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Library 

Collection Management Plan 
UM-HELENA COLLEGE OF TECHNOLOGY 

 

 
A.  INTRODUCTION 

 

1.     Mission: 

The mission of the Library at UM – Helena College of Technology is to support 

student success by maintaining a collection of reading and resource materials in a 

variety of formats and by providing knowledgeable staff to help users with their 

information needs. The Library also exists to foster the broader educational ideals 

of life-long learning and intellectual freedom to the college and to the greater 

Helena community.  

     

2.     Purpose of the Plan: 

This plan shall serve as a basis to guide the development of a Library collection 

that will serve the learning needs of students and the curricular needs of 

instructors. It will also provide a system of accountability to the institution, will 

describe how the collection serves its users, and will establish guidelines for 

Library operations.   

 

3.     Community and User Groups Defined: 

UM-Helena is a two year college located on two campuses in Helena, Montana.    

The primary users of the Library are the students, faculty and staff of the college.  

Currently there are 978 FTE students, and approximately 34 faculty, 65 adjunct 

instructors, and 41 administrative and support staff.   Secondary users are any 

Montana Library patron. As a member of the Affiliated Libraries of the 

University of Montana and the Montana libraries OCLC network, the Library 

shares its resources with all libraries in Montana. As a Library funded by 

taxpayers, individuals in the general community may also use the Library’s 

resources directly. 

 

   4.   Patron Needs and Services/Programs Defined: 

In accordance with its mission statement, materials purchased for the collection 

support the college’s educational programs in Technical Education, Trade and 

Industrial Technology, Health and Protective Services, and General & Transfer 

Education. 

  
Technical Education:  Accounting & Business Technology; Electronics 

Technology (in moratorium); Computer Technology; Office Technology, 

Water Technology 
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Trade & Industrial Technology:  Automotive Technology; Aviation 

Maintenance; Construction Technology; Diesel Technology; Machine 

Tool Technology; Welding Technology; Interior Space Planning and 

Design 

 

Health & Protective Services:  Nursing; Fire & Rescue 

 

General  & Transfer Education:  Associate of Arts; Associate of 

Science  

 

Various Library services supplement the collection, including online electronic 

databases, interlibrary loan services, course reserves, reference service, and 

referrals to other local libraries.   The Library makes limited purchase of items for 

faculty education or research, and primarily attempts to meet these needs through 

electronic databases and interlibrary loan. 

 

5.   Brief General Statement Describing the Collection: 

The Library collection encompasses the following items, most at a level 

appropriate for undergraduate and technical education: 

8,000 books and audio-visual materials 

2 Print newspaper subscriptions 

97 print periodicals with most archived for 2 years issue 

85 electronic reference and journal databases accessed via website 

56,000 electronic books, indexed in the Library’s online catalog 

While the collection has grown at an average of 500 items per year since 2003, it 

is still deficient in many areas.  A recently adopted student Library fee will 

provide funding to increase purchase of materials and improve the coverage of the 

core collection.   

 

6.    Cooperative Collection Management and Interlibrary Loan: 

As a member of the Affiliated Libraries of the University of Montana, UM-

Helena heavily supplements its resources by borrowing from other libraries in the 

system.  In addition, the holding of the other units are always considered before 

the purchase of any item, though this does not necessarily preclude the decision to 

purchase.  At present, the UM-Helena Library has formal cooperative agreements 

with six other libraries in town including Carroll College, Montana Office of 

Public Instruction, Helena High School Library, Lewis & Clark Public Library, 

The University of Montana Mansfield Library, and the Montana State Library.  

Following interlibrary loan protocols as developed by the Montana Library 

Association, the Library makes interlibrary loan requests on behalf of its students, 

faculty and staff.  Additional resources are available from the other units of higher 

education in Montana, other libraries in Montana, and other libraries nationally 

through the OCLC network of lending. 
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B.  GENERAL PRIORITIES, LIMITATIONS AND POLICIES 
   

1.  Chronological Coverage: 

The Library attempts to make available current information in areas pertaining to 

UM-Helena’s technical, occupational, and academic programs.  Approximately 

60% of the books/media in the collection have been purchased within the last 6 

years.  Few materials are kept for historical or research purposes, with volumes in 

the literature and history collections being the exception.  Perhaps 5% of the 

collection is outdated and needs to be weeded. Each semester an area of the 

collection is weeded in consultation with the corresponding faculty.    Relying 

primarily on electronic journal databases for back files, only 2-3 years of back 

issues of journals are retained in hard copy.   

