a way as to provide you with as total a
picture as possible. Remember that items will be reqiested and
stlected in your areas to fill needs of departments not under your
responsibility. Please understand these neceds and accept them in a
spirit of cooperation. We, togeLher, are building ohe collection.
I shall continune to assist you with reports and assessments of our
collective efforts.
Actions: Monitor the Approval Plan.Monitor faculty orders.
Generate your own orders based on assessments outlined

above.

Managetient—of the Existing Collection

In addition to the acquisition of new library materials, a
bibliographer should on occasions take a critical look at the existing
collection. Activities in this area should include wceding,
replacments with more current works, and preservation. The objectives
of these activities is to balance the needs for most up to date
materials and the protection of some of those materials against the
realities of avajlable space and financial resources. We cannot
collect everything and we cannot keep everything forever. Work in this
area should be guided by caution and thoroughness in exploring the

ramifications of any actions taken:

Actions: Devisé a plin to systematically look at the books in

the stacks and determine their relevance to the mission of
this research library. Review and withdraw or replace (with
exact or superceeding works) damaged books, books réeported
lost; and books superceecded by other works . Tdentify library
material that need some type of protection from
deterioration, vandalism; or theft:

ﬁudgetiqggéﬁéméiiocétibn

We strive to attain a sophisticated level of accouiitability in all
areas of collection &évelopment;rAs we refiné our-methods in
budpeting, allocation; and fiscal monitoriung, the bibliographers

shot .4 be more and more involved in the management of the portions of
the budget assigned to them. The Assistant Director f.r Collection
Development will sustain an overview and provide assistance to
bibliographers i this elusive process. The key is to be responsive
and flexible in budget management.
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Aruitoxt provided by Eic:

Actions:
to new programs or direclions in your depavtments. All such
things have a price tag iiv Lerms of library development.

Alert the Assistant Director for Collection Development to

Alert the ﬁésisﬁaﬁfrﬁiré¢ﬁ6r f@r 66iie¢ti6h Development

any large scale collection development projects that you
pPlan to undertake:Monitor the monthly budget reports.Plan
and pace your ordering activity for the wliole year.

Remember that as w: approach the end of thé fiscal year the
chances for spending the remidining free balance becomes more
and more remote: Any unspent money is 108t

It is in your best interest to kaep up with developments in your
subject fields and in the library profession as they relate to your
assigied duties. The Collection Development Division may wish to
explore aspects of our work in a formal way, such as through seiinars.

T am open to suggestions.

Actions: Read information sources in yoiur subject areas. Read
appropriate library journals.Attend meetings, workshops,
seminars as often as you can

The above document is intended as an introduction to thé work of a

bibliographer. It will be used for orientation and for performance

evaluation. More detailed information will be presented in a follow up
document; the Bibliographer's Manual with exact procedurés for the
various duties of the bibliographers.

-FJ
i
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COLUMBIA UNIVERSITY

I. POSITION TITLE: Social Sciences Bibliographer
'II. JOB ID NUMBER: RED-A3
I1I. CURRENT POSITION CATEGORY: PCI
IV. INCUMBENT: William Young
V. POSITION FUNCTIONS:
-.Operating in the context of established budget allocations and
collection policies, to identify and select materials in all forms in
English and Western languages to support programs in the School of

International and Public Affairs and the departments of Political Science,
Anthropology, Sociology, and Geography. To evaluate the collection and to
assist in collection management, including making preservation and
deaccssion decisions, and to make recommendations regarding alternate forms
and access to materials. To maintain close contact with faculty, o
researchers, and other bibliographérs and selection officers to coordinate
the development of the collection. To provide in-depth reference assistance

and consultation services.
VI. CHARACTERISTIC DUTIES

1: Select materials — under the direction of the Assistant Director for

Resource Development, to identify and seiect library materials on a timely

and continuing basis within Collection Development Policy and other

guidelines. ) , . T .
Develop, maintain, and review the approval plan profile in the subject
area, o _ o i L

Assume responsibility for review of the Collection Development Policy.

Develop, use and routinely review a 1ist of selection tools.

Review incoming materials, including approval plan receipts and monographs
received on standing order to identify ﬁéEéfia1§7for7pribrityﬁgétélbgiﬂg,
to maintain awareness of new titles, and to coordinate the collection with
other bibliographers and selection officers: S L
Maintain appropriate records of desiderata,serials decisions, faculty

Selsct non-purchase items for addition to the collection in the subject

area., ) . :
Solicit and evaluaté potential gifts. )
(50 %)

2. Collection Management —- Monitor ILL and circulation reports to
purchase replacements, additional copies, later editions. Within
established guidelines, make preservation decisions to replace, microfilm,
or withdraw materials. Following established guidelines, review collections
for deacquisition or transfer to storage. Recommend transfers of material
to consolidate serial runms, to reflect changes in colléction policys

(10 %)

3. Faculty liaison -~ Inform faculty of library resourceés and ways to get
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access to them: Consult with appropriate faculty regarding expensive or
non-routine additions to the collection. Keep informed of changes in
curriculum and research interests that may affect collections. Consult
faculty regarding written collection policy statements and revisions. Act
as liaison between faculty and other library groups such as Resources,
Academic Information Services, Technical Services, Gifts and Exchanges.

Involve faculty as appropriate as consultants in the collection management
and development process. (5 %)
4: Reports, Projects, Bibliographies =- Use RLIN/CLIO, online databases,

and other printed sources to analize the collection on a regular basiss

Draft reports on changes in faculty research interests and instructional

programs that will affect the collection. Design and carry out special

projects as required. Préparation of publications such as checklists,
guides, and bibliographies to aid readers in use of the coillections. (5 Z)
5. Fiscal Responsibility == Assume responsibility for administering all

funds allocated or made available for the assigned subject. Make budget
request proposals; based on expenditures and projections. (5 %)

manipulation of information sources, using a wide variety of printed and
machine-readable materials (including online databases, disk-based files,
and software). Providing bibliographic instruction in the use of the
collections, including preparing and delivering subject-based lectures
(both to specific classes and to general audiences). Participating in
library orientation programs. The incumbent may also participate in

end-user training for database searching and/or bibliographic file o
management software. ( 25 %)
' VII. SUPERVISORY RESPONSIBILITIES -- None

VIII. FISCAL RESPONSIBILITY

‘Budget recommendations and control of expenditures for monographs and
most continuations, and participation in a committee to recommend serials
expenditures. AdminiétféEiVEVrgsggngibility for m#terials funds totaling
approximately $226,000 for fy 1985/86.
IX. CONTACTS REQUIRED

D; F, F, D; D, R; X (Representatives of Vendors, Publishers)
X. KNOWLEDGE AND SKILLS ESSENTIAL FOR THE POSITION:

Broad knowlege of the fields of public administration; international

affairs, and the social sciences; including political science, sociology;
and anthropology. Reading knowledge of two major Western European

languages. Ability to communicate effectively with facuity and researchers .
Knowlege of the process of scholarly communication. Familiarity with the

major bibliographic and other reference sources, including databases, used
by social scientists.



XI< COMMENTS.
Because social scientists often use a wide variety of sources of

information, not all of which are technically within thée field, it is

important to know thé location of major materials not included in the
Lelman Library colléction.

braft prepared by
Suzanne Fedunok

April 27, 1926




IOWA STATE UNIVERSITY
POSITION DESCRIPTION 1989

Division: Resources
Position: Soc.al Sciences Bibliographer

Functions: To select library materials 1n the social sciences and act
in a liaison capacity with the teaching faculty. To monitor
and evaluate the development of the social Science colléctions.

Relationships with others B )
Report to Assistant Director for Resources. Supervise support

staff within the Division. WOrk with liaison officers appoint—~
ed by the Academic departments.

Responsibilities:
A. Collection development.

I. Selection of monographic titles in the social sciences.

A. Current publications:

1. Selection of Engiish-ianguage materials supplied

by approval programs covering both American and

British pubiications. Selection of Eng’iah language

materiat izsued in other countries and identified

in nationai bibliographies, scholarly journals and

publishers' advertisements.

2. Selection of foreign language materials supplied
by approval plans, or selected from serial and
national bibliographies,with emphasis upon German,
French and Spanish publications.

B. Selection of retrospective titles in the social scicnces.
1. Selection of oiut-of-print matérials, chosen from
the antiquarian market as represented in dealers'
catalogs. Compilation of want-lists of out=of=print
desiderata. Selction of materials otherwise unavailable
through personal visits to déealers and donors.

2. Selection of older materlals available as reprints i
or reproduced in microform. Selec:ion of unpublished
materials in microform. Determination of suitability
of in-house microfilming of material unavailable otherwise.

3. Evaluation of materials offéred as gifts or exchanges.
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II. Selection of serial titles in the social sciences. =
A. Selection of néw and established journals for which
subscriptions are entered. Determination of suitability
of housing sut v iptions in the Periodicals Room and
Economics/5 0¢ '« logy Reading Room. Determination of
~ztention s, 4 and cataloging treatment. Seclection
of newsr.ipc. “uabscriptinns, foreign and domestic.

B. Seélection of serial backsets from thé antiquarian market
or in reprint and microform; including newspapers.

III. Selection of média, including audio= and video:tapes in the

IV. Selection of monographic; serial; and reference titles for
the Economics/Sociology Reading Room:
V. Evaluation of materials in the social sciences proposed as

purchases for the Center for Research Libraries.
VI. Determination of social science materials to be withdrawn,
- replaced, sold; discarded, or transfered.

VII. Participation in policy-formulation related to resources.

B. Liaison:

I. Establishment and maintenance of regular liaison with
departmental liaison officers, and other membérs of the
teaching faculty. Consultation with instructors and students
as a means of insuring balanced grow.™ ~  the collections and
for information on changing user dem: :

II. Maintenance of regular contact with the supervisor of the

III. Service on a rotation basis with the other bibliographers
on the three permanent Library councils, and on other ad hoc
and selection committees.

C. Collection evaluation. L ,
Analysis of current and expected holding as measured against
recognized bibliographies. Reéporting on a annual basis collection
advances and needs.

D. Sipervision. , o - , -
Selection, training and périodic evaluation of surport staff.
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NAE __TEXAS A&M UNIVERSITY  DATE._ September, 1986

JOB DESCRIPTION.
TEXAS A&M UNIVERSITY
UNIVERSITY LIBRARIES

biviSiON/bEBAﬁfhéNT Resource Development Division

Assistant Professor 7300

1. Position Title & Code: . 7>>13%aNt FFOTESSOV /7oU8

PIN Number: M03380
Job Titla: Resource beVéiopmen§ Librarian, Humanities

Reguiar Hours of Service: 40 hours per week

2. Organizational Relationship

a. Reports to (Titie): . . Head, Resource Development Division _ _ _ _

b. Supervises (Title): One - Library Assistant I

3. Function of Position

Selection of materials, evaluation of collections and
intensive collection bu1]d1nq in the humanities disciplines.
Al<o supervises the gifts operation.

