Collection Development Policy

The Literacy BC Resource Centre

Prepared by Sandy Middleton and May Chan

October 2000

Contents


Background and Context
3
Mandate of the Resource Centre
4
Primary Purposes of the Resource Centre
5
Statement of Resource Centre Policies
6
POLICIES
7
1.
Statement on intellectual freedom 
 8
2.
Statement of copyright principles
 9
3.
Definition of the users of the Resource Centre 
 10
4.
Guidelines for selection of materials
 11

4.1
General guidelines for selection
  11

4.2
Responsibility for selection
12

4.3
Subject selection
12
5.
Formats of materials collected
13
6.
Geographic sources of materials
13
7.
Donations of materials
14
8.
Development and Management of the Collection
14
future plans and considerations
16



ACKNOWLEDGEMENTS
18

Background and Context

Mandate of the Resource Centre

The Literacy BC Resource Centre is a specialized collection of approximately 1600 literacy materials and resources.

The Resource Centre provides access to these materials, including borrowing privileges, for the BC literacy field, other organizations involved in literacy-related projects or activities, and the general public.

The goals of the Resource Centre are to:

1) House and develop an exemplary collection of literacy materials, with special attention to materials produced in B.C. 

2) Provide Resource Centre users with information and consultation about literacy resources, and with borrowing privileges for the Literacy BC collection.

3) Look for ways to increase access to the Literacy BC collection for the B.C. literacy field and the general public.

4) Promote the Resource Centre and advertise new acquisitions through the Literacy BC Newsletter, the B.C. Electronic Network and Conferencing Service, and other methods.

5) Develop relationships with other specialized libraries in B.C., and participate in the development of a system for resource sharing among literacy organizations in Canada.

Primary Purposes of the Resource Centre

1. Archive, Collect and Preserve

The Resource Centre archives, collects and preserves relevant adult literacy materials for use and loan to the literacy community in BC and others.   The collection includes

· a core of current literacy materials, and

· the acquisition of historical materials and limited edition or unpublished materials 

The Resource Centre's first priority is to collect materials developed and produced in B.C., including locally developed instructor and student materials, and including the products of the B.C. literacy cost-shared program.

2. Support the BC Literacy Field

The Resource Centre provides services to persons and provincial organizations within the literacy field in British Columbia. 

3. Support to Other Users
A parallel purpose is to provide services to other persons and organizations outside the literacy field per se, but who have the need for or interest in literacy materials, such as the health, social sciences, legal, immigrant services, business and labour sectors, as well as individuals from the general public.

Statement of Resource Centre Policies

This Policy is primarily a guide to assist Literacy BC staff in making decisions about the most effective ways to develop and manage the collection of the Resource Centre. This document, to be reviewed annually, is the basis on which the collection is developed and maintained. It provides foundational principles on which staff can rely to make deliberate and informed decisions concerning various practices and considerations involved in collection development. These include:

1. Statement on intellectual freedom

2. Statement of copyright principles

3. Definition of the users of the Resource Centre

4. Guidelines for selection of materials

5. Description of format of materials collected

6. Statement on geographic sources of materials

7. The Resource Centre's position on donations

8. Guidelines for management of the collection.

POLICIES

1. Statement on intellectual freedom

The Resource Centre supports the Canadian Library Association’s Statement on Intellectual Freedom which states:

All persons in Canada have the fundamental right, as embodied in the nation's Bill of Rights and the Canadian Charter of Rights and Freedoms, to have access to all expressions of knowledge, creativity and intellectual activity, and to express their thoughts publicly. This right to intellectual freedom, under the law, is essential to the health and development of Canadian society.

Libraries have a basic responsibility for the development and maintenance of intellectual freedom.

It is the responsibility of libraries to guarantee and facilitate access to all expressions of knowledge and intellectual activity, including those which some elements of society may consider to be unconventional, unpopular or unacceptable. To this end, libraries shall acquire and make available the widest variety of materials.

