Greenwood Library De-Selection Procedures

De-selection is a necessary part of the collection development process. It requires the same degree of participation by faculty as the selection process. It frees up space for new materials and ensures that older important resources remain easily accessible. It also ensures that materials support the current curricular and research needs of the university. 
The following procedures for reviewing candidates for de-selection are intended to provide a means for all faculty to have input into final decisions so that key works are not discarded.  Candidates for de-selection will be determined according to the guidelines in the current Collection Development Policy, http://www.longwood.edu/library/about/policy/colldev.htm.
Additional reasons to consider withdrawing materials include:

· A more authoritative treatment of the subject is available.

· The item is available in electronic format.

· The material no longer supports the curriculum of the university.

· The library is no longer actively collecting in the area.

· The content of the work is out of date or out of scope, including introductory or basic texts and primers whose content is dated. 
· The item is damaged and cannot be repaired, or is in too poor a condition to remain in the collection.

· The item is part of a fragmented set, and there is neither likelihood or intention of completing the set.

· The item is either non-academic in scope or takes a popular approach to a topic of academic interest.

· The format (especially for audiovisual media) is obsolete or the university no longer has the equipment required to run it.

Additional reasons to consider retaining materials include:

· Local author, faculty author, or local topic. (Many of these materials are retained in Special Collections, and a second circulating copy may be kept in the general collection if warranted by actual or expected use.)
· Famous illustrator, or item contains unusual photographs or illustrations.

· Title is a prize winner.

· Item is considered a primary source material for retrospective research.

· Item has a high value as an older or original edition.

· Item has an extensive bibliography which is still useful.

· Item strongly illustrates the culture or contemporary knowledge of a specific time period.

· Item is a seminal work or classic textbook in a field.

· Item is a classic example of controversial coverage of a topic.
· Multiple copies are needed for curricular support.

Monographs and Audiovisual Materials
All call number ranges will be associated with a liaison area.
Older Editions

When a newer edition is received and there is no internal note indicating that all older editions or the title are to be retained, the following will take place:

1. Technical services staff will check to see if the older edition is in Books for College Libraries.  If so, the older edition will be retained.
2. Technical services staff will notify librarian liaison via email with full bibliographic record and edition statement of each edition as well as location and total circulation of older edition.

3. Librarian liaison  will either decide to retain the older edition or forward the notification to the faculty department chair or library acquisitions contact for review.
4. Faculty contact will have one month to determine if the older edition should be retained. If no response is received after one month, the older edition will be discarded.

Periodic Collection Review

Librarians will draw up a schedule for systematic review of the collection by call number ranges so that each section is reviewed at least once every five years. Sections may be reviewed more frequently if needed based on shelf-load, disciplinary needs, or accreditation. De-selection candidate lists will be prepared twice a year for distribution to faculty in early fall and early spring according to the following procedures:
5. Four weeks before the start of the semester (August 1 and December 1), technical services staff will create Excel files for each of the liaison area call number ranges scheduled for review. The list will include books in the circulating collection and in storage with either a copyright date later than 20 years ago or no circulation. Items added within the last 5 years or having an internal “Retain” note will not be included. The file will include the following for each item: call number, title, author, date, publisher, location, total circulation, a hyperlink to the bibliographic record in the online catalog, and “Retain” column for notes by reviewers.
6. Technical services staff will forward the Excel file to the appropriate librarian liaison by the beginning of the semester.

7. The librarian liaison will review the list and indicate items to be retained. Librarians are encouraged to work with departmental faculty to identify discipline-specific collection tools and standard bibliographies to assist in identifying items that should be retained. Technical services staff will assist in comparing lists as needed.
8. By or before the third week of the semester, the librarian liaison will forward the Excel file via email to the faculty department chair or library acquisitions contact for review. Each file will also be posted on the library website.
9. An email will be sent to all faculty during the fourth week of the semester indicating which call number ranges are under review and providing a link to the files on the library website.

10. Faculty are encouraged to view items on the shelf in critical subject areas and to include other notes in the “Retain” column, such as move to storage, check for newer edition, replace damaged item, transfer to department, etc. Indiscriminate requests to retain all items on a list will not be honored.
11. Responses to lists prepared in the fall will be due by December 1. Responses to lists prepared in the spring will be due by May 1.

12. Librarian liaisons will send two reminders to the appropriate faculty regarding the deadlines. 

13. Librarian liaisons will collect responses from the departmental faculty and will work with any faculty needing additional time to review the list. 

