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(For the purpose of this procedure, the title “Director” refers to the Associate Dean, Libraries & Institutional Effectiveness)


GENERAL PARAMETERS OF THE COLLECTION
 The mission of the library is to support the educational and enrichment goals of Florida Gateway College through instruction and access to information for FGC students and community members.

PRIORITIES AND LIMITATIONS
Priorities for collection development are dictated by the curriculum needs of the College’s instructional programs. Space and funding limitations prevent extensive acquisition of material in areas beyond the scope of the College's instructional programs. 

The College collects material in print and electronic formats, including books, ebooks, DVD’s, streaming video, and e-content licenses. Patrons may request library materials via the Library Materials Request Form, although decisions to purchase such materials lie with the Director. The library affirms that libraries are forums for knowledge and ideas, and follows the principles of the American Library Association Bill of Rights.

COOPERATIVE ARRANGEMENTS
In order to provide expanded access with limited resources, and to avoid duplication, the library pursues a comprehensive interlibrary loan initiative.  Materials may be accessed quickly through the interlibrary loan network provided by the Florida Virtual Campus, which joins Florida’s 40 public colleges and universities in a shared network. 
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SELECTION OF MATERIALS


General Policy Statement on Selection of Materials
The selection of materials is the most fundamental aspect of collection development.  Selection is tailored to the mission of Florida Gateway College and user needs, as determined by faculty requests and user surveys.

This selection policy covers the selection of materials for purchasing, weeding, and gifts.


Procedures for Selecting Materials
Purchasing new materials:
In addition to using faculty surveys and requests, as well as general user surveys, the library staff will use library literature, publishers' catalogs, reference books, and reviews from popular and academic sources to select materials for the general and reference collection.  The complete criteria for selecting items for purchase can be found in the Library Internal Procedures Manual. However, it is important to note that it is the faculty who drive collection development for an academic library, and faculty requests have primacy in the allocation of resources for new library materials.


Gifts
The library welcomes gifts to its collection. Gifts to the library, which include monetary donations as well as materials, are accepted with the understanding that all donations are subject to the criteria established in the selection policy. The donor will be informed that the library cannot guarantee addition of a particular item to the library collection.  Upon receipt of the donation, a letter acknowledging the gift will be sent to the donor.

The library reserves the right to dispose of unwanted materials unless prior arrangements to the contrary have been made. The disposal of materials not meeting selection criteria may include their discard, or donation to other libraries. This is to be explained to the donor upon receipt of the materials.

The library will not evaluate the monetary value of a gift for any purposes. Donors, at their own expense, may seek the advice of a professional appraiser.

Donors who plan to stipulate special accommodations, such as separate shelving or restricted access, must first consult with the Director. Monetary donations accompanied by a request for purchase of specific subject materials or formats will be considered according to the selection policy.  Final selection is determined by the Library Director.
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Collection Review          

Weeding the library collection is an integral part of the selection policy.  An active and continuous review of the collection is necessary to identify items which no longer fit the criteria for selection. The Director maintains overall responsibility for the review process, with support from the Coordinator of Library Resources. Appropriate administrators are asked to designate faculty members from each program to assist in the weeding process. The delegated faculty members must then make appointments with the Library staff to weed their subject area of the collection.

Effective weeding requires the careful and deliberate exercise of withdrawal criteria.  These criteria include, but are not limited to, the following:

a. Obsolescence

b. Frequency and recency of use

c. Duplication

d. Physical condition

e. Appropriateness of the subject matter

Periodically, a list will be compiled of materials to be weeded from the Library collection. The library must retain records of all materials that are discarded. Every effort must be made to place discarded items in other libraries, within the school system, the prison system, or the public library system. 

Replacement and Duplicates
Materials should be considered for replacement when they:

1. are damaged, worn or broken beyond repair,

2. have information that is outdated or inaccurate,

3. are lost or stolen.

When the material covers subject areas important to the collection and for which there is no substitute in the collection, the materials should be replaced as soon as possible.  If the materials to be replaced are unavailable for purchase (e.g. out‑of‑print), substitutes should be purchased when possible if those materials still are deemed to be important for instructional support. If the material covers a subject area relatively unimportant to the collection, replacement may be postponed indefinitely, or until more important materials have been acquired.
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INTELLECTUAL FREEDOM

General Policy Statement Supporting Intellectual Freedom

The library adheres to the ideals of intellectual freedom outlined in the Library Bill of Rights (see Appendix One).
Policy on the Confidentiality of Library Records
All information regarding the records of library users is strictly confidential.