It is the responsibility of libraries to guarantee the right of free expression by making available all the library's public facilities and services to all individuals and groups who need them.

Libraries should resist all efforts to limit the exercise of these responsibilities while recognizing the right of criticism by individuals and groups.

Both employees and employers in libraries have a duty, in addition to their institutional responsibilities, to uphold these principles.

2. Statement of copyright principles
The Resource Centre adheres to, and informs users of the principles stated in the Copyright Act of Canada. 

Most of the material – text, visual, audio-video recordings and digital works –  in the Resource Centre is protected by copyright law. The Copyright Act of Canada governs the use of copyright protected materials. Works protected by copyright may be copied only if authorized by:

i. The Copyright Act for the purpose of fair dealing or under specific exceptions set out in that Act;

ii.  The copyright owner;

A license agreement between this institution and a collective society, such as Cancopy, or tariff, if any. 

iii. The Copyright Act provides for civil remedies for infringement of copyright.

It is the responsibility of each individual user and not the Resource Centre to ensure compliance with copyright law.

A consolidation of the Copyright Act is made available to users at the Resource Centre on request. Users are also advised that more information can be found at: 

b. http://canada.justice.gc.ca/FTP/EN/Laws/Chap/C/C-42.txt

3. Definition of the users of the Resource Centre
The mandate of the Literacy BC Resource Centre is to serve British Columbians.  Non-B.C. residents may also use the Resource Centre. Certain restrictions apply, however (see the section entitled “Users from Out-of-Province” in the Circulation Policy).  

The majority of users of the Resource Centre are from various communities across British Columbia and are primarily distance users who contact Literacy BC by telephone, mail, fax, email or other similar communication means. The Resource Centre’s users include people from the following sectors:

· Individual providing service in literacy and adult basic education (ABE), such as Regional Literacy Coordinators, practitioners, instructors, literacy workers, teachers, program administrators, and volunteers.

· Organizational service providers in literacy and ABE including programs in family literacy, community-based literacy, community colleges, school districts, the labour and workforce training sectors, and organizations providing programs that respond to people with particular needs and interests, such as people with disabilities, seniors, immigrants, women, and others.

· Adult literacy learners and adult English as a second language learners, although not primary users, have access to the services of the Resource Centre.

· Networking, coordinating and advocacy groups including groups concerned with adult literacy and immigrant language training including but not limited to …the Literacy Materials Bulletin Committee, library associations, national organizations, other special interest groups, and other provincial organizations.

· Researchers, independent or working on behalf of literacy and ABE organizations, as well as people studying adult education.

· Libraries, including public libraries, First Nations libraries, school district libraries, community college libraries and special libraries.

· The general public including anyone who might a general interest in adult, workforce, and/or family literacy.

4. Guidelines for selection of materials

The Resource Centre seeks to be inclusive in its selection of materials in order to respond to and reflect the diversity of its community of users. The Resource Centre will select material that promotes positive self-image and that does not promote stereotypes. Design, content, style, readability levels, and clarity of language are factors that are taken into consideration when selecting. The Resource Centre will not exclude an item from its collection because of the originator’s race, spirituality, nationality, gender, and social or political views and beliefs. The Resource Centre stresses that selection of any item does not constitute endorsement of the viewpoint expressed in that item.

4.1 General guidelines for selection

The Resource Centre acquires its materials based on staff’s understanding and knowledge of the field and by soliciting recommendations from the field about selection of materials.

Following are general guidelines for materials selection. Other factors may be taken into consideration, and the importance or weight of a particular guideline will vary from one acquisition to another:

· Any literacy material published that is BC-related (e.g. cost-shared projects)

· Reputation and qualifications of the creators, publishers or producers

· Community needs, interest, and demands, including the recommendations of the Literacy Materials Bulletin Committee, and other practitioners in the field. Monitoring other requests for information and soliciting opinions provides a base on which we make decisions, to reflect developments in the field.