4. Characteristic Duties and Responsibilities
Responsible for all collection development activities in the =
humanities disciplines including_selection of mater1als, evaluation
of collections, and intensive collection building in a specific.
area (selected annua]]y) of the total collection. Responsible for
monitoring of funds associated with the collectior development

activities of the humanities. Works closely with approval plan_

personnel in ref1n1nq approval plan profiles. Works closely with
teaching faculty in _humanities departments in collection buildina.
Participates in thé formulation of Resource Development Division
policies and procedures. Supervises one support staff member,
Performs other duties as redquired for effective Library opérations.
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2. mMinimum Acceptable yualitications
a. Personal Qualifications
Supervisory and organizational ab‘lities. Ability to
interact well with staff, faculty, and students. [ffcctive
communication skills.

Educational Qualifications/Experience

ol

Master's degree from an ALA-accredited library school. Minimum
of two years professional experience. Knowledge of at least

one foreign language. Familijarity with OCLC and major biblio-
graphic tools. Undergraduate degree in the humanities preferred.

c. Business

6. Standards of Performance
A ) } :
Interest in job and in continuing professional growth and
development. Demonstrated success in the performance of
duties; satisfactory annual évaluation. Must meet require-
ments for promotion and tenure.
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University of Nebraska-Lincoln
University Libraries

POSITION DESCRIPTION

November 1985

Unless there are permanent changes in the Major Responsibilities and/or Duties, this
Position Description will remain in effect for the fiscal year commencing on the above date.

Aees

Name Rank/Title

Division _Humanities/Social Sciences Supervisor ——

Major Responsibilities:

Liaison with the following departments: Actuarial Science, Economics, Finance, and

Management. Computer searching for the above areas.

Duties:
I. Liaison with faculty, staff, and students in the College of Business Administration

Library ins“ruction and tours

Specialized reference service
Computer searching

Consultation . o .
Attendante at CBA departmental meetings

IT. Subject specialist responsibilities in Actuarial Science, Economics, Finance, and
Management.
Book selection
Collection assessment and development , S
Review new books, gifts, duplicates; and decision shelf items

IIi. Computer Searching , , o
Conduct bibliographic and non-bibliographic searches on Lockheed DIALOG and other

__Systems, particularly in areas of Business and Social Sciences.
Promote services to on- and off-campus audiences, including publicity and
demonstrations

IV. Reference Service
Assist in _staffing the Information Desk_  _ S
Handle "in-depth" referrals from other Information Desk staff

Respond to walk-in or phone-in inquiries from students, faculty, and area
business firms

V. Faculty responsibilities =~
Attend library facolty meetings
Attend divisional meetings - :
Carry out appointive or elective committee assignments

VI. Professional Development
Attend workshops and training sessions
Attend conferences =~
Maintain activity in_professional association(s)
Perusé professional literature
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_Brown University Library
PROFESSIONAL POSITION

POSITION TITLE: Reference/Collection Development Librarian
REPORTS Y0: Head; Reference Department
SUMMARY: Responsible for providing gensral referencs services, comprehensive referance
service bi specialty ; bibliographic instruction and online services. Responsible for developing
library collections in areas of subject responsibility.

| \

POSITION FURCTIONS:

Provids general reference service in all aress, and comprehensive reference service in areas of
asbject responsibility.

Oversee the systematic development of library collecticns in sreas of subject responsibility; serve
83 library lisison to appropriate acedemic departments.

initiate and implement bibliographic instruction and vriéntation programs to improve studént,
faculty and other scholarly use of the library collections.

Create bibliographies and other appropriate publications to facilitate scholarly sccess to and use of
library collections.

Determine need for, formulate, and perform computerized infor mation ssarches.

Maintain good relations with library users snd interpret iibrai-y policies as appropriate.

Prepare reports; mairtain, analyze and evaluate statistics ss appropriate.

Kesp current with developments in reference, coliection develc ent, automation and related
professiona) matters through attendance at professional meeting. and reading the literature,
recommending new policies and techniques to the Head, Reference Department.

Participate in the development of new policies and procedures both within the department and
library-wide; serve as i Library's resource person and representative on ralated professional
meatters.

May 1986
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UCI Library

Professiona 1
Vacancy

Date: AucusT 1986
Umver51ty of Cahforma Irvme

ROMANCE LANGUAGES LIBRARIAN
“

The Library at the University of Galifornia, Irvine invites applications for the posi—

tion of Romance Languages Librarian in the Main Eibrary. The position provides am out-—

standing opportunity for professional developament in a challenging growth environment.

fid{s is an entry-level appointment at the Assistant Librarian rank at a salary of

327,012, Upward adjustments may be made for appropriate advanced degrees. Applications

received bv October 15 will receive first consideration, but appiications will be ac-
cepted until the position is filled.

Candidates for appointment in the University of California Librarian Series must have a

professional background of competence, knowledge and experience to assure suitability

for appointment. A candidate, after appointment, is periodically subject to peer re-

view for merit increases. During review they are judged on the basis of the following

criteria: 1) professional competence and guality of service within the library; 2) pro-

fessional activity outside the: library; 3) University and public service; and 4) re-
search and creative activity.

Professional librarians at the University of California Irvine; are academic appointees
and receive potential career status at the time oF their initial appointment. The Hni-

tibrarians are entitled to two days per month of annual leave, one day per month of
sick leave,rreductions in incicental fees, and all ather perquisites granted to non-
faculty academic persconnel. Tiwe University has an 2xcellent retirement system and spon-

sors a variety of group life, hesalth and dental insurance plans.

UNIVERSITY OF CALIFORNIA, IRVINE

The Hniversity of Calzfornia, Irvine, with a total campus area of 1,510 acres is located

in Orange County, forty miles south of Los Angeles and five miles from the Pacific Ocean.

The present enrollment is 14,000 students with a faculty o£ 700 including the Medical

School: The University offers 22 doctoral programs in addition to the MD. Cuirent pro-

jections for future growth estimate a campus of 25,000 students. This period of signifi=

cant development offers librarians a dynamic and challenging professional environment.
THE LIBRARY

The Library consists of the Main Library, the Biomedical Library, the Biological Sciences

Library, the Physical Sciences Library, and the Medical Center Library. The collection

consists of 1:25 million volumes and is an essential resource for teaching and research.

Members of the local Uni“ersity community have access to the entire resources of the Uni-

versity of California system. The collection is heavily used by the local community.
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THE REFERENCE DEPARTMENT

The feference Department primarily serves the informatioual and bibliographic needs of
the UCT academic community, but also serves the faculty and students of neighboring ed-
ucational institutions as well as members of business/high technology enterprises and
the greater Orange County community. Thé Reference staff consists of 9.5 FTE librarians,

3 FTE library assistants and 3.5 FTE student assistants. The reference collection mum-

bers 22,000 volumes.

Duties and Responsibilities

The incumbsnt serves as a reference librarian reporting to the Head of Reference and as -

a bibliograpler reporting to the Head of Collection Development. The reporting line is

through the Reference Department. Reference librariaas in the Main Library share respon-
sibility for general and specialized referance service (including evening and weekend as-
signments). These responsibilities include reference desk assistance to tibrary users
in conceptual, intellectual; ard bibliographic access to information; database search-
ing; and bibliographic instrurtion. The incumbent functions as a liaison with the School

of Humanltics, and specifically with the Department of Spanish and Portuguese, and the
Departmént of French and Itaifan.

As a bibliographer, the j - ‘umbe-- skices with the Head of Collection Development and
other bibliographers the ' :¢:-»gi™ility for development and management of all library

collections, with speciai responsitllity for developing and maintaining materials to

support the research and instructional needs of fa«. 'ty and stedents in the School of
Humanities; and specifically in the Depaitment of Snanish and Portuguese, and the De~

partment of French and Italian. Additionally, the position is responsible for Latin
cmérican Studies.

Qualifications

Required: ALA-accredited MLS degree; degree in Spanish or French or commensurate exper-
ience, including good reading knowledge of Spanish and French. Demonstrated commitme nt
to public service; excellent orail and written comdiunication sv:is. Ability to work ef-

fectively, independently; and cooperatively with all elements of the academic community .
Desirable: Additional graduate c~gree in Spanish or French. Good reading knowledge of
Portuguese and Italian. Experience in collection development, bibliogriphic instruc-
tion, and database searching.

TO_APPLY FOR THE POSITION

Send application lettsr with 1) a complete statement of qualifications; 2) resume of

education and relevant experience; and 3) the names, addresses, and telephone numb-rs
of three references. Latters should be addressed to: Karen Nassaur, Library Personrel
Office, University of California, Irvine, P.0. Box 19557, Irvine, CA 92713. Tele-

phone: (714) 856-5408.
AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER
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PENNSYLVANIA STATE UNIVERSLIY ment 3A: Sample of facul
ty assignment statement for a
cataloger with collection devel
opment responsibilities

Faculty Assignment Statement

- ~~ _primary faculty assignment 15 the organization and control of -
bibliographic information. Th:: ‘' . :lves the provision of bibliographic and subject
access to monographs in the f: :: " icography and, Secondarily, in a variety of
fields ranging from politics, :  -ezh fine arts, to science and technology.

~ In addition, i shares with colleagues a responsibility for the quality
of the Libraries' on-line bibliographic duta base through the editing of
bibliographic records. Quality control of bibliographic access also involves the
establishing of consistent bibliographic or subject headings, which facilitates
retrieval of bibliographic records and accurately relates them to each other.,
- . 18 _expected to contribute to discussions on PSU cataloging policy and
maintenance of PSU standards for bibliographic access.

_ . .18 also _assigned as a selection liaison librarian for the History
Department, which involves him in the identification, selection, and acquisition of
library materials in support of the teaching, research, and service activii 25 of the
University: His Buccess in this will depend on his awareness of current publications
in_his assigned field, of the strength .-:d weaknesses in the Libraries' present
collections in that field, and of the neéeds of library users f.r matetrials in the
field.

10/18/83
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ystem and Procedures Exchange Center

Orientation, Training
and Other Aids




THE GENERAL LIBRARIES

) THE UNIVERSITY OF TEXAS AT AUSTIN

Awustin, Texas 78713-7330

SCHEDULE OF GROUP PRESENTATIONS FOR BIBLIOGRAPHER ORIENTATION

Topic

Fund Management
~ Includes Lib- vy
Accounting

Acquisitions. Gifts.
“Includes the division of

~ order ., botween Acquisitions

and Serials; Library Acqui-
tions Manual for Faculty,
Gifts Policy; Disposition
Policy

Automated Cataloging.
Cataloging.

Tncludes processing
prioritics; policies on
transfer of matzrials,
withdrawals, zud replace-
ment, the Cataioging

Manual

Serials I: Serials

= 7Seriais

Acquisitions.

Serials II: Serials
Cataloging

Serials III: Periodicals
Room._ -Binding.

