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Selecting Guidelines for Single-title Monographs
Statement of Purpose

The purpose of this policy is to provide collection guidelines for the Kent State University Main Library’s reference collection.  The reference collection at Kent State University’s Main Library is designed to serve the reference needs of Kent State University students, faculty, and staff. 

I. Location of Collection

Reference materials are contained within the reference collection located on the 1st floor of the Main Library.  Areas include the Reference Desk Collection, Index Tables, and the regular reference collection.  
II. Scope of Coverage

A. Language

The primary language of the collection is English.  However, non-English language materials may be added to the reference collection to support the Modern and Classical Language Studies program or translation programs.    

B. Geographic

The reference collection is focused on U. S. material.  

C. Date of Publication

The goal of the reference collection is to provide information that is current and authoritative. Older and standard reference materials may be retained within the reference collection, depending upon the type of academic discipline the material represents.  These decisions will be left to the appropriate liaison librarian.
Every effort will be made to ensure that the materials located in the reference collection are up-to-date and comprehensive. 

D. Treatment of Subject

The content of the reference collection should be scholarly and authoritative in nature. 

III. Materials Selection

A. Print Materials

Materials under consideration for selection for the Kent State University Main Library are evaluated using the following guidelines:
Authority of the item

Cost

Currency of the item

Relevance of the item to the collection

B. Electronic Materials

Electronic materials are becoming an acceptable format for the reference collection.  These items will be further evaluated using the following criteria:

Ease of use

Hardware and software requirements

Licensing restrictions

Timeliness of updates

IV. Collection Levels

A. Almanacs, annuals and yearbooks:  The latest editions of selected editions are purchased.  These items should be reflective of the research trends of the University.
B. Atlases:  (See also Gazetteers and place name directories) A representative up-to-date collection of world atlases is maintained. A selection of regional and thematic (e.g., historical, economic and linguistic) atlases is also included. Excluded are unbound topographical and geographical maps which are housed in the Map Library.

C. Bibliographies:  General bibliographies may be included in the reference collection. Narrow or single topic bibliographies are generally not placed in the reference collection.

D. Biographical Directories:  Major universal and national works are included.  Works of a more narrow scope are evaluated on their individual merits.

E. Career guides:  A substantial number of current and comprehensive career guides are collected.

F. Companions and specialized dictionaries:  Items that reflect the programs of the University are collected.  The Library acquires the most authoritative and scholarly works available in this area.
G. Directories:  Biographical, company, educational, and media directories are collected.
H. Dissertation style guides:  The Kent State University Main Library subscribes to several dissertation databases.  We do not collect dissertation guides in print.  We rely on information provided by the individual colleges.
I. Encyclopedias:  The Library maintains two general encyclopedia sets that are purchased on a rotating basis.  The New Encyclopaedia Britannica is purchased in even numbered years and The WorldBook Encyclopedia is purchased in odd numbered years    Many subject specific encyclopedia sets are purchased.  Many of these resources are available electronically.
J. English language dictionaries:  A wide ranges of general and specialized dictionaries are collected.  The Library acquires the most authoritative and scholarly works available in this area.

K. Foreign language dictionaries:  For languages taught at the University, an extensive collection of dictionaries are collected.  Dictionaries that are necessary to supplement the University's translation program are also collected.  For other languages, translation dictionaries are collected to support non-native speakers.  The Library acquires the most authoritative and scholarly works available in this area.

L. Government documents:  Government documents are included in the reference collection on a selective basis.

M. Graduate and Undergraduate catalogs (KSU):  General guides to Kent State University colleges and University programs are maintained for 10 years.

N. Quotation and proverb books:  Selected editions of quotation and proverb books are collected.
O. Statistical yearbooks:  Selected national and international yearbooks are collected.  
P. Style manuals:  Current editions of style manuals are collected to support University programs.
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De-selecting Guidelines for Single-titled Monographs

Statement of Purpose:

Weeding, or de-selection, needs to be performed regularly in order to utilize space more effectively and allow room for new materials.  An organized body of materials makes the reference collection more efficient and accessible for both librarians and the Library's patrons.  In addition, a well maintained collection can facilitate the training of new personnel.  
General Criteria for Weeding:

1. An item has been superseded by a later edition.

2. An item contains dated information (i.e., information that is incorrect, but not historical information found in such works as the Daily Stock Price Record and Historical Statistics of the United States).

