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Competency F


There are many related issues involved with the creation, selection, acquisition, organization, and preservation of specific items or collections of information.  Each of these topics may apply to the four types of libraries (academic, school, public, and special) very differently.  There are many reasons for this.  One reason is that the mission of each type of library differs from the other.  This is in part because they serve different populations: academic libraries serve students, staff, and/or researchers; school libraries serve students and staff; public libraries serve their local communities; and special libraries serve a limited number of members with a specific focus to their collections.  These factors change the content of each category under consideration mentioned above.  The academic library may use some of the same vendors as a school library, but may have to consider a much greater number of vendors because they have larger budgets and greater numbers of subjects to cover.  The public library has a children’s section, but almost all special libraries do not have a children’s section because their collection is specialized to a certain subject, therefore the criteria for choosing materials will differ between these two types of libraries.  There may still be some common ground between the different types of libraries, but their differences make generalizations inadequate.  Recognizing that each type of library deserves an in-depth discussion for the group of topics in this competency, I choose to focus on school libraries (or school library media centers).  


During the creation of a collection of information, the school librarian must recognize the community that it serves and external factors that affect the school library.  Parents of students who use the school library have stricter expectations of reading materials then say, a public library, because parents need to feel that school librarians are protecting the child from exposure to inappropriate materials.  On the other hand, school librarians must also fulfill the mission of broadening children’s minds. (Rubin, 2000)  Thus, a school librarian must balance the needs of both of these considerations when creating a collection of information, be it in print or electronic form.  (This selection of materials will be dealt with in a later section.)  Creation of a collection of information may occur from zero (starting a new library collection), or it may be a building upon of an existing collection.  In either case, the librarian must know external factors that will have an effect on balancing “protection” versus “broadening horizons.”  (The librarian must also keep in mind his responsibilities to promote intellectual freedom, which is open access to information, so that emphasis may be put on “broadening horizons” if the environment is supportive.)  This is part of creating a collection development plan, which includes: an analysis of the community (knowing potential audience, current users, non-users and reasons, where users use materials/equipment, how are patrons using materials/equipment, if library can target all potential users, and when will patrons use materials/equipment) and a curriculum analysis (make a list of major subjects, decide which on the list benefit from library information materials/equipment use, see if school curricular goals require library materials/equipment, make a list of teachers in need of library information materials/equipment, make a list of education units of study that will guide collection development, recreational needs of students and staff [secondary], make a list of personal needs of students to be covered, and make a list of resources for faculty and parents). (Loertscher, 1999)  Other factors to consider are: community resources (organizations, community members, and other libraries and information centers that can be recruited for presentations in the library or be used by students), the school district (school board and administrators, teachers’ organizations and unions, and district services can help define the limits and possibilities of the school library), the region and state (state standards), and the global community (perhaps giving direction as to where to “broaden horizons”). (Van Orden, 2001)  Knowing parents is important.  Attending school board meetings or school-nights and establishing relationships with leaders and others will give insight into the community of parents and their expectations for the library.  The school librarian must factor in parental opinions.


If the school librarian is creating a new collection development plan within the framework of an existing collection, he/she must take into account the strengths and weaknesses of the current collection by asking, and answering, the following questions: What is the size of the current collection?  What is the trend in the size of the collection over time?  What is the trend in the currency of the collection?  What is the condition of the current collection?  What is the quality of the current collection?  How does the current collection compare with other schools, state, and national standards?  What impact has spending over time had on both the size and quality of the currency collection? (Loertscher, 1999)  After answering these questions, it may be necessary to weed the current collection before creating a new collection.


An important part of creating a collection is establishing policies and procedures.  These will state the collection policies, goals for subject collections (by Dewey numbers), a narrative statement, and (optional) special collections. (Van Orden, 2001)  It will also include a policy and procedure guide for any book challenges raised by students’ guardian(s).  


