Basic terminology and definitions accepted by AIC Library


[bookmark: _GoBack]ACQUISITION is the process of selecting, ordering, and receiving materials for library or access to electronic resources. Acquisitions can be by means of purchase, exchange, donation or gift. 
 
AUDIOVISUAL MATERIAL is information in a non-print format. It is also referred to as media. 
 
AUTHORIZED USERS are library members who have permission under an agreement to enter or use resources provided by the library.
 
BUDGET is the estimation of funds the collection developers receive to spend during a given period.
 
COLLECTION DEVELOPMENT is the process of planning and building collections of library materials over a longer period, based on an ongoing assessment of the information needs of the library’s users, analysis of usage statistics and demographic projections, normally constrained by budgetary limitation. Collection development includes the formulation of selection criteria, planning for resource sharing and replacement of lost and damaged items, as well as routine selection and weeding decisions. 
 
COLLECTION MANAGEMENT is the application of quantitative techniques, such as statistical and cost benefit analysis, to the process of collection development.  It includes the activity of planning and supervising growth and preservation of a library’s collections based on an assessment of existing strengths and weaknesses and an estimate of future needs.
 
INFORMATION RESOURCE is an expression or manifestation of a work or a specific item. Such a resource may be tangible, for example a printed publication, or intangible, for example an electronic journal or book. 
 
INFORMATION RESOURCES BUDGET is the portion of the library’s budget allocated for the purchase of books, journals, audio-visual, electronic and other information resources. This budget includes postage and service charges associated with the acquisition of resources. This budget is subdivided into allocations and funds according to format and subject.
 
JOURNAL is a serial publication, print or electronic, that disseminates original research and commentary on current developments within a specific subject area, discipline, or field of study. 
 
LICENCE AGREEMENT is an agreement that presents the terms under which a vendor or publisher grants a license to the library, granting the rights to use one or more proprietary bibliographic databases or electronic resources, usually for a fixed period of time in exchange for payment.

PRESCRIBED BOOKS refers to a book that may be prescribed if it contains essential reading. In other words, it must consist of academic content without which the student will be unable to achieve the outcomes for the module.

MEMBERS` ACCESS means the right to use AIC’s Library resources, both print and electronic. 

RECOMMENDED BOOK refers to a book that may be recommended if it contains material that is intended to provide supplementary reading relevant to the outcomes of the module. 
 
RESEARCH COLLECTION is the library collection that is sufficiently comprehensive to support specialized research in an academic discipline or field and selected to meet the needs of researchers. The collection includes primary sources, secondary sources and the bibliographic tools needed to conduct an exhaustive search of literature.
 
SELECTION is the process of deciding which materials must be added to a library collection. Selection can be done by means of selection criteria, which is a set of guidelines used by librarians in deciding whether a resource must be added to the collection. 
 
TEXTBOOK is an edition of a book specifically intended for the use by students who are enrolled in a course of study or are preparing for an examination on a subject/module or in an academic discipline. Textbooks are sometimes published in conjunction with a workbook, laboratory manual and/or teacher’s manual. A textbook also refers to the standard work used for a specific course of study, whether published in a special edition or not. 
 
WEEDING is the process of removing material from the open shelves of the library and reassessing its value in terms of current needs or the practice of discarding or transferring to storage, excess copies, rarely used books and materials no longer of use.

BOOKSHELVES It is important to notice the distinction between terminology used to describe shelves and shelving in libraries. There are four components to bookshelves 1) Shelf – A flat piece of wood or metal that is placed horizontally between two uprights to hold books 2) Section (also called a Bay) – A vertical series of shelves, between two uprights. The section is the basic unit of shelving. It can be double-faced or single-faced 3) Range – A number of sections lined up end to end. Ranges are aligned parallel to each other 4) Stacks – All of the ranges within the library are collectively referred to as the stacks.

DIFFERENT TYPES OF SHELVING - In addition to the standard shelving there are a large variety of display and special purpose shelving available for:
· audiovisual materials
· periodicals and paperbacks
· special displays (e.g. new books)
OPEN AND CLOSED STACK - Library collections can be open stacks or closed stacks. There are reasons to have both in a library and implications for library staffing and shelf work. 
OPEN STACK COLLECTION - Open stack collections give users complete access to the materials on the shelves. Users may browse and choose their own materials. There are extra problems with security. Signs are typically posted encouraging users to put material they have used onto specially designated carts, tables, or shelves. This facilitates the job of collecting, sorting, and reshelving materials for library staff. 
CLOSED STACK COLLECTION - Any collection that is not open to the general public or only on a selective basis is a closed stack collection. 
Libraries with open stacks may keep certain materials in closed stacks because they are in high demand, valuable, or may be stolen. Some materials are kept in closed separate stacks because of their physical shape (e.g. maps or newspapers). As well, if a collection is very large and the library has fixed stack space, little used materials are often kept in a closed stack storage area.
The user requests the material by writing the call number on a “call slip” that is given to a staff member at the circulation desk. 
SHELVING ARRANGEMENTS - The arrangement of books on the shelves make them accessible to users and library staff. In all types of libraries, nonfiction is usually arranged according to classification systems. These systems group material by subject and make it possible to browse the shelves.

Academic libraries classify fiction as “literature”. Literature is arranged by call number so that an author’s works are shelved in the same area with the criticism of these works.

REFERENCE MATERIALS - include such things as dictionaries, atlases, and handbooks that are consulted on a regular basis. Most libraries have reference material shelved in a separate area from the regular collection. Shelving these types of materials in separate areas facilitates browsing. As well, the nature of the material may require special cases or shelving. 
CALL NUMBERS AND SHELVING - Library materials are assigned to their places on the shelves through the use of call numbers. These are found on the spine label. Call numbers arrange materials by subject based on classification systems. In addition, the call number divides subject classification by author. 

SHELFWORK is the physical maintenance of the stacks and involves: sorting, shelving, shifting, and shelf-reading.
SORTING - Materials to be sorted come from a number of sources:
-returned material
-new acquisitions
-books used by patrons in the library and left on tables or special shelves
SHELVING - Shelvers move book trucks of sorted library materials to the appropriate location to begin shelving. As the books are shelved, the shelvers should be looking for misshelved materials and routing them to the sorting area, or reshelving them properly. 
SHIFTING is the process of moving sections of books. A shift may be necessary because:
-a collection is being rearranged
-differential growth in the collection
-portions of the collection are being removed
-new shelving has been added

SHELF READING - Following a shift and on a regular schedule throughout the year, the collection should be shelf-read. Shelf-reading is the process of checking the shelves to make sure that each item is in its proper place. 
