Des Moines Public Library

Library Materials Selection Policy

Approved by the Library Board of Trustees

July 18, 2006
Library Materials Selection Policy

3INTRODUCTION

LIBRARY BILL OF RIGHTS
3
PURPOSE
3
COLLECTION DEVELOPMENT OBJECTIVES
3
SELECTION AND MAINTENANCE GUIDELINES
4
Selection
4
LIBRARY GIFTS AND LIVING MEMORIALS
6
Duplication
6
Collection Maintenance
6
Textbooks
7
Print on Demand
7
PROCEDURES FOR THE SELECTION OF LIBRARY MATERIALS
7
General Adult Materials Selection
7
Youth Materials Selection
7
Reference Materials Selection
7
Des Moines and Iowa Collection
7
Magazines
8
Newspapers
8
Depository Materials
8
U.S. Government Documents
8
Iowa, Polk County, and Des Moines Documents
8
The Foundation Center Collection
8
Selection of Nonbook Materials
8
Video Recordings
10
Electronic Databases
10
Computer Software
10
Electronic Media
10
Internet Sites
11
Indicators of Site Quality:
11
Selection Sources:
11
Other Formats
12
EVALUATION OF THE COLLECTION
12
PURCHASE SUGGESTIONS FROM LIBRARY USERS
12
REQUEST FOR RECONSIDERATION OF SELECTIONS
12
Appendix I: STATEMENT OF CONCERN
13
Appendix II Purchasing Policy
14
Purpose
14
Objective
14
Library Board of Trustees
14
Procurement Officer
14
Relations with Vendors
15
Materials Purchases
15
Personal Orders
15
Surplus Property
15
Responsibilities of Receiving Personnel
16



Library Materials Selection Policy

INTRODUCTION

Selection may be defined as choosing from available materials those items which satisfy the varied needs and interests of the community.  As the foundation for its materials selection policy, the Board of Trustees of the Des Moines Public Library adopts the Library Bill of Rights. 1
LIBRARY BILL OF RIGHTS

The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services.
I. Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves. Materials should not be excluded because of the origin, background, or views of those contributing to their creation.
II. Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be proscribed or removed because of partisan or doctrinal disapproval.
III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment.
IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas.
V. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.
VI. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use.


Adopted June 18, 1948, by the ALA Council; amended February 2, 1961; January 23, 1980; inclusion of “age” reaffirmed January 23, 1996.
PURPOSE

The purpose of the Des Moines Public Library Materials Selection Policy is to guide librarians and to inform the public about the principles upon which selections are made.  This policy cannot replace the judgment of librarians but stating goals will assist them in choosing from available materials.

The responsibility of the library is to serve all the community, not to promote--and above all, not to censor--any particular political, moral, philosophical, or religious convictions or opinions.

COLLECTION DEVELOPMENT OBJECTIVES

The primary purpose of the public library is to purchase, organize, and make readily accessible print and nonprint information sources to stimulate interest and provide information to all eligible library users--regardless of age, sex, race, creed, or social, economic, and educational level.

In the provision of library materials, three broad purposes are considered:

1. Informational - to serve the community as an information center by providing authoritative materials for the answering of specific questions;

2. Educational - to provide reliable materials to help meet the needs of patrons in their pursuit of formal and informal education;

3. Recreational - to encourage reading, viewing, and listening for leisure and cultural enrichment.

SELECTION AND MAINTENANCE GUIDELINES

Selection

In the selection of materials to be added to the collection, particular 

attention is given to books and other media of interest to the community.  However, in meeting the needs of the community, the library does not attempt to develop a complete research collection.  Special in-depth subject collections, to which patrons can be referred, are available in Des Moines, and this library in general will not duplicate such materials.

The Library aims to be impartial in its selection of materials.  In the case of controversial subjects every effort is made to see that all sides are fairly represented.

The library uses special subject bibliographies, review media, reading trends, and usage data as aids in selection.  In addition, patron suggestions and requests are considered for purchase.  The library identifies specific high use topics for intensive collection development. Reviewing media used by the library may be consulted before an item is purchased. 

