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Chapter 1                       Collection Policies 

Collection Statement 

The Dixie Regional Library System serves the citizens of Pontotoc, Calhoun, and Chickasaw Counties through eight branch libraries.  The collection goal of the System is to select, organize, preserve, and make freely and easily available materials which will aid these citizens in the pursuit of information, education, research, recreation, culture, and in the creative use of leisure. 

The individual branch library collections will be governed by the Materials Selection Policy. The scope of the branch collections is intended to offer a choice of format, treatment, and level of difficulty.

This plan outlines the roles, duties, and responsibilities of all persons involved in the selection process. This document also serves as a uniform plan for the management, development, and evaluation of the individual branch collections and gives direction to the allocation of the overall materials budget. While the plan is essential for stating and maintaining goals across the System, individual judgments from each staff member remains an integral part of the collection development process. 

Materials Selection Policy 

The purpose of collection development is to provide the best possible collection with the financial resources available. The decision to select any item for the collection is based on demand, anticipated need, and the effort to maintain a wide and balanced collection. 

The Libraries will be guided by a sense of responsibility to both present and future by adding materials of contemporary significance and of long-term value that will enrich their collections.  At the same time, the Libraries recognize an immediate duty to make available materials for enlightenment and recreation, even though such materials may not have enduring interest or value. 

Selection Objectives

The objectives of the Library as factors in selection are as follows:

•
To help people know more about themselves and their world

•
To supplement formal study and encourage informal self-education

•
To meet the information needs of the community

•
To stimulate thoughtful participation in the affairs of the community, the country and the world

•
To support educational, civic, cultural and recreational activities within the community

•
To aid in learning and improving job-related skills

•
To assist the individual to grow intellectually and to enjoy life more fully

All staff members are expected to keep these objectives in mind when selecting materials.

Intellectual Freedom

The public library is the institution in our society that attempts to provide a diversity of viewpoints on a wide range of topics of interest, including political, social, and religious ones— in a neutral, unbiased manner. The System strives to maintain materials representing all sides of an issue, limited only by our selection criteria, budget, and the space in our facilities. 

The existence of a particular viewpoint in the collection is an expression of the library’s policy of intellectual freedom, not an endorsement of the contents or views expressed in those materials. The library provides service to all within the framework of its rules and regulations and does not knowingly discriminate in its material selection regarding race, creed, sex, occupation or financial position.

Each book or type of material is judged on the basis of its overall content or style, not by isolated or random portions. In considering materials to place in the libraries, DRLS will not automatically include or exclude an item based on any of the following: 

· Race, religion, nationality or political views of the author 

· Frankness or coarseness of language 

· Controversial nature of an item 

· Endorsement or disapproval of an item by any individual or organization in the community 

DRLS supports the Library Bill of Rights, The Freedom to Read, The Freedom to View, and the Intellectual Freedom Statement (see appendices) in providing free access to materials. Children are not restricted to particular areas of the Libraries. Staff does not monitor the materials that children choose. The responsibility for the reading or viewing choices of children rests entirely with parents or legal guardians. 


Library materials are not marked or identified to show approval or disapproval of the contents, and materials are sequestered only for the purpose of protecting them from damage or theft. 

This policy will be reviewed and updated by the Dixie Regional Library System’s Board of Trustees at least every three years.

Chapter 2 

Materials Selection Process

Responsibilities and Functions 

The Director delegates collection development responsibilities through and to the Assistant Director and the Branch Managers for making day-to-day decisions in the interpretation of the policy. 

These responsibilities include:

· The selection of adult and juvenile print and non-print materials. 
· The approval or disapproval of selections from other staff and the public.

· The authority to make decisions on the withdrawal of materials; the rebinding of books; the replacement of items; and the addition of gifts to the collection.

· The initiation of any weeding projects as a result of collection evaluations.  
· The recommendation of the individual fund allocations after the budget has been approved.

Final staff responsibility lies with the Director. Problems that cannot be resolved by the Director will be referred to the Board of Trustees of the Dixie Regional Library System.

Plans and Goals

1. DRLS will update its collection development and management policies at least every three (3) years based on its current strategic plan.

2. DRLS will use collection analysis data to make measurable improvements based on its strategic plan.

3. DRLS will complete a collections inspection and physical inventory at least every three (3) years.

4. DRLS will provide weeding and collection maintenance training to Branch Managers.

5. DRLS will provide online databases, individually or through consortia agreements, to supplement MAGNOLIA databases, as budgets allow.

Budget Allocation 

The budget is made up of funds from the state of Mississippi and the counties of Calhoun, Chickasaw, and Pontotoc. 

· Allocation per branch is based on available funding, circulation activity and number of patrons.  

· Monthly budgets are sent to Branch Managers by the Assistant Director. 

· Grant monies are credited to the branches where grants have been budgeted. 

· City revenue is credited to the branch located in the contributing city. 

· Donation monies are credited to the branch to which the donation was given.

· Branch funds generated from copies, fines, etc. are treated according to the Petty Cash Policy.  

