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Helena College Library 

Collection Management Plan 

Helena College – University of Montana 
 

 
A.  INTRODUCTION 

 

1.     Mission: 

Our mission at the Helena College Library is to enhance learning and thereby 

enable student success in the programs and degrees offered at the college. In order 

to achieve this mission, professional librarians will select and purchase resources 

and equipment for access to information, and provide instruction in the use of 

these selected resources. The library also exists as a quiet place of study and 

inquiry and fosters lifelong learning by providing informational and recreational 

reading for students, faculty, staff and the public. 

     

2.     Purpose of the Plan: 

This plan serves as a basis to guide the development and maintenance of library 

collections that are created to fulfill the informational needs of students and 

faculty. It will also provide a system of accountability for the institution, will 

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

library operations.  However, the library, like the college itself, is a growing 

organism and as such is constantly evolving. We therefore invite public scrutiny 

of this document and suggestions for library improvement. 

 

3.     Community and User Groups Defined: 

Helena College is a two year college located on two campuses, the main 

Donaldson Campus and the Airport Campus, in Helena, Montana.    The primary 

users of the library are the students, faculty and staff of the college.  Currently 

there are 1066 full time equivalent (FTE) students, 40 faculty, 146 adjunct 

instructors, and 55 administrative and support staff. As a member of the Affiliated 

Libraries of the University of Montana and the Online Computer Library Center 

(OCLC), the library shares all of its resources with libraries in Montana and 

selected resources throughout the United States of America. As a library funded 

by taxpayers, Montana state residents are invited to use and/or check out the 

library’s physical resources and to use its electronic resources onsite. 

 

   4.   Patron Needs and Programs Defined: 

In accordance with its mission statement, materials are purchased to enable 

student success at Helena College. In order to enable success, the informational 

needs of students, faculty and staff will be supported to enhance learning in 
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coordination with the following academic programs: Accounting and Business 

Technology, Automotive Technology, Aviation Maintenance Technology, 

Computer Aided Manufacturing, Computer Technology, Construction 

Technology, Diesel Technology, Fire and Rescue, General/Transfer Degrees, 

Geoscience Technology, Metals Technology, Nursing Programs, Office 

Technology, Water Resources, and Welding Technology. Additional academic 

opportunities offered at Helena College through affiliated partnerships: Bachelor 

of Applied Science – Business, Bachelor of Science in Early Childhood 

Education, and Bachelor of Science in Secondary Education – Industrial 

Technology. 

A small leisure reading collection is maintained for recreational usage by Helena 

College patrons as well as the surrounding community. 

  

5.   Brief General Statement Describing the Collection: 

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

appropriate for undergraduate and technical education: 

10,157 books and audio-visual materials 

2 print newspaper subscriptions 

91 print journal subscriptions (archived 3–6 months if electronic as well)  

48,997 electronic journals (available remotely) 

141 electronic databases (available remotely) 

317,280 electronic books (indexed in catalog and available remotely) 

While the print collection has grown at an average of 500 items per year since 

2003, we are still working on a core collection fine-tuned for our college 

community. Our collection gravitates more each year toward shared electronic 

resources. The majority of these resources are selected collaboratively with our 

UM affiliates. 

 

6.    Cooperative Collection Management and Interlibrary Loan: 

As a member of the Affiliated Libraries of the University of Montana, Helena 

College Library lends and borrows materials amongst other affiliate libraries 

through an on-shelf hold system provided by the Voyager Integrated Library 

System (ILS). Our affiliates are the University of Montana – Missoula, Missoula 

College, Montana Tech, and the University of Montana – Western.  The holdings 

of affiliates are considered when selecting resources though this does not 

necessarily preclude a decision to purchase. As mentioned above, the majority of 

our electronic books, journals, and reference materials are selected and purchased 

collaboratively with our affiliates. 

The library also lends and borrows materials on demand on behalf of its user 

groups using OCLC loan protocols.  

Helena College Library has formal cooperative use agreements with five other 

libraries in Helena: Carroll College Corette Library, Montana Office of Public 

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

Montana State Library.   
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B.   COLLECTION  PRIORITIES  AND  POLICIES 
   

1.  Chronological Coverage: 

Helena College Library’s main focus is to make the appropriate current 

information available in areas pertaining to the college’s academic programs and 

continuing education opportunities. Few materials are kept for archival or 

research purposes, with volumes in the literature, social sciences and history 

collections being the exception.  Relying primarily on electronic journal databases 

for back files, only three to six months of back issues are retained in print with 

exception given to journals not available electronically which are kept for 3 years.  

Electronic materials, i.e. databases of books and journals, are selected with a 

primary focus on up-to-date information with the exception of those with 

necessary historical and literary information. The reserve collection is created 

anew each semester by instructor request. 

