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City University of Hong Kong

Run Run Shaw Library

Library Collection Development Policy
In this Statement


University means City University of Hong Kong.


Library      means Run Run Shaw Library.



            Policy        means Collection Development Policy.  

Mission of the Library

To support and augment learning, teaching, and research by providing a conducive environment for studying, by delivering an efficient and effective service through a quality-conscious staff, by making available an outstanding collection, and by actively encouraging and facilitating use of the collection and services.  

1    Purposes of the Library Collection

1.1                   As stated in the "Mission", it is the responsibility of the Library to provide its users with materials and access to resources for learning, teaching, and research needs, both current and for the future.  
1.2                   In addition the Library is also responsible to provide materials for general information and reference.  

1.3                   Thus the Library collection will have a comprehensive coverage of subject fields with emphasis on those included in or closely related to the academic activities of the University.  

1.4                   The Library may build up special collections focusing on subject fields identified by the University as major research areas.  In the long term it is hoped that one (or a few) of these special  collections may be further developed to become a unique and the most comprehensive research collection in Hong Kong on that particular subject area.  
2    Need for a Collection Development Policy
2.1             Because of the enormous quantity of materials produced annually, and the book budget is limited, it is neither possible nor practicable to acquire all of them.  A policy statement is needed to give direction to and indicate priorities for the library acquisitions.  It provides a framework for the development and maintenance of the collection.  
2.2                   The Policy is a statement of the Library's aspirations.  These aspirations are intended to be realistic rather than idealistic taking into consideration the availability of resources.  

2.3                   The Policy is intended to raise awareness among the library users of the principles and rationale on which the Library builds up its collection.  
2.4                   The Policy also serves as a day-to-day working tool for the Library staff members in acquiring library materials.  
2.5                   The Policy helps to achieve co-operation in acquisition and interlibrary lending activities among UGC (University Grants Committee) libraries.  
2.6                   Since the Library has to cope with the needs of the University, which is a dynamic institution and may change and evolve from time to time, such a policy should be reviewed and revised as and when required.  
3    Selection of Library Materials
3.1       Responsibility for Selection
      3.1.1          The selecting of materials for library purchase is a joint effort of the academic and Library staff members.  Academic staff members are mainly responsible for materials that are required for academic activities of the University; the Library staff members for supplementing the recommendations made by their academic colleagues, filling subject gaps, and for general reference and information.  
      3.1.2          Library users other than academic staff members may make recommendations for library purchase.  
      3.1.3          The ultimate responsibility for acquisitions, directions and policy decisions including suitability, adequacy, and quality of selection rests with the Librarian.  
      3.1.4          The Library employs the "Books on Approval Plan" provided by some book vendors.  Subject profiles are compiled by departments/divisions/schools with assistance from the Library.  These profiles indicate the scope of the subject range and the acquisition intensity needed.  
3.2       Contents of Materials
      3.2.1          Within the terms of this Policy statement and any other guidelines for collection development the Library will not exclude material on the grounds of political, social, ethnic, sexual, and religious views expressed or presented in it, nor because of partisan or doctrinal disapproval.  The Library will not attempt to impose censorship based on these grounds.  
      3.2.2          Controversial items may be purchased if they are of appropriate scholarship level, of academic interest, and in genuine demand.  
3.3       Level of the Collection
      3.3.1          The level of acquisitions will vary from subject to subject.  The degree of acquisition intensity will be determined by the study and research programmes.  
      3.3.2          At the first level materials that do not fall into the coverage of subject fields of the academic activities of the university, but are essential or quality titles which are considered suitable for general reference or for general interest may be acquired.  

      3.3.3          At the second level a collection on any subject field will include highly selected reference tools, basic texts, and representative works written by recognized authors.  
      3.3.4          At the third level which is mainly to support teaching and studying needs, the collection will be further expanded to include a wider range of reference, a wide range of basic texts, important classics, sets of works by and critical works on important authors, selection of works by less eminent writers, and a selection of representative journals and bibliographies.  
      3.3.5          At the fourth level which is to cater for the needs of research and advanced programmes, the collection will be an all embracing one including all important reference works, classics, a full range of resources containing research reports, scientific experiment reports, new findings, etc. as well as a wide range of monographs and extensive collection of journals and indexing and abstracting services.  
3.4       Language
      3.4.1          Although the language in which a work is written or presented is not an overriding factor in selection process, Chinese and English are given top priority.  
      3.4.2          An item written in a language other than Chinese or English may be acquired if it is proved to be highly suitable for studying the language or essential for a research or other academic programme.  