GIFTS

Books and other items may be accepted as gifts in any department or branch of the library by the approval of the director, deputy director, or department head.  No gift materials may be added to any branch or department without approval.  The donor of any gift should understand that the library reserves the right to assign gifts wherever the need is greatest or to dispose of them in some other way if, they are not needed.

Bequests and endowments to the library may be arranged by consulting the executive director of the Des Moines Public Library Foundation.

A policy for the acceptance of books and related materials as Living Memorials is described below.

The gift of funds to purchase library materials for any special occasion (birthday, anniversary, thank you) may be arranged through the executive director of the Des Moines Public Library Foundation.

It is the policy of the library not to accept special collections of books to be kept together as a separate entity.  Gifts donated with special conditions or restrictions are generally not accepted.  Patrons or organizations who wish to give gifts of any consequence to the library are referred to the director or the executive director of the Foundation.  Gift collections may be accepted with the understanding that they will be integrated into the general collection, the only form of donor identification being a bookplate.

Books advocating the principles and practices of a specific religious denomination are not purchased, but may be accepted as gifts if they otherwise fit within library collection guidelines.  The library does not assume responsibility for replacing worn or lost copies of these titles nor for purchasing new or revised editions of titles which were originally donated as gifts.

Gift policy approved by the Board of Trustees

September 14, 1999

LIBRARY GIFTS AND LIVING MEMORIALS

Des Moines Public Library

A thoughtful and rewarding act is the giving of books and other library materials as memorials in honor of a friend or relative.  The Board of Trustees of the Des Moines Public Library welcomes memorials and has a policy governing their acceptance and addition to the library’s collection.

1. Donors wishing to honor friends and relatives by a library memorial should contact the Des Moines Public Library Foundation office where the gift will be formally accepted and recommendations for purchase offered if desired.

2. Memorials should be satisfactory to both the donor and the library.  It is suggested that materials of continuing interest and usefulness be selected, as most donors would prefer making a gift with some degree of sustainability in the library.

3. Materials accepted as memorials should conform to the library’s Policies for the Selection of Books and Related Library Materials.  The donor may make a specific request(s) for the use of his contribution or he may leave the selection entirely to the discretion of the library.

4. Usually memorial items will be added to the Central Library collection.  However, if requested, memorial volumes may be assigned to any of the branch libraries of the system.

5. Checks for memorials should be made payable to the Des Moines Public Library Foundation.  The library will assume responsibility for ordering memorial materials.  These gifts are deductible for income tax purposes.

6. The Foundation will mail a letter to the family of the deceased informing them of the donation and a thank you letter to the donor.

Approved by the Board of Trustees

September 14, 1999
Duplication

Duplicate copies of popular or important titles will be purchased to make  requested and heavily used materials available and on the shelf.  The  library works to make materials available 50% of the time.  Purchases of  duplicate materials may be limited to budget restrictions and space  considerations. Collections in each library agency are supplemented by  materials in other library branches. 

Collection Maintenance

Collection maintenance is a continuing process.  Materials will be weeded  from the collection on a regular basis to maintain an optimum collection  size and a current collection.  Ideally the library will maintain a  collection which has an median age of five years.  Collections in some  rapidly changing areas such as technology and medicine should contain  materials which has an median age of three years. 

Textbooks

The library does not attempt to purchase textbooks or other curriculum-related materials except as such materials also serve the general public.

Print on Demand

Print-on-demand or works published by subsidy publishers will usually not be added unless they have been positively reviewed in established sources, received considerable media attention, or pertain directly to Iowa or Iowa history.
PROCEDURES FOR THE SELECTION OF LIBRARY MATERIALS

Final responsibility for materials purchased rests with the director who operates within the framework of policies determined by the Library Board of Trustees.

Allocation of book funds is determined annually by the director based upon available budget target collection size, usage, and collection age.  No specific rules govern distribution of these funds although due consideration is give to variations in service patterns and to changing community need.

The support services team leader coordinates and maintains general guidance over materials selection for the entire system.

General Adult Materials Selection

Detailed information about selection procedures is contained in the library Collection Maintenance Manual.

The Central Library adult collection is the most complete in the library  system, comprising the permanent collection for future use.  Patrons  engaged in comprehensive study, therefore, are expected to rely upon the  Central Library's collections.  Some more extensive subject collections  may be assigned to branches. 

