Houston Cole Library

Collection Assessment Guidelines
Step 1: Review the Previous Assessment of the Collection
If you do not have a copy of the previous assessment, you need to contact the Departmental Secretary.

Step 2: Review a Different Subject’s Assessment
Review a copy of an assessment from a different subject that was completed in the previous year. This will provide insight for any possible formatting changes. Copies of the assessments are available in the office of the Head of Public Services. 

Step 3: Review the Collection Assessment Checklist provided by the CMDG.

Step 4: Review the Collection Management and Development Policy statement

One of the prerequisites of organized collection development is knowing the collections that are to be developed.  This includes determining a collection's strengths and weaknesses, relationships to teaching and research programs, physical condition and age, and use.  "Collection assessment" is a continuing, formal process using a variety of methods described below to state definitively the condition of a collection and to indicate areas needing improvement.

The utility of something is measured by determining how well it satisfies its purpose.  The collection’s purpose must be clearly stated before any meaningful evaluation of a library’s collection can take place. The goals and purposes of the collection are stated in the Houston Cole Library Collection Management and Development Policy.  This is available in your ring binder or online at: http://www.jsu.edu/depart/library/graphic/cmd.pdf.

HOLDINGS ASSESSMENT
Step 5: Locate or request appropriate bibliographies or lists for the subject area to be assessed. Review section F (Other Categories), part 4 (Other), section c (Collection Assessment Tools) of the subject’s Collection Management and Development Policy for appropriate bibliographies. In addition, update this section as new bibliographies are discovered.

Types of lists used include:

· Standard catalogs and basic general lists, such as Best Books for Academic Libraries and Choice’s Outstanding Academic Titles. It should be noted that the January issue of Choice Magazine provides a list of the academic titles for each year.

· Printed catalogs of the holdings of important and specialized libraries

· Specialized bibliographies and core lists

· Current lists, such as acquisition lists of major libraries, books of selected publishers, or annual subject compilations

· Lists of types of library materials, such as reference works, periodicals, etc.

· Authorized lists prepared by governmental authorities or professional associations

· Ad hoc lists compiled for a specific library or type of library or for purposes of meeting certain objectives.

· Citations contained in publications (sometimes written by library patrons), such as footnotes, bibliographies, or references.

· Lists, usually in current journals or review sources of evaluated publications at the forefront of current research.

· Dealers', publishers', or auction catalogs.

· Course syllabi or reserve reading lists.

· Bibliographies in faculty or staff members' theses or dissertations

· Other libraries’ catalogs or portions thereof from AMIGOS or other computer database vendors.

· Resources for College Libraries: http://lib-proxy.jsu.edu/login?url=http://rclweb.net/  

Step 6:  Obtain a blank copy of the WLN Conspectus sheets for the subject area to be assessed. These are kept in a binder in the Head of Public Services Office on 4th floor.  Contact the Departmental Secretary to obtain these.

Step 7: Using VgerSelect or Microsoft Access, conduct the shelflist counts and note the totals on the Conspectus sheets.  These totals reflect the library’s entire collection in a class range regardless of format or location.  These are not just the circulating monographs.

Step 8: Assign collection levels to the call number ranges and counts on the Conspectus sheets. An explanation of the levels and codes are included in Appendix A at the end of this document. This information is also available in the document Using the Conspectus, Appendix A: of the Houston Cole Library Collection Management and Development Policy and at the following web address: http://www.jsu.edu/depart/library/graphic/cmd.pdf.  

Step 9: Check bibliographies and/or lists against the Library’s catalog. Prepare tables (use table formats please, not tabs and space bars) listing the section/category checked, the number held, listed, and percentage for each bibliography checked. Be consistent with the font and the font size throughout the assessment. Section headers, table heading, table headers, and totals should be bolded.  Titles should be italicized.  See example below: 

	Title

Held

Listed

Percent Held
Information Sources in the Life Sciences

19

41

46%

Using the Biological Literature, 3rd ed.

169
600
28%

Best Books for Academic Libraries

1,061

1,413

75%

Best Books for College Libraries 2004 Supplement

181
265
68%

American Reference Books Annual 2005

27
66
41%

American Reference Books Annual 2004
40
84
48%

American Reference Books Annual 2003
16
63
25%

American Reference Books Annual 2002

24
79
30%

American Reference Books Annual 2001

16

53

30%

American Reference Books Annual 2000

19
61
31%

Choice’s Outstanding Academic Titles 1998-2002

54

81

66%

Guide to Reference and Information Sources in the Zoological Sciences

474

1243
38%

Total

2,100
4,049
52%




Note: The Circulation Staff and the Departmental Secretary can assist with this process.