14. Technical services staff will combine responses from all sources onto a master list.

15. Before any item not marked for retention is discarded, technical services staff will check to be sure that:

· The item is not in Books for College Libraries (or the appropriate discipline-specific collection tool).

· There is at least one (preferably two) source(s) for interlibrary loan in the state.
16. Technical services staff will add internal “Retain” notes to the item records of all items listed for retention, noting the date and the last name of the faculty member or librarian.

17. Technical services staff will follow the standard discard procedures.

Reference Collection

Greenwood Library seeks to maintain a reference collection that will provide comprehensive support for the research needs of students and faculty.  It must do so, however, in light of three factors that constrain the size of the collection:
· Currency – To ensure reliability, reference resources must be kept as up to date as possible.  Materials with out-of-date information should be discarded or, if an item has historical significance for researchers, kept in the General Collection or in Special Collections.

· Expense – Because reference materials are typically costly, every effort is made to purchase only those reference works that are relevant to student and faculty research.

· Space – Our library’s current configuration includes only so much shelf space for reference volumes.  There is room only for highly relevant, timely reference works.

A further factor in collection management decisions is the growing availability of reference texts in electronic format.  They make reference information easily accessible to multiple people at a time, whether in the library or away from the library, 24/7 – an important consideration as Longwood continues to expand its distance education curriculum.  For these reasons, Greenwood Library seeks to migrate its print reference collections to online format wherever possible.

With these factors in mind, print reference resources are considered candidates for deselection whenever any of the following apply:

· The resource contains information that is out of date (typically, such items will be discarded, although they may be moved to the General Collection or to Special Collections if they have special significance for retrospective research). 

· The resource is superseded by a new edition or by a more current work that contains similar information.

· The resource becomes available in electronic format.

· The resource is damaged.

· The resource is no longer likely to be used, owing either to curricular changes or to changes in research objectives among the faculty.

To ensure the reference collection’s reliability, reference resources will be reviewed on an annual basis, according to the following procedure:
18. Each January, the departmental liaisons and the reference coordinator will be provided a list of materials in the collection that are more than five years old.  At the same time, they will be given a list of reference standing orders for their areas.  Departmental liaisons and the reference coordinator will review these lists to determine candidates for deselection and to decide whether standing orders should be continued.

19. In March, the reference coordinator will publish a list that contains candidates for deselection and standing orders that have been marked for discontinuation.  Faculty will be invited to comment upon this list to make certain that materials important for their teaching or research are not discarded or discontinued.

20. In May, the reference coordinator and departmental liaisons will meet to assemble a final list for deselection and discontinuation.  Final decisions will be informed by input provided by faculty in step 2.  

21. The reference staff will implement the recommendations given in the final list.
Periodicals

JSTOR (short for Journal Storage) is a not-for-profit organization with a dual mission to create and maintain a trusted archive of important scholarly journals, and to provide access to these journals as widely as possible. It provides full-text searches of digitized back issues of over 700 well-known journals dating back to 1665.

JSTOR offers researchers the ability to retrieve high-resolution, scanned images of journal issues and pages as they were originally designed, printed, and illustrated. The journals archived in JSTOR span many disciplines. For more information about the JSTOR collections, please visit Currently Available Collections and Journals.

JSTOR is not a current issues database. Because of JSTOR's archival mission, there is a gap between the most recently published journal issue and the back issues available in JSTOR. This "moving wall" represents the time period between the last issue available in JSTOR and the most recently published issue of a journal. Publishers determine the moving wall length in their license agreements with JSTOR. Moving walls may range from zero to ten years, although for most titles, the range is between three and five years. 

The Greenwood Library has purchased all of the JSTOR Arts & Sciences collections as well as several subject collections, providing permanent access to the complete runs of over 700 journals.  Since 2002, the library has paid over $44,000 in one-time fees for this digital archive and pays approximately $15,000 per year to add new content.

Due to space limitations in the library and the availability of  subscribed titles in JSTOR, the library will discard print issues of titles once they become available in JSTOR unless requested by an academic department.

22. Each February, once a full year of issues becomes available in digitized form in JSTOR’s database, the serials staff will retrieve the issues and place them on the library’s “Evaluation” shelves in Technical Services. 
23. The serials staff will send a departmentalized list of the print titles to the librarian liaisons who will distribute the list to their faculty. The library offers these print issues to academic departments for departmental use only. This transaction is considered to be a department to department transfer and the issues must be housed in the department. 

24. Faculty have until May 1 to peruse the “Evaluation” shelves and to notify their librarian liaison if they would like the issues for their department. Faculty are responsible for informing the serials staff which issues they are taking back to their department. If there is no response, the library will surplus the issues.
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