Preservation )

~ Includes preservation
education, disastcr planning
and disaster action teams;
book conservation process;
book repair

Time &
Place

March 7
10-11:30 a.m.
PCL 3.204

March 21
10-11:30 a.m.
PCL 3.204

April 4
10-11:30 a.m.
PCL 3.204

April 18
10-11:30 a.m.
PCL 3.204

May 2
10=11:30 a.m.
2CL 3.204

May 16
10-11:30 2.m.
PCL 3.204

May 30
10-11:30 a.m.
PCL 3.204
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UNIVERSITY OF NOTRE DAME

BIBLIOGRAPHER FOR LATIN AMERICAN STUDIES;GOVERNMENT & HCON \¢s

Orientation Program

I. Introduction

The following outline is not intended as a rigid prescription of dit.as
and deadlines; but rather as a guide to the Bibliographer as he begins his
work. It suggests priorities among thé activitiés that will contribute to

gchievement of the goals of the position. It provides useful approaches to
fulfilling the position's responsibilities. Circumstances, or the
Bibliographer's own experiences may force some changes in the activities as
outiined; or in their order. @ = o S .

The Assistant Director for Collection Development will supply
documentation ard informational materials which will assist the . )
Bibliographer's orientation. Every week she and the Bibliographer will review
his accomplisments; discuss the problems that have arisen, and develop a set
of short-term goals.

_ The Bibliographer may also find it valuable to develop a particular

professional relat:ionship with one of the other bibliographers in Collection
Development: fThis individual could act as an advisor, sounding board, etc.
By formalizing the role of this person vis a vis the Bibliographer, the latter
may feel more comfortable in apprcaching the other person, ind the former may

better understand what is expected of him or her. The Assistant Director will
discuss this poesibility with the Bibliographer:
II. Univérsity bibraries policy and procedures orientation

PUrposé: To gain sufficient knowledge cf the Libraries' organization,

policies and procedures to allow the Bibliographer to accomplish his
work efficiently, and to communicate accurate information to faculty and
students,

Activities:

1. Review organization chart, get explanation of various o
departments' functions, ard read Librarv Policy and Procedures file.

Deadline: August 8. (M. Gleason) , S
2. Tour all Universi:cy Libraries' units. Deadline: August 8. (M.

Gleason and bibliographers)

3. Spend at least one-half day each in Acquisitions, Cataloging, and

Reference; for a pre-arranged introduction to their operations.
Deadline: August 22. (L: Zeugner, S. Akai, A. Lonie)
4. Work experience in the Reference Department, two to four hours

per week through the Fall semester, at first observing and

eventually assisting: Deadline:-December 15. (A.Lonie)
III. Collection Development Orientation
Purpose: To increase understanding of the role of Bibliographer and of
collection devélopment functions and issues.
1. Review materials relating to collection development as carried

out in the University Libraries. Deadline: August 15. (M. Gleason)
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2. Read Collection Management and Development Institute materials
and selected items from collection development bibljugraphy.
Beadiine. August 29. (M. Gleuson) . ,

the1r methods; observeztions; and overlapplng collectlon )
responsibilities; Deadline: August 29. (C. Ames, P. 3ick~Janicki,
L. Fuderer, J. Huebner, A. Krieger)

IV. Orientation “o University Programs and Faculty
Purpose: To gain familiarity with the courses and the research which the
collection supports.

Activities:
1.Read relevant sections of University catalogs, brochures and

descriptions of faculty research: Deadline: August 15: = (M: Gleason)

2. Meet with former Liaisons with Government and Econem1cs to

discuss their experience and observations. Deadiine: August 22. (T.

Ivanus, A Lon;e)iir
3. Meet with Chairmen and/or Library coordinators for Government and

Economics Department and with Dlrectors of Kellogg Institute in

order to make plans for the coming year: Deadline: August 29:

(A’rnold, Francis, Craypo, Eavxssdn, Bartell, O'Donnell; Wilde)

4. Introduce self to faculty in academic departments and Kellogg

Institute by letter; or attendance at meetings; or individual

interviews: Deadline: November 1: (Tarrago)

5. Make plans fcr attending Institute and Departmental programs,

lectures; audItIng, takxng (?) Government or Economics courses in

Latin Amevice, etc. Deadline: August 22 for initial planning, to be

carried put through the 1986-87 academic year. (Tarrago)

V. Orientation to c.i: xtions in relevant disciplines.

Putpose: To gain familiarity with research collections in Latin American
studies, government and economics in order to evaluate our present

coliections and build better ones.

Activities:
1. Familiarize self with the organization, coverage and possible
usefulness of major bibliographic toels in the relevant subjects
{both current and retrospective): Beadline: October 1: (Tarrago,
with assistance of Reference librarians; bibliographers, and members
of the teaching faculty)
2. Read materials from SALALM; and otner significant referenc=z for
the collecting of Eatin American materials. besaline: Jctober 1,
and cont1nu1ng. (Tarragoj .
3. Réview thé shelf list and shelves wiieré Latin Américan matérials
are classed, uelng the RLG Latin American Consvectus as a guide.
Deadline: Octobe: 1. (Tarrago) .
4. Review the University Libraries' Latin American Jjournal
collectlon, identifyinj immediate needs: /eadline: January 7.
(Tarrago, in consultation with memb-rs of ‘the Kellogy Institiie)
5. Canvass faculty from the Government and Ficnomics Department to
learn of pending requests for new subscyiptions and their relative
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priority. Deadline: October 1., (Tarrago, in consultation with
members of EEE_EEEEhlng faculty)

6. Review and select items from the approval and glft books in the
f1elds of Latin America, political science and economics, guided by
Gleason, and discussing problems with her and other appropriate
parties. Deadline: Begin immediately, gradually;assumlng more
1ndependence. (Tarrago, Gleason, and others, as necessa;y)

appropr1ate dlsposltlon. Beadixne. October 1, (Tarrago, Gileason,

appropriate members of teaching faculty and Kellogg Instxtute)

8. Identify three major academic library collections in Latin

American studies appropriate for v1s1t1ng, and make such visits,

having prepared an agenda of questions to be answered, observati-: s
to be made, and issues to be discussed. Deadline: December 1.
{Tarrago, Gleason, with advice of members of Keliogg Institute)

9. Plan a formal evaluation of at least three parts of the Lat’:.
American collection, and one each of the political science and o
economics collection. Deadline: June 1. (Tarrago, in consultation
with teaching faculty)

1¢. Complete the Latin American segment of the RLG Conspectus; and
using that as a guide, write a collection developmunt pol 2y for the
Latin American collection. Deadline: June 1. (Tarrago, in
consultatlon with Gleason, relevant bibliographers and faculty

members)
VI. Orientation to the International Studies Resource Center-:

Purpose: To gain zufficient knowledge of the aims of the Center to allow
the Bibliographer to assist in its organization and oversee its
collections.

Activities:
1. Meet with J. Bessler for an explanation of the plans for the
Center, an 1ntroduct10n to IDC, and to the Centéer staff. Deadline:

August 15. (J. Bessler)

2. Review the various types of materials now in storage, in the
Kellogy Institute, and in the Institute for Pastoral Ministry, that
will become part of the ISRC collections. Deadline: September 1.
(Gleason, Dom1ngo, Pelton; Foley).

§77Develop, in cooperation with the Center's LTA; a pian fci: the

organization of the materials in ISRC. Deadlligj October 1.
(Tarrago, Gleason, Béssler)

-1
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SUNY, ALBANY
NEW BIBLIOGRAPHERS' TRAINING PROGRAM
FALL 1984

Initi,t sessions with Personnel Officer and Director.

10/10:30 = 12 - Head, Collectior Development introduces_bibliographer
to office cr? to the location of Room 210, describing
availability ..f office supplies, the phone system,
daily check-.» requirements, and mallboxes/message en—

velopes.

'A copy of ' .c liirary's organization chart (and those
of separate divisions) and a self-guided tour booklet,

annotated with names of people to contact when problems

arise, are presented to the bIbixographer, who is encour-

aged to spend the rest of the morning exploring the
library.

12 -1 Lunch with Head,; €ollection Devel_pment Assistant Dir—

ector for Plénnxng and Resource Development, and one
other bibliographer.

1:30 - 3 - Head; Collection Development,

1) surveys naw bibliographer's previous expos:-e to

collection development and the 11terature or subjects

__ to be assigned;

2) describes plan for tralnlng and any modi £ 1catidﬁ§§

3) discusses scope of collection development; its pro-
fessional organizations and literature—recommends
sampllng of Collection Development in Libraries;-a

Treatise;

 4) describes philosophy, history and organization of

collection debeiopment at SUNYA and expectatiuns for

bibliographers in the areas of selectxon, collection
managem - projects (recent and in process); liaison,
bibliog ' .hic instruction, computer search and/or
reference~-provides a copy of the latest Collection
“Yevelopment Departiient annual réport, thé latest
‘fechnical Services and Reference Services annual

reports, and Main Library Bibliugraphers' Meeting

minutes for the past year.
DAY 2:
9 - 10 ‘Head, Collection Development,
1) introduces Collection Development Policy, SUNYA P & P
.. Manual, and collection size and use printouts;
'2) describes funding of SUNYA collection developtaist (w1th
appropriit€ Jdorut-ntation): total acquisitions budget,
discretionary/firm order budget, current allocations,

‘concept, grants and special funds includlng Coordinated

Collection Deveiopment grantiand cooperatlve program

with NYSL; management data including encumbrance and
expenditure reports, and fund mon1tor1ng responsibilities
and methads.

11 - 20 3) discusses subject assignments, providing documentation

such as specific collection p011c1es, graduate and
: undergraduate bulletins,; Accent on Research, Faxon sub-
! scription printouts,; faculty lists with dissertation
t1t1es, and most recent collection evaluations.

:'-.f 72
93




4) introduces Mentor.
12 =1 _ Lusch with Mentor and two other bibliographers.
1:30 - 2:30 Mentor and Head, Collection Development, -
1) discuss selectlon tools used-—ads, Choiee, form selec-

plans. standlng orders, subscr1ptions. membershIps.
gifts;

2) introduce bibliographer to Pre—Order S=arch Unit.

[Mentor will attend as many of the following sessions as possible.]

.2:45 =~ 3:45 Head, Pre—Order Search Unit,

1) introduces unit staff;

2) describes organization of the unit and activities

.. performed;

3) conducts tour of Room 210. 111u9trat1ng vorkflow,
tools; and variations of process for different types
of orders and.information-only searches, providing
samples of forms used.

DAY 3:

9 - 11 Head,;Acquisiciéns _Department., and other assigned staff
1) provide overview of workflow;

2) discuss firm orders, standxng orders and period:cais.

with introduction to files and Kardex; R

3) describe order placement, vendor selection; RUSH and

. .. special hardling requests;
4) illustrate varieties of on-order and received multiples
in card _catalvg and rationale for locating received
__ maetrials;
5) discuss tracirg an order; -
6) provide information on approval plans and their

relations:ip wizh standing .rders;

7) explain policiss uud practr-es related to exawination
copies; freeb:¢n, ficulty pavchasess

8) illustrate papzrw rk invoi.ed in receipt and payment;

9) tour review shelves, new book trucks, and forms used

.for approval rejects and location designation.
12 - 1 Lunch with Head; Acquisitiors, and Acquisitions LTAS.