Step 10: Request counts from the Acquisitions Department for the numbers of titles added each year for the current and past four years (five years total). Prepare two tables, one showing the total holdings in each classification range and one showing the acquisitions activity. Be consistent with the font and the font size throughout the assessment. Section headers, table heading, table headers, and totals should be bolded. Titles should be italicized. The Holdings area should contain the primary classification ranges, as well as the accompanying and/or supporting areas. E-books should be addressed here as well as in the defined access statement. E-book counts are available from the Head of Technical Services. Examples below:

	Holdings

The Technology collection contains 25,086 titles classified in T-TX (excluding TR), UG, VK, VM, and Z116-279. In addition there are 749 NetLibrary*  titles in these subject areas integrated into the Library’s catalog. 2677 titles (1901 print titles, 749 ebook titles) were added since last assessment in the technology call number range. This is a 13% increase in the whole collection since the last assessment.  The numbers of titles for each subclass are listed below:
LC Class
Category

Print Holdings

E-books

Totals

T
General Technology
2,191

77

2,274

TA
General Engineering
1,553

53

1,606

TC

Hydraulic Engineering

250

4

254

TD

Environmental Technology

1,496

32

1,528

TE

Highway Engineering

47

1

48

TF

Railroad Engineering

101

1

102

TG

Bridge Engineering

45

1

46

TH

Building Construction

1,092

21

1,113

TJ

Mechanical Engineering & Machinery

1,118

28

1,146

TK

Electrical Engineering

3,092

346

3,438

TL

Motor Vehicle, Aeronautics, Astronautics

2,055

20

2,075

TN

Mining Engineering & Metallurgy

492

8

500

TP

Chemical Technology

887

34

927

TS

Manufacture

1,241

30

1,271

TT

Handicrafts, Arts & Crafts

2,084

16

2,100

TX

Domestic Engineering

4,206

47

4,233

UG

Military Engineering

880

22

902

VK 

Navigation, Merchant Marine

112

0

112

VM

Naval Architecture, Shipbuilding, etc.

199

0

199

Z116-278

Printing

519

8

527

Total

25,086

749

25,835




*Due to the increase number of e-books available through various vendors, this notation should now read “In addition, there are # e-book titles…”
	Books

The library’s collecting level was measured against the Blackwell’s All Publishers Approval Plan Coverage.  The average percentage added from 2001 to 2005 is 16% (21% if including e-books). This rate falls within the guidelines of the recommended collecting level to maintain a 3bP level collection which is between 16%-25%.
Fiscal Year

Added to Collection T-TX (excluding TR), UG, VK, VM, Z116-279
Blackwell’s All Publishers Approval Plan Coverage*

Percent

Held

01/02
479

2,938

16%

02/03
381

3,231

12%

03/04
496

3,374

15%

04/05
545

2,821

19%

Total

 1901**                   

12,917

Average Percent Held
16%***

*Compiled from Blackwell’s US Approval Program Coverage and Cost Study reports 2001-2005 (http://www.blackwell.com/librarian_resources/cost_and_coverage/).

**Not including 776 ebook titles.

***Average Percent Held will be 21% if including ebook titles.




The Percent figure in the Titles Added/Titles Published table (above) is one of the guidelines to be used to assign the acquisitions indicator rate. The rate is as follows:

2a = less than 5%

2b = 5 – 10%

3a = 11 – 15%

3b = 16 – 20%

3c = 21 – 25%

4 – 5 = 26 – 30%

So, if you rate your collection a “3b” over-all you can see from the Titles Added/Titles Published table you can see that the 2000/01 and 2001/02 acquisitions rate was below the “3b” level and needs to be addressed in the comments.  A statement, such as the following, should be made in the assessment:

Using the WLN conspectus, a “reasonable guideline to consider for assigning an acquisitions indictor of 2 or higher would be a book acquisitions rate that is up to 10% of the appropriate universe of titles published annually in a division.”  The suggested percentages of book publishing output are:

2a = less than 5%

2b = 5 – 10%

3a = 11 – 15%

3b = 16 – 20%

3c = 21 – 25%

4 – 5 = 26 – 30%

The table above indicates that the Library is collecting at a level 3b for all but the last two years, which is at the activity rate needed to support the Fine Arts Program.

Other guidelines are the qualitative checklists and the North American title count. The acquisitions indicator rate should also consider the number of titles out of scope. This discrepancy should be explained in the narrative. 

Step 11: Request monograph expenditures for the current and past four years (five years total) and report in a table format.  Use table formats please, not tabs and space bars.  Be consistent with the font and the font size throughout the assessment. Section headers, table heading, table headers, and totals should be bolded.  Titles should be italicized. (Example below):

	Expenditures

The total Technology expenditures for books in the academic years 2001/02- 2004/06 was $50,073.75 (see table below). 