Materials in the circulating collection are selected for informational and recreational reading, viewing, and listening, and to supplement the general reference collection. 

Materials selection for the branch libraries is done by the support services team leader with the help of designated personnel in each agency.  Procedures to be followed are determined by the support services team leader.

Youth Materials Selection

The guidelines previously mentioned in this document are followed by librarians in the manner appropriate for the youth collection.

Reference Materials Selection

Des Moines and Iowa Collection

Preservation of local history relating to Des Moines, Polk County, and to  a lesser extent, Iowa, is the responsibility of the library.  The objective is  to acquire local history materials, including books, documents,  directories, periodicals, newspapers, pamphlets, brochures, maps,  photographs, and school yearbooks.  Des Moines and Iowa imprints may  also be added.  Works by Iowa authors, defined as those born in the state  or those who have lived here for twenty years, are an integral part of the  collection. 

Magazines

Magazines are used for both reference work and general reading.   Criteria for their selection include usage accuracy and objectivity  or representation of various points of view, accessibility of content  through indexing, and local interest in the subject matter. Back  files may be maintained in bound form, microform or electronic  format of those periodicals which are found to be most needed.

Gifts subscriptions for periodicals are accepted subject to the approval of department heads.

Newspapers

The library maintains backfiles of the major Des Moines area  newspapers.  Other local newspapers are also retained.  New  publications are added as they become available, and short runs  of older titles are also kept.  Major files of newspapers are on  microfilm, but others are retained in hard copy.  Newspapers from  other cities in Iowa are kept for a short period of time. 

Depository Materials

U.S. Government Documents

The Des Moines Public Library was designated in 1888 as a Selective United States Depository Library.  New items are reviewed carefully before final selection is made, keeping in mind the accessibility of Drake University, the  State Library, and the Regional Depository at The  University of Iowa.  Duplicates for other agencies are  selected according to the principles applicable to books  and pamphlets.  The official nature of documents, their value as original source materials, and their low cost to depository libraries are important considerations in maintaining this collection.  Some documents are kept permanently and others are withdrawn after a five-year period.Iowa, Polk County, and Des Moines Documents

The Library was designated on July 1, 1979 a Full  Depository Library by the State Library.  The library maintains a core collection of documents in hard copy,  but the majority of the documents are on microfiche.   Duplicates of hard copy publications, such as legal and statistical materials, maps, directories, and travel pamphlets are obtained for branch collections whenever they are needed.  Official publications of Des Moines and Polk County are also acquired. 

The Foundation Center Collection

The Public Library center established in 1973 is one of the regional collections of The Foundation Center in New York City.  FC Search allows access to the Foundation Center’s comprehensive database of foundations.  Corporate givers and grantmaking public charities as well as their associate grants.  It is a fully searchable database in CD ROM format. 990PPF returns are available online or by contacting the DSMPL collection supervisor.   Other books of interest to grant seekers are purchased to supplement the collection. 

Selection of Nonbook Materials

Sound Recordings (Music and Audio Books)Purpose

The purpose of the Des Moines Public Library Sound Recording Collection is to provide materials in recorded form for the use of individuals and groups in the community.

Scope

Sound recordings added to the collection include music and spoken word.  Music recordings include, but are not limited to, classical, popular, jazz, and folk.  Spoken word recordings include, but are not limited to, works of literature, speeches, self-improvement lessons, and  language study.  Sound recording formats include compact discs, a limited number of audiobooks on cassette tape, and downloadable MP3 files. 

Selection Policy

1. Sound recordings are selected for the collection with the following points in mind:

2. Need for material based on public interest and holdings.

3. Significance of the composer, lyricist, author or artist.

4. Excellence of interpretation and technique.

5. Technical quality of the recording.

6. Price

Video Recordings

Purpose

The purpose of the Video collection is to provide significant materials in various formats for use, within the  bounds of the copyright law, by groups and individuals in  the community.  

Scope

The Video collection currently is limited to DVD discs and VHS videotapes.

The collection contains feature productions, documentary/educational, juvenile titles, and musical performances.