 

2.   Formats: 

The library collects information in the following formats: print reference books 

and monographs, print periodicals, CDs, VHS, DVDs and databases of electronic 

books, electronic reference sources, and electronic periodicals. 

 

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 warranted by 

high demand.   

Textbooks and other classroom materials are not usually added to the collection 

by purchase or donation, but may be cataloged and placed on reserve as requested 

by instructors for student use.  

 

4.   Funding Considerations 

Institutional funds for the Helena College 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 approximately 

$25,000 annually for collection development.  The approved student library fee 

provides approximately $30,000 annually for core collection development as well. 

 

5.   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 
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Dean of Academics, staff and student representatives, and the Director of Library 

Services will review any complaints or concerns with the selection process. 

 Materials purchased for a specific instructional program that are to be housed 

outside the library will not be purchased from the library budget. All materials 

purchased with library funds will be added to the library collection and will be 

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

While selection of electronic resources is primarily done through consortia, the 

selection principles used will be the same as when selecting print resources. 

 

Selection criteria:  
a. Relevance of the subject matter to the collection, curriculum, target audience 

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. Appropriate format for information 

h. 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 

 

6.   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, 

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.   

 

 

 



Helena College Library 
Helena College – University of Montana  
Library Operations Manual                                                         Appendix 1  

 

 

 5 

7.   Collection Maintenance (Weeding and Withdrawal): 

Items in the library that are outdated, severely worn, or no longer relevant to the 

curriculum will be withdrawn or replaced.  The physical collection will be 

weeded between semesters by curriculum and in consultation with faculty.  All 

items will be reviewed for relevancy on a rotating basis bi-annually.     

   

8.    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 Helena College Library (see Appendices).  

 

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 and 

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 subject areas but focuses mainly on areas 

pertaining to instructional programs offered at Helena College.  Following is an overview 

of guidelines for collection development and maintenance. Dewey numbers serve as a 

reference for physical materials, subjects listed pertain to electronic materials as well. 

 

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

programming languages.  Due to rapidly changing information in the industry, this area is 

weeded and updated frequently. 

 

100's- Psychology -- at the basic level in support of growing course offerings in 

psychology and mental health. 

 

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. 

  



Helena College Library 
Helena College – University of Montana  
Library Operations Manual                                                         Appendix 1  

 

 

 6 

300's- Social Sciences – at advanced level – 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 

and English language reference materials. 

 

500's- Natural Science & Mathematics – at the basic level in support of the growing 

course offerings in physical and biological sciences. 

.   

600's- Technology (Applied Sciences) – at advanced level.  This is the largest section 

of the collection and the circulation in this area is significant due to the institution’s 

offerings in nursing, and business and accounting. The nursing collection is weeded and 

updated every two to three years as currency is particularly important in this discipline. 

There is also a new focus over the next three years in support of programs at the Airport 

Campus. 

 

700's- The Arts -- at basic level, with an emphasis 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 basic level and growing in areas of British, Comparative, 

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

 

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

primary focus on American History.   

 

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

McNaughton book lease plan. 

 

Definitions of levels: 

 

Minimal: A few selected items supporting fundamental inquiry. 

 

Basic: An up-to-date collection of general materials that introduces readers to a subject, 

includes important primary materials, and indicates the varieties of information available 

elsewhere. This level supports routine inquiries and basic undergraduate instruction. 

 

Advanced: Covers a wider range of basic materials and expanded electronic coverage. 
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2. Future Acquisition Levels or Goals 

The size of the library collection will increase to a minimum of 12 volumes per 

FTE student (12,000 volumes is the goal at this time) and will be maintained at 

that level. We will maintain a steady increase, a minimum of 5% per year, in 

access to electronic information that will be available remotely to students, faculty 

and staff.  Concentrated development effort is needed in physical and natural 

sciences, social sciences, arts and humanities, and applied technology.  

We are in the collaborative process of reviewing discovery tools that would 

supply a “one search” approach to information retrieval from all subscribed 

sources. 

 

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 in regard to curricula  

c. Evaluate all formats in above mentioned formats 

 

 

 

D. PLAN IMPLEMENTATION, EVALUATION AND REVISION 
 

1.  This plan will be effective January 1, 2013 and will be reviewed prior to January 

2016. 

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

Associate Dean for Academic Affairs and Library Advisory Council, to review this 

Collection Management Plan every three years so that it remains a relevant tool for 

collection evaluation.    

 

 

 

________________________________________________________________________ 

Director of Library Services        Date 

 

 

________________________________________________________________________ 

Dean/CEO of Helena College (for Associate Dean of 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.  

 

 