Order Preparation 

The primary sources used for selection of materials are the reviews in professional journals and websites, publishers’ and distributors’ catalogs, and best seller lists.  Patron demand is always a major factor in determining what is ordered. To prevent duplication of titles, all Branch Managers are required to check the system’s catalog before ordering.
Evaluation of Collections 

Materials collections require continuous evaluation. Because space is always an issue, weeding is done on a regular basis. Statistical tools such as circulation reports, turnover rates, materials' use reports, collection age analysis, and volume counts are studied to determine how the collection is being used and how it should be modified. 

The holdings are checked against bibliographies and standard recommendation lists. Community surveys, patron input, and expert opinion from other professionals are also used in evaluating the collections and the physical condition of the materials. 
RECONSIDERATION OF LIBRARY MATERIALS 
The System will reconsider any material in its collections upon written request of a patron. 
Any expression of opinion by patrons about library materials is welcome by DRLS.  

1. All questions, complaints, or requests regarding selection policies or specific items in the collections should be referred to the Branch Manager who will: 

· Provide the patron a copy of the “Request for Reconsideration of Library Materials". [See Appendices.] The form should be completed and returned to the Branch Library within seven (7) days.

· Refer the patron to the Library Bill of Rights, Freedom to Read, Freedom to View, and the Intellectual Freedom.  [See Appendices.]
[No further action is expected, or required, until the reconsideration form is completed and returned by the patron.] 

· Attach a copy of a review of the contested item to the reconsideration form before sending it to the Director. 

2.   If the complainant requests further action, the Director will consult with the patron.

3.   If, after discussing the complaint with the Director, the patron is still not satisfied, the patron can request a hearing within 30 days before the Library Board of Trustees. 

4.   The Director will supply the patron with the name and telephone number of the Chairman of the Library Board of Trustees.

5.   Arrangements for this hearing must be made directly by the patron with the Chairman of the Library Board. 

6.   The Board hearing can be conducted during the regularly scheduled meeting of the Board or during a called meeting of the Board, contingent on the nature of the complaint and the availability of the Board members. 

7.   The decision of the Board of Trustees is final.

Gifts Policy 
[See Appendices for P407 Cataloging Request Form.]
Gifts to the collections can be in the form of money or actual materials. Gifts of money for the purchase of new materials are preferred. Gifts of money to buy a specific title for a specific library may be accepted. Since the title is evaluated according to the selection process, it may be rejected if it does not meet selection criteria. 
The libraries accept gifts of materials (books, audios, videos, cds, etc.) in good condition.  To prevent unnecessary duplication of titles, all Branch Managers must check the system’s catalog when considering the addition of a gift to the collection.
Criteria for adding gifts to the collection include:

· Three years old or newer

· Classic titles for which multiple copies are needed

· Multiple copies needed due to school assignments (i.e. Required Summer Reading Lists)

· Completes a series’ gap

Items that meet these criteria may be forwarded to Headquarters for branch assignment (usually to the library to which it was donated).  
All gifts that become part of the collection should not require special shelving or circulation procedures. Gift plates and letters of acknowledgment are appropriate stipulations by the donor, but other strings attached to a gift should be evaluated carefully before the gift is accepted.

The System reserves the right to make the decision about the final placement of all gifts. They may be added to the collection, sent to Friends of the Library groups for public sale, or discarded. Gifts are not returned to the donor. They become the property of DRLS. 

Appraisals for the dollar value of materials donations are not made by the libraries. There is an "Acknowledgement of Donations" form that may be filled out and given to the donor. [See Appendices.] 

Many donations consist of boxes or bags of materials that are accepted for the sake of public relations. These gifts are inspected by the staff for odor, water damage, wear, age, mold, insects, etc.  If such problems are noticed, the items are promptly discarded. 

DRLS does not attempt to acquire textbooks or multiple copies of materials required by educational institutions. However, DRLS may retain copies of required summer reading books or gift textbooks.

Weeding Policy 

Weeding of a collection is necessary in order to maintain an up-to-date, useful collection. Worn and obsolete materials are continuously weeded. Materials may be withdrawn if they are seldom used, superseded by a new edition or a better work on the same subject. The Collection Development Policy, in its entirety, serves as a guide for weeding and maintaining the collections as well as for the selection of materials. 

Materials that are withdrawn because of loss or damage are reported to the Assistant Director who, using the same criteria as for selection, decides whether the items should be replaced. Other factors which affect the decision of replacing an item include the number of copies of a title the system already owns, the availability of newer materials on the subject, the importance of the work in its subject area, its listing in standard bibliographies, its cost, and the availability of shelf space. Time-sensitive materials should be weeded at least every five years.

Systematic evaluation and weeding of the collections is required of every branch in order to keep each individual collection responsive to patrons’ needs, to insure its vitality and usefulness to the community, and to make room for newer materials. It is the responsibility of the Branch Manager at each branch to ensure that regular and thorough collection maintenance is performed.  They are also responsible for shelf reading, removal of damaged materials, and shifting the collection when necessary.

Withdrawn materials that are in good condition will be placed in Friends of the Library book sales. Materials withdrawn from reference collections that retain informational value may be transferred to circulating collections or offered to other branches in the system. 
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