 

2.   Formats: 

The Library collects information in the following formats: books, periodicals, 

paperbacks, newspapers, videotapes, audiotapes, CDs, and DVDs.  Access to 

additional resources in electronic format via the internet supplements the 

collection. 

 

3.   Multiple Copies & Textbooks 

In most instances only a single copy of a book or other material is purchased.  

Duplicates are placed in the collection under certain conditions if high demand 

warrants this.  Textbooks and other classroom materials are not usually added to 

the collection, either through purchase or donation. 

 

4.   Languages 

Nearly all materials in the Library are in English, with a small collection of books 

in Spanish to support course offerings. 

 

5.   Funding Considerations 

Institutional funds for the UM-Helena Library are obtained through biennial state 

legislative appropriation.  This money is allocated to the Montana University 

System and then to the college based on enrollment.  The funding for the Library 

program is then budgeted annually by the college’s Budget Committee, with 

participation from administration, department chairs, and all directors, including 

the Director of Library Services.  At this time the Library receives $20,000 - 

$25,000 annually for collection development.  Beginning fall 2009, the Library 

began accruing revenue from the Student Library Fee to be used for the purchase 

of materials. 
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6.   Collection Responsibilities and Selection Procedures 

Students, faculty, administration, and staff are encouraged to suggest items for 

purchase at any time throughout the year, though periodicals are usually only 

purchased annually in April.  The Director of Library Services provides final 

authority for selection of purchases and a committee consisting of the Associate 

Dean of Academics, staff representation, student representatives, and the Director 

of Library Services will review any complaints or concerns with the selection 

process. 

 Any materials used mainly in the classroom will not be purchased with the 

Library budget and are the responsibility of the instructional program.  All 

materials purchased with Library funds will be added to the collection and will be 

accessible to students, faculty, staff, and the general public. 

While access to many electronic resources is acquired through consortia 

arrangements, they still will be selected under the same principles as used when 

selecting print resources. 

 

 

Selection criteria:  
a. Relevance of the subject matter to the collection, curriculum, and Library 

mission 

b. Balance in the collection; scarcity of material on the subject  

c. Accuracy and objectivity 

d. Professional reviews and recommended bibliographies 

e. Authoritativeness , literary merit, or author's reputation 

f. Timeliness or permanence of the materials 

g. Price 

 

Selection aids will include: 

a. Recommendation of other professionals/instructors in the field 

b. Reviews and/or endorsements from  recognized  professional publications 

such as Library Journal and Choice  

c. Preview and examination of professional copies  

d. Recommended lists from recognized authorities 

e. Requests by patrons 

f. Standard Catalogs such as Resources for College Libraries 

g. Literary awards 

h. Electronic bookstores such as Amazon.com, and Baker & Taylor which have 

reviews of items. 

i. Publisher descriptions 

 

7.   Gifts: 

 The Library accepts only unconditional gifts.  Gifts will be judged by the same 

criteria as other acquisitions and will be added to the collection at the discretion of 

the Director of Library Services. Gifts that cannot be used will be discarded, 
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passed on to other libraries, schools, students, etc., without the donor's 

permission.  Receipts for gifts shall indicate only the number and type of items 

donated, not the value, as the federal Internal Revenue Service’s regulations 

forbid the appraisal of donations for tax purposes by the Library.   

 

8.   Collection Maintenance (Weeding and Withdrawal): 

1. All items in the UM-Helena Library that are outdated, severely worn, or 

no longer relevant to the curriculum will be considered for withdrawal.  

Faculty will be involved in the process.  Worn or missing items shall be 

considered for replacement and multiple copies of a title may be pulled if 

they are not sufficiently used. 

 

  9.    Complaints and Collection Review 

 

The Library Bill of Rights (American Library Association), Freedom to Read 

Statement (American Library Association and Association of American 

Publishers), Freedom to View Statement (American Film and Video Association) 

and An Affirmation of the Right to Information (Montana Library Association) 

will be supported by the UM-Helena Library (see Appendix).  