1:30 = 2:30 . Completion of Acquisitions Lepartment session topics.

DAY 4:
9 - 10 Government Publications Coordinator

1) describes acquisitions methods—in contrast with Acqui-

sitions Department activities—end budget and policies

T~ e e o wn /

for government publications;

2) introducs G.” Kardex, other general GP reference tools,
GP collection organization, GP peérsonnel and their
assignments.

11 - 12 Special Coli&tions Head
1) describes content and location of colléctions and ser—
vices—including Preservat1on Collection and conserva-
__ tion activitizs;
2) describes how materials are designated for SPE.

12 -1 ) Lonch with GP Coordinator (as bibliographer) and two
' other bibliographers.
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1:30 = 2:30

Reference Coordinator

1) describes content ant management oi Weference Collectlon,

2) discusses Reference Collection pol® - <statement and
consultation on adding materlals to tiie collection,

[Training for reference desk service will be scheduled after this program.]

3-4

DAY 5:

‘9 - 10

10:30 ~ 12

12 - 1

1:30 - 2:30

3-4

: DAY 6:
9 - 10
11 ~ 12

Head,; Interlibrary Loan, .
1) describes interlibrary loan pollc1es and procedures'

2) discusses data gathered and communications with biblio-~

~ graphers;
3) introduces NYSL access, NYSILL, CDLC and CRL.

Head, Library Systems,
1) introdiices tomputer room and personnel;

2) describes status of LCS and GEAC; .

3) discusses future data possibilities from 'GEAC;
4) introduces future systems plans for Acqulaltlon” and
. Online Catalog;

5) relates these systems to overall 11brary auto A

1) copy cataloglng,
2) original cataloging;

3) gifts—especially considerations for processing when

) acceptlng them'

5) RUSH and special handixng,

6) use of OCLC; MRMS; and future RLIN systems.

Lunch with Heads, Cataloging and CASM, and Pericdicals
Cétélogéf. ) '

Head, Catalos, Authority and Shelflist Maintenance, discusses:

1) authorities;

2) shelflist;
3) GEAC updates, especially add-ons of various sorts;

4) catalogs and record problems;

5) binding and other physical processing activities.

Periodicals Cataloger
1) describes periodicals cataiogxng nractices;

2) relates them to periodicals database;

3) introduces periodicals printout and its 1nterpretat10n.

‘Head, €irculation,; describes _ . __

1) reiatxonshlps and status of LCS GEAC, and McBee trans-
actions;

2) routing new books to faculty and forms used:

3) stack maintenancé activities;

4) future barcoding plans.

Bibliographic Iﬁstructlon Coordinator discusses

1) general library tours s

2) workbooks;

- 3) library publicatlonS'

4) history of courses for credit;
5).assistance offered for subject-specific instruction
sessions.
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12 - 1 Lunch with Head, Pre-0: er Search, and remaining biblio-

graphers.
1:30 - 2:%0 Computer Search Services Coordinator descrlbes

1) policies and proced\ ‘es; _ :

2) databases searched referrals;

3) training opportun- S o )
[Tralnlng for computer search service » scheduled after this program. ]

- 4:30 Head; Non-Print Ser: troduces

1) Reserve Collecti: cies and procedures;

2) Microforms, read: nters, access tools;

3) Periodicals colle policies and procedures;

4) Special Facilitie ials;

5) Other non-print ( erials.
DAY 7 through 11 '
9 — 11:30 and G i T o S
1:30 - & UO(k in Pre-Order Search Unit
DAY 12 through 16

Hours to be g,k in Technical Services

arranged
DAY 17 Head, GLPP and GLPP Bibliographers
1) tour GLPP facilities and collections; = _
2) disciss colléction overlaps with Main Library,
wita special reference to the new blbllographer ]
assigned subjects:
12 =1 Luiich with GLPP librarians
1:30 - 3 Head; Collection Develuyment, provides wrap—up session,
emphasizing expectations of bibliographers and priorities.
and time management.
Ngy ygbiggggggggr provides evaluat;ggigfigraxntng program
(to be continued during bi-weekly meetings with Head,
Collection Develoment).
DAY 18 New bibliographer begins regular coilection developmefit

activities. Head, Collection Development, schedules
initial meetings with heads of academic units and estab-

lished liaisons to be attended by new bibliographer and

bibliographer currently carrying subject responsibilities

to be transferred to new bibliographer (Head, Collection
Development participates in these meetings).

Mentor assists bxbixographer in recalling or locating

* documentation on specific procedures and situations and
reviews all requests sent t» Pre~Order Search Unit with
new bibliographer to point out missing information and
other peculiarities. (!entor does not serve as an evalua-
tor, but rather as a more experienced peer.)
[Additional responsibilities; such as reference desk work and Computer Search
Service appointments, will result in added specific training sessions.]

.75

96



7/83

UNIVERSITY OF WATERLOO LIBRARY
WORKSHOP ON COLLEBETIONS MANAGEMENT
1. Objectives
To provide library staff with an overview of the

purpose and composition of a collections
management program, and to Ssolicit questions and
comments concerning its aprlication at the
University of Waterloo

2. Format
Two-day workshop, each day divided ur into four
one-hour sessions, each session to consist of a
32 minute presentation, followed by a review of
the results cf_a previously distributed copinion
survey (see NOTE below), and a general question
and discussion period

3. Syilabus

Ihstitﬁtiona1 and. iibfafy goais. Conversion of

funding, space; curriculum, cooperative
agreements. The role of collections management.
Components of a collections management program.
Collections development policies. Acquisition
policies: Selection: Acquisition programs.
Collection. Storagze and weeding programs.
Institutional cooperation

4, Program
Day 1 (Session 1)

Institutional goals and ob38ctives, and

collections management program — collection
development policies, selection and

acquisition procedures, acquisitions programs,
collection evaluation

Day 1 (Session 2)

Collection development policies and their
relationshif to teaching and research programs.
Program and course changes and collection

development objectives. Long-range planning and
'pie-in-the- sky
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Day 1 (Sessior 3)

Selection and acquisition programs, and |
constraints that can influence them - space and
equirment; funding, cooperative agreements

Day 1 (Session 4)

Objectives of collection evaluation and the
the corponents of a collection evaluation
program — user surveys, list checking and
statistical analyses

Day 2 (Session 1)

User surveys - profits and pitfalls. Examples
from some previous CAP projects. Some possible
applications at the University of Waterloo -
quality of the collection, accessibility,
availat:1lity

Day 2 (Session 2)

List checking - selecting the right list.

Froblems with citations. Information to be
collected. Analysing the results. Conclusions.

Day 2 !Session 3)

analytical techniques, with examples from CAP
projects

Sources of data for statistical analyses. Some

Day 2 (Session &)

Applications of the results of a collection
evaluation to collections development policies,
selection and acquisition programs; conservation
practices; and storage and weeding programs.
Ultimate effects upon library resource
allocation e.g. personnel, budget and space
NOTE
The inteni of the opinion survey would be to
identify the attitudes of selectors to their
collecting responsibilities; 1ltbrary”s role in
teaching and research, coordination and
cooperation in collections development, weeding
and storage, academic planning and library
support
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UNIVERSITY OF WATE

GUINELINES FOR LIAISON LIRRARIANS VIS-A- VIS

DEPARTMENTAL LIBRARY REPRESENTATIVES

The Library assigns liaison librarians to work with the departmiental library
representativos to facilitate communication between the Library and the
depart:nent, to develoy the library colléction a1d to prépave i.od administe: funds
for the acquisition of library materials.

In respect of communication, the liaison librarian:

- informs the departmental library representative of Library resources,
services, policies, matters of current interest, orientation and
instruction programs

- informs the Libiafy of any concerns the ciepartment has with any aspect
of the library operation

- informs t“e Library of the requirements of the Department, and
wherever possible; addresses these requests directly (e.g. orientation)

- is available to attend departmental meetings by invitation to present
and receive information and comment concerning Library s=rvices.

in respect of collections development the liaison librarian:

- assists the departmentai library representative in becoming familiar

with the strengths and weaknesses of the Library's collections; with the

departmant's Collection Development Policy and with the Library's

selection; acquisition and weeding procadures

- consults with the departmental library representative on long-range
pianning of collection development

- advises the departmental library representative of new acquisitions and
subscriptioas

- coasults with the departmental library representative on proposed major
purchases or specialized materials

- consults as necessary witd the departmerntal library representative when
preparing assessments of the library collection and programs (e.g.
ACAP).
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In respect of the acquisitions budgst, the liaison librarian:

keeps the departmental library representative informed of the

commitments and expenditures of the acquisitions budget over the

course of the year

solicits the assistance of the departmental hbrary representatwe in

drafting the annual acquisitions budget

ensures that the acquisitions budget request accuately reflects the

amount required to support acadamlc programs and résearch.

June 11, 1984
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PENNSYLVANIA STATE UNIVERSITY

Guidelines for Selectors S - - -

August 14, 1986 Attachment 5: Excerpt from
Collection Dévelopment Guide—
lines (draft)...Bibliographer's
Manual

Guidelines for Selesctors

2.0 INTRODUCTION

These Guidelines are intended as a training guide and sourcebook for new

selectors, a continuing reference for experienced selectors, and an aid for
gupervisors of selectors. It is above all a tool for the collection
development function.

This document contains the foilowing sections. I. The mission statement for
the collection development function; II. A timetable for collection
development functions; III. A 1list of the ma jor collection development

activities including sections on the selection of materials,rfaculty liaison,
coilection management and evaluation, financial control and continuing
education and professional development. The activities in each section are
listed in priority order and suggestions for implementation have been added-
It is the responsibility of the selector, in consultation with the appropriate
Department Head and the Coordinator for Collection Development, to set godls
for each year in accordanﬂe with the collection development Limetable, IVv. A
list of policies and procedures relevant to the collection develOpment

Guidelines.
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Guidelines for Selectors
August 14, 1986

4.0 TIMETABLE FOR COLLECTION DEVELOPMENT FUNCTIONS

a. July-August: In consultation with the apprOpriate Department Head and

goais for the future follow1ng guidelines contained in

this manual:

b. January-February: Assess progress made toward goals set in July-August:

c. By May 1lst:

Write summary report to be shared with the appropriate
Department Chief and the Coordinator for Collection
Development:

Written evaluations on the previous year s performance,

including the coilectiOn development function, will be

written by the appropriate Department Chief who will

consult,ras appropriate, with the Coordinator for
Collection Development. (See attached)

4.1 Selection of Materials

I.

Priority I

1. Develop, use and routinely review a working list of selection
tools.

2. Develop aisystematic and quaixtative approach to selection based
on knowledge and understanding of the academic and research
programs in the assigned area.

3. Revieyiandieyaluate 1ibrary materials receivnd through approval
bla@hetiandigiftiand exchange programs and give €feéd-back
regarding the profile and how well the approval plans are
working.

4. Identify bibiiographers in related fields and wora with them as
appropriate to coordinate the acquisitions of library materials.
Develop a regular mechanism for this coordination.

