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NUA Library Collection Development Policy 

1. Context and core principles 

The library strives to provide an inclusive and inspiring service supporting teaching and 
research excellence throughout our community. The service aims to underpin the NUA 
Strategic Plan 2014-19 and its core value of ‘achieving excellence in learning, teaching 
and the wider student experience’.  

Through our collections and acquisitions, the Library seeks to enhance the student 
experience not just by providing access to those resources recommended in Unit 
Handbooks, but also through a wider collection of material providing historical, political 
and sociological context for the areas of creative and scientific practice taught at NUA. 
We support the teaching needs of the University through the provision of a variety of 
materials including books, e-books, DVDs, magazines, journals, games, abstract and 
index databases, online resources and special collections. We also serve the research, 
business and pedagogical needs of our community and aim to provide a collection that 
both informs and inspires creative and scientific practice.  

This policy has been written to indicate the Library’s approach to acquisitions, both 
physical and online, and provide clarity over how we select, retain and withdraw material. 
It forms just one part of the overall service the Library offers, which includes our space, 
staff, enquiry service, liaison service, online resources and study/information skills 
teaching.  

2. Resources 

The Library receives an annual grant from the University which is used for both recurrent 
and one-off purchases, and well as supporting the day-to-day administration costs of 
running the Library.  

We top slice our initial resources allocation for our anticipated database and journal 
spend for the year, which increases annually by anywhere between 3%-10%. The 
remaining funds can then be spent on individual book and media purchases. Due to this 
budget structure any additional journal or database purchases would automatically 
reduce our available book spend.   

Therefore, in order to provide new subscription resources in addition to our current 
offering the Library will need to seek additional funding from the University as and when 
a need arises. This may be to address a gap in our provision which we believe is 
negatively impacting on the learning and teaching requirements of our users, or to 
acquire a resource which we believe will enhance the student experience.  

In particular, when new courses are set up we will seek to contact the course leader well 
in advance of the course start date to discuss requirements and submit a proposal for 
the extra funding needed to support the start-up and on-going resource needs of the 
course.  

3. Library acquisitions process – overview 

3.1. Priorities 
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Each year the Library will prioritise purchasing items on Unit Handbook ‘Useful sources 
of information’ lists, and which are recommended to students by tutors via teaching/the 
VLE. We will also purchase materials selected by our Librarians which enhance our 
subject collections and special collections. We will actively seek to liaise with teaching 
staff across the university to purchase relevant materials to support the learning and 
teaching activities of the University. 

We will attempt to fulfil all items requested by students, either by purchasing the book/e-
book, or loaning the item through inter-library loan. Similarly we will try and support staff 
research requests through purchase if they will enhance our collection, or via inter-library 
loan if more appropriate.  

In general, the Library will seek to expose our collections more visibly online to promote 
awareness and usage, and increase the ways in which students can engage with the 
Library.  

3.2. Reading list ordering procedure 

Unit handbooks are sent to the Library by QME after the July meeting of QSC. Any 
amendments made to resource lists after that time must be communicated directly to the 
Library to ensure we have the material you require in stock. Please email them to 
library@nua.ac.uk  

For guidance on how to structure ‘Useful sources of information’ lists, see Appendix A. 

Any resource lists you compile for your students in addition to the Unit Handbooks 
should be sent directly to the Library so we can check them for stock and place orders 
accordingly. For example, this might occur when generating Project Briefs, or when 
writing PowerPoint slides. 

We advise that items required for the autumn term be ordered by early August to ensure 
they arrive in time for the start of teaching.  

The Library will seek to acquire items listed under ‘Required’ in the most accessible 
format possible. This means that, if the item is a journal article we will try to purchase 
online or digitise to make it available to all unit participants. We will endeavour to do the 
same if the item is a book chapter. For books, we will seek to purchase an e-book in the 
first instance. If no e-book is available, we will then purchase multiple copies at a rate of 
1 book per 20 students, and will place at least one copy on ‘short loan’ (1 week loan).  

For items listed under ‘Recommended’ we will acquire one copy for the Library, in the 
most accessible format we can.  

3.3. Extra considerations for subscription resources (including journals) 

For journals, we will evaluate whether a physical copy of the journal is necessary, and if 
not seek to subscribe to an e-only copy. In the majority of cases this is not 
possible/practical, so we will seek either a print and online subscription, or a print only 
subscription.  