      3.4.3          Classics and classical works will be acquired in their original languages unless it is considered not desirable, in which case a well-established translation version in English and/or in Chinese may be considered for purchase.  
3.5       Serials Collection

     3.5.1           The subscription to serials is a costly and continuous commitment.  The handling of serials subscription is time consuming and labour intensive.  
      3.5.2          The serials collection should include the essential and some selected important titles on subject fields directly or closely related to the academic activities of the University.  This guideline should work with " Level of the Collection ".  

      3.5.3          Selected high quality serials of general interest may be subscribed to, but the number of titles should be kept to a minimum.  
      3.5.4          Library users are encouraged to make use of on-line search services, CD-ROM databases, electronic resources, and interlibrary lending service to obtain information not available in the serials collection of the Library.  
4    Acquisitions Criteria

4.1       Format of Materials
      4.1.1         General Guideline

                        The Library will acquire materials in any format that can be used in a library environment.  They include but not limited to printed books, journals, newspapers, pamphlets, CD-ROM discs, electronic databases, microforms, multi-media materials, etc.  
      4.1.2          Electronic Format
                        As new technologies have been introduced continuously, the Library should not be contented with acquiring library materials in traditional formats only.  Hence the Library should try to purchase or subscribe to any electronic data services either on-line or through any other communication vehicles after taking consideration of factors such as the demand for the service, the quality and reliability of the service, the financial commitment, and its impact on existing hardware and software the Library has and on the future development.  

4.2       Edition 
      4.2.1          In normal cases a monograph in its latest edition will be acquired.  Older editions may be acquired only if they are specially required with justified reasons.  
      4.2.2          Variant editions of the same work will not be acquired unless they are "standard" editions, or contain substantial changes which are required for research  or comparative study purposes.  

4.3       Binding
      4.3.1          Hard-cover edition will be purchased whenever possible unless paperback edition is the only way in which it is published, or the only edition in print or available in the market at the time of purchase.  
      4.3.2          Materials will be acquired in any other suitable format (e.g., microforms) if the original printed editions are not available, or too expensive, or too bulky to store.  

      4.3.3          If the Library holds an item in a format other than printed edition, the printed edition normally will not be acquired unless there are sufficient justifications.  
4.4       Expensive Items
      4.4.1          An item is considered expensive if it costs more than the amount as set by the Librarian. (Appendix I)  
      4.4.2          All expensive items recommended for library purchase must have the endorsement from the Head (or his/her designate) or a Chair Professor of the department of the recommender to indicate the support of the department for the purchase of them.  

      4.4.3          As a general guideline if an expensive item is recommended, the recommending department should consider it essential to their academic activities, or an important work, or a classics.  
      4.4.4          For any expensive item recommended, if a cheaper edition is available, normally the cheaper edition will be purchased.  

      4.4.5          The Librarian will from time to time review and revise the definition of expensive items and the handling procedures of them.  
4.5       Number of Copies
      4.5.1          The strength and quality of a library collection is reflected more significantly by the number of titles it holds rather than the number of volumes.  In order to make the best use of the limited funds available it is desirable to acquire more high quality titles rather than more duplicate copies.  
      4.5.2          Multiple copies of an item may be purchased if they are in heavy demand and continuous use, and are recommended by academic staff members for course work  (e.g., basic standard texts, essential supplementary reading titles, etc.).  

      4.5.3          The guideline for the number of copies of an item to be purchased is listed in Appendix II.  
      4.5.4          Academic staff members are requested to keep recommendations for multiple copies to a minimum.  

      4.5.5          No duplicate copies will be purchased solely for the sake of preservation.  
4.6       Consumables
      4.6.1          Consumables such as blank forms, work sheets, exercise papers, etc. will not be acquired by the Library except those that come with the main text and serve as supplementary materials.  
      4.6.2          Sample packs of standard forms etc., which are considered important reference materials, may be purchased, and if sample packs are not available for sale, a minimal quantity of each of them may be purchased.  
4.7       Co-operation with UGC Libraries                       

      4.7.1          The Library will make an effort to participate in projects relating to the co-operation of acquisition resolved by JULAC (Joint University Librarians Advisory Committee).  
      4.7.2          For a monograph or periodical title, if it costs at or more than the amount as set in Appendix III, it will be checked against the holdings of other UGC Libraries, and the Librarian may consult the department concerned to decide whether an order should be placed.  