3. Eliminate multiple copies except where use dictates.

4. An item is not used (e.g., determined through use statistics).

5. A better source is available.

6. An item is damaged beyond repair (note:  a replacement should be ordered).

Process:

The Library does have an automatic weeding process as part of its acquisition
procedures.  When a new book cart arrives in Reference, new serials and
standing orders usually contain a white slip of paper that identifies the item to
be replaced.  A staff member then removes that item from the reference
collection and disposes of the item according to slip instructions.
The part of weeding that calls for professional initiative and intervention
occurs when Reference materials are not superseded by a later edition or where
other variations occur (e.g., change in title).

On a regular basis (usually during an intersession period), Reference librarians 
are to evaluate their assigned call number areas (see Appendix 1).

Suggested Sequence:

1.  Visually review assigned collection sections.  Indicate items to be weeded by 

inserting a weeding flyer indicating disposition (e.g., stacks, storage, withdrawal, or check for newer edition) and circulation status (e.g., circulating, non-circulating)    

2.   Pull items and place on a cart to be transported to Technical Services.
In rare instances where a librarian is uncertain whether to retain a particular title in the reference collection, the title may be referred to RST for review.

SUGGESTIONS FOR FURTHER READING:

Mathews, Eleanor and David A. Tyckoson. "A Program for the Systematic


 Weeding of the Reference Collection."  The Reference Librarian no. 29


 (1990):  129-157.

Nolan, Christopher.  "The Lean Reference Collection: Improving Functionality



 through Selection and Weeding."  College and Research Libraries 52


 (January 1991):  80-91.

Slote, Stanley J.  Weeding Library Collections 3rd ed.  Englewood, Colorado: 


 Libraries Unlimited, 1989.   Z 703.6 .S55 1989

Westbrook, Lynn.  "Weeding Reference Serials."  Serials Librarian 10 (Summer


 1986): 81-100.

approved RCC 5/30/91
                                                                                                                                       rev. krr 1991
                                                                                                                                       rev. klr 1994
                                                                                                                                    rev. tmw 2007
Appendix 1

	LC Class
	Area
	Librarian

	A-AZ
	General
	Warren

	B-BD
	Philosophy
	Fehrmann

	BF
	Psychology
	Fehrmann

	C
	Auxiliary Sciences of History
	Robinson

	D
	History
	Robinson

	E-F
	Americas & US
	Robinson

	E-F
	Pan-African, African-American Studies
	Robinson

	E-F
	Anthropology, Folklore
	Fehrmann

	G-GF
	Geography
	Scarletto

	GN-GT
	Multicultural Studies
	Robinson

	GV
	Recreation, Leisure (SELS)
	Burhanna

	GV
	Dance
	Voelker

	H
	Social Sciences
	Fehrmann

	HA
	Statistics
	Salem

	HB-HC
	Economics
	Seeholzer

	HD-HJ
	Business, Finance, Marketing
	Seeholzer

	HM-HX
	Sociology
	Fehrmann

	HQ
	Women's Studies
	Voelker

	HQ
	Family
	Jensen

	HV
	Criminology
	Robinson

	HV
	Rehabilitation Counseling
	Earp

	J
	Political Science
	Robinson

	K
	Law
	Robinson

	L
	Education
	Earp

	L
	TLCS
	Earp

	M
	Music
	Voelker

	N
	Architecture, Art
	Voelker

	P-PD,PF-PQ, PT
	Language & Literature (MCLS)
	Voelker

	P, PE, PR, PS
	Language & Literature (English)
	Voelker

	P, PN
	Communication Studies
	Radcliff

	PN
	Theatre, Film
	Voelker

	PN
	Journalism/Mass Communication
	Radcliff

	PZ
	Children's Literature
	Earp

	Q
	Science (General)
	Schloman

	QA
	Math, Computer Science
	Gedeon

	QB-QD
	Chemistry, Physics, Liquid Crystals
	Schloman

	QE
	Geology
	Scarletto

	QH-QR
	Biological Sciences
	Radcliff

	QP
	Neurological Sciences (only)
	Fehrmann

	R
	Medicine, Nursing
	Schloman

	R
	Psychiatry
	Fehrmann

	R
	Biomedical Science
	Radcliff

	R
	SP & Audiology
	Schloman

	S
	Agriculture
	Radcliff

	T-TP
	Technology
	Kristof

	TR
	Photography
	Voelker

	TS
	Manufacturers
	Seeholzer

	TT
	Fashion, Handicrafts
	Seeholzer

	TX
	Home Economics, Nutrition (FCS)
	Jensen

	U, V
	Military & Naval Science
	Robinson

	Z-ZA
	Library Science, History of Books
	Warren

	SuDocs
	Government Documents
	Salem
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