Fiscal Year

Amount Expended For Books

2001/02

$9,352.02
2002/03

$6,554.76
2003/04
$11,849.25
2004/05
$15,169.62
2005/06

$7,148.10 *

Total 

$50,073.75

*Fiscal year not complete at the time of the assessment.


Step 12: Prepare a table listing the bibliographies/lists checked with the number of titles held, listed, and percentage.  Use table formats, not tabs and space bars.  Be consistent with the font and the font size throughout the assessment. Section headers, table heading, table headers, and totals should be bolded. Titles should be italicized. Example below:
	Bibliographies including Best Books for Academic Libraries (excluding periodicals), YPB Core 1000 (http://www.ybp.com/acad/Core1000Cover.htm), Choice’s Outstanding Academic Titles, and American Reference Books Annual were used to measure the quality of the Library’s collection.  In checking the bibliographies against the Library’s catalog, the following percentages were revealed in specific subject areas within Technology & Engineering:
Title

Collected
Listed

Percent

Held

The Best Books for Academic Libraries

653

1,879

35%

The Best Books for Academic Libraries 2004 Supplement

208

451

46%

YPB Core 1000 FY 2001/2002---Technology
11

21

52%

YPB Core 1000 FY2002/2003---Technology
14

25

56%

YPB Core 1000 FY 2003/2004---Technology
43

49

88%

YPB Core 1000 FY 2004/2005---Technology
16

23

70%

Choice’s Outstanding Academic Titles 1998-2002

13

47

28%

---General 

2

10

---Electrical

1

6

---Environment

5

9

---Materials, Building & Mechanical

5

22

American Reference Books Annual 2005
3

14

21%

American Reference Books Annual 2004
5

12

42%

American Reference Books Annual 2003
2

6

33%

American Reference Books Annual 2002
0

7

0%

Average Percentage

43%




SERIALS ASSESSMENT 

Step 13: Request from the Systems Administrator or the Head of Public Services a report listing the number of total periodical titles listed in an area. In addition request from the Acquisitions/Serials Librarian a listing of the current subscriptions in the area. Report the findings in a summary paragraph followed by a table listing the titles held, listed, and percentages as compared to indexes and the Magazine for Libraries. Be consistent with the font and the font size throughout the assessment. Section headers, table heading, table headers, and totals should be bolded. Titles should be italicized. (Example below): 
	Periodicals and Serials
The Library currently subscribes or provides access to approximately 1,269 periodical titles (36 current print subscriptions, 1,233 current electronic subscriptions) classified in the Library of Congress classification Technology (T).  A comparison of a report generated from the Library’s electronic serials manager, Serials Solution, to the Technology & Engineering titles listed in Ulrich's International Periodicals Directory database revealed that the library provides access to 1,269 out of 4,196 titles listed, a holdings percentage of 30%. Print journal subscriptions decreased because of name changes or merging into electronic subscriptions. Access to the number of the electronic journals has increased dramatically since the Applied Science Full Text database was added in 2003. 


	Bibliographies including Magazines for Libraries and Guide to Information Sources in Engineering---Scholarly Journals, Trade Journals and Newsletters were used to measure the quality of the Library’s collection.  By checking the bibliographies against the Library’s catalog, the following percentages were revealed in specific subject areas within Technology & Engineering:
Title

Collected
Listed

Percent

Held

Guide to Information Sources in Engineering

58

110

53%

---Aerospace and Aeronautical Engineering

3

7

---Architectural Engineering

1

1

---Bioengineering

1

2

---Chemical Engineering

7

8

---Civil Engineering

9

21

---Computer Science Engineering

15

17

---Electrical Engineering

4

16

---Environmental Engineering

5

5

---General Engineering

4

5

---Industrial Engineering

1

1

---Materials Engineering

4

9

---Mechanical Engineering

4

14

---Mining Engineering

1

2

---Nuclear Engineering

0

2

Magazines for Libraries (2003 Ed.)

---Engineering and Technology
59

86

69%

Magazines for Libraries (2004 Ed.)

---Engineering and Technology
53

79

67%

Average Percentage

63%




Step 14: Prepare a table listing the electronic full-text journals and the print holdings to show how electronic access has enhanced the libraries collection. Title lists for the aggregators are available at http://www.galegroup.com/ or http://www.epnet.com/titlelists.asp. In addition, a title list of journals available through all of the subscribed databases can be found at Serials Solutions. Be consistent with the font and the font size throughout the assessment. Section headers, table heading, table headers, and totals should be bolded. Titles should be italicized. The large tables (see example below.) should be included in the back of the assessment labeled attachments.

	The following table lists a sampling of the full-text journal titles related to Technology & Engineering to which the Library has print and/or electronic access.