5. Monitor funds assigned for subject(s) or field(s):

6. Encourage suggestions from library users for library materials
purchase.

7. Become familiar with library policies affecting selection

decision, e.g. gifts, software, etc.
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Guidelines for Selectors
August 14, 1986

II. Priority 1II

1. identify and coordinate with Acquisitions* gifts and exchanges

sto upplement purchased items in subject area for addition to the
collection.

Suggestions for Implementation

1. In addition to general tools such as BPR; Weekiy Record; and national
bibiiographies* a working list of selection tools should include:

(1) specialized journals which feature book reviews, books received

notices or advertisements' (2) dealers' list and catalogs; (3)

publishers' catalogs and brochures; interlibrary loan requests; (4)

standard bibliographies in the fields:

2. Learn how to use the Collection Development Policy as a tool for

modifying expenditures; according to budget changes:

3.  Consider regular, formal or informal meetings with selectors whose

fields inter-relate with yours to coordinate selection and location

of materiais. R
4. Keep close contact with Acquisitions Librarians on approval plans,

alternative funding, etc.

S. Set a time-table for collection development functions.

4.2 Faculty Liaison

I. Priority I

1. Arrange to attend the first faculty meeting of the department or

college in order to introduce yourseif; arrange attendance at

other meetings if appropriate and feasible.

2. Communicate frequently with library committees; departmental

representatives and other interested faculty.

3. Contact each new faculty member in the department on his/her
arrival.

4. Direct a communication; elther written or in person, to faculty

members in the department at least once a year.

5. -Visit with department chairperson, particularly if newly

appointed; to discuss programmatic priorities, trends and plans
for curricula.




Guidelines for Selectore
August 14, 1986

4.3

I1:

Keep informed as much as possiblé about individual faculty
members' professional activities and interests.

[«
.

7. Get on department mailing lists.

8. Consult with appropriate facilty béforé acquiring unusually
expensive items or making important changes.

Priority II

1. Act as liaison for faculty with othér aréas of the library system
when appropriate.

2. Keep in contact with graduate advisors and/or thesis and
disgertation advisors for awarénéss of ongoing research in
subject area.

3. Monitor university publications (Intércom, Senate Blue Sheets,
etc.) for changes in programs, new appointments and faculty
activities.

€ollection Management and Evaluation

Engage in continuous review of current serial subscriptions.

Weed lesser—used materials for location in thé Library Annéx or

withdrawai:

Undertake assessments of the collection by réviéwing and evaluating

holdings in given subject(s).

a. Within assigned subject(s) conduct an evaluation of a discrete
part of the collection each year.

b. Undertake major assessment of significant portion of the

collection within assigned subject(s) every 3-5 years.

Suggéstions and Implementation

1.

2.

Within assigned subject(s) check holdings against standard
bibliographies.

Within assigned subject(s) check holdings against specialized 1ists
such as the RLG Verification Studies, bibliographies published in
journals and those issued by special libraries as available.

Determine sources of information and statistics to promote effective
management decisions.
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Guidelines for Selectors
August 14, 1986

WA

4.5

4.

Familiarize yourself with acquisitions policies affecting selection,

withdrawal and other management decisions.

Fund Management

I.

Priority I.

1. Assume responsibiiity for administering all funds allocated or

made available for assigned subject(s).

2. Become familiar with annual estimates of expenditures for 1ibrary

materiais in assigned subJect from all sources; including

serials; approval plans, allocations and special funds.

3. Make annual written materials budget request to Coordinator for

Collection Development and the Acquisitions Librarian based on

factual information:

Suggestions for Implementation

1.

4.

Become familiar with monthiy budget reports from Acquisitions.

Become familiar with annual estimates of expenditures made at the end

of each fiscal year by Acquisitions.

Become familiar with estimates of expenditures made with report of

allocations for each new fiscal year:

Be aware of the average price of a book for assigned subject(s)

through annual reports issued by PW and Librarg:Journal etc.

Continuing Education and Professionai Development

I.

II.

Priority I.

1. Develop depth and breadth in knowledge of assigned field(s).
2. Kéép up with 1iterature on the use of library materials in
Priority II.

1. Be awvare of on—line databases avatlable in assigned field(s)and

existing housing and servicing patterns.
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éﬁi&éiinES for Selectors
August 14, 1986

III. Priority III.
1. Writé book reviews in the subject area:

2. Publish research in assigned subject field(s) with emphasison
bibliographical resources.

Suggestions for Implementation

1. Maintain familiarity with journal literature in the subject, noting
trends and changes.

2. Attend lectures, seminars, workshops; conferences, etc., both on and

off campus; as appropriate and significant for increasing knowledge
in the subject area.

3. Audit or take for créedit courses in the assigned subject field(s).
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Bibliographer’s Handbook

INTRODUCTION

INTENDED AUDIENCE AND UsSE

The Bibliographer’s Handbook is lntended to serve as an

orientation aid for new bibliographers, a sourcebook and guide

to collection development for new and experienced

bibliographers, and a reference for the non-bibliographer

supervisor of bibliographers. It is also intended to acquaint

other 1ibrary staff with the role of bibliographers.

I
The Handbook has two underlying purposes. The first is to

strengthen the I:ibrarys Collection Development Program through

definition of its aims, functions and practice. The second is

to ﬂnprove administration of the program.

These statements of purpose grew out of specific needs. Orien-

tation for new bibliographers, for example. called for a

document which analyzes bibliographer functions and tackles the

issue of what to do first, Exper.lenced bibliographers needed to

recognize purposes held in common and gain better understanding

of their roles in the administration of the Collection Develop-

ment Program: Also needed vias more complete information on the

collection development process, especially by librarians who,

though not themselves bibliographers; WEre supervisors of
bibliographers.

The context of the Handbook will be set by two related

Publications; a Collection Development Policy and a Library

Handbook for Faculty. Together they shall address a philosophy

of materiais selection as well as specific collecting guidelines
and acquisitions procedures.
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Bibliographer’s Handbook

While The Bibllographer—s Handbook seeks to provide an overview

of the Collection Development Program; it is intended to accom-

pény two other pubhcanons. The Collection Development Policy

or Library Handbook for Faculty. In Keeping with its intended

uses the HandbooK is practical in character. it also offers

options rather than prescriptions, partly because it is directed

to a variable audience, but also becauseé ccllection development

does not lend itself to absolutes.

The Handbook addresses a partlcularlzed 51tuat10n which antici-

pates cont;u‘nnng change. Inclusion of specific concepts or

suggestions is not necessarialy intended to convey the notion of

"best professional practice" and may simply mean "best strategy

under present circumstances.” Funad accounting in a currently

non-automated mode is a case in p01nt. The Handbook as a whole

is aq 7 Wevolvxng document that is franklfr experimental in some
aspects. .
What doesn’t work will be discarded or replaced In recognition

of its dynamic character the Handbook is in loose-leaf format.

The content of this Handbook connsts of a thoughtful adaptation

of the Bibliographer’s Manual of the University of Texas at

Austin to the present circumstances in the McGill libraries.k

Further developments will occasion new and/or altered sections,

reflecting special arrangements, ponc;es etc. required to meet
the special needs of our McGill constituencies.

* Bibliographer’s Manual: A Guide to the General Libraries

Collection Development Program;, Contrlbutlons to lerarlanshlp,

no. 7 (Austin: The General Libraries, The Unlverslty of Texas at
Austin, 1982.)
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SPECIFIC RESPONSIBILITIES OF BIBLIOGRAPHERS

Essential
Bibliographers

Review form selections (BNA BHB Harrassowitz,
Touzot

Coutts, Bennett)

forms selections, and book—here s™)
CheckgLivresmduemoisr other lists of

......0...0.....‘t......................

Attend faculty meetings (wnere appropriate
and When inVited) ..................-...............;.......

Optional

Attend fdculty colloquia and other meerings

Attend wcrkshops relating to collection development

Check current titles or titles reviewed by Choice, etc.

Special Projects
For new bibliographers'

gggguencz

AS needed

2-3 times monthly

. Perindic
Occasional
Periodic
Continually
As needed

. Periodic
Annually

. Periodic

. Periodic

Periodic
As desirable

Periodic
As necessary

2-3 times a year

1-3 per week
Periodic

Periodic

As time permits

Occasional

Interview all availabie faculty members

Ongoing: North American Collections Inventory Project (NCIP)
Selection of materials for storage in the Southern Regional Library
Facility (SRLF)

Past: Review of all subscriptions and standing orders for rating and seiective

cancellation

Review of 'transit' backlog

Random sampling of collection for storage statistics

Meetings with UCR bibliographers on intercampus cooperation
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BRIGHAM YOUNG UNIVERSITY

__ HAROLD B. LEE LIBRARY
COLLECTION DEVELOPMENT DIVISION

Faculty Relations

The two primary goals of the Collection Development Division are to:

1. build collections by supporting curriculum and research at Brigham Young
University, and

2. facilitate access to library collections by providing reference service,
research assistance, and bibliographic instruction.

The successful accompiishment of these goals reguires that the division

maintain a close working relationship with the academic units of the

University, including colleges, departments, institutes, and research centers.
Of paramount importance is also division support of individual faculty members

in their instructional and research assignments:

The responsibility for reiations with academic units and their faculty

reseats with the subject selectors: Subject selectors are assigned those
academic units whose curriculum is most closely aligned with their collection

development responsibilities. Because of the interdisciplinary and overlapping
nature of hoth the uriversity's curriculum and the division's collection
development _assignments, more than one subject selector may be assigned to an
academic unit.

Subject selectors are expected to maintain contact with their assigned

academic units through meetings as outlined below. In addition to these formal

meetings, subject selectors should work with individual faculty members in

building collections, providing research support, and developing bibliographic
instruction programs.

Scheduled Meetings

l. Meetirgs with college deans -- annually

2. Meetings with department chairmen -- biannually .
3. Meetings with faculty representatives -- monthly or biannually
4. Attendance at department faculty meeting -- biannually’

5. Introductory meeting with new faculty -- upon hire

One function of these meetings is to gather information about academic

programs that will enable subject selectors to update coilection development
policy statements, bibliographic instruction programs, and refercnce services.
These meetings also provide an opportunity for subject selectors to communicate

information on 1ibrary policies, services, and budgets. A final purpose for
the meetings is to elicit feedback on satisfaction with library support.
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Suggested agendas have been developed for the meetings outlined above: Of

necessity, these agendas are generic and quite basic. Prior to each meeting,

subject selectors shou'd review the agenda and add appropriate items. Because

subject selectors are the library's primary representatives fo academic units,

they are asked to communicate information and gather feedback on all library
services,_including those offered by the General Services and Technical
Services Divisions.

_Following meetings with deans and departwent chairmen, subject selectors

are to submit a brief written report to the Assistant University Librarian for
Collection Development: This repcrt should outline changes in academic
programs which may impact the likrary. The repcrt should also include an
evaluation of the college's or department's satisfaction with 1ibrary

collections and services. The Assistant University Librarian for Collection
NDevelopment will communicate pertinent information from these reports to the
Library Administrative Council.