For online resources we will liaise closely with course leaders/tutors to establish what 
kind of content is required and which resources are available to meet that need. Course 
leaders may use the Annual Course Review (ACR) process to highlight the need for 
access to subject-specific online resources the Library does not currently subscribe to, 
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using the ‘Resource Requests’ table in section four of the ACR template. Course leaders 
are also encouraged to contact the library directly to discuss resource requests. Where 
possible we will seek to establish an institutional subscription, with on-campus access 
via IP authentication, and off-campus access via Athens.  

It should be noted that online resources, unlike print, are not tax exempt and are 
routinely subject to annual price increases of anywhere between 3%-10%. Therefore 
Library will have to weigh up the benefits of a subscription in order to demonstrate value 
for money before proceeding with any subscription. Also, at present the Library has no 
budget for new subscriptions, so we will need to either identify subscriptions that are no 
longer needed to cancel to free up funds, or bid for more funding from central University 
funds.  

4. Library acquisitions processes – detailed by item type 

4.1. Books/e-books 

We will purchase book titles in print and e-book formats. Where possible we will look to 
purchase e-books to allow for multiple users to access simultaneously, but we recognise 
in a lot of instances this will not be possible and we will continue to grow our print 
collection.  

E-books will be purchased both on an individual basis and as bundles/online collections. 
The library will actively seek to expand our e-book provision to accommodate the 
growing diversity of courses and increasing student numbers. We also recognise the role 
of e-books in providing more accessible versions of text, and will attempt to provide 
access to material in as accessible a format as possible.  

Books which are lost or damaged will be assessed for usage/continuing relevance to our 
teaching needs and either repaired, replaced or withdrawn. 

4.2. AV resources 

We will continue to buy DVDs and Games to add to our collections.  

The library no longer offers off-air recording, and instead will actively encourage students 
to access Freeview TV and Radio via our subscription to Box of Broadcasts (BoB). The 
library will also advocate for the uses of BoB in teaching and learning, and as a resource 
that can be embedded with the University VLE. 

We will consult with tutors regarding other media sources which may be 
useful/appropriate for student use, and how we might provide access to these. This may 
in future include film and music streaming services if any such services emerge for the 
HE sector. 

4.3. Journals 

We will consider all journal subscription requests we receive according to the following 
criteria: 

• Price 
• Relevance to teaching needs 
• Relevance to wider research needs 
• Availability and format (e.g. print, online, IP access, Athens access etc.) 
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As an Arts, Design, Architecture and Media University we recognise that the majority of 
our journals will need to be provided in print format, both for the aesthetic and pedagogic 
advantages of handling and interacting with objects, but also because creative journals 
are rarely replicated satisfactorily online. Nevertheless we will seek to provide access to 
journal online in the first instance where possible. 

Where we keep a journal in print we will assess on an individual title basis how long it is 
appropriate to keep back-runs. Due to space constraints, is it not possible to keep all 
back-runs of print titles indefinitely, so the assessment will take into account the nature of 
the journal/magazine, the frequency and volume of issues and the availability of the 
journal electronically. As the majority of journal issues will be withdrawn once they are 10 
years old the Library will not send journals for binding as this does not represent value 
for money long term. Withdrawn journal issues requiring disposal will be offered to their 
corresponding course in the first instance.  

As the Library budget is fully committed each year, there is no capacity for the Library to 
subscribe to new titles as soon as a request is received. We will collect and evaluate 
requests received throughout the year, and submit a request to Senior Management in 
the Spring/Summer of each year for additional funding to buy new resources for the new 
academic year. Alternatively, it may be possible to identify titles which we subscribe to 
which are no longer needed, which we can cancel to free up fund for new subscriptions. 
Subscriptions typically run for a calendar year; if we cancel a resource in order to 
subscribe to a new title, that subscription will not commence until the following January 
1st.  

It should also be noted that new online journal subscriptions do not automatically include 
access to all previous issues, and if backfiles of journals are required in addition to a 
current journal subscription, this should be made clear and will likely incur additional 
cost.  

The library will endeavour to ensure that adequate resources are provided to support the 
teaching and research needs of all courses. Please note, this will not directly translate to 
equal amounts of money spent per course weighted by FTE, as many resources are 
inter-disciplinary. 