Subclass/ Journal Title
Print Subscription 

Electronic Subscription
 Motor Vehicle, Aerospace and Aeronautical Engineering

Aerospace America

TL501.A688 A25 (1964-present)

AIAA Journal

TL501.A688 A2 (1969-1991)

Automotive Industries

TL1.A6 (1976-2005)

01/01/1998-present
Car and Driver 

TL1.C27 (1976-present)

Flying 

TL501.P6 (1964-present)

Interavia Business & Technology
07/01/1993-present
Journal of Aerospace Engineering

02/24/1997-present

Motor Trend

TL1.G9447 (1970-1973, 1975-present) 

Architectural Engineering

Journal of Architectural Engineering

03/01/1995-2 years ago

Bioengineering

Biotechnology Progress
2000-present
Engineering in Life Sciences
2001-present
Journal of Biomechanics

QP303.J6 (1972-1977)

Journal of Bioscience and Bioengineering
12/01/1999-present
Journal of Biotechnology

1995-present

Chemical Engineering

Aerosol Science and Technology

01/01/1999-1 year ago

AIChE Journal

01/01/1998-present

Biotechnology Progress

2000-present

Chemical and Engineering News

TP1.C35 (1964-present)

Chemical Week

TP1.C37 (1964-present)

Energy and Fuels

2000-present

Food Technology

TP370.F63 (1951-1953, 1955-1956, 1958-1961, 1963-present)




Non-print Media Assessment

Step 15:  Request from the System Administrator or the Head of Public Services a count of the items held in the AV Center locations. Some topics require information in visual, aural and other non-print formats, whether at the basic level or beyond. Such topics include, but are not limited to, dance, music, and the other performing arts. To determine the appropriate collection depth indicator to use for topics in which non-print resources are essential, add the phrase appropriate non-print media to the line detailing the collecting of monographs and reference works. For example, the Basic Information Level (1) for music collection would include "a limited collection of monographs, reference works and appropriate non print media materials." Be consistent with the font and the font size throughout the assessment. A table may be included if the subject specialist deems it appropriate. (See example below):

	The Biological Sciences AV collection contains138 titles in the classifications QH, QK, QL, QM, QP and QR. There are no titles in SB 107-108.This collection includes items such as videos, filmstrips, kits, and slides.  A breakdown by classification follows.

Classification

Format

Totals

QH

Videocassettes

51

QH

Kits 

2

QH

Slides

11

Total

64
Classification

Format

Totals

QK

Filmstrips

2

QK

Videocassettes

29

QK

Slides

2

Total

33
Classification

Format

Totals

QL

Filmstrips

2

QL

Slides

1

Total

3

Classification

Format

Totals

QM

Videocassettes

6

QM

Slides

1

Total

7




ACCESS TO ELECTRONIC RESOURCES 

(DEFINED ACCESS)

Step 16:  Assign a level to and describe the Library’s access to electronic resources as outlined by WLN:

The term defined access is used within the collection depth indicators to mean more than simply providing patrons with access to the Internet and one or more Internet browsers. Defined access refers to menu options on the library's or institution's web interface which link the user to owned or remotely accessed electronic resources selected by the library with the needs of its patrons in mind. The level of defined access changes according to the level of the collection, that is, from limited to extensive to very extensive access to collections of electronic information.   An explanation of the levels and codes are included in Appendix A at the end of this document. This information is also available Using the Conspectus, Appendix A: of the Houston Cole Library Collection Management and Development Policy and at the following web address: http://www.jsu.edu/depart/library/graphic/cmd.pdf.  
An example:

	The library's defined access is rated a 3 (Study or Instructional Support level).  Access is provided to an extensive collection of remotely accessed electronic resources, including bibliographic tools, texts, indexes, journals, etc.  The library's catalog is web-based and an Electronic Reference Desk is available on the Library's web page.  Analytic catalog entries are entered into the Library's web-based catalog for full-text titles available through various aggregator databases, e-book collections, appropriate websites, documents, and e-journals.

Internet sites that are cataloged have been reviewed (2003) and evaluated by subject specialist librarians. Library personnel maintain the links; the subject specialist librarians routinely add new sites and evaluate old ones for possible removal from the catalog.  

Other subject fields with internet sites cataloged that support the library’s holdings in Art are: Business, Education, Family and Consumer Science, History, Communications, Language and Literature, Mathematics, Philosophy, Religion, Psychology, Sociology, Computer Science, and Technology. Each of these areas lists a variety of sites relevant to art research topics.




THE NARRATIVE

Step 17: Prepare a narrative summary statement addressing the Strengths, Weaknesses, and Recommendations discovered from your analysis.

Scan the completed Conspectus sheets and the checklist counts to determine any extra strong or weak subject areas.  These discoveries should be evaluated within the scope of the policy statement. You may also rely on observation of the collection’s condition to address age or preservation issues.

Step 18: Using the outline below merge your tables and narrative statements into one document. 

