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AIMS AND OBJECTIVES 
The Library acquires resources to meet the 
educational and recreational needs of the 
College community. Selection of resources 
is a cooperative activity overseen by the 
Head of Library Services in consultation 
with Heads of Learning, teachers, Library 
staff and students.
Resources are acquired in a timely and responsive 
manner to meet expressed need or identified areas 
that require additional resources. All resources are 
processed through the Library’s automated acquisition 
system and meet college budgetary requirements.

All Faculty orders for books, serials and audio-visual 
resources are also processed through the Library 
acquisition system.

The philosophy that underpins this process can 
be found in the document ‘Saint Mary MacKillop 
Library Procedure Statement’. Other guidelines to be 
considered are:

AUTHORITY
The authority can be vested in one or more institutions. 
The credibility of those responsible for producing the 
work will help in this area. Note the following:

•	Qualified and/or experienced author or editor
•	Reputable or known source of information
•	Reputable or recognised publisher or producer

PURPOSE
Does the work achieve its applied or stated objective? 
For whom is the work intended?

SCOPE   
This could be termed the subject of the work. Is the 
work comprehensive or selective? Is it intended for 
the specialist, educational or popular market? The 
information shall be appropriate and accessible to the 
identified year level or staff requirements.    

PHYSICAL FORMAT AND TECHNICAL 
QUALITY  
The format should be the most suitable medium to 

present the subject matter

EASE OF USE AND ACCESSIBILITY    
Ease of use is vital. Printed works, where possible, 
need straightforward indexing to contents. Electronic 
resources must be easy to navigate.

•	Content is easily accessible. This can be enhanced 
by appropriate guides, contents and index pages.

•	Electronic and online resources can be easily 
navigated and meet appropriate standards.

•	Instructions and support materials are adequate, 
clear, comprehensive and effective.

CURRENCY OF INFORMATION   
Up to date information and current publications are 
purchased to meet identified needs. Older material is 
only purchased to meet an expressed need and after 
full consultation with staff.

COST   
Any item purchased will meet budget requirements 
and will be evaluated against collection and curriculum 
criteria. Value of money will be considered by 
purchasing material that can be used across a number 
of curriculum areas and age levels. All Library and 
Faculty resources must be processed through the library 
acquisition system.

COLLECTION 
MANAGEMENT
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SELECTION AIDS
Professional journals and appropriate reviews will be used to 
help evaluate intended additions to the collections. Other 
resources may include:

•	Current guides to children’s literature;
•	Suggestions from staff, students and the wider school 

community;
•	Publishers’ catalogues;
•	Booksellers;
•	Education and technology journals

BOOKS   
Fiction: Fiction includes a wide range of genres, popular best 
sellers, classics, and award winners, in print, in audiobooks and 
eBooks. An emphasis is on Australian authors. Some popular 
titles will be duplicated to cater for demand. Some graphic 
novels and manga will be collected to cater for those who enjoy 
this format. We also support the College’s literacy and reading 
programs.

Non Fiction: The non-fiction collection aims to support the 
College curriculum and stimulate the cultural, informational 
and recreational wants and needs of the staff and students. 
The Library as a rule does not purchase textbooks, unless 
they enrich and expand on those selected by the Faculties for 
student use.

PERIODICALS / MAGAZINES   
The Library has subscriptions to hard copy and electronic 
journals. Where appropriate and affordable, the Library will give 
preference to online periodical resources.

Access to online indexes and databases is provided from the 
Library’s website. These resources are only accessible to staff 
and students of the College.

SELECTING AND USING INFORMATION FROM THE 
INTERNET
Students are encouraged to develop critical searching skills 
to ensure that they are always using appropriate and relevant 
material from the internet.  

Staff and students are encouraged to access the Library Fact 
Sheet ‘Evaluating information from the Internet’, which is 
available from the Library website.

COLLECTION 
PRESERVATION
The Library preserves the collection by employing a number 
of strategies. The Library’s preservation strategies include: 
selective acquisition, physical processing, binding and repair, 
conservation and environment control. The Library also provides 
special housing for rare/special/historical collections in the 
Library Archives. The integrity of the collection is maintained 
by appropriate recording of metadata using standardised 
cataloguing procedures, curating an accurate digital record. 

The Library uses SirsiDynix’s Portfolio which provides both 
a digital asset manager and discovery interface. Important 
College assets, such as photographs, documents, shields and 
other realia are digitised and stored for long-term preservation 
and research.

CHOICE OF 
FORMAT
The most suitable medium to present subject 
matter will guide choice. Formats may include 
print, non-print and online resources. These may 
be:
1.	‘Non-print’ which may be one of the 

following: 

•	Audiobooks
•	eBooks 
•	CD-ROMs	
•	DVDs
•	AI tools and content
•	Other multimedia resources

2.	‘Print’ which may be one of the following: 

•	Fiction 
•	Non Fiction
•	Reference material 
•	Journals and magazines 
•	Newspapers 
•	Posters 
•	Maps

3.	‘Online resources” may be one of the 
following: 

•	Web Pages 
•	Internet sites 
•	Licensed full-text databases 
•	Licensed full-text newspapers
•	Other digital resources suitable online

CHECKLIST
The following criteria can be used as a quick 
checklist, for books, if required.

Ask:	 	

•	Who is going to use this resource?
•	For what purpose will it be used?
•	In which area will it provide additional 

material?

Treatment:	  
•	How accurate, reliable, complete is this 

work?
•	Is it objective? Does it try to represent all 

points of view? Should it attempt to do so?
•	What is the intended level of readership?
•	Bias. This includes geographical, societal, 

political and environmental content.

Arrangement:
•	Always be aware of the total book;
•	Always check the index;
•	Language / terminology must be appropriate 

for the intended reader.

Physical characteristics:
•	Paper – strength and appearance;
•	Typeface – clear, readable, suitable;
•	Binding – durable and easy to open;
•	Illustrations – clear, appropriate to the text.