4.4. Databases 

Requests for online resources such as databases and other subscription services will be 
collected and reviewed on the same basis as journals. In particular we will consider the 
price of the subscription in relation to the access model offered by the publisher, to 
ensure that we are getting value for money. 

Our preferred access arrangements are IP address on campus and Athens access of-
campus. If a vendor is unable to provide this level of access we will consider username 
and password access in conjunction with NUA IT Services, but cannot guarantee we will 
be able to proceed with a subscription on this basis.  

Requests for databases and online resources must be directly related to a particular 
course and the teaching activities of the University.  

As for journals, the Library will need to submit a request to Senior Management in the 
Spring/Summer of each year for additional funding to buy new resources 

4.5. Objects/products 
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At present the Library does not routinely collect objects/products, but will consider all 
material requests on their own merit and if required seek to purchase non-book items 
which support the learning and teaching activities of the University.  

4.6. Pamphlets 

We curate thinner, more ephemeral material in our pamphlet collection, which is 
reference only. This collection is predominantly made up of exhibition catalogues. We 
will continue to work with academic staff to collect exhibition material and other 
ephemeral material of interest. Priority will be given to collecting East GalleryNUA material 
and other NUA exhibition material.  

4.7. Images 

At present the Library provides suggestions of image databases students can access 
freely via the web, and guidance on how to use and credit online images appropriately. 
We do not subscribe to any image databases, but would consider such a subscription 
should a suitable database be identified in support of the learning and teaching activities 
of the University.  

5. Withdrawal of materials 

We will withdraw material from our collection according to the following criteria: 

• Condition of the item  
• Date of the item 
• Continued relevance of the item to the teaching and research needs of the University 
• Usage 

In general the Library will seek to keep the collection up-to-date and relevant through 
weeding. The Library recognises that both the main and special library collections would 
ideally be expanded in order to accommodate the diversity of courses NUA offers. 
However due to the limited amount of space in the Library itself we do need to withdraw 
titles in order to make space for new acquisitions. Any systematic weeding of the 
collection will require consultation with course leaders. 

Withdrawn items will either be offered to specific courses, NUA students, donated to 
charity or recycled.  

6. Donations Policy 

Norwich University of the Arts Library welcomes donations of books, journals and 
electronic media. However due to continuing space restrictions as well as the costs 
involved in processing donations the Library has to be selective in what it is able to 
accept. 

NUA Library will be pleased to consider donations if they satisfy the following conditions: 

• The donation is relevant to the current and projected future interests of the academic 
community. 

• That it does not duplicate existing material. 
• That the material is in good condition. 
• That the donor understands that if an entire collection is donated then parts that are 

not relevant or are duplicates would be disposed of. 
• The Library reserves the right to dispose of material in the future. 
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• If donors wish to impose conditions on any donation then these would need to be 
discussed  prior to any deposit of books or journals 
 

7. Special Collections 

We assign items to our Special Collections which are: 

• Valuable and/or irreplaceable  
• Delicate 
• Part of an existing collection (e.g. Nobrow Periodicals) 

No previous policy has existed for the systematic collection of materials, and so as part 
of this policy the Library will seek to evaluate its special collections for consistency of 
collection and necessity for preservation. We anticipate that this work will be complete by 
2019 and this policy will be revised accordingly.  

8. Research Reports/Theses 

The Library collects all NUA PhD theses which are available for consultation in the 
Library only. UAL curates the online versions of NUA PhD theses to be made available 
via their online repository (http://ualresearchonline.arts.ac.uk) and via Ethos. If NUA is 
granted PhD awarding powers in the future, we will curate electronic versions of PhD 
theses on the CREST repository (http://collections.crest.ac.uk/) and ensure they are 
catalogued via Ethos.  

9. Exhibitions  

The Library uses our exhibition space to highlight interesting books and materials, often 
on a theme, to expose our collections more widely and stimulate interest and discussion. 
The Library also supports the creative practices of the University by exhibiting student 
work where possible, and the Library welcomes enquiries about use of our exhibition 
space.  
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Appendix A: Guidance for teaching staff on compiling the “Useful sources of 
information” section of the Unit Handbook. 

The following principles are designed to ensure parity across all taught courses at NUA in 
the provision of recommended reading and resources for students. They outline how you 
might construct your resource lists within Unit Handbooks, and the subsequent acquisition 
process undertaken by the Library. 