Introduction

Based on guidelines provided by the WLN Collection Assessment Services, which provide a framework within which to evaluate a library's current holdings and the level of activity at which the collection is being developed, the ________ collection is rated an overall 3bP Intermediate study level, predominantly English).  Refer to the _________ conspectus sheets and checklist analysis for a more detailed examination of the library's holdings. 

Holdings


See Step 5-12
Periodicals and Serials Assessment


See Step 13-14
Nonprint Media Assessment


See Step 15
Access to Electronic Resources (Defined Access)


See Step 16
Supplemental Support

Checklist Counts

Completed Conspectus Sheets

Step 19: Attach a copy of the completed Conspectus Sheets and route to the Chair of the Collection Management and Development Group. Mail or include an electronic copy of the assessment for editing.

Guidelines of the Collection Management and Development Group (CMDG)

In September, the chair of the Collection Management and Development Group with the assistance of the Head of Public Services assigns appropriate subject specialists to draft an assessment of a particular subject collection. The chair, with the assistance of the committee members, will create and distribute a “Collection Assessment Checklist” (Appendix B).
The Subject Specialist will submit the draft of the assessment to the Collection Management and Development Group for review by an agreed upon date.  Members of the CMDG will suggest changes. 

A “marked” copy of the draft assessment will be routed to the Departmental Secretary for revisions.

The final report is then formally transmitted to the affected department chair and a copy placed in the Head of Public Services office. 

Assessment reports should be reviewed at least every five years to determine the need for re-assessment and efforts to implement the assessment’s      recommendations.  

Updating the Manual

At the beginning of each year and with the creation of the new CMDG, the Collection Assessment Procedures (CAP) manual should be evaluated for any changes, additions or deletions. Anyone involved with assessment may make suggestions regarding the manual by using the “Assessment Guidelines Additions, Changes, or Deletions” form (Appendix C).  
Any changes that are suggested should be submitted to the subject specialists for their review and suggestions. Once additional suggestions and changes are made, the CMDG will submit the proposed revisions of the CAP to the Head of Public Services for any final changes.

The CAP manual will be updated and placed on the web as soon as possible for compliance for the current assessments. Subject specialists will be notified when the final CAP manual is uploaded to the web. No changes will be made to the CAP manual until after the current assessments have been finalized.

APPENDIX A

The WLN Conspectus definitions include subdivisions to provide a total of 10 collection depth indicators to provide further distinction and clarity for small and medium-size libraries. The basic collection depth indicators provide the general umbrella definitions and the WLN subdivisions make further distinctions that fit into the larger structure. Libraries wishing to use conspectus information in a cooperative project must determine ahead of time whether to use the 5 point scale or the expanded 10 point scale.

Collection Depth Indicator Definitions

0
OUT OF SCOPE

The library does not intentionally collect materials in any format for this subject.

1       MINIMAL INFORMATION LEVEL

Collections that support minimal inquiries about this subject and include a very limited collection of general resources, including monographs and reference works. Periodicals directly dealing with this topic and in-depth electronic information resources are not collected. 

The collection should be frequently and systematically reviewed for currency of information. Superseded editions and titles containing outdated information should be withdrawn. Classic or standard retrospective materials may be retained.

1a MINIMAL INFORMATION LEVEL, UNEVEN COVERAGE

· Few selections and an unsystematic representation of the subject

· Supports limited, specific service needs

· Consistently maintained even though coverage is limited

1b MINIMAL INFORMATION LEVEL, FOCUSED COVERAGE

· Few selections, but a systematic representation of the subject

· Includes basic authors, some core works and a spectrum of points of view

· Consistently maintained
2
BASIC INFORMATION LEVEL

Collections that introduce and define a subject, indicate the varieties of information available elsewhere, and support the needs of general library users through the first two years of college instruction include:

· A limited collection of general monographs and reference tools

· A limited collection of representative general periodicals

· Defined access to a limited collection of owned or remotely-accessed electronic bibliographic tools, texts, data sets, journals, etc

The collection should be frequently and systematically reviewed for currency of information. Superseded editions and titles containing outdated information should be withdrawn. Classic or standard retrospective materials may be retained.

2a     BASIC INFORMATION LEVEL, INTRODUCTORY

Limited collections of introductory monographs and reference tools that include:

· Basic explanatory works

· Histories of the development of the topic

· General works about the field and its important personages

· General encyclopedias, periodical indexes and statistical sources

2b      BASIC INFORMATION LEVEL, ADVANCED

Collections of general periodicals and a broader and more in-depth array of introductory monographs and reference tools that include:

· Basic explanatory works

· Histories of the development of the topic

· General works about the field and its important personages

· A broader array of general encyclopedias, periodical indexes, and statistical sources 

· A limited collection of representative general periodicals

· Defined access to a limited collection of owned or remotely accessed electronic bibliographic tools, texts, data sets, journals, etc.