The library may purchase certain productions that discuss religious subjects such as Bible stories and biographies or religious figures.  Productions that discuss the customs and traditions of the great religious faiths may also be purchased.  Productions containing materials that promote specific doctrines are not purchased. 

Selection Policy

Video works are selected with one or more of the following points in mind:

1. Usage and need for material based on public interest and present holdings.

2. Quality of the work as indicated by reviews, awards, and historical perspective.

3. Significance of the actors, director, cinematographer, artist, narrator, or other persons associated with the work.

4. Aesthetic and technical qualities.

5. Subject matter.

6. Price.

Electronic Databases

The library collection contains electronic databases of a variety of types including indexes, full text documents, and other information resources.   Selection criteria for electronic databases include:

· ease of use of database interface

· cost effectiveness

· content and number of resources in the database

· commonality of interface

· ease of document delivery

· subject coverage in high demand subject areas such as business, health, and homework topics

· reliability

· currency
Computer Software

Computer software is purchased primarily for use in the library on public access computers.  A small number of programs are available for circulation.  The collection includes software for  a variety of types of library-owned microcomputers covering a  broad range of computer applications. 

Electronic Media
The library will purchase reference and circulating media and written materials in electronic format.  The collection will include  materials which are informational, educational, and creative in  nature.  Purchase of recreational and game materials will be  limited.

Emphasis in the collection will be on early childhood materials  and educational materials suitable for a wide range of ages.   Formats purchased will include Windows, DOS, and Macintosh.   The majority of materials will be in Windows format. 

Criteria used for informational, reference, visual and sound  materials state in the library Materials Selection Policy will be  applied to electronic materials.  Selection will be based on reviews,  quality of information, production values, usage statistics, price and patron interest. 

Internet Sites

The Des Moines Public Library maintains a home page on the World Wide Web in order to meet the information needs of customers who live in the service area of the library. 

The library home page is designed primarily to provide Internet guidance to customers and staff in the library.

A secondary function of the web page is to market the library to a range of customers beyond the immediate service area of the library.

When possible, the library page will point to existing reliable sources which provide topical information.  The library will not recreate resources which already exist on the Internet.

Professional librarians will select sites for the library home page using the general criteria outlined in the library Materials Selection Policy.

Special criteria for selecting Internet sites:

1. Preference will be given to nonprofit and noncommercial sites

2. Links will be educational or informational in nature

3. Links should provide accurate, current, and unique information

4. The library home page will provide in-depth local information and unique library resources.

5. Links to the library homepage will provide balanced points of view whenever possible

Indicators of Site Quality:

1. Ease of use

2. Scope of content is clearly stated

3. Content is documented, accurate, and verifiable 

4. Headings and annotations are clear and helpful

5. Site is stable and links are up to date

6. Speed of connection

7. Graphics are useful and provide content support

8. Uses standard multimedia formats

Selection Sources:

Selection sources will be monitored to update the library page. 

Other information accessed electronically (through library links or library connections):
“Providing connections to global information, services, and networks is not the same as selecting and purchasing material for a library collection. Determining the accuracy or authenticity of electronic information may present special problems.  Some information accessed electronically may not meet a library's selection or collection development policy.  It is, therefore, left to each user to determine what is appropriate.  Parents and legal guardians who are concerned about their children's use of electronic resources should provide guidance to their own children.”  (From Access to Electronic Information, Services, and Networks: an Interpretation of the LIBRARY BILL OF RIGHTS,  American Library Association, adopted January 24, 1996)

Other Formats

Other formats will be considered for addition to the library system within the guidelines of the general materials selection policy.

EVALUATION OF THE COLLECTION

Several methods are used to evaluate the library collection.  The collection is evaluated on an ongoing basis using various standard measures.  These measures include but are not limited to:

1. turn-over rate

2. last use date

3. number of uses

4. collection age

5. customer fill-rate surveys for browsers and known items

6. availability surveys

7. collection vitality measures

8. standard output measures

Additional methods of collection evaluation include checking of standard bibliographies and monitoring of customer requests and interlibrary loan requests.

PURCHASE SUGGESTIONS FROM LIBRARY USERS

The library welcomes suggestions from library users of titles to be considered