If you would like to discuss your resource requirements with the Library you should contact 
your course Librarian, who will be happy to discuss our book, e-book, and online resource 
provision, set up trials, discuss journal requirements and consider changes and additions to 
our current Library offering.  

If you are setting up a new course, the sooner you can make contact with the Library to 
discuss your requirements the better, as any additional funding required will need to be 
formally requested from the University. 

We suggest you structure your list in the following format: 

Required 

Up to 5 items, which may be books, book chapters, journal articles, webpages etc. which 
you expect all participants on the unit to read fully. Not all units/projects may need a 
‘required’ section.  

Recommended  

Up to 12 entries that contain relevant chapters or sections which unit participants could use 
for their own independent study. 

Further  

This section may contain a variety of other materials identified as useful for students to 
search and browse as part of their independent research activities. It may therefore include: 

• A list of journal titles (use of the word ‘periodical’ is inconsistent with how these are 
referred to on the library catalogue, so the term ‘journal’ is preferred). 

• A list of relevant websites, blogs, etc. 
• Online resources and databases 
• Archives and Special Collections 
• Other appropriate resources e.g. exhibitions 

 

Good practice for your ‘Useful sources of information’ list: 

• Use Harvard referencing (Cite Them Right version 9 or later). Guidance on this is 
available from the Library intranet pages. 

• If a book is available as an e-book, include the e-book link in your reference. 
• If we have access to a journal or article online, include the URL. 
• If you are signposting students to a website, be clear on which section or aspect of 

the site is of interest/importance. 
• If you want to include a chapter or particular article of a journal on the VLE for 

students to access you may do this – please speak to your Librarian. 



NORWICH UNIVERSITY OF THE ARTS 
 

8 
 

• Remember to signpost students to online resources where appropriate, e.g. 
Lynda.com, WGSN. For research modules, it might be appropriate to signpost 
students to our journal databases, ‘Art Full Text’ and ‘Art, Design and Architecture’.  

• A diverse range of media is encouraged – could you refer to Box of Broadcasts, 
image databases, TED talks, MOOCs (remember these are often time limited), 
archives, blogs etc?  

• Your Librarian is able to work with you to help unit participants develop their 
information skills and learn to go beyond their resource list, working with confidence 
using their own initiative. Librarians can provide in-course teaching or provide extra 
Library induction sessions both in and out of the Library. They can also provide 
further support to participants in correct referencing and avoiding plagiarism. 

Further guidance on all the above can be provided by contacting your Librarian.  

 
Library acquisitions policy  

Unit handbooks are sent to the Library by QME after the July meeting of QSC. Any 
amendments made to resource lists after that time must be communicated directly to the 
Library to ensure we have the material you require in stock. Please email them to 
library@nua.ac.uk  

Any resource lists you compile for your students in addition to the Unit Handbooks should be 
sent directly to the Library so we can check them for stock and place orders accordingly. For 
example, this might occur when generating Project Briefs, or when writing PowerPoint slides. 

We advise that items required for the autumn term be ordered by early August to ensure 
they arrive in time for the start of teaching.  

The Library will seek to acquire items listed under ‘Required’ in the most accessible format 
possible. This means that, if the item is a journal article we will try to purchase online or 
digitise to make it available to all unit participants. We will endeavour to do the same if the 
item is a book chapter. For books, we will seek to purchase an e-book in the first instance. If 
no e-book is available, we will then purchase multiple copies at a rate of 1 book per 20 
students, and will place at least one copy on ‘short loan’ (1 week loan).  

For items listed under ‘Recommended’ we will acquire one copy for the Library, in the most 
accessible format we can.  

For journals, we will evaluate whether a physical copy of the journal is necessary, and if not 
seek to subscribe to an e-only copy. In the majority of cases this is not possible/practical, so 
we will seek either a print and online subscription, or a print only subscription.  

For online resources we will work with you to establish what kind of content it is that you 
need and which resources are available to meet that need. Where possible we will then seek 
an institutional subscription, with on-campus access via IP authentication, and off-campus 
access via Athens.  

At present the Library has no budget for new subscriptions for journals or online resources, 
so we will need to either identify subscriptions that are no longer needed which we can 
cancel, or bid for more funding from central University funds.  

For more detailed information on Library acquisitions please refer to the Library Collection 
Development Policy. 
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