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MODULE 2  
 
This module will discuss three components of serials management: 
collection development policy, selection and acquisition of serials. Each 
of these components of serials management will be clearly explained to 
show their relevance to the serials units and the library users. Collection 
development policy is a guideline to be followed by the librarian on 
which, what and how to choose and acquire information materials 
including serials to the library. Selection will highlight the criteria, tools 
and procedure to use to choose the most relevant serials for users. 
Acquisition deals with providing access or ownership to the library and 
the various methods of acquiring serials are discussed. This module will 
discuss collection development policy, selection and acquisition of 
serials extensively. 
 
Unit 1  Collection Development Policy  
Unit 2  Selection of Serials 
Unit 3  Acquisition of Serials    
 
 
UNIT 1 COLLECTION DEVELOPMENT POLICY 
 
CONTENTS 
 
1.0  Introduction 
2.0  Objectives 
3.0  Main Content 
 3.1 Definition and relevance of a collection development  
  policy 
 3.2 Elements of a Collection Development Policy 
 3.3 Formulating a Collection Development Policy 
4.0  Conclusion 
5.0  Summary 
6.0  Tutor-Marked Assignment  
7.0  References/Further Reading 
 
1.0  INTRODUCTION 
 
The general discussion about serials and their management has been 
handled in Module 1. You have learnt that serials are information 
materials that are published at regular periods, kept in a separate unit in 
a library and contain current information. Serials can only be useful to 
the library users when there are guidelines to ensure balance in serial 
collection through a collection development policy which will also guide 
the library personnel on actions to be taken in the serials unit.  
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2.0  OBJECTIVES 
 
By the end of this unit, you will be able to: 
 
� What a collection development policy is and its relevance. 
� Elements of a collection development policy. 
� Design a collection development policy for a serials unit. 
 
3.0  MAIN CONTENT 
 
3.1 Definition of Collection Development Policy 
 
A library should have a policy that will show the direction that library 
personnel should follow in carrying out all the activities in the library. A 
collection development policy is embedded in the library policy and it is 
a guideline for the management of the collection including serial 
publications. The collection development policy must be written so that 
every library personnel can have access to it and adhere to it to build a 
balanced collection in a library. The advantages of a written collection 
development are hereby listed:  
1. Mandates staff to think through library goals and commit 

themselves to achieving them.  
2. Helps them to identify the long-and-short-range needs of users, 

and to establish priorities for allocating funds  
3. Helps to assure that the library will commit itself to serving all 

parts of the community, both present and future  
4. Informs everyone about the nature and scope of the collection 
5. Reduces the influence of a single person selecting materials 

based on personal biases 
6. Contributes to operational efficiency in terms of routine 

decisions,  
which helps junior staff 

7. Serves as a tool of complaint handling with regard to inclusions 
or  
exclusions 

8. Aids in weeding and evaluating the collection 
9. Provides a means of assessing overall performance of the 

collection development program 
 
The drawback to having a written collection development policy is the 
time and effort needed to write a good one by the library personnel. 
 
3.2  Elements of a Collection Development Policy 
 
A collection development policy of a library should have some 
components such as overview, details and miscellaneous issues (Fig. 
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15). The overview is expected to contain the overall objectives of the 
library. This refers to the goals of establishing the particular library and 
it must be clearly stated. The second component is the details of subject 
areas and formats to collect. This refers to the disciplines or subject 
areas that the institution focuses on. If it is an academic library, the 
various disciplines offered in the educational institutional must be 
catered for by selecting and acquiring relevant materials in the 
discipline. This will provide information materials for the curriculum in 
the various disciplines in the educational institution.  
 
The collection development policy must also specify the types of 
materials to collect (what type of serials), the format to be collected and 
the primary users.  The specific type of serials to be collected must be 
indicated, for example, journals, newspapers, magazines and the format 
of these materials to collect. It is expedient that the composition of the 
users must be indicated to avoid misrepresentation or not catering for the 
appropriate users. 
 
The third element of a collection development policy is miscellaneous 
issues. These comprise decisions to take on gifts, selection, weeding, 
evaluation, complaints and censorship. The collection development 
policy must be clear about what to do with gifts, what type of gift to 
receive and from whom. The aspect of selection and weeding will 
involve what to select and weed, how to select and weed, who does the 
selection and weeding and when to select and weed serials.  
 