The Director shall prohibit the release of library user records without the receipt of a proper process, order or subpoena.

All requests for information about library user records should be handled according to the following procedures.


Procedures for Handling Requests for Information on Library Users
1. Library staff shall immediately inform their supervisor of any serious request for information about the records of a library user.

2. The Library Director shall inform the College Administration of any requests for user records.

3. The Library Director should explain to the person(s) making the query the library's policy on confidentiality of user records.

4. The College Administration shall be informed of any process, order or subpoena requesting information regarding user records. The President, after review and consultation with the Library Director, will respond to such process, order or subpoena, or instruct the Library Director to do so. The Library Director will attempt to notify the user of any request for his/her records, unless otherwise prohibited by law (i.e. The Patriot Act).


Procedures for Reconsidering Library Materials 
Forms for the reconsideration of library materials are to be maintained in the library at the circulation desk at all times.

Persons who object to specific materials in the collection will be given a copy of the reconsideration form. This form is included in the Library Internal Procedures Manual.  Upon receipt of the completed form, the Library Director will review the original reasons for selection of the materials. The Library Director will prepare a recommendation for the College administration regarding the appropriate response to the request for reconsideration. Based on that recommendation and any other considerations, the 
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College administration will instruct the Library Director to retain or remove the materials in question from the collection, and to inform the library user accordingly.

Review of Procedures
Collection development procedures are to be reviewed annually by the Library. If changes are indicated, the Learning Resources Committee will make these recommendations to the College Administration.


Florida Gateway College

Library


Specific Objectives
1. 
To maintain primary and secondary materials in a collection of well‑organized print and non‑print formats, needed to support the purposes and programs of Florida Gateway College, and to support the mission of the college to provide superior, yet affordable programs of quality education and to enrich the lives of the citizens of North Central Florida.  

2.
To provide programs and services necessary to achieve the educational goals of 
the college, outlined in the mission statement of the institution.

3.  
To ensure bibliographic control through the provision of adequate records of materials, including the catalog, indexes and bibliographies, and access to external databases through the state library system of state‑sponsored consortia.

4.  
To maintain and develop sufficient collections for the support of educational and public service programs. To maintain a policy governing selection and weeding, based on user needs, in accordance with the intent of the college policy which established a Library Committee, and with the support of that committee.

5.  
To encourage access by maintaining adequate and attractive facilities which aid in the effective use of resource materials.  

6.    To respond to student needs by maintaining adequate hours of operation, and sufficient and capable staffing.

7.  
To evaluate library programs on a regular and systematic basis with the assistance of the Learning Resources Committee.  
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8.        To provide Library and information literacy instruction, thereby improving access to information and materials in all available formats. To coordinate with teaching faculty in providing Library and information literacy instruction that is geared toward program requirements.

9.  
To review periodically the professional qualifications of the Director, the librarians, as well as the qualifications of support staff. To provide continuing education opportunities for library personnel. To maintain policies concerning salary and contractual security for library personnel, who must be informed of such policies.
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Library Bill of Rights

The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services.

1. Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves.  Materials should not be excluded because of the origin, background, or views of those contributing to their creation.

2. Libraries should provide materials and information presenting all points of view on current and historical issues.  Materials should not be proscribed or removed because of partisan or doctrinal disapproval.

3. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment.

4. Libraries should cooperate with all persons and groups concerned with resisting abridgement of free expression and free access to ideas.

5. A person's right to use a library should not be denied or abridged because of origin, age, background, or views.

6. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use.
7. All people, regardless of origin, age, background, or views, possess a right to privacy and confidentiality in their library use. Libraries should advocate for, educate about, and protect people’s privacy, safeguarding all library use data, including personally identifiable information.

History: Adopted: 8/15/89; Effective: 8/15/89; 
Revised: 4/9/90, 11/13/90, 2/14/95; 6/9/98; 3/11/08;9/4/18; 2/3/22