The agendas for the various academic meetings follow:



DEPARTHMENT FACULTY MEETING
Agenda

Suggested frequency: Biannually

Suggested length: 15 minutes
A.  Budget Report

C.

1. Monographic allocation end balance

2. Serials allocation and balance

Library Update

1. New policies

2. New services

3. Organizational changes

Suggestions for Improvement of the Library Program
1. Collection Support

2. Library services

Questions on Library Program



FACULTY REPRESENTATIVFS MEETING
Agenda

First Meeting

AR. Faculty Representative Program
1. Rele of faculty representative
2. Faculty represzntatives manual
B. How the Library Acquires Materials
1. Standing order and approval programs
2: Firm order program
3. Serial subscriptions
4. Non-bock formats
C. Library budget
1. Departilent allocation
a. Monographs
b: Serials
2. Budget reports
D. Ordering Procedures
1. Monographs
2. Serials
E. Library Orientation

1. Towr
2. Demonstrations (RLIN, BYLINE, CARS)
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FACULTY REPRESENTATIVES MEETING
Agenda

Monthly Meeting

Suggested freguency: At least once a semester, preferably monthly
Suggested length: 30-60 minutes

A. Budget Report
1. Monographs
2. Serials
B. Consideration of Purchase Requests
€. tibrary Update
1. New policies
2. New services
3. Organizational changes
D. Department Satisfaction with Library Collection and Services

E. Questions on Library Program
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NEW FACULTY LIBRARY ORIENTATION
Agenda

Frequency: At time of hire
Ltength: 1 to 2 hours

A. Welcome to University

B. Explanation of Library Organization
1. Library Divisions
2. Library Administration
3. Library Council

C. Library Services
1.  Faculty 1ibrary Guide
2. Circulation
a. Faculty book delivery
3. Interlibrary Loan
4. RLIN, BYLINE, CARS
5. Reference service and research assistance
6. Bibliographic instruction program
D. Collection Development
1. Library representative program
2: Library budgets and reports
3. Recent acquisition 1ist
E. Tour of Library

F. Demonstrations (RLIN, BYLINE, CARS)
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\i » Foculty
Elmer Holmes Bobst Library nformation
New York University 7 Bulletin/

Materials for the Likrary's collections are selected by sSubject specialists
who work in the various reference centers at Bobst Library. These people are
responsible for choosing books, Jjournals and other material which meet the study
and research needs of New York University's students and faculty. Faculty
participation in selection is welcome and encouraged. The Collection Management
Department, with the Library's Collection Development Committee, is responsible
for coordinating the work of all those who select material for the Library. To
get in touch with the subject specialist assigned to your department or program,

inquire at the Collection Management Office located on the mezzanine in Bobst, or
call Joan Grant, Director of Collection Management (598-2378).

of the Library's domestically published books are received on

The bulk

approval from several book distributors. Under the terms of these approval plans,
books in subject areas of interest are autamatically received. Subject specialists
review each shipment, selecting those items of value to the Library's collections.
A similar plan is in effect for books published in England. In addition, blanket

orders are maintained for certain subjects with dealers in France, Germany, Spain
and several Iatin American countries. For publications not covered by approval
plans and for retrospective material, subject specialists generate individual
orders. If faculty members wish to recommend orders or learn about procedures or
approval plan coverage, they should contact the librarian responsible for

selection in their particular subject area.

Extensive reference sets, major microfilm collections, and other substantial
works are also purchased. such acguisitions are made selectively depending upon
availability of funds. Factors considered by the Committee in evaluating major
purchase requests include:

-relevance of the material to program needs;

—quality of guides or indexes; _

-anticipated use of the material;

-availability elsewhere in the city.

Note: Orders for books to be placed on reserve should be sent directly to the
Reserve Room.

Because subscriptions involve the commitment of both current and future funds, all
journal requests are carefully scrutinized by the Collection Development

Committee. This insures the Library's continued ability to add new titles on a
selective basis in spite of budget limitations. The criteria considered by the
Committee include but are not limited to:
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Collection Developmént

-relevance to the curriculum and existing collection strengths;
—coverage in indexing and/or abstracting sources;
—credentials of editor, editorial board and contributors;
-availability at other libraries through resource sharing

agreements;
-assessment of sample issues made available for in-house review.

The library accepts gifts of books and other materials which will enhance the
research strengths of its collection. All donations are received with the
understanding that the library may keep or dispose of the books at its discretion.
Anyone interested in making a donation should contact Frank Walker at 598-3756 or
consult Faculty Information Bulletin #2 for details on the library's gift policy

and procedures :

Through the LJ.brary ] part1c1pat10n in a varlety of cooperatlve arrangements,
users have access to the collections of a number of libraries. Use of the rich
library resources in the metropolitan area and northeast can serve as an
invaluable supplement to the collections at NYU. Additional details on using the
libraries of the following institutions are available at the reference desk on the

first floor of Bobst.

Research Library Association of South Manhattan (The
Consortium) —Reciprocal access and borrowmg privileges at
the New School for Soc1a1 Research, Parsons School of Design

Hebrew 6ni6h:§écipr02:éi access and borrowing privileges.

Columbia University—Stack privileges for faculty and
doctoral candidates.

Research Libraries Group (RLG)—Reciprocal access and
priority interlibrary loan at the 27 RLG members which
includé theé New York Public Library, Yale, Princeton,
Columbia, Cornell, Pennsylvania and Stanford.

Metropolitan Reference and Research Library Resource Agency
(METRO) —Referral services for on-site use of specific
materials in many libraries in New York City.:

1/83 . COL003
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TEMPLE UNIVERSITY
DISCRETIONARY FUNDS AND SALARY COST
DISCRETTONARY
FUNDS

$ 54,400
13,500
8,000
2,400
15,000
7,200
1,800
22,200
11,400
27,600
4,400
22,200
32,500
20,400
19,100
2,000
18,520
9,600
21,000
33,000
8,400

$336,140

id&iéé

SALARY
COST

$ 14,123
10,763
12,679
2,541
11,983
6,068
2,674
14,322
4,025
6,840
4,452
27,700
9,562
20,942
31,252

1,724
10,631
7,610
11,012
8,450
6,178

$225,531




UNIVERSITY OF WATERLOO
MANAGEMENT INFORMATION SYSTEM (M.I.S.)
OUTLINE OF METHODOLOGY. USED

___An attempt has been made to display a quarterly estimate of Library

resources being allocated to various Library programs and functions, the

total cost of resources such employed, the production outputs achieved,
and the resulting unit transaction costs.

_ The unit production costs have been determined by using macro-
analysis rather than microanalysis - in other words, the physical out-
puts have been related to total costs for a given quarterly period for
each of the Library programs being studied.

. Two major kinds of Library cost centers have been segregated and
idéntified: o

a) processing centers (Collections)

b) support centers (Public Services)

It should be emphasized that the unit transaction costs arrived at

are only estimates and they should be treated as such.

____For each of the M.1.S: functions being reported Library
management and staff djrectly involved in the operation have indicated

on a percentage basis the amount of time being spent. Direct quarterly

salary costs have been calculated for each function by applying the per-
centage time allocations.

_ Most of the Library's non-salary operating accounts are not broken
down by department. The following allocation process has been adopted:
each July after the anhuai salary increases have been incorporated in

the Departmental salary budgets the total non-salary operating costs are

being allocated to the Departments based on the percentage relationship
of each Departmental Salary Budget to the total Salary Budget.

_The quarterly non-salary operating costs have been added to the
direct quarterly salary costs for each M.I.S. program.

. Quarterly output statistics have been computed for each of the eight
M.I.S. functions: In some cases, a weighting of the statistical data has
been done. For example, a weignting factor of 1.8 has been established
for_Interlibrary Loan Material borrcwed in order to compensate for the
longer nrocessing time for borrowed material as compared to loaned
material.



HAMGENENT INFORMATION SYSTEN (M.1.5.)

SUMMARY OF UNIT COSTS, MACROANALYSIS

PERIGB Aug. 1 1985 - 0CT, 31, 1985

90T

—— — DESCRIPTION [ ACORL [ Q00T [
COONERRY | TRANSACTION OF COSTS | COSTS | DATA | UNIT TRANSACTION COST
1. Collections Uevelopment |Unit cost re: ordering ome  (Salary and non- salary §87,298 | 3,070 |Unit cust per title
volume of tit:es operating costs, ordered: $28.58
Direct and overhead '
- costs 7
2. Acquisition of Mono-  [Unit cost re: acquiring one  [same as above $116,360 | 8,908 |Unit cost per physical
graphs © . Ivolume of titles I item received §13.13
3: Acquisition of Serials |Unit cost re: acquiringa  [same as above §118,435 | 70,5% | Unit cost per phy§1ca1
- given volume of serials o 1tem,f§§?jY§§,§§j§§
4. Cataloguing of Mono~  |Unit cost re: cataloguing a  |same as above $411,830 14,025 Un1§ cost per physical
graphs ~|given number of items | |iten catalogued $29 51
0. Cataloguing of Serials |Unit cost re: cataloguing or |same as above $20 M0 | 422 |Unit cost per title
recataloguing a given number of catalogued/recatalogued
o [titles - $48.42
6. Information Services  |Unit cost re: a given volume |same as above $61,375 héféféhte Unit cost per information
of referénce/information questions| unit-reference questions
service activity 80,822 | §.76
Reference| Unit cost per information
questions|unit - reference question/
{queries | queries §.70
- o 87,360 -
7. Circulation of Library [Authorized remoyg] of material [same as above $338,173 139,065 |Unit cost per circulation
Material from Library premises or transaction $2.38
reserves areas
8. Interlibrary Loans Unit cost re: a given iten  |same as ahove  |lending |Lending |Unit cost per item lent..
lent or borrowed $16,873 |$1,631 [$10.39
g 525; | Borrowing| Borroning| Unit cost per item borrowed
12 - - $30,284 (81,939 [$15.70




LOTI

h.LS.
SUMMARY OF UNIT OPERATING €OSTS (ANNUAL AVERAGES)