Evaluation is an important activity that needs to be carried out in the 
library to assess if the serials in the library are meeting the needs of the 
users. The collection development policy should state the criteria for 
evaluation, who does the evaluation and how often it should be carried 
out in the serials unit.  The collection development policy must also 
include how to manage complaints, who are those to manage complaints 
and what are criteria to use in censorship of serials, who will be 
involved in censorship and how will it be done.  
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Fig.  15. Elements of a Collection development policy 
Source: https://image.slidesharecdn.com/policiesprocedures-
120129223011-phpapp02/95/policies-procedures-developing-library-
collection-policies-12-728.jpg?cb=1327876368 
 
3.3 Formulating a Collection Development Policy 
 
To formulate a collection development policy that will be efficient in 
balancing the collection of the library without bias, the following steps 
should be taken:  
 
1. Set the guidelines 

The librarian in charge of collection development must determine 
what should be included in the policy, who is to be consulted and 
how are decisions to be made. In setting these guidelines, the 
goals of the institution must be taken into consideration as 
whatever guideline must not be in variance with the 
organizational goals. For maximum achievement of a good 
collection development policy, it is advisable to use a committee 
system, where librarians from different units of the library are 
members and decisions taken are expected to be in the best 
interest of the library. 
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2.  Analyze community needs 
A library is established to meet the information needs of the users 
that it will be serving. Therefore, the librarian must carry out a 
community analysis of the needs of the present and future users. 
The determination of the needs of the users can be done through 
surveys or interviews. The result from the survey or interview 
will be analysed and inferences can be made on the needs of the 
users. 

 
3.  Prepare the draft document 

A draft document can be prepared from the information that was 
collected in writing and suggestions from members of the 
committee. 

 
4.  Circulate the draft document 

The draft document should be circulated to selected members of 
the community to have their impact and feedback given with a 
stipulated deadline. Comments received can be used to improve 
the draft document.  

 
5.  Adopt the revised document 

The document having been revised by including the comments 
from members of the committee can now be adopted and 
published as the collection development policy for the library. 

 
6.  Provide for ongoing review 

A collection development policy is not a one-time static 
document as changes may need to be made based on change in 
focus, subject area and user groups. However, a thorough review 
process must be ensured to produce a good collection 
development policy that will benefit the library. 

 
Note: Guide to developing a collection policy is discussed in these 
slides (https://www.slideshare.net/joh5700/policies-procedures-
developing-library-collection-policies) 
 
Examples of collection development policy in different types of 
libraries: 
1. University library 

a. Washington University in St. Louis, USA  
https://library.wustl.edu/about/policies/collection-
development-policy/ 

b. Covenant University, Ota, Ogun State, Nigeria 
http://m.covenantuniversity.edu.ng/content/download/452
9/33490/file/CLR_COLLECTION_DEVELOPMENT_PO
LICY.pdf 
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2. Public Library 

a. New Orleans Public library, USA 
http://www.nolalibrary.org/page/134/library- 
policies/41/collection-development-policy 

b. Halifax Public library, Nova Scotia, Canada 
https://www.halifaxpubliclibraries.ca/about/library-
policies/collection-development-policy/ 

c. State Library, New South Wales, Australia 
https://www.sl.nsw.gov.au/sites/default/files/collection_ac
quisition_policy_v2.0_april_2016.pdf 

d. Public library in Johannesburg 
https://www.sols.org/files/docs/develop/publications/curre
nt/librarydevelopmentguidesguide6_Developingacollectio
nplan_fullversion.pdf 

 
3. School Library 

a. University Laboratory High School library in Urbana, 
Illinois, USA 
https://www.library.illinois.edu/uni/policies/collectiondeve
lopment/ 

 
b. School libraries in Kwazu Natal, South Africa 
 https://www.library.illinois.edu/uni/policies/collectiondeve

lopment/  
 
SELF-ASSESSMENT EXERCISE 
 
What are the importance of collection development policy? 
���������������������������. 
���������������������������. 
��������������������������..... 
 
4.0  CONCLUSION 
 
A collection development policy is a guideline on what, how, when and 
how library information materials are acquired to ensure a balance in the 
library collection. The collection development policy must be written 
and accessible to library personnel to ensure that those guidelines are 
followed. The elements of a collection development policy indicate what 
should be in and the steps in formulating a collection development 
policy are provided. All these are to ensure that activities are 
professionally done without any bias to provide efficient services to 
users. 
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5.0  SUMMARY 
 
The definition of a collection development policy and its advantages to a 
library were discussed. . The three major components of a collection 
development policy (overview, subject area and format and 
miscellaneous issues) were explained and steps to take in formulation a 
collection development policy were also highlighted.  
 
6.0 TUTOR-MARKED ASSIGNMENT 
 
1. Define a collection development policy. 
2. What is the importance of a collection development policy to a 

library? 
3. Design a collection development policy for a university library. 
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