· Relationship to the collection. The Resource Centre seeks to maintain a balanced collection in the areas of adult, family, and workforce literacy.

· Availability in other area libraries. The Resource Centre attempts to focus its limited resources on collecting materials not readily available elsewhere to its provincial constituents.

· Price

· Suitability for intended user

· Judgment of work as a whole (subject scope, level, format, time period, duplication)

4.2
Responsibility for selection

Overall responsibility for the selection and maintenance of the collection belongs to the Resource Centre Manager and Coordinator.  Although the Resource Centre team has overall responsibility for the development and maintenance of the complete collection, the Family and Workforce Literacy Coordinators have direct responsibility for those respective collections on the basis of their professional knowledge and experience. Finally, recommendations from practitioners and administrators in the field, including Regional Literacy Coordinators, are encouraged.

4.3
Subject selection

The Resource Centre’s collection comprises a broad selection of subjects, as follows:

· Research materials: Includes materials that cover the theory, history, and practice of literacy, issues of concern to the literacy fields, as well as government policy as it relates to those fields. It also includes materials on research methodology.

· Instructional materials: Includes materials that are used in teaching such as workbooks, manuals, games, kits, audio-visual materials, as well as ‘how to’ resources, cookbooks, crafts materials, legends and stories.

· Community and organizational materials: Includes materials on community development, program development, organizational development, volunteer development, and evaluation. Materials concerning related social issues are collected.

· Tutoring materials: Materials and resources (including manuals and instructional kits) to assist tutors and tutor coordinators deal with topics such as tutor training, tutor program evaluation, as well as topics related to the issue of volunteerism. 

· Learner materials: Includes learner-written/learner-published materials and materials written for learners such as material of general interest, fiction, non-fiction, and informative materials on topics such as citizenship preparation, and life-skills. 

· Training and workforce training: Includes materials about training, vocational skills development, job search and workforce training.

· Intergenerational materials: Includes resources to support family literacy, such as materials on parent participation, parenting skills, program delivery, best practices, assisting children with reading/numeracy skills and learning disabilities.

5.
Formats of materials collected

The Resource Centre collects materials in a variety of formats including:

· Books

· Periodicals, journals, newsletters (serials issued at stated intervals which contain separate articles, stories, or other writings)

· Serials (publications in any medium issued in successive parts bearing numerical or chronological designations and intended to be issued indefinitely)

· Vertical file materials

· Audio visual materials, such as audio-cassettes and video cassettes including videos with closed captioning and open captioning

· Maps

· Instructional materials such as games

· Adult educational software (CD-ROMs)

· On-line electronic resources 

Historical and current demand demonstrate that the primary need is for books, and audio and videocassettes. The need for other material formats is secondary, although computer software programs could increasingly be in demand in the future.

6.
Geographic sources of materials

The Resource Centre strives to acquire, either through purchase or donation, all literacy materials published in B.C.   Guided by the identified interests and needs of the adult, family, and workforce literacy fields, we also seek to acquire exemplary materials from other provinces and territories of Canada, as well as other countries.

7.
Donations of materials

The Resource Centre accepts donations of materials subject to the following terms:

· Materials donated are to become the sole property of the Resource Centre.

· The Resource Centre reserves the right to decide whether the gift item will be added to the collection.

· Any gift of materials not added to the collection may be donated to other institutions as the Resource Centre deems appropriate.

8. Development and Management of the Collection

The collection development and management cycle includes planning, selection, acquisition, cataloguing, finishing, circulation, assessment, de-selection and weeding.

· Planning will involve developing guidelines for selection, including target setting, priority setting, budget allocation, and distribution of responsibility within the team.

· Selection will be ongoing throughout the year.

· Acquisition will be ongoing based on defined acquisition priorities and selection done by the Resource Centre team in consultation with the Executive Director of Literacy BC, and the Family and Workforce Literacy Coordinators, and in relation to the budget allowed.