ACQUISITIONS  CATALOGUING REFERENGE LLL
PERIOD SEE. MON: - SER. MR SER. QUEL QUEST/QUE.  CIRC.  LENTT BORR.
Jan. 81 - Oct. 81 SO $ 825 §2.03 $18.3 § 82.9 $0.67 §0.88 140 §8.1956.53
Jan, 82 - Oct. 2 12,88 1001 2012 23.28 180.90 0.60 055 181 138 8.97
Jan. 83 = Oct, 83 1154 1103 257 23.68 8816 0.61  0.57  1.68 869 10.%
Jan. 84 - Oct. g 3.6 10.5 298 215 78.03 0.5 0.5 157 9.3 1.3
Jan 85 - Gct. 85 2.0 1878 L6l 831 6438 0% 0.1 213 671 1.9
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UNIVERSITY OF WATERLOD Time S bwct,
7&_DEPARTMENTAL _AVERAGES wennd  February 1- 28,1914
RaNGE A ADDITIONAL INFORMATION
DxME ippvmosoiaga TIME (PLEASE OE SPECIFYC)
REETRETCE D..S‘(TIHE €37, = 30,11 22.31%
:  SCHEDULED 3% - |30.1]7, 2:31
—_ B L EL 1 24357
: ADDITIONAL TDME | o4l -] 5¢ 7, l@i}gf -
O e REFEENCE TORR — — 1
: BIBLYCGRAPHIES 0-| 2857, 4-t3:;7
+ 1OVG QUESTIONS ' ok il 1277 9.5¢7%,
o+ 1847, 3
BIBLTOGRAPHIES | ‘%b}a" '?9'2 jigz
e osta | 2an |1
| e poomnss | 0-61% < 1047 | 50 25537
omas edrslz | 2.17%, B
PUBLISHERS FLYERSi 0'4’ ‘70 -1135 Z 5. 5’_0;5
T |edn g Lgeey _
e o= #1Z | 165y
T |6:8% | 2437 5987
el 0% =1¢1|7 | 2.50% L
MEETINGS ({indicate type) N N P U — B
o 0-8%- 1247 3.9¢%  3.98%, )
WVMATMARS . I N =
: DESCRIBING SRICE | 0-| 2.3]7, _ 10.25Y
: PROFILE PREPARATION 1T o
B | - 0.297%
¢ RUNNING SEARCH lséii o- 04 Z 797704;07 -
oﬁrmm\: ) i s — =
: > 0O-150197 0.L%KX v 5
:%Rizf?P“m\‘ 0-{50 i7o 0.6 5’;9 1;05- 076
Lo omeos e 1 0-130 1 037 R
. o8B % | s22% 3227
___-.E:;i:";':.. o T I 5"7 ".‘_-":__—: el - —._—_l . -
TR Setwdatiog =20 | spetial thtien 4.3%Y,
- Pubiications . nﬂj ___f’__ —— ! -
Searthing Rl oq‘ﬁ ) 2¢.01 /7
:'L ,p:",Wg,,.,,%?,.-.:;;ﬁ,}-.ﬁ%"_!t_bJ.f.-'f.l-___‘?;-io.-z |ot~l. ’\hu\‘ ' t"
e 2.5-23.47 T-497 l ' a [ W I I8
108
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UNIVERSITY OF WATERLOO

COLLECTIONS :MANAGEMENT: AT UW

1. For literature on collectiors management see
writings of Miller, Mosher and Stueart

2. At UW, collections management program is &
response to problems in use of human resources,

financial suppori and space. Objective is to
make our resources go further in satisfying the
requirements of our users

3. Collections management is one f{acet of the
operations of the Collections Division of the
Library;, which includes also acquisitions and
cataloguing. The Public Services Division
provides the day-to-day interface with the )
library patrons. Communication between the two
divisions takes place within the administrative
structure, committees and interchange of

personnel e.g. cataloguers at reference desk

4. The components of the Collections Management
Program are:

a) Eollegtion,DEVElbpmént Policies
b) Acquisition Policies
¢) Budgeis o
dY Acquisition Programs
e) Collection Evaluation

5. A1l the above have been performed previously in
some way. The intent of the Collection =
Management Program is to ensure that they are
done regularly, systematically and consistently

6. & primary emphasis will be on Collection
Evaluation. This program is seen as consisting
of three parts:

a) physical inventory

b) use/user studies =

c) disciplinary assessments
What do we hofa to learn from these studies?
e) What does the collection contain?

Are these the right things?

Why or why not?

What is in the collection that is not needed?
What is not there that should be?
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¥hat needs preservation?

What needs 1t most?

What needs 1t sooner, what later?,,f

What would inconvenience users least if
relegated to less-costly storage

¥hat material i5 obsolete, undesirabdle,
redundant;, and therefore could be discarded?

The answers to these questions will provide input
for improved decisions on:

= e e Y ()
Nt i S g Nt i |

collections development policles
acquisition policies and programs
budgets

preservation policies and programs
security
relegatioq/veeding

What have we done°®

a)

c)

d)
e)

£)

appointed a Coordinator; Collections .
Management with authority to initiate and
coordinate all aspects of the Collections
Management Program

) appointed an assistant for routine work of

the Collections Management Office and
managing special projects

held a two-day seminar for selec¢tors-anc
other 1nterestpd staff on the rationale

for, and content of, a collection

management program

met with faculty library committees to
explain the collections management program
established guidelines for initiating

collection assessments

performed a shelf inventory of the Arts
Library stacks collection, using portable
scanners

completed storage projects for collections in

Library Science, Chinese Civiiization, Arts
Periodicals stacks; Arts Reference collection
and Arts Government Publicatlions statistical
yearbooks collection

110 34
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h)

run collections analysis trials, using

circulation data and bpibliographical
checklists,; on Philosophy, Economics and
Earth _Sciences collections to determine the
most economic ways ot dollecting significant
information about the coliéctions that will
provide useful input into budget,
acquisition, preservation, relegation and
weeding decisions

What do we 1inienrd to do next:

a) Bvaluate our experiences with trial

b)

¢)

d)

’

colléction evaluation projects and prepare

recommendations for a methodology for

future projects and a proposed schedule for

a comprehensive collection evaluation
Evaluate our experiences with shelf inventory
using portahle scanners and prepare ]
recommendations for future inventory projects
and a schedule for inventorying the entire

collection systematically

Stemming from the findings of the inventory
Project in the Arts stacks and other

observations of missing and damaged material

~in the collections; by the end of the yéar

we plan to prepare a report and
recommendations concerning the security
and conservation of the COlléétibﬁs

Early in the new year, w2 plan to conduct &
thorough réview of our existing policies
regarding inter-university cooperation on the
development and management of collections
and determine if they aré in tune with our
present needs and plans
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UNIVERSITY OF WATERLOO

MEMORANDUM

T0: Stuart MacKinnon, Collections Management
FROM: Linda Leger

DATE: January 6, 1986

RE: Report on the Evaluation of the

Physics Journal Collection

~ Several months ago, the Physics Graduate Officer proposed seven
new PhiD: courses, While preparing the Collection Suppert for New Courses

form; 1 undertook to examine the Physics journal collection. This memorandum
will report the results of this evaluation.

Method

) ___ Using the "Journal Ranking Package by Category” section of

Journa] Citation Reports 1983 (JCR), which 1ists the most highly cited
Journals by subject, I selected the following categories which are of
particular interest to Physics:

Number of
unique titles

Astronomy and Astrophysics 27

Biophysics 32

Physics 62

Physics, Applied 31

Physics,; Atomic; Molecular -

and Chemical 15

Physics, Condensed Matter 23

Physics; Fluids and Plasmas 8

Physics, Mathematical 5

203
This 1ist is by no means exhaustive but includes most of those categories
for which Physics collects at an A (Intensive) or B (Comprehensive) level:

Occasionally a title appeared in two of the categories. When this occurred,

I removed that title from the larger, more general category. (usually "Physics®)

and counted it only in the second category. These eight categories yielded

203 unique journal titles of direct interest to physicists.
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Each of the 203 titles was checked aga1nst the UW serials list, A
title was counted when YW held a. current; on-going subscription to that title.
The titles for which UW did not hold current subscriptions (see Appendix I)
were then checked against the Cooperative Union of Scientific Serials (CUSS)
to determine which other nearby universities subscribed to them. Titles not
listed in CUSS were checked against the University of Toronto serials 1ist .
and then the Union List of Scientific Serials in Canadian Libraries (ULSSCL).
Only Ontario locations have teen noted on Appendix 1.

Resiilts and Discussion

1. Untailored Results

. The following chart summarizes the results of the search of the
untailored 1ist of 203 titles: y N
No. of Titles

Category Held by UW Percentage
Astronomy and Astrophysics 21727 78 %
Biophysics 19/32 59
Physics 48/62 77
Physics; Applied 28/31 30
Physics, Atomic, Molecular 13/15 87
and Chemical

Physics, Condensed Matter 22723 96
Physics, Fluids and Plasmas 8/8 100
Physics, Mathematical 575 100
Total _ 1647203 81 %

The fact that UW holds 81% of the 203 %op-cited Physics journals from an
untzilored 1ist is an extraordinary onc indeed. One normally finds in
similar_searches that a university wita a good collection oftén holds less
than 70% of the titles on untailored 1ists,

~ As you know, UW and Guelph operate a joint Physics program (GUP ).
It is interesting to note that Guelph kas current subscr1pt1ons to only
4 of the 39 journals not held by UW; Western holds 14 and McMaster 12. Photo-
copies .of articles from all but 3 of these journals are available through inter-
library loan from Ortario libraries.

2. Tailored Results

A 1ist of the journal tities not held by UW for all categories

except Biophysics was submitted to Profs. Leech and Hemming for their opinion
as to whether or not they represented serious omissions in our collection.
Upon perusing this 1ist, both gentlemen felt that there were no major
omissions in the Physics journal collection. I should point out that in
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1985 I received a request for Moon & Planets from Dr. P. Wesson and
Dr. Nagi had requested that UW renew its subscription to Festkoerperprobleme -
Advances in Solid State Physics; UW had cancelled its subscription with the
1974 issue.

~_ The 1ist of 1§,Bioﬁhysiés journals not held by UW was perused by
Profs. Lepock and Kruuv (UW Biophysicists). They determined that 4 of

these titles represented serious omissions in the Biophysics collection
and 3 others were less serious omissions. The 4 essential titles are:
European Biophysical Journal
Cancer Biochemistry Biophysics
Cell Biophysics .. =~
Journal of Biochemical and Biophysical Methods

No. of Titles in  No. Held

Category _ Tailored: List by UH Percentag:
Astronomy and Astrophysics 22 21 95 %
Biophysics , 23 19 83
Physics ) 48 48 100
Physics, Applied 28 28 106
Physics, Atomic, Molecular . . o
and Chemical 13 13 100
Physics, Condensed Matter 23 22 96
Physics; Fluids and Plasmas 8 8 100
Physics, Mathematical 5 5 100
Totals 170 164 96 .%

These results would indicate that UM holds approximately $6% of the top-

cited Physics journals which are required by our most demanding researchers
in this discipline.

Summary

A collection is said . to be at an A-Intensive Level when it contains _
between 80-100% of the resources required to support doctoral and post-doctoral
research with a minimum reliance on interlibrary loan. When we consider the

is at an_intensive level in that the library can supply our Physicists with
between 83 and 100% of their journal resources, as evidenced by the tailored
results above. :
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__ . When we compare our Physics_ journal collection against the universe
of Physics journals (a task research libraries will be performing in the

North American Collections Inventory Project (NACIP)), we take a _greater interest
in the results of our untailored search, If the NACIP veriiication study for
Physics resembles the 1ist of 203 top-cited journal titles, then our untailored
results would also indicate that overall our Physics journal collection
approaches an A-Intensive Level (at_81%), However, the subcategories of_

Astronomy (at 78%) and Physics (at 77%) approach a B=Comprehensive Levél, and

Biophysics (at 59%) approaches a C-Beginning Research Level, I shall be most

interested in testing our journal collection against the NACIP verification

study for Physics when this is available to us to see if these levels are
in fact accurate,

___In the meantime, I recommend that; when monies are available, the
Physics Fund strengthen the Biophysics collection by several titles, beginning

.with the Journal of Biochemical and Bionh sical Methods, which is considered
by the Biophysicists as the most serious gap in the Biophysics collection.