 

Materials included or excluded from the collection can be reviewed by the 

following procedure: 

1. Contact the Director of Library Services. 

2. Submit a request in writing, including name and address, description of item 

to be reviewed and reason for request. 

3. A committee consisting of the Associate Dean of Academic Affairs, staff 

representation, student representatives, and the Director of Library Services 

will review any complaints or concerns. 

 

 

 

C.  SUBJECT AREAS COLLECTED 
 

1.  Subjects 

The Library collection contains material in all Dewey areas but focuses mainly on areas 

pertaining to instructional programs offered at UM-Helena.  The following table provides 

an overview of the collection. 

 

000's- Computer technology -- at the basic level with many resources in programming 

languages.  Due to rapidly changing information in information technology, this area is 

weeded and updated frequently. 

 

100's- Psychology -- at the minimal level but an area of emphasis for purchases because 

of growing course offerings in psychology and mental health. 
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200's- Religion -- at the minimal level, with intent to collect only basic references and 

materials for the support of arts, humanities, and social science courses that reference 

topics in religion. 

  

300's- Social Sciences -- a strong area for this collection with focus on economics, law, 

social issues, study aids, extensive job & college search information, issues in higher 

education and many reference books. 

 

400's- Language -- at the minimal level, with a very small Spanish language collection. 

 

500's- Natural Science & Mathematics – at the minimal level but an area of emphasis for 

purchase because of the growing course offerings in physical and biological sciences. 

.   

600's- Technology (Applied Sciences) -- largest section of the collection.  The circulation 

in this area is significant due to institution emphasis in nursing, business and accounting. 

The nursing collection is weeded and updated on an ongoing basis as currency is 

particularly important in this disciple.700's- The Arts -- at minimal level, with largest 

portion on carpentry and design. This is an area of emphasis for moderate growth with 

the addition of the Interior Space Planning & Design program and with an increase of 

Continuing Education program offerings in applied fine arts. 

 

800's- Literature – at minimal level, but growing in areas of British, Comparative, and 

American Literature.  Emphasis will continue for growth in these areas. 

 

900's- Geography & History – at minimal level but a strong area for this collection, with 

largest portion on American History.   

 

Fiction – at minimal level, for popular leisure reading with most items acquired under a 

McNaughton book lease plan. 

  

2. Future Acquisition Levels or Goals 

The size of the Library collection should continue to build since is it still minimal. 

With increased enrollment, programs and budget will grow.  Concentrated efforts 

are needed in physical and natural sciences, social sciences, arts and humanities, 

and applied technology. 

3. Evaluation and Weeding the Collection 

The Director of Library Services, with input from appropriate instructional staff, 

will look at the collection and evaluate in this manner: 

a. Evaluate each item as a separate entity  

b. Evaluate the total Dewey classification system 

c. Evaluate all formats including print and non-print 
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D. POLICY IMPLEMENTATION, EVALUATION AND REVISION 
 

1.  This plan will be effective January 1, 2010 and will be reviewed prior to January 

2013. 

2.  It will be the responsibility of the Director of Library Services, with input from the 

Associate Dean for Academic Affairs, to periodically review this Collection Management 

Plan so that it serves as a tool to continuously re-evaluate the collection.  The Library 

Advisory Board reviewed this plan November 25, 2009. 

 

 

________________________________________________________________ 

Director of Library Services        Date 

 

 

_______________________________________________________________ 

Associate Dean for Academic Affairs      Date 
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Appendices 
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AN AFFIRMATION OF THE RIGHT TO INFORMATION 

Adopted: April 25, 1995  

The Montana Library Association affirms the right of every Montanan to freely and 

confidentially access information and ideas, and to be afforded the opportunity to select 

from a variety of materials relating to the widest possible spectrum of issues and points of 

view. 

 The cornerstone of a viable democracy is an informed citizenry.  

 Libraries serve as neutral arenas in which all point of views are made available to 

all citizens.  

 It is no coincidence that all governments which have attempted the suppression of 

individual rights have restricted access to information in libraries.  

 Libraries take no position on issues of controversy; rather they collect and provide 

access to information and points of view so that citizens can freely determine their 

own thoughts on critical issues.  

 Efforts to censor or restrict access to information are on the rise both nationally 

and in Montana.  

 The Montana Library Association supports free access to information for all 

citizens. The Association supports the American Library Association Library Bill 

of Rights.  

 

 