This collection is sufficient to support the basic informational and recreational reading needs of an educated general public or students through the first two years of college.

3
STUDY OR INSTRUCTIONAL SUPPORT LEVEL

Collections that provide information about a subject in a systematic way, but at a level of less than research intensity and support the needs of general library users through college and beginning graduate instruction include:

· An extensive collection of general monographs and reference works and selected specialized monographs and reference works

· An extensive collection of general periodicals and a representative collection of specialized periodicals

· Limited collections of appropriate materials in languages other than the primary language of the collection and the country, for example, materials to aid in learning a language for non-native speakers or literature in the original language, such as German poetry in German or Spanish history in Spanish

· Extensive collections of the works of well-known authors and selections from the works of lesser-known authors

· Defined access to a broad collection of owned or remotely-accessed electronic resources, including bibliographic tools, texts, data sets, journals, etc.

The collection should be systematically reviewed for currency of information and for assurance that essential and important information is retained, including significant numbers of retrospective materials.

3a      BASIC STUDY OR INSTRUCTIONAL SUPPORT LEVEL

Resources adequate for imparting and maintaining knowledge about the primary topics of a subject area that include:

· A high percentage of the most important literature or core works in the field
· An extensive collection of general monographs and reference works

· An extensive collection of general periodicals and indexes/abstracts

· Other than those in the primary collection language, materials are limited to learning materials for non-native speakers and representative well-known authors in the original language, primarily for language education

· Defined access to appropriate electronic resources

· This collection supports undergraduate courses, as well as the independent study needs of the lifelong learner.

3b        INTERMEDIATE STUDY OR INSTRUCTIONAL SUPPORT LEVEL

Resources adequate for imparting and maintaining knowledge about more specialized subject areas, which provide more comprehensive coverage of the subject with broader and more in-depth materials, that include:

· A high percentage of the most important literature or core works in the field, including retrospective resources

· An extensive collection of general monographs and reference works and selected specialized monographs and reference works

· An extensive collection of general periodicals and a representative collection of specialized periodicals and indexes/abstracts

· A selection of resources in other languages, including well-known authors in the original language. Defined access to a broad range of specialized electronic resources.

· Defined access to a broad range of specialized electronic resources.

This collection supports upper division undergraduate courses.

3c     ADVANCED STUDY OR INSTRUCTIONAL SUPPORT LEVEL

Resources adequate for imparting and maintaining knowledge about all aspects of the topic, which are more extensive than the intermediate, level but less than those needed for doctoral and independent research that include:

· An almost complete collection of core works including significant numbers of retrospective materials and resources

· A broader collection of specialized works by lesser-known, as well as well-known authors

· An extensive collection of general and specialized monographs and reference works

· An extensive collection of general and specialized periodicals and indexes/abstracts

· A selection of resources in other languages, including well-known authors in the original language and a selection of subject-specific materials in appropriate languages.

· Defined access to a broad range of specialized electronic resources

This collection supports master's degree level programs as well as other specialized inquiries.

4       RESEARCH LEVEL

Collections that contain the major published source materials required for doctoral study and independent research include:

· A very extensive collection of general and specialized monographs and reference works

· A very extensive collection of general and specialized periodicals

· Extensive collections of appropriate materials in languages other than the primary language of the country and collection

· Extensive collections of the works of both well-known and lesser-known authors

· Defined access to a very extensive collection of owned or remotely accessed electronic resources, including bibliographic tools, texts, data sets, journals, etc.

Older material is retained and systematically preserved to serve the needs of historical research.

5. COMPREHENSIVE LEVEL

Collections in a specifically defined field of knowledge that strive to be exhaustive as far as is reasonably possible (i.e., "special collections"), in all applicable languages include:

· Exhaustive collections of published materials

· Very extensive manuscript collections

· Very extensive collections in all other pertinent formats

Older material is retained and systematically preserved to serve the needs of historical research. A comprehensive level collection may serve as a national or international resource.

Language Coverage Indicators

The language coverage indicators defined below are a major change from those originally developed for the RLG Conspectus. The language indicators have been revised so they can be used in many countries and cultures.

Language coverage is closely linked to collection indicator levels. The extent of the collection in the primary language of the country and library, as well as the extent of other languages within the collection helps to determine the collection level indicator for each segment. Language coverage qualifies and amplifies collection levels. In addition to the primary or predominant language, other language coverage is essential for collections at the 3, 4, or 5 level. Generally, the higher the assessment level, the broader or more extensive the additional language coverage expected.

Language indicators may be added to the collection depth indicators for collection level, acquisition commitment and collection goals when appropriate.

P = Primary language of the country predominates-little or no other-language material.

