Selection, Acquisition and Disposition of Materials - SAMPLE
To provide guidelines for the selection, acquisition and disposition of library resources including gifts and donations.
Statement on Intellectual Freedom
The [Your Library] Board affirms its support for the Canadian Federation of Library Association’s “Statement on Intellectual Freedom and Libraries”.
Selection of Materials
The Local library manager is responsible for overseeing the selection of materials, following this policy. The library manager encourages input from community members and library staff.
The library recognizes its obligation to provide a balanced collection that is
responsive to the needs of the local community and surrounding area. In selecting materials, library managers will seek to satisfy the recreational, cultural, informational and educational needs of the community.
Selection decisions pertaining to all materials are based upon the following criteria:
· Favorable attention from reviewers, critics or the public (award winners or inclusion in bibliographies)
· Member demand and anticipated demand
· Relationship to the library’s existing collection,
· Relevant to community needs and interests,
· Contains accurate information and objective opinion,
· Authority, reputation or qualifications of the author, illustrator, publisher or producer,
· Literary merit and contribution to the field of knowledge
· Representation of diverse points of view
· Suitable format for library use,
· Suitable subject and style for the intended audience
· Purchase price and other budgetary considerations, as well as physical space allowances,
· Language – materials in languages other than English or French will not normally be purchased.
Collection items do not have to meet all selection criteria to be acceptable. The presence of a book, periodical or other material, regardless of its format, in the library does not indicate an endorsement of its content.
Censorship
The [Your Library] Board, as the governing board, does not interpret its function or that of its administrators to be the supervisor of public morals. It believes in freedom of the individual and the rights and obligations of parents to develop, interpret and enforce their own code of acceptable conduct and choice of reading materials upon their own household.
There is a possibility that an item, or items, may be regarded by some as unpleasant or offensive, or in political opposition to local beliefs. If the public library is to fulfill its obligation to its community, it must include materials of varied points of view, even those which may be regarded by some as controversial. The library will, as far as possible, collect materials on all sides of controversial issues, including representation of unpopular or unorthodox positions without censorship or bias, providing the materials give evidence of a sincere desire to be factual.
Gifts and Donations
[Your Library] Board is pleased to accept gifts and donations that contribute to the accomplishment of its goals. For addition to the collection, gifts and donations must meet above noted general selection criteria and guidelines, and be added at the discretion of the Library Manager.
If accepted, materials become the property of the library. Material donations are accepted with the understanding that the material may be disposed of as per the collection policy, including adding donations to the local library book sale. Tax receipts are not issued for donations of materials.
All donated materials that are added to the collection will be entered into the Integrated Library System and made available for request by patrons of other libraries. Special consideration for reference status may be assigned to items of an historical nature, such as local histories, after review by the library manager.
Materials that are accepted as donations include:
· Reference works that are less than two years old
· Children’s and Adult fiction that is less than five years old and in good condition
· Non-fiction that is less than five years old, contains current and relevant information and is in good condition
· Current DVDs and audio CDs if they are in their original cases and have copyright statements that allow for use under normal circumstances
· Magazine subscriptions.
· Materials not accepted as donations include:
· Encyclopedias, textbooks or Reader’s Digest Condensed Books,
· Dated information (old travel guides, medical and science books),
· Materials in poor condition (torn, stained, musty, yellow pages),
· Old magazines or loose issues of a magazine,
· VHS, cassette tapes, computer software applications,
· Consumables (e.g., workbooks),
· Smaller than 13 cm (standard book pocket size) Board Books excluded,
· Materials that cannot be shelved (e.g., ephemera, toys),
· Materials that contravene copyright law,
· Other – as determined by the local Library Manager 
Monetary Donations
[Your Library] Board is a non-profit organization as defined by the Libraries Act. Donations of cash or cheque(s) may be made at the circulation desk in the library, or by mail.
Gifts to Library Staff
Library staff must not accept any gifts, gratuity or other favours which may be intended, or perceived to be intended as being provided in exchange for a favour or advantage. Library staff may accept a gift, favour or service if it is the normal exchange of gifts between friends; the normal exchange of hospitality between people doing business together; tokens exchanged as part of protocol; the normal presentation of gifts to people participating in public functions.
Deselection and Disposal of Library Materials
The library manager shall be responsible for ensuring that the collection is current, in good condition, and appropriate. Materials that do not meet these standards, or are unused for a period of more than five years, or are duplicates, may be removed from the collection.
Withdrawn library materials should be disposed of at frequent intervals so that they do not accumulate beyond a reasonable quantity. Materials belonging to the library may, at the Library Manager’s discretion, be placed into the library’s book sale. Materials which are not so disposed of shall be recycled, or disposed of permanently.
The [Your Library] Manager is the final authority with respect to deciding what materials are deselected and how these items are to be disposed of.
Challenged Materials
If an individual strongly objects to an item, he/she may complete a “Request for Reconsideration of Library Material” form, and submit this form to the library manager for review by the board. Only requests for reconsideration submitted on this form will be considered by the board. Material will not be removed from the shelf without the approval of a majority vote of the [Your Library Name] Board.
The procedure for receiving requests for reconsideration of library materials is as follows:  
· Discussion of complaint with patron by the library manager.
· Review of Collection policy.
· Provision of “Request for Reconsideration of Library Material” form to complainant (appendix).
· The library manager will forward the completed form, along with the title in question to the board secretary who will inform the chair and set the review as an agenda item.
· The board will review the written request, usually at its next regular board meeting.
· The board will inform the patron by letter of the outcome of the review.  The decision of the board is final.

