Collection Management Policy

Sample Policy #1
Collection Development Policy

The purpose of this policy is to guide the library staff in the selection of materials to support the library role’s goals and objectives. These roles are: Current Topics and Titles, General Information, and Lifelong Learning.

Intellectual Freedom

The library subscribes to the Library Bill of Rights and its several interpretations: the Freedom to Read Statement and the Freedom to View Statement (see Appendix).

Selection Responsibility and Principles

Ultimate responsibility for selection rests with the director who operates within the framework of policies adopted by the Board. The director may delegate initial selection to experienced staff because of training and position. Recommendations from customers are encouraged.

In general the _________________________ County Public Library addresses the roles for library service through the provision of the highest quality available materials on all levels and in all acceptable formats.

Materials purchased, as well as gifts and donations, are judged as follows:

1. Controversial issues will be addressed in collection by materials representing all sides of an issue while maintaining a balance.

2. Acquisition of a title is based upon the merit of the specific title and the value of the title to the community.

3. Specialized and ephemeral requests for topical materials are filled through Interlibrary Loan (ILL). Requests for the general user are filled by the local collection.

4. Duplication will be avoided except for high demand materials.

5. Textbooks unsuitable for reference will not be added to the collection.

6. Parents are responsible for guiding their children’s reading. Library staff cannot censor their choice or refuse them information of any type.

Use will be made of selection aids such as retrospective and current general lists, specialized bibliographies in areas suitable for small public libraries and standard current media. Only materials found in these sources will be added unless their value to the collection is proven. Standard selection aids include, but are not limited to, Library Journal Booklist, School Library Journal and VOYA. Materials purchased, as well as gifts and donations, are judged as follows:

A.
Fiction



1.
Evaluation of reviewer

· Style

· Library merit

· Appeal

· Authenticity

· Characterization

· Reputation of publisher



2.
Need



3.
Demand



4.
Price



5.
Physical quality

6. Relationship to other items in collection


B.
Nonfiction



1.
Evaluation of Reviewer

· Purpose and importance

· Authority and reputation

· Accuracy and objectivity

· Style and clarity

· Reputation of publisher



2.
Format



3.
Need



4.
Demand



5.
Price



6.
Physical quality

7. Relationship to other items in collection

Formats

A.
Books



1.   
Regular print



2.   
Large print



3.   
Paperbacks




a.   Trade


          
            b. Mass Market


B.
Audio-Visual



1.   
Audiocassettes

2. Videocassettes

3. DVD’s/CD’s

            C.         Magazines


D.
Newspapers

E.
Microforms
F. Computer software
Designated Areas and Special Formats

A.
Religion

                         1.     Well written materials will be selected which represent               

          fundamental concepts and beliefs of various religions. Also

          selected will be materials on comparative religions, Biblical 

          interpretations, church history, religious education and all 

          types of inspirational literature. No proselytizing materials    

          will be added.

2. Individuals with greater needs for in-depth materials will be

Served through Interlibrary Loan.


B.   
Politics and campaign literature

The library recognizes a particular responsibility to provide material representing all points of view concerning political issues.  However, the library does not purchase or accept for dissemination slanted campaign literature for a particular candidate’s background and platform.


C.   
Video/DVD

Videotapes and DVD’s purchased for the local collection will be primarily current, popular titles, nonfiction, and classic films.


D.   
Audiotapes/CD’s

Audiotapes and CD’s of professional quality only will be added to the collection. Emphasis will be placed on book tapes recorded by professional actors or readers.

Maintenance and Evaluation (Weeding and Inventory)

The collection is maintained through judicious weeding which is an essential component of the collection development process.  Five percent (5%) of the collection will be weeded annually, and fifty percent (50%) of the non-fiction will be copyrighted within the last five (5) years.  This process must be continuous to ensure high standards are met.  Books will be discarded according to these general weeding criteria:

Books will be discarded if they:

· Have yellow and brittle pages

· Are badly worn or have loose pages

· Are no longer considered accurate or factual

· Have not been used in 3-5 years

· Have been superseded by new edition

· Have very fine print

Specific criteria will follow a modified version of the CREW Method, available from either the regional office or through ILL.

Discarded books will be sold in book sales sponsored by the library unless their content is so outdated that the nature of the information makes them harmful to the public.  Such books will be destroyed, through a recycling operation if possible.

The procedure for weeding materials from the collection shall be as follows:

1. If the item is the only copy of the title and is not being replaced, Cataloger will delete record from computer database.

2. If the item is to be discarded, mark “discarded” over all ownership    marks.

3.   Keep accurate records of items withdrawn. 


4.   Dispose of the weeded material as determined by director.

Gifts, Donations, and Memorials

A gift such as art objects, portraits, or antiques or other permanent displays will be evaluated as to their appropriateness for the library.  Those gifts that do not aid in furthering the mission of the library will be sold and the funds used to purchase equipment, materials, or to support library activities.  Gifts of materials are accepted with the understanding they will not necessarily be added to the library’s collection.  The material will be judged by the same standards of selection as those applied to the purchase of new materials.  If the materials are not suitable because of condition, outdated information, or other factors, they will be sold or discarded.  This policy will be explained to anyone wishing to make a donation before the materials are accepted.  The donor will sign a form acknowledging this agreement.  This form will serve as a statement for tax purposes.  The library does not appraise or fix monetary value to gifts.  Memorial or honor gifts will be accepted.  The director will select materials needed for the collection.  The library reserves the right to withdraw gifts from the collection on the same basis as purchased materials.

Gifts of cash will be accepted as long as they are freely given to the library without limiting considerations.  While it is acceptable to designate that monetary gifts be spent for specific needs (such as children’s books, programming for older adults, etc.) it is impractical for the library to accept gifts that will create additional expenses (such as providing an opposite point of view to maintain a balanced collection, increasing liability insurance to cover situations created by the gift, etc.).   Acknowledgments of memorial donations will be sent to the family of the deceased and to the donor.  A list of memorial donations, minus the cash amount, will be kept in a Memorial Book on display in the library.

Reconsideration of Library Materials

1. The library is a unique institution charged with being an unbiased repository of recorded expression.  While the board has delegated the responsibility for selection and evaluation of library materials to the director and such staff as he/she may designate, they have the legal responsibility for the collection and its protection under the First Amendment of the Bill of Rights of the United States Constitution.

           Customers with complaints about materials should initiate the following 

           Procedures:

1. Complete a Reconsideration of Library Materials form.

2. Completed form will be reviewed by the director and appropriate background material gathered.

3. The director will bring the matter to the attention of the board, along with her/his recommendation.

4. The board will review the matter and vote with as little delay as possible.

5. The board will issue a formal response to the complainant at a regularly scheduled meeting.       
Sample Policy #2
COLLECTION MAINTENANCE POLICY & PROCEDURE
THE POLICY
OVERVIEW

Weeding (also known as deselection) is an essential aspect of collection development.  With rapidly changing information, it is especially important to keep the collection current and reliable; getting rid of the old is just as important as acquiring the new.  Every library’s print collection is limited by the space available to house it, and collections should change over time to reflect changes in the community and in the library’s goals.  Weeding is a periodic or continual evaluation of resources intended to remove items that are no longer useful from the collection.
WHY IS WEEDING NECESSARY? 

· To identify and withdraw inaccurate or outdated materials - It is a disservice to library users to keep books that contain inaccurate or dated information.  Users depend upon the library to provide up-to-date information.  Outdated medical, legal, travel, tax, computer and educational information especially can cause serious problems for library users.  In addition, outdated materials often contain unacceptable stereotypes.

· To remove worn, soiled or damaged materials - Attractive, clean materials are preferred by all users and give the message that the library is modern, up-to-date source of information.  Parents especially are reluctant to allow their young children to handle books that are grubby and soiled. A well-maintained collection sends the message that we expect users to treat the library’s materials with respect and return them in the good condition in which they were borrowed.  Users appreciate a well-maintained collection and are more likely to support it with their tax dollars, than they would a library collection that looks like someone’s old attic.  Popular titles should be withdrawn and replaced with attractive newer editions.  Classics will circulate heavily if they are clean and inviting.

· To increase circulation – Oddly enough, decreasing the size of the collection – through the removal of worn, outdated items, often results in increasing circulation.  Users find it difficult to locate useful materials when the collection is overcrowded with outdated, unattractive, irrelevant materials.  Weeding makes the “good stuff” more accessible.  Death from overcrowding is a common result of collections that are not properly and regularly weeded.

· To improve the overall quality of the collection – For the library staff, weeding has additional advantages.  Through the examination of items considered for removal areas of weakness in the collection are discovered.  When “gaps” in the library collection are identified new purchases can be made with confidence that space will be available.  In addition, the process of weeding uncovers ephemeral materials and multiple copies that are not being used.

THE PROCEDURE
THE WEEDING PROCESS

· Identify items that are candidates for weeding – Probably the most well known weeding method for public libraries is the CREW method: Continuous Review, Evaluation and Weeding.  This method is used to provide guidelines for the removal of materials from the _________________________________.   

· Identify items that are of value to the collection – The ____________________________ uses standard bibliographies such as the Fiction Catalog, Children’s Catalog, the Public Library Catalog and the Reader’s Catalog.  These resources provide valuable assistance in the recognition of older titles that are still important to the library collection.

· Identify items that might be valuable – In many cases, library books have decreased value because of property stamps, barcodes and other ownership marks.  The _____________________________ uses a variety of Internet resources to determine the potential value of older books, such as, Bibliofind and Alibris.

· After items are identified for removal from the collection they are withdrawn from the online system.  Depending upon popular interest, condition, monetary value, etc., weeded items are sold through the library book sales or via the Internet; selected items are given to community agencies and inevitably some books are discarded.

Sample Policy #3
Materials Selection/Collection Development Policy
A. Objectives 

The purpose of the ________________________ County Public Library is to provide all individuals in the community with carefully selected books and other materials to aid the individual in the pursuit of education, information, research, pleasure, and the creative use of leisure time. 

The materials selection/collection development policy is used by the library staff in the selection of materials and also serves to acquaint the general public with the principles of selection. 

The Library Bill of Rights and The Freedom to Read Statement have been endorsed by the  County Public Library Board of Trustees and are integral parts of the policy.  

The materials selection/collection development policy, like all other policies, will be reviewed and/or revised as the need arises. 

B. Responsibility for Selection 

The ultimate responsibility for selection of library materials rests with the library director who operates within the framework of the policies determined by the ____________________________l County Public Library Board of Trustees. This responsibility may be shared with other members of the library staff; however, because the director must be available to answer to the library board and the general public for actual selections made, the director has the authority to reject or select any item contrary to the recommendations of the staff. 

C. Criteria for Selection 


Materials will be selected based on positive reviews in professional journals or actual examination and evaluation of materials.  Items and authors that must be purchased every year may be placed on a standing order list to ensure timely delivery. 

The main points considered in the selection of materials are: 

1.       Individual merit of each item 
2.       Popular appeal/demand 
3.       Suitability of material for the clientele
4.       Existing library holdings
5.       Budget 
6.       Format
7.       Reviews
        a.  Reviews are a major source of information about new materials. 
                
                  The primary source(s) of reviews is (are)
                

 The Library Journal
                

 Booklist
                 

Publisher’s Weekly 
                 

Best Seller lists
                

Guide to Reference Books
                

Publisher's and jobbers catalogs         

                      
Best Seller lists
                     
 Patron requests



Newspapers, radio, TV, or other media publicity
                    
Internet sources
                    
Standard lists
         b.  The lack of a review or an unfavorable review shall not be the sole reason for rejecting a title that is in demand. Consideration is, therefore, given to requests from library patrons and material discussed on public media. Materials are judged on the basis of the work as a whole, not on a part taken out of context. 

 D.  Deselection of Materials


Materials that no longer meet the needs of the community and no longer support the library’s collection will be withdrawn and disposed of in accordance with the library’s “Collection Management” policy. 