S = Selected other-language material included in addition to the primary language.

W = Wide selection of languages represented

X = Material is mainly in one language other than the primary language of the library and country.

While the above language indicators may be adapted to fit most circumstances, there are instances when further adaptation of the conspectus tool is necessary. Countries such as Canada and New Zealand have dual official national or regional languages. Other countries may also have two languages that predominate, either officially or unofficially. The following additional code is suggested for use in such circumstances. The collection management policy will serve to explain any unique circumstances for language as for other collection characteristics.

D = Dual languages or two primary languages predominate with little or no other-languages material

The Canadian Association of Research Libraries has used a special language code since 1986 to accommodate their unique language issues. The Y&N Conspectus software supports use of these special indicators.

The comments field should be utilized to indicate which language(s) is represented in addition to the primary or dual languages for a subject, category, or division. The use of the comments field for this purpose provides specific information to explain the use of a language code beyond "P" (primary) or "D" (dual) and allows for the report function to generate a list of all subjects supported by any language of interest.

Preservation Indicators

Preservation indicators state intended action toward care of the physical condition of materials and the maintenance or archiving of the intellectual content of information in print, electronic, or other nonprint formats. For levels I through 5 protection of the collection from undue exposure to water, dirt, or abusive handling is assumed as the fundamental handling standard. Developing a preservation policy as part of the collection management policy provides a basis for collection housing, retention, replacement, or binding decisions.

0      OUT OF SCOPE

No preservation treatment/planned deterioration.

1 NORMAL WEAR

Material is retained for its useful life.

2 PHYSICAL PRESERVATION LEVEL
Some cleaning and mending may be used to repair damage from normal use. Material is retained for its useful life. Environmental conditions are maintained for the average conditions acceptable for most formats in the collection.

3 CONTENT PRESERVATION LEVEL/PLANNED REPLACEMENT
The intellectual content is preserved. The material may be kept in the original format or may be transferred to a more stable or usable format. The original material may be discarded. Environmental conditions are maintained for optimal housing of varied formats.

4 RESEARCH CONSERVATION LEVEL
Resources are preserved or archived in their original formats using restoration and repair methods. Intellectual content is archived in the original format and additional formats. Environmental conditions are maintained for optimal housing of varied formats.

5 COMPREHENSIVE ARCHIVING AND CONSERVATION LEVEL

Material in this category includes items with high informational, artifactual, or monetary values. Restoration and damage prevention are practiced. Controlled environmental conditions are maintained to preserve the material in its original format and in optimal physical condition. Necessary technology is maintained for using materials in their original formats. Environmental conditions are maintained for optimal, archival housing.

Criteria considered in selecting preservation options include:

· Mission and objectives of the library

· Collection management policy

· Importance of the material to the collection

· Policies regarding housing and handling of the material

· Cooperative collection management agreements

Points to consider when assigning preservation indicators during shelf observation:

· Physical condition

· Past and potential use

· Significance of individual items, last copy, uniqueness

· Artifactual value of the item, uniqueness

· Availability of the material in other libraries

· Suitability and availability of alternative formats (Davis, 1994; Jakimow, 1995)

Goal and Activity Levels

The following goal and activity levels are the four aspects that are used in the conspectus to create the collection profile. For each WLN Conspectus line that is assessed, a numerical value is assigned to each of these four levels. The overview of a collection is recorded and reported through the use of the collection depth indicators in the goal and activity level fields. These indicators, which were defined in the previous pages, reflect a judgement concerning the depth and breadth of specific subject areas. The indicators express the status of a library's collection goals and activity levels. The four goal and activity levels are:


Current Collection (CL)


Acquisitions Commitment (AC)


Collection Goal (GL)


Preservation Commitment (PC)

Current Collection (CL) reflects the strength of the existing collection.  The CL compares the collection to what is available worldwide and identifies its ability to meet the mission of the library.

Acquisitions Commitment (AC), or growth rate, is the current level of activity at which the collection is being developed. It is normally based on recent acquisitions information including new titles purchased and gift additions to the collection. The Acquisitions Commitment is useful for comparison with the Collection Goal, with budget requirements, with publishing output, and with the Current Collection Level. 

Collection Goal (GL) represents a target level to which a library plans to build its collection in order to meet user needs. 

Preservation Commitment (PC) reflects the level of a commitment to preserving the intellectual content of the material or conserving the physical materials in a particular subject area.

The numeric ratings used for reporting the current collection level, acquisitions rate and collection goals are the collection depth indicators ranging from 0 -- Out of Scope to 5 -- Comprehensive. The indicators are meant to describe the current collection or acquisition level, and are not intended to rate that collection as good or bad. Collection goals are based on the library's mission and its client needs. Evaluation and decisions about collection management enter the process when comparison of the current collection level (CL) and acquisition commitment (AC) is made to the collection goal (GL) and preservation commitment (PC).