· Cataloguing and processing will be ongoing based on priorities for circulation to users and demands from the field. Materials will be divided in order of priority with “rush” requiring the most immediate attention (i.e. to be catalogued within 5 working days), and priority requiring fast processing. Priority materials include cost-shared projects, and materials reviewed in the Literacy Materials Bulletin. Unmarked materials in the backlog will be catalogued and finished after the rush and priority materials have been processed
· Circulation. Materials that circulate will be availle for loan to the Resource Centre’s users on the basis of the collection circulation guidelines and procedures set by the Resource Centre’s staff. Certain materials, designated reference, do not circulate. Reference materials can be encyclopedias, dictionaries, almanacs, indexes, directories, publishers’ catalogues, materials from the vertical files, serials and periodicals, and similar informational resources. Some high demand items in the collection are subject to limited lending conditions. As well, some items may be designated reference only if the Resource Centre team judge that it is desirable to have these items consistently available on the shelves. Some titles are included as both circulating and reference copies.

· Assessment. On a yearly basis, the Resource Centre will compile and analyze data collected through a user satisfaction questionnaire sent to its users. Acquisitions statistics, user information requests, circulation statistics, mini-collection and regional collection assessments, as well as information collected during outreach activities will assist in assessing the relevance and appropriateness of the Resource Centre’s collection.

· De-selection. Materials that no longer meet the objectives of the collection will be discarded periodically according to accepted professional practices. Periodical subscriptions will be reassessed at the time of renewal for their continued relevance in the collection.

· Weeding. As part of the ongoing selection process, the Resource Centre will regularly evaluate the resources in the collection and discard those items which are not deemed appropriate for the collection or which do not meet selection criteria.

In order to maintain the collection in its most useful condition, the following action will be taken:

· Online services or CD-ROM materials which do not meet reasonable cost-effectiveness expectations, when their cost is evaluated against their relative use and value to customers’ needs, will be discontinued.

· Reference items such as directories and handbooks will be withdrawn if it is determined that they are no longer accurate. In series where later volumes entirely supercede earlier volumes, the earlier volumes may be discarded.

· Material that is in poor physical condition will be repaired. If material is beyond repair, new copies will be purchased. Damaged CD-ROM discs will be discarded and replaced.

Future plans and considerations

Creating this policy provided opportunity for the Literacy BC Resource Centre staff to reflect on and evaluate current principles and practices adopted to support the Resource Centre’s growth and maintenance. It also provided opportunity to review the “Statement of Needs and Resource Centre Recommendations” outlined in the Provincial Literacy Resource Centre Study in 1995. The process of evaluation and review yielded some ideas and considerations that have implications on the future and further growth of the Resource Centre. The Resource Centre staff recognizes that, in addition to past projected goals, there are some current, perceived needs the Resource Centre in its limitations have only partially addressed, if at all. The staff wishes to keep these ideas in view. They are important to improving the services the Resource Centre both currently and potentially provides. 

The following is a working list of goals and directives that the Resource Centre aims to pursue for this year of 2000 – 2001:

· To investigate cost-effective and ways in which regional resource sharing can take place so that the Resource Centre can coordinate with and make referrals to existing local and other collections

· To better define subject areas to uniquely collect in

· To develop a consistent, ongoing consulting relationship with the Family and Workforce Literacy Coordinators to best assess which resources to acquire

· To develop a regular consulting relationship with the LMB Committee to acquire quality classroom and practitioner resources. 

· To reassess the process of acquiring serials

· To reassess the current practice of keeping a couple copies of resources where available

· To better define which kinds of resources can be given away

· To further define what belongs to a vertical file

These plans and goals, while tailored to the current policy, also make room for the policy to change as the Resource Centre’s practices and principles change. This policy is meant to both reflect the reality of what the Resource Centre can realistically offer, as well as to stretch the Resource Centre’s vision of providing effective information services.
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