Selection is the next part in the process of building a library collection.  After forming a collection plan, the school librarian must which items best satisfy the collection development plan.  There are many factors that must be considered in the acquisition of materials, these include: authenticity and accuracy, relevance (for curriculum, age, and abilities of students), content, usefulness (help students with curriculum), technical qualities (electronic materials must have good/excellent quality), student appeal (items that interest students and that can be used by the school librarian to lead students to higher-quality materials), appeal over time (refers to online databases that have content over time and as much full text as possible), and cost (even though something may be cheap, it may not be good). (Loertscher, 1999)

Another part of selection is discerning the quality of the materials.  There are a number of ways to do this, by utilizing review sources and bibliographies: basic core lists (list of essential materials, example: Elementary School Library Collection), professional journals (lists recommended items or has critical reviews, example: School Library Journal), topical bibliographies (accurate bibliographies), publisher’s catalogs (can be an advertising blitz, watch-out for low-quality materials), and jobbers (such as Ingram put out lists that may be helpful for school librarians; review credentials of list makers). (Loertscher, 1999)  Also, school librarians ought to consider putting in a professional collection for school staff (and maybe for parents). (Van Orden, 2001)

After going through these processes of selection, put the selected items into a consideration file. (Loertscher, 1999)  This file can have items from school staff or students.  The fields for each file (be it electronic or print) may be the following: author, title, source, year of publication, price, ISBN, misc., who requested it, collection segment (Dewey subject), priority, on order: yes/no, and received yes/no. (Loertscher, 1999)

The next step is to acquire the materials.  First, pick a book vendor.  If the school librarian is inexperienced, ask an experienced librarian for recommendations on vendors.  When picking a vendor, go over some criteria: must give good value for price, promptness, acceptance of returns, have competitive discounts, supply cataloging information, and have shelf-ready materials. (Loertscher, 1999)  Note:  Some items need to be ordered directly from the publishers.  


After picking a vendor, create an order and procedures related to ordering, such as: ordering system (through school district), audit system, bidding procedures (for expensive items), returns policy, how to complain to suppliers, and a calendar for ordering. (Loertscher, 1999)  Now, the order can be sent in.  After receiving the order, make sure it is correct and pay the bill promptly.


Once the new materials are on hand, the school librarian must organize it.  The librarian processes the books in, and depending on the amount of pre-processing already done to the books, this may be a short or long process.  All necessary processing materials ought to be in place.  All electronic materials need full processing (unless it is online, in which case, no classification need be done). (Loertscher, 1999)  Then the materials need to be classified and given subject headings.  Internet sources need subject headings, but they do not get classified.

Some school librarians like to display new materials on spinners or a designated shelf for more exposure.  Different libraries may have different sections to attract potential readers, such as: foreign languages, graphic novels, or romance.  Certain materials may be useful to teachers immediately, so school librarians may sometimes put together a book cart with many new books for a classroom.  School librarians may want to explore other ways to organize materials for greater exposure.

Finally, materials that have been organized need to be preserved.  Preservation is related to maintenance, because preservation is being done when materials are being maintained on a regular basis.  There are two major types of maintenance in the library, book repair and equipment repair.  There should be clear rules about what types of books are reparable and what types ought to be discarded.  The technique (and some say art) of repairing books can be learned from pamphlets/catalogs put out by companies that supply library repair materials. (Loertscher, 1999)  Of course, keep repair materials on hand.  As for equipment, they need a service schedule (Loertscher, 1999), so that they are maintained.  Computers need the district/school Information Technology (IT) Department’s regular check-ups.  School librarians need to have a good relationship with IT to facilitate needed technical assistance.

My evidence for Competency F is only one document, but it is seventy-two pages long.  I wrote a collection development plan for Galileo Academy of Science and Technology (Galileo High School).  It puts into a practical framework many of the points already mentioned; the chapters are: Community, Curriculum, Technology Access, Comparison of Collections, Quality of the Collection, Current Collection Map, Proposed Collection Map, Budget, Acquisitions, and Collection Policy.  I will introduce the chapters that have not been covered by my statement of competency.  Technology Access reviews the technology situation at Galileo High School, counting-up the numbers of computers available, reviewing OPAC access, and creating a plan for greater technology access in the future.  The chapters involving collection maps have narrative and charts that detail different aspects of the collection, including: core collection, emphasis collection, technology materials, and genre.  The Budget chapter deals with accounting for money.  The Collection Development Policy chapter deals with some of the areas already mentioned, such as a goal for developing the collection.  Other topics include a plan for dealing with book challenges.
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