4.8       Curriculum Materials

      4.8.1          Materials such as teacher's notes, instructor's manuals, sample work sheets, teaching kits, etc. are mainly for the reference and use of academic staff members for teaching purpose.  Items that fall into this category are generally not acquired.  However, if absolutely required, a set or a copy of them may be purchased for the curriculum collection either with or without a copy of the main text.  
5    Gift and Exchange

5.1                   The Library will try whenever possible to solicit materials which are required for the library collection through gift or exchange arrangement, particularly for those which are not available through purchase.  
5.2                   Unsolicited donations may be accepted if they meet the guidelines or criteria of this Policy, otherwise the donor is encouraged to offer the material to a more appropriate library.  
5.3                   As a rule, the Library will not accept any donations or gifts which carries any restrictions or conditions regarding the disposal, handling, and use of the items donated unless approved by the Librarian.  
6    Weeding
6.1                   As the collection grows with time and valuable shelving space becomes scarce, a systematic review of the collection and weeding procedures should be carried out at intervals to ensure high quality of the collection as well as to make best use of the valuable shelving space.  
6.2                   Items that are considered not suitable for the collection, or no longer required for study purpose, may be withdrawn from the library collection.  These may include worn out items, superceded editions, superceded titles, obsolete items, etc.  
6.3                   However, every effort should be made to retain those that are still useful for study and research purpose, or established as classics, or regarded as important or landmark works in its subject filed, irrespective of their edition or publication date.  
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Expensive Items
1. Any item that is recommended for library purchase will be considered expensive if it falls into any of the categories listed in Section 3 below.

2.     
To ensure that the recommendation of an expensive item for library purchase is supported and approved by the department, the recommendation must be endorsed by the Head (or his/her designate) or a Chair Professor of the department of the recommender.

3.
                   Category                                                     Cost at or exceeding


A.    All Books except those in Category B                            US$170.00

   
B.    Scientific & Technical Books                                          US$220.00


C.    Set of Books (per Set)                                                      US$560.00


D.    All Serials Subscription                                                        *****


E.    Serials Backsets (per Order per Title)                              US$600.00


F.    Media Resources                                                               US$420.00

*****  All serials titles recommended for library purchase must be endorsed by Head (or his/her designate) or a Chair Professor of the department irrespective of the cost. 

That only US currency is listed is to make the table simple and easy to use.  Other currencies should be converted to US dollars for checking purpose.

Revised 12 April 2000
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City University of Hong Kong
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Library Collection Development Policy

Number of Duplicate Copies
1.
Normally only one copy will be purchased for each title.

2.
For items in heavy demand the following number of copies of a title may be purchased:



For Circulation Collection              not exceeding  3 copies



For Reserve Book Collection          not exceeding  6 copies



For Special Collection                     not exceeding  1 copy



The total number of copies of

                        a title in the Library                          not exceeding  8 copies

3.
In special cases the Librarian may approve the purchase of more than 8 copies of a title

4.         For reference items, series titles, or serials, only one copy will be purchased or subscribed to.  Duplicate copies of this kind of material may be purchased as exceptional cases only, and must be approved by the Head (or his/her designate) or a Chair Professor of the department concerned, and by the Librarian.


Revised 12 April 2000
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City University of Hong Kong

Run Run Shaw Library

Library Collection Development Policy

Checking Holdings of UGC (University Grants Committee) Libraries

1.
Monographs

The decisions made by JULAC (Joint Universities Librarians Advisory Committee) will be followed.


Extract of the Minutes of the JUPLAC (Joint University and Polytechnic Libraries Advisory Committee, now JULAC) Meeting held on 14 May 1991:


[5.  Minimum Cost for Interlibrary Checking of Monographs Holdings


It was AGREED that:

· the new minimum cost for interlibrary checking of monographs holdings would be HK$4,000.  As far as multiple volume sets were concerned, this would be left to the discretion of the individual acquisitions librarians.]

2.
Serials
If the annual subscription of an serials title cost at or more than US$300, it will be checked against the holdings of other UGC Libraries.
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