If you wish, I would be happy to discuss the results of this

evaluation further with you. In the meantime, should you require
clarification or additional information, please contact me.

CC: Profs: Leech and Hemming; Physics Library Committee

Profs. Lepock and Kruuv, Biophysicists N
David Hull, Physics Librarian at Guelph University

Attachments:
Appendix I - Prysics Journals Not Held By UW
Appendix II Photocopies of Relevent Pages

from JCR Listing A11 Titles

Searched



IRVINE: THE UNIVERSITY LIBRARY

21 July 1986

RE: Report of the Collection Development Task Group

Attached is the report of the Collection Dévelopnent Task Gmup The
mrkoftheerm@metingtogetherwasaccmplishedinmday Thechair
then wrote a draft report that was sent to all the members. The ' mémbers

resporded and the changes were considered in the final report.

The Task Group was a part.'lcularly satisfying group to work w:lth
Everyone participated, the work went smoothly, and the splirit was

cooperative.

Amointing members from other campuseés was an specially good idea.
Their participation was invaluable. )

Gollection Developmnt Task Grcrup

cc: Collection Development Task Group



IRVINE: THE UNIVRSITY LIBRARY
21 July 1986

UNIVERSITY LIBRARTAN

RE: Report of the Collection Development Task Group

Introduction:
The Task Group was convened by the University Librarian based on discussions

between him and the Collection Develomment Officer. They agreed that the
time was propitious to undertake an analysis of the model for the manageinent
of collection development processes. Members of the Task Group were: Ellen

Broidy, Chair; ILAUC-Irvine; Cynthia Butler, Acting Assistant University

Librarian for the Biomedical Libraries; Sheila Dowd, ASsistant University

Librarian for Collection Development, Berkeley; Shirley Leung, Assistant
University Librarian for Technical Services, Irvine; _George Soete,
Assistant University Librarian Collection, San Diego; Judy Horn, Head,

Government Publications/Microforms; and Jay Martin Poole, Chair, Assistant
University Librarian for Public Services, Irvine. The Task Grour agreed

early in its deliberations.that it was recammending improvements to a
collection development program that was functioning in a _basically -

satisfactory mamner. The principal questions considered by the Task Group
were those that concern the function of collection developmerit and the place

of the Collection Development Officer in the structure of the Library. The
key issue identified by the Task Group is that the authority and

responsibility for collection development for all libraries on the campus
has never been clearly defined. A related issue is the relationship between

the person responsible for collection development and the

bibliographers/selectors in the libraries. The Task Group feels strongly

that the library-wide authority for collection development should lie with
one position.

1. The importance of collection develompent in the structure of the

library: The Task Group affirms the need to maintain the priority of

impacts on the success of the Library. This is particularly true in
relationship to the faculty. In light of the recent combining of the

the collecting role of the Library. Collection development constantly

Collection Development and Reference Departments, it is even more
necessary that the importance of the collection function and its
equivalency with public services and technical services functions be

asserted. This equivalency will assure that collection development
does not become secandary in the goals of the library.
PECOMMENDATION: The collection development function should be formally

recognized to be of equal importance with the public and technical
services functions of the library.

-y
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2.

The level of collection development management in the structure of the
library: The size and complexity of the l-brary, the academic
programs; and the campus underlie all considerations in determining the
level of management for collection development. Collection development
functions require suitably high-level adminie‘rative attention. The key
question for the Task Group is: Should UCI have an Assistant
University Librarian for Collection Development at this point in its
growth? The opinion of the Task Group is that it should for the
following reasons:

a; The functional organization of the 1library demands a level of
responsibility for collection development equal to the other
defined functional areas.

b: The need for campus-wide coordination of collection activities
supports the position at the AUL level. _

c. The growth of the library and the camplexity of the umivers arsity and
library environments both demonstrate that the threshold has been

reached that requires an AUL.

d. The entire library is affected by collecting activities. &As the
collection grows, so does the i'esnons:lb:li:lty and the level of

e. The need for cammication among the disparate units responsible
for collection development necessitates a level of responsibility
in the position that will allow the flow of information in all
directions.

f. The budget for collection development is a significant part of
the library buiget and all areas of the library concerned with
materials are allocated funds fram this budget.

g. It is necessary that one person be in a position of authority to
advocate the collection develomment needs of the Undversity.

h. Canparaale positicm exist at sister UC campuases and at
other ARL libraries.

RECOMMENDATION:  The position now d&eignated "Collection DeJelapnent
Officer" should be revised to Assistant University Librarian for
Collection Dévélopne’nt.

nSibility of ﬂmmed Assistant Univers ig
Librarian for Collection -Develomment: Tne responsibilities and scope
of the pos: _position should be parallel to the scope and responsibilities of
the other Associate/Assistant University Librarians. The ptroposed
position change should include, in addition to the core
responsibilities, participation in the administrative group and general

management of the Library.




RECOMMENDATION: The position profile should contain the following
concepts:

Under the general direction of the University Librarian; rsponszble'

for coordinating and developing 1library-wide operations related to

collection development, in order to assure relevancy to campus programs

and to assure consistency and quality of collections in all campus
libraries.

Bs the Assistant University Librarian for Collection Develorment, has

responsibility and authority for the management of the library

materials budget; for the development of policies relating to the

Library's collecting activities; for the plaming, development, and

management of the Library's collections; for liaison with faculty

regarding selection and cdeselection of library materiais.

Represents the Library in appropriate system-wide and campus

. organizations and other cooperative ventures.

orientation, training, and evaluation of referenoe/bibiiographer
librarians.

Participates in the making of policy for the Library as a member of the

Administrative Group and the Council of Department Heads.
Directs staff as necessary to aocanpiish stated responsibilities.

Performs other duties as requ.n'ed

r Dibrarian for collection

The place of the proposed i
Development in the Library administrative structure: The proposed

AUL/CD should be on an equal level with the other Assistant Hniversity

Librarians and should take equal responsibility with them in the
general administration of the library including formulating library-
wide plans and policies.

RECOMMENDATION: Thé proposed AUL/CD should be included in the
administrative group as a full member on an equal basis the other
Assistant University Librarians.

rary: Gifts and
sgx;uld be considered a mode of acquisition and should be a section of
the Acquisitions Department. As with all acquisitions modes, close

continuing coordination with collection development activities is

essential.

RECOMMENDATION: Gifts and Exchange should be an administrative unit of

the Acquisitions Department.
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The place —of Acquisitions in the Library administrative structure:
Since tne collection development and reference functions have been

caibined it is necessary to position the acquisitions function within
the library.

RECOMMENDATION: Acquisitions should be a full department of the
Library and should report directly to the Assistant University
Librarian for Technical Services.

..... cn ....:;gment Advis@z Comnittee: At one point in the past
there was a Collection Development Committee, composed of
bibliographers an® heads of departments affected by collection
develomment decisions, and a Bibliograbhers Group. = Over a period of
time the Bibliographers Group has superseded the Collection Development
Camiittee. There is a need fur structured commmication among the
various constituencies related to collection development. The
formilation and itmlsnentatim of policy duw s that there be clear
and adequate commmication both upward and dowward. The structure
that provides the cammmication chamnels needs both flexibility and

‘contimii t?.

RECOMMENDATION : The Collection Development Caimittée should be
reconstituted using the stricture I in the Memorandum from
Marion Buzzard to Calvin J. Bover dated 2 October 1985 _ {attached as
Appenidix 1). A clearly stated charge should be given to the committee.
In the makeup of the camittee it is suggested that the heads of
Special Collections, Reference, Serials, and Cataloging be reconsidered
as permanent members and the option be established that designates
could serve instéad of the heads cf the departments.

Bibllographers' -Forimi: It is &ﬁééntial that all involved in the
collection development (including branch staff) k2 involved in the
enterprise. This kind of forum will meet the larger commmnication
needs of all the collectic: development staff. Such a _group will offer
the opportunity to maintainh a constant information flow to the same
people at the same time. It will encourage commitment on the parts of
all involved. The forum will also act as an operational group and will
provide an educational role. It will increase the understanding of the
roles of separate units. It will also serve as the informational body
to pravide background for decisim xra».ing Topics for discussiorn will

NCIP, gemeral collection matters, storage and other cammon concerns.

RECOMMENDATION: The Bibliographers' Forum should be constituted with
the proposed AUL/CD as the chair. 7Achargeforthegrcupshouldbe

written ani presented to the University Librarian for approval.

The involvanent of the proposed J&ssistanLUni 7 t}:L;ibrar—zan fer'

proposed AUL/CD bé s:tgmficantly invm.ved in the review process of

librarians concerned with collection development. It is necessary that



10.

11.

cc:

the person responsible for collection development make an a

contribution to the review file in the same mammer that the review

initiator does: Only in this way will collection development work be

reviewed at the proper level.

RECOMMENDATION: Close cooperation between the review initiator and the

proposed AUL/CD is essential; the proposed AUL/CD and the review

initiator should coordinate in developing the review dossier: The

proposed AUL/CD should contribute to each librarian's dossier who is

invoived in the collection development process. The written statement

of the proposed AUL/CD should be included verbatim in the review

initiator's letter. Both should review the dossier with the licrarian

being revviewed.

The proposed Assistant University Librarian for Collection Development

should be given adecuate sup;grt _services: The proposed position will

require adequate support. Consideration should be given to half-time

librarian =upport: This positicn should be a collection development

librarian at the early career stage. Since the work that the assistant

would perform »ill be in a supportive role, it is not _necessary that a

senior librarian be involved. Consideration should also be given to

rotating the position among coliection deselcpment librarians. Typical

projects would include: NCIP, outside programs, collection

evaluations, shared purchases, approval plan mop-up, shelf-list counts,

and weeding projects. Secretarial assistance will also be needed.

RECOMMENDATION: A half-time position should be made available to

support the proposed AUL/CD. This position should be an early-career-

stage librarian. Secretarial assistance should also be provided:

Other considerations: Several items that do not carry recommendations

are:

a. The proposal above should be given open hearings and should be

discussed by the Librarians Association of the University of

California, Irvine, by the Council of Department Heads, by the

bibliographers as a group, and by a personmal response from the
current Collection Development Officer.

b. Consideration should be give to a review of the general
administrative structure of the Library, particu;ariy the extent

of the Assistant University Librarians in the mamagement of the

Library. Also, consideration should be given to expanding the
administrative 'group.

c. In addition to the principal duties as described in the position
profile, the Library may also want to consider other departments

or functions that might be appropriate to report to the proposed
position.

Collection Development Task Group

121

. H‘
'y
at




