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Library Acquisition and Collection
Development Policy

1 Introduction

The Tavistock and Portman NHS Foundation Trust (the “Trust”) provides
psychological assessments and treatments for all age groups to help prevent
mental distress. It has a national training remit to provide training to the
health and social care workforce in mental health areas. The Library and
Information Service (the “Library”) was originally set up in 1946 and included
material held by the Tavistock Clinic dating from when it was originally
established in 1920 to counsel shell shocked victims from the First World War.

The Library has a collection of books, journals, multimedia items, pamphlets,
theses, an electronic repository for staff publications post-2007 and an
archival book and pamphlet collection relating to the development of the
psychological therapies which includes pre-2007 publications by Tavistock
and Portman Clinics staff. There is a small collection of archival material
relating to the development of the Library. The collection includes paper and
electronic formats as well as subscriptions to online databases and collections
with an increasing emphasis on electronic provision.

2 Purpose

This policy sets out how the Library acquires, develops, maintains, stores and
makes accessible the collections it holds and is reviewed regularly. It reflects
the mission of the Library to support the clinical, research, academic and
consultancy functions of the Trust making these widely available to staff and
students across all Trust sites and remotely. It sets out the parameters within
which any decisions on acquisitions and the development of the collection can
be made.

3 Scope

The specialist nature of the collection means that the Library needs to retain
more in the way of older material in comparison to more general health,
medical and social care libraries but also needs to ensure that the collection
reflects new and up-to-date research and clinical developments in the Trust's
specialist fields.

This Policy is in line with and informed by the Trust’s equalities statement and
Policy on Academic Freedom and Freedom of Speech. The Library aims to
serve a wide diversity of members who use our Library for educational study,
work, and research. This includes having a balanced and inclusive collection
of a wide range of subjects that support the Trust’s mission, reflects up-to-
date research in clinical areas, supports academic study, recognises lived
experience of our staff, learners and service users and develops and
promotes the principles of academic freedom. The Library is unable to review
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all material which is purchased but acquisitions are based on relevance for the
Trust’s areas of study, clinical practice, and research.

Any item legally published will be considered for selection, subject to material
being relevant, affordable and value for money. We acknowledge that older
material retained in the collection may contain language, perspectives and
theory which is no longer acceptable or appropriate in current usage. This
material may be kept to give context and show the development of ideas in a
particular subject.

We also recognise that there is the potential for bias and colonial structures in
the arrangement and description of the collections. We aim to identify where
possible the use of problematic language and outdated subject headings and
terminology and take steps to change it. As with all academic and health and
social care libraries, we also subscribe to a number of online databases and
collections which are selected for their overall content and relevance to our
subject areas. As such, we have no control over what individual titles might
be included.

It is not the responsibility of the Library to promote one point of view over
another. Material will not necessarily be excluded because of frankness of
language or controversial approach. The acquisition of an item does not imply
endorsement of an author's views by the Library or by the Trust.

4 Definitions

The Tavistock and Portman NHS Foundation Trust is referred to as “the
Trust”.

The Tavistock and Portman NHS Foundation Trust Library and Information
Service is referred to as “the Library”.

CILIP - the Chartered Institute of Library and Information Professionals, now
known as CILIP, the Library and Information Association

MLA — Museums, Libraries and Archives Council (until 2012 when its
functions were moved to Arts Council England and National Archives)

5 Duties and responsibilities

Head of Digital Education and Library Services
e Overall responsibility for strategic management and funding of
Library Service
e Collaborates with the Library Manager on the Policy
e Member of initial panel looking at a reconsideration of an item in
Library collection

Library Manager
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e responsible for creating and updating Policy and disseminating it to
Library staff

e ensures that Policy is available freely to access on Library website

e ensures that Library staff are familiar with Library policies and
procedures

e responsible for sending current book purchases to Education and
Training Committee on annual basis for further review and approval

Library team
e ensure that they are familiar with the Policy and can easily locate it
for anyone requesting access (Intranet for Trust staff, website for
students, visitors and public)

6 Acquisitions

The Library is allocated a resources budget based on the previous year’s
allocation and any projected increase in the cost of texts, subscription fees for
journals and electronic resources.

Suggestions for acquisition and purchase are welcomed from all staff and
trainees of the Trust and can be requested via the Library’s online catalogue
including a reason for making the request. Library staff will liaise with subject
specialists across the organisation about new titles where appropriate.
Responsibility for selection rests ultimately with the Library Manager.

New titles and resources acquired are posted on the Library’s website shortly
after receipt.

Requests for acquisitions to the Library’s collection along with reasons for the
request are recorded by the Library on our library management system which
raises accurate reports on this information. This is then reported quarterly to
the Chief Education and Training Office (CETO) Training Executive.

6.1 Publications by Trust staff
a. All publications by current Trust staff are acquired where available and

Trust staff are encouraged to alert the Library of any forthcoming
publications and research. The Trust has an electronic repository —
Staff Publications Online — which contains over 2000 full-text
publications by current and former staff of the Trust dating back to 2007
as well as Trust doctoral theses. These are freely available via the
Library’s website. Publications older than 2007 are held in the print
collections.

6.2. Course-related material

a. Course-related materials are purchased in electronic format
wherever possible

b. The Library Manager is a member of the Trust’s Learning and
Teaching Committee (chaired by the Director of Education) which
meets monthly, the Medical Education Board which meets quarterly
and the CETO Operations Committee. Collection and acquisition
issues are raised when new courses and new areas of training and
research are developed.
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C. The Library manages a large portfolio of online course readings
which provides electronic full-text access to most core readings for
current courses. These are made available, where Copyright
regulations permit, either as a direct PDF copy or an electronic
book or journal link (via secure institutional login). Multiple print
copies are only purchased where a title has no electronic
equivalent or is recommended for several courses

d. Teaching staff are responsible for ensuring the timely supply of
reading lists to the Library, in order that materials can be located,
bought and supplied in advance of demand. A minimum of three
months’ advanced notice is required

6.3 Research material

a. Most of this material is made available online via the Library’s
catalogue and website directly from relevant bodies (such as
Government and research bodies, professional bodies) to support
Trust-wide and departmental research interests. Where online
access is not available material may be considered for purchase.

b. Psychological tests are not generally purchased due to cost and
the problems associated with stock control for this form of material.
The Library will consider purchasing texts and handbooks
associated with tests and suggest possible sources for individuals
or departments to order.

C. The Library does not purchase material for the sole use of
individuals or offices.

6.4  Supplementary material
a. Supplementary material is purchased as background reading for
student course and project work and in developing research fields
within health, social care, and criminal justice.

6.5 Inter-library loans service
a. Where material is requested and it is not possible to include the
item in the Library’s collection, a library member may also request
the item via the inter-library loan service. Information on this
service is available from the library enquiries service.

7 Formats

The Library aims to provide material in a variety of formats and will develop
the collection to ensure that all those who use its resources are able to do so
in an equitable and accessible way.

Electronic and multimedia formats are acquired based on information content
which is relevant to the Trust’s areas of service and educational provision with
some print material acquired as necessary. Titles are acquired through a
combination of fee-based licenced platforms, such as EBSCOHost, directly
from publishers such as SAGE, and from open access sites such as Social
Care Online.

Access to electronic material is either via open access arrangements or
subscription and secure institutional login.
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New formats will be introduced into the collection as they become available
and where they are relevant and accessible.

8 Donations

Due to the Library’s increasing provision of non-print formats and pressures of
space, donations of library materials are only considered in exceptional
circumstances.

Where donations are accepted, the Library reserves the right to choose only
those titles which will enhance the collection or as additional copies to heavily
used texts. Any titles which are not retained by the Library will usually be
offered to the Trust’s trainees and students at no charge on a first come first
served basis.

9 Collection Management

The collection, both print and electronic, is reviewed annually for currency and
relevancy. Where possible any print material which is withdrawn is offered to
charitable organisations or second-hand book suppliers.

10 Procedures for requesting reconsideration of material

In providing access to a diverse range of materials, some material may be
offensive to some of our members. Each Catalogue record includes a short
explanatory link for users who may have a concern about material. We also
have a process by which individuals or groups may formally request
reconsideration of existing material they may find offensive or inaccurate. If
this is the case, a Request Form for Reconsideration of a Library Resource
(available as Appendix A) is completed and emailed to the Dean’s Office
(Deansoffice@tavi-port.ac.uk).

Upon receiving a completed form, a panel will be convened comprising the
Head of Digital Education and Library Services, one relevant subject area
specialist from the Trust and a staff member from another directorate who is
independent of the Library and the specialist area. The panel will consider the
request and reach a decision, which will normally be communicated within 10
working days of receipt of the request. The panel will be clear from the outset
what the parameters are within which decisions on the request can be made,
and these will be communicated to the Library member making the request.

Where a Library member has raised concerns relating to material and is
dissatisfied with the decision of the panel, they should complete the Library
Resource Appeal Form (available as Appendix B), within 10 working days of
the initial decision, and submit the form to the Dean’s Office
(Deansoffice@tavi-port.ac.uk). The appeal will be considered by the Chief
Education and Training Officer/Dean of Postgraduate Studies and a senior
manager from another directorate within the Trust. A decision will normally be
provided within 10 working days. The decision will be final with no further
route of appeal.
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11 Training Requirements

All Library staff will be made aware of this policy and expected to be familiar
with its content. The Library Manager responsible for updating it will have
expertise in library acquisition and collection development as part of their
professional training with additional specialist learning and networking
identified with relevant professional bodies, such as CILIP, and academic
libraries as part of their Continuing Professional Development (CPD).

12  Process for monitoring compliance with this policy

This Policy will be updated regularly by the Library Manager in collaboration
with the Head of Digital Education and Library Services at least once a year
when it will also be submitted to the Trust’s Education and Training
Committee for further review and approval.

13 References

CILIP: Freedom of Access to Information, 2021
https://www.cilip.org.uk/page/FreedomOfAccessTolnformation
and

CILIP: Policy statement on Intellectual Freedom, Access to
Information and Censorship 29 June 2005.
https://www.ifla.org/files/assets/faife/statements/lastat. pdf

Museums, Libraries and Archives Council: Guidance on the management
of controversial material in public libraries. 2007.
https://nag.org.uk/wp-content/uploads/2019/03/MLA-guidance-on-the-
management-of-controversial-material-in-public-libraries.pdf

14 Associated documents!?

Trust Policy on Academic Freedom and Freedom of Speech

1 For the current version of Trust procedures, please refer to the intranet.
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15 Equality Analysis

Completed by Angela Haselton
Position Library Manager
Date August 2022

The following questions determine whether analysis is
needed

Yes

No

Does the policy affect service users, employees or the wider
community? The relevance of a policy to equality depends not
just on the number of those affected but on the significance of
the effect on them.

Is it likely to affect people with particular protected
characteristics differently?

Is it a major policy, significantly affecting how Trust services
are delivered?

Will the policy have a significant effect on how partner
organisations operate in terms of equality?

Does the policy relate to functions that have been identified
through engagement as being important to people with
particular protected characteristics?

Does the policy relate to an area with known inequalities?

Does the policy relate to any equality objectives that have
been set by the Trust?

Other?

If the answer to all of these questions was no, then the assessment is

complete.
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If the answer to any of the questions was yes, then undertake the following

analysis:

Yes

No

Comment

Do policy outcomes and
service take-up differ
between people with
different protected
characteristics?

X

What are the key findings
of any engagement you
have undertaken?

If there is a greater effect
on one group, is that
consistent with the policy
aims?

If the policy has negative
effects on people sharing
particular characteristics,
what steps can be taken

to mitigate these effects?

A process is in place to consider
any concerns raised by Library
members who wish to request a
review of any material which is not
acquired or which they consider
should not be in the collection

Will the policy deliver
practical benefits for
certain groups?

Development of a collection which
is balanced and inclusive taking
account of relevant current clinical
and academic research and
practice

Does the policy miss
opportunities to advance
equality of opportunity
and foster good relations?

Do other policies need to
change to enable this
policy to be effective?

Additional comments

If one or more answers are yes, then the policy may unlawful under the
Equality Act 2010 —seek advice from Human Resources (for staff related
policies) or the Trust’'s Equalities Lead (for all other policies).
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16 Appendices

APPENDIX A: FORMAL REQUEST TO RECONSIDER A RESOURCE IN
THE LIBRARY COLLECTION

The Tavistock and Portman NHS Foundation Trust Library has in place an
Acquisitions and Collection Development Policy covering the range and type
of resources which the Library acquires. If a Library member, having read this
policy, wishes to request reconsideration of a resource in the collection,
please complete this form and return to the Dean’s Office.

THIS SECTION TO BE COMPLETED BY PERSON MAKING REQUEST

Please complete this form if you wish to request reconsideration of a
resource in the Library collection. Once completed please send the form to
the Dean’s Office [Deansoffice@tavi-port.ac.uk]

NAME:

TRUST DEPARTMENT/SERVICE (e.g. Complex Needs AFS)

CONTACT NUMBER:

CONTACT EMAIL:

DATE OF REQUEST:

DETAILS OF PUBLICATION:

Author/editor, title, publisher, date of publication

REASONS FOR RECONSIDERATION (please continue on separate sheet
if necessary):

Have you examined the entire resource? If not, which page(s)/section of
the resource have you reviewed?

What concerns you about the resource?

What action are you requesting the Trust to consider?

SIGNATURE OF PERSON REQUESTING RECONSIDERATION:

THIS SECTION TO BE COMPLETED BY DEAN’S OFFICE AND
REVIEWERS
DATE RECEIVED BY OFFICE:

Library Acquisition and Development Policy, version 1.2, 2023 11


mailto:Deansoffice@tavi-port.ac.uk

DESIGNATED INVESTIGATOR(S) (Name and Trust Role):

Reviewers will consist of the Head of Digital and Library Services, a subject

specialist within the Trust and another staff member independent of the
Library and subject area

STEPS TAKEN TO INVESTIGATE OBJECTION:

OUTCOME OF INVESTIGATION:

SIGNATURE OF LEAD INVESTIGATOR:
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APPENDIX B: LIBRARY RESOURCE APPEAL FORM
Please complete this form if you wish to appeal the outcome of a request to
reconsider a resource in the collection and return to the Dean’s Office.

THIS SECTION TO BE COMPLETED BY PERSON APPEALING

Please complete this form if you wish to request reconsideration of a resource in the
Library collection. Once completed please send the form to the Dean’s Office
[Deansoffice@tavi-port.ac.uk]

NAME:

TRUST DEPARTMENT/SERVICE (e.g. Complex Needs AFS)

CONTACT NUMBER:

CONTACT EMAIL:

DATE OF REQUEST:

DETAILS OF PUBLICATION:

Author/editor, title, publisher, date of publication

REASONS FOR APPEAL (please continue on separate sheet if necessary):

Please give reasons why you disagree with the outcome of the review panel and provide
further evidence for requesting an appeal.

SIGNATURE OF PERSON REQUESTING APPEAL.:

THIS SECTION TO BE COMPLETED BY DEAN'S OFFICE AND REVIEWERS

DATE RECEIVED BY OFFICE:

DESIGNATED APPEAL INVESTIGATOR(S) (Name and Trust Role):
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The appeal panel will consist of the Chief Education and Training Officer/Dean of
Postgraduate Studies and a non-executive director of the Trust

OUTCOME OF APPEAL:

SIGNATURES OF APPEAL PANEL:
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