Determining goal levels is primarily a process of judgement based on experience, knowledge and collected data. Librarians' confidence in their own abilities to make informed judgements is important. Assignment of goal levels is not quantitatively precise, like measuring temperature, but it communicates useful and reactive distinctions within a range on a continuum. The continuum used in collection assessment is the range of collection depth indicators from 0 -- Out of Scope to 5 -- Comprehensive.   


APPENDIX B

The following is an example “Collection Assessment Checklist.” This checklist will be revised by the Collection Management and Development Group, with the assistance of the Head of Public Services, as needed.

Collection Assessment Checklist

Upon notification that a collection needs to be re-assessed, you will receive a blank copy of that subject’s conspectus sheets. The following checklist is an abbreviated form of the Collection Assessment Procedures, which is available online at http://www.jsu.edu/depart/library/graphic/CollectionAssessmentGuidelines.doc.

 FORMCHECKBOX 

Review the previous assessment of the collection. If you do not have a copy of the previous assessment, you need to contact the Departmental Secretary (Angela Johnson).

 FORMCHECKBOX 

Review the subject’s Collection Management and Development Policy (available in your ring binder and online at http://www.jsu.edu/depart/library/graphic/cmd.pdf).

 FORMCHECKBOX 

Complete the conspectus sheets (obtain the shelflist counts from VgerSelect, assign collection levels, etc.) More details are available in the Collection Assessment Procedures. 

 FORMCHECKBOX 

Check bibliographies against the catalog. NOTE: The Circulation Staff (Patrick Bolack and Jorge Ortega) and the Departmental Secretary (Angela Johnson) can assist with this process.
 FORMCHECKBOX 

Check Resources for College Libraries (http://lib-proxy.jsu.edu/login?url=http://rclweb.net/) against the catalog. See the Head of Public Services (John-Bauer Graham) for assistance with this database. 

 FORMCHECKBOX 

Obtain the following statistics from Technical Services:

 FORMCHECKBOX 

Monograph and Serials Expenditures – Acquisitions/Serials (Mary

Bevis)

 FORMCHECKBOX 

Current Print Subscriptions – Acquisitions/Serials (Mary Bevis)

 FORMCHECKBOX 

Titles Added (Specific call number ranges) – Acquisitions/Serials

(Mary Bevis)

 FORMCHECKBOX 

Withdrawals – Cataloging (Kim Stevens)

 FORMCHECKBOX 

Obtain report of total print periodical titles and a count of the items held in the AV Center locations from the Head of Technical Services (Sonja McAbee).

 FORMCHECKBOX 

Check merged list of periodicals for print holdings (include call number) and electronic access. The merge list can be obtained from the report generated above and from a report of titles from a selected database or selected databases. If you do not know how to retrieve the title list from a database, please contact the Departmental Secretary (Angela Johnson). You may want to consult the subject area of Serials Solutions to check their titles. The new table format will include the journal’s title, the call number and holdings, and an indication of electronic access. The labels should be: Journal, Print, Electronic (or Online) Access. Individual databases do not have to be specifically named in this table.

 FORMCHECKBOX 

Assign level to the Library’s access to electronic resources. More details are available in the Collection Assessment Procedures.

 FORMCHECKBOX 

Make sure L is capitalized when referring to the Library, U is capitalized when referring to the University, and departments are capitalized when referring to the departments.

 FORMCHECKBOX 

Write narrative.


 FORMCHECKBOX 

Use Arial for the font and the text should be 12 font size.


 FORMCHECKBOX 

Tables should also use Arial 12 – especially for those tables that 

will be reviewed heavily. Larger tables may need to use Arial 10.


 FORMCHECKBOX 

Titles should be italicized.


 FORMCHECKBOX 

The Holdings area should contain the primary classification ranges,

as well as the accompanying/supporting areas. E-books should be addressed here, as well as in defined access!


 FORMCHECKBOX 

The withdrawal numbers should contain the primary classification

ranges, as well as the accompanying/supporting areas. E-books

should be addressed here, as well as in defined access!


 FORMCHECKBOX 

Illustrations can be included, but the meat of the assessment MUST
be included.


 FORMCHECKBOX 

The big checklists (individual bibliography analysis, print vs. online

list of journals, etc.) should be included in the back of the assessment labeled attachments, additional information, etc. – This is not an appendix and should not be labeled as such!


 FORMCHECKBOX 

Electronic items should be addressed in the holdings, periodicals,

and defined access areas.

APPENDIX C
Assessment Guidelines Additions, Changes, or Deletions

______ Addition                             Date of Submission __________

______ Change

______ Deletion

Item ________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reason

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Any addition, change or deletion will take effect September 1st with the new school year.
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