JAMES WHITE LIBRARY RESOURCES DEVELOPMENT POLICY
PART C. SPECIFIC GUIDELINES

3. INFORMATION SERVICES DEPARTMENT

1-0 MISSION STATEMENT

Themission of the Department of Informati8ervices iso provide and/or ake accessible
current,relevant, and useful information for academic research. The services include the
provisionof materials not available in JanesWhite Library throughinterlibrary relationships

or document delivery to patromgho areeligible for such services. The Department
providesassistancanstruction, and ierpretation in th use of the librg and its sevices.

2-0 RESOURCES DEVELOPMENT GOALS

2-0-1 Toprovide refenece sources in it and electromiformats to support theurricular
offerings d the unversity.

2-0-2 Todevelop a broad reference collectibat fills the basic information needstbé
clientele and considers the unique characteristics of the university.

2-0-3 To maintain a current and relevant reference collection that refleatsaatnd
international isses.

2-0-4 To provide adequate and up-to-date facilities accessing electronic reference
resources and for documert deliv ery.

2-0-5 Tohelp preserve information for historical research by sersipgrseded reference
materials to the st&s.

2-0-6 To keep a browsingareer collagton with provisims for shot-term check out for
most of its items.

3-0 DEFINITIONS

3-0-1 Clientele

3-0-1-1 The primary clientele ardndrews Univeli$y students, faculty, and
staff.
3-0-1-2 The secondary clientele atiee continuing education programs and
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affiliated schools.

3-0-1-3 Assigarce is provided to the wrldwide Seventliay Adventt
community wha they are mable to find resarces in their ggons.

3-0-1-4 TheDepartment extesdts services to tHecalcommunty including
Andrews Acacemy and Ruth Mutfoch Elementaryschool as a
supplement to the libry serices in their resggctive areas.

3-0-1-5 Otherreseachers and users are welcome to use the resources in the
Departmentas long as their use of the resources does not interfere
with the needs of the primary clientele.

3-0-2 Collection Leels

3-0-2-2 B Level - Resarch Leve
Provide reference resources to support the doctoral program of the
School of Educaibn. The Seminary Librarywill support the
reference reds of the Seminadoctoral pogram.

3-0-2-3 C Level - Advanced Studyelvel

Providereference resources in the graduate levelhmse subject
areas which do not have special libraries/collections.

3-0-2-4 D Level - Initial Study kevel

Provide reference resources in the major subject andsse he
University offers undergraduate degs.

3-0-2-5 E Level - Basic Level

Providereference resources to méet general information needf
the clientele.

4-0  SPECIFICATIONS
4-0-1 Location of Resources
4-0-1-1 A majority of the printed reference sources legptin the reference

stacks. A few titles which are inigh demad or are in need of
security are kept behind the referencekde



4-0-2

4-0-3

4-0-1-2 Microforms, multimedia, and audiagsualsare housed in The Mary
Jane Mitchell Multimedia Center.

4-0-1-3 Electronicmaterials sucdh asCD-ROM'’s or floppy disks are either
loadal in the reference computers or physicakgpt behind the
reference desk. Those tltaime with reference or career boaks
in the Reserve Section.

4-0-1-4 Online databases are on the library’s Web site.

4-0-1-5 Reference-relatednd career-related pampts are housed in the
GeneraPamphlet File in The BryJane Mitchell Multimedia Center.

Responsibility for Resources Development

The final responsibility for developing the Reference and theeCdnéormation
Centercollections andpending thesaldgetdelong to the Head of the Department
of Information Services.

Thecollection of online databases and Web lifalis under the responsibility of the
Databas&lanager(currently the Referendebrarian) in consultation with the other
professional librarians in the Information Services Departmeninacabrdination
with the §stens Librarian. Proprietary databases whi@ve to be paid for are
subjectto the @proval ofthe LibraryDirector who is incharge of thelectronic
resources bud.

Inputmay be received from other librarians, facudtyd students. Resources which
fit the collection from other budgets may be housed in the refe@rea.

Nature and evel of Prognas
4-0-3-1 Reference

. Aside fromprovidinga basic university reference collection
suitedfor our size and populationthe reference collection
supports theacademic and pfessional pragumsoffered by
the university from the uretrgaduate to the domral levels.
Currentinformationis mace available in tharts, sciences,
humanities, social sciences, and technology.

. TheDepartment collegs referenceaurcegminimally in fields
wherespedal subject collections exist such as Architecture,
Music, and Seminary.



4-0-4

4-0-5

4-0-6

4-0-7

4-0-8

4-0-3-2 The Career Information Center

. The Career Information Center is a browsing collectlua
offers basic information about careers, occupations, and
vocations.

. The Center provides aids in career planning and decision

making. It also give telpful information on hunting for,
changing, and leaving a job.

. It supplies educational and financial information nédete
pursue post-high school education.

Formats Collected

Print

Microform

Audiovisual

Multimedia

Electronic

Other formats wilbe consideredsathe method of infonation accesshanges.
Continuations and Standing Orders

The collecton reliesheavily on stading orderdor continuous updahg.

Electronic Acess

Electronicaccess to refence resouss is provided irthe most acceptable and
currentlyused formats that are of maximum benefit to the patron. Tbarces
shouldbe easily accessible in the libraywell as byemote accessSince it is this
Departmenttask to provide reference assistaaod instruction to thpatrons, this
departmentmust be informedand consited prior to makingany changs in
electronic access.

Donations

Donations are subject to the library's gehpgodicy on gifts and donations.

Duplicate and Mtiple Copies

Duplicate copies are kepto a minmum and are madavailable whenhiere is
significantpatron demand. Duplication of basic reference soumrgoccur in the
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referenceareas of the special collections (Music, Seminary, and Architgana¢he
general Reference Collection.

4-0-9 Priorities and Limitations

4-0-9-1

4-0-9-2

Reference

Priority is given to the academic needs of the university

Titlesthat are for eetrtainmenthobbies, privateusinesses,
or genealogy are not acqure

Limited resources are provided foraterials thaare readily
available in other Ibraries on the campus or in the
community.

Thereare financidlimitations to acgiring everythingthat our
primary clientele neds butefforts will be made to provide
acces$o materials for academic resgahroughother means
suchasinterlibrary loan, documemtelivery, ad referrals to
nearby libaries.

Career Information Center

The Center doeshcollect the fobbwing materials

Biographiesof successful people in the various occupations
orvocations. Theseay be in the General Reading collection
or in the Stacks.

Printed reviewers and preparation guides faansladized
examinationgike the GRE, SATACT, NCLEX, et. These
are in The Mary Jane Mitchell Multimedia Center.

Handbookstextbooks, and monagphs thapetain to the
studyor practice of a professiar occupation.These are in
the Stacks.

Career-orientegperiodicals. Thesere in the Periodals
Department.

Comprehensivéusiness information such as those dealing
with companies. This is in the business sectibrthe
Reference Collection.
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5-0

4-0-10Networking, sharing, cooperation

JamesWhite Library is a member of appropriddeal, regonal, national and/or
internationalorganizatons. The university is a part of the worldwide educational
systemof the Seventh-dafdventist Church. These organizations provideans

for developing and sharirgpllections and maintainingther forms of interlibrary
relations such as referrals, interlibrary loans, etc.

4-0-11 Off-Campus Services

Currentand relevant mea of reachingut tooff-campus students will be provided
in the kest possible way.

SELECTION CRITERIA

Selecion of reference sources is based on the following criteria: listed in standard
bibliographicsources, support for the universitgigricular offeing and reseah needs,
reputationof author and/opublisher, availability of funds, scarcity ohaterials on the
subject, contempary sigtificance, timelness or permanee, format.

5-0-2

5-0-3

5-0-4

5-0-5

Languages

The majority of the resources are in the English languagth some standard
sourcesin major languages such as German, French, and Spanish. Bi-lingual
dictionaries represent as mgrlanguags as possible due to the multi-cultural and
international nature of the clientele.

GeographidaCultural

The collection has adavy emphsis on U.S. and NortAmerica with a balanced
view of the rest of the world.It will avoid bias and prejudice of other cultures and
other sociopolitial issues.

Recency

Attemptswill be made to keep standard reference titles and higbbmmended
titles recent. The Reference Collection may contain older raktdor historical

purposes and as dictated by usage and needs.

The Career Indrmaton Cente as a current browsing collection covers the last 10
years.

Periodicals



6-0

7-0

The Information Services Department has interfiliegves or pocket parts that
come periodicy to update ertain referace titles.

5-0-6 Indexes
Indexes to various resources such as books, periodicals, etc. are made available
5-0-7 Types of Materials Collected

Almanacs

Dictionaries and encyclopedias, general apecial
Handbooksn basic felds of knavledge
Directories of people and institutions

Atlases and gazetteers

Statistical sources

Indexes covering materials owned or available elsewhere
Bibliographies

Biographical sources

Selected ledanaterials

College catalgs

DE-SELECTION CRITERIA

6-0-1 De-selection ofeference saues is done bthe Head ofriformation Servies.

6-0-2 De-selectioncriteria for reference materials are as follows: usdgmand,age,
subjectduplication, physical conditiompsolete format, number of copies, and lack
of enduring value. Career materials are deselected supanseded by tlsame or

similar titles and/oover 10 yars.

6-0-3 Somesuperseded titles which atensidered still useful are transferred from the
Reference Collection or the Career Information Center to the Stacks.

MATERIALS REVIEW

James White Librg has a matials review pycedure for chllenged matéals.
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