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Elements of a Collection Development Policy

· Identification of geographic service area

· Goals of the collection

· Priorities of the collection

· Key phrases:  support of school curriculum, popular reading, cultural diversity, social center

Selection of Material

· Selection responsibilities - procedure

· Who decides on what to buy

· Selection criteria

· Quality vs. popularity/demand

· Criteria used to make selection decisions about specific aspects of the collection (i.e., fiction and nonfiction)

· Should address different formats of material (videos, CDs, books, etc.)

· Donations and gift books – procedure

· How does the library handle gifts and donations?
· Reserve the right to make the decision about whether or not to add it to the collection.

Collection Evaluation and Assessment

· Evaluation of collection

· Weeding - procedure

· Guidelines and criteria

· Who is responsible

· What happens to weeded materials

Reconsideration of library materials - procedure

· Intellectual Freedom

· Procedure

· Covered more fully in the “Intellectual Freedom” section

Sample Policy

MATERIALS SELECTION POLICY
It is the goal of the Scarsdale Public Library to provide Scarsdale residents with information which satisfies their educational and recreational requirements through the purchase and organization of appropriate books, periodicals, newspapers, pamphlets, maps, sound and video recordings, and nonprint and electronic media.

In formulating a policy to support this goal, the Library Board of Trustees stresses the importance of materials having contemporary significance and permanent value. Materials are chosen, within the limits of our budget, to: inform, entertain, answer questions and stir up new ones, excite new interests and offer creative inspiration.

The authority and responsibility for the selection of library materials are delegated to the Library Director and, under supervision, to the professional librarian staff who are qualified by reason of education, training and experience.

To build a collection of enduring merit, materials must be measured by objective guidelines. All acquisitions, whether purchased or donated, are considered in terms of the standards listed below. Clearly, an item need not meet all of the criteria in order to be acceptable. When judging the quality of materials, several standards may be used, as some materials may be judged primarily on artistic merit, while others are considered because of scholarship, value as human documents or ability to satisfy informational and entertainment needs of the community.

GENERAL CRITERIA
1. Present and potential relevance to community needs.

2. Importance as a document of the times. 

3. Relation to the existing collection and other materials on the subject. An effort will be made to include works on all sides of controversial issues. 

4. Reputation and significance of the author. No item will be excluded because of the race, religion, nationality, gender, sexual orientation, political or doctrinal beliefs or personal history of an author. 

5. Insight into human and social conditions. 

6. Attention given by critics, reviewers and the public. 

7. Suitability of the subject and style for the intended audience. 

8. Materials are selected for their positive values and not necessarily excluded because of coarse language or frankness. 

9. Appropriateness and effectiveness of medium to content. 

10. Suitability of physical form for library use. 

11. Price. 

12. Accuracy. 

13. Popular demand. 

The Library recognizes that certain materials are controversial and that any given item may offend some library user. Selections will not be made on the basis of any anticipated approval or disapproval, but solely on the merits of the works in relation to building a collection and serving the diverse interests of the Scarsdale community.

Continual evaluation of library holdings is an essential part of collection development. To ensure a vital collection of continued value to the community, materials which have outlived their usefulness are withdrawn. Decisions for removal are based on: circulation, physical condition, usefulness and accuracy.

Library materials will not be marked or identified to imply or show approval or disapproval of the contents. All materials are kept on open shelves except those which are: in poor physical condition and not replaceable, duplicate copies, extremely expensive or subject to mutilation.

The Library provides books and other materials for children and young adults which are suitable for these age groups. Whenever possible these collections are clearly labeled and separate from the adult collection. The Library does not deny or limit access to any item because of content or style.

Selection of materials for the collection shall not be inhibited by the possibility that some material may inadvertently come into the possession of children. Responsibility for the reading, listening and viewing of Library materials by children rests with their parents or legal guardians.

The Library makes a conscious effort to obtain materials pertaining to local matters - civic, cultural, artistic, educational, recreational and historical.

Since the Library has available to it the resources of many other libraries throughout the Westchester Library System, we do not acquire highly specialized or technical materials which can be obtained through interlibrary loan or accessed electronically. Neither do we collect in depth in those fields where there is, at a neighboring institution, a special subject collection (law, engineering, etc.).

It is not the purpose of the collection to take the place of the elementary, middle school, high school or college library. It is the responsibility of the public schools to supply curriculum material. The Library works cooperatively with schools to supplement and enhance their collections.

The Library Board endorses the Library Bill of Rights and the Freedom to Read Statement adopted by the American Library Association, copies of which are attached to this Policy.

Once an item has been accepted as qualifying under the Materials Selection Policy, it will not be removed at the request of those who disagree with its inclusion, unless it can be shown that retention of the item would be in violation of that Policy. Copies of the Materials Selection Policy, the Reconsideration of Materials Policy and the Request for Reconsideration of Library Material Form may be obtained at the reference desk.
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RECONSIDERATION OF LIBRARY MATERIALS POLICY

The choice of library materials is an individual matter. While a person may reject materials for oneself, he or she may not restrict access to those materials by others.

The Library recognizes that certain materials are controversial and that any given item may offend some library user. The following guidelines have been developed to assure that the requests of those who disagree with the inclusion of specific items in the collection are handled in an attentive and consistent manner.

A patron who requests the reconsideration of library material will be referred immediately to the Director or the librarian in charge. This staff member will discuss the Materials Selection Policy and the application of selection principles.

If a patron persists in requesting that an item be withdrawn from the collection, the Library's procedure for reconsideration will be carefully explained and followed. A separate Request for Reconsideration of Library Materials Form must be filled out for each item.

The procedure for the reconsideration of library materials consists of the following:

1. The patron must complete the Request for Reconsideration Form.

2. The Request for Reconsideration will be referred to a committee consisting of the Director and two professional librarians to determine whether retention of the item would be in violation of the Materials Selection Policy.

3. The committee will reconsider the item using the general criteria of the Materials Selection Policy and reviews from recognized sources and make a written recommendation.

4. The Director will inform the Library Board of Trustees if the committee recommends the withdrawal of the item from the collection.

5. The Director will write to the patron regarding the committee's recommendation. Committee members' comments will not be attributed, although brief quotes may be used in the Director's letter to the patron.

6. An appeal of this recommendation may be made to Trustees.

7. During the review process the Library will take appropriate action to insure that the item will continue to be available.
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[From the Scarsdale Public Library in Westchester County, New York State, as of summer 2002, as given in the NYLA Intellectual Freedom Manual, http://www.nyla.org/index.php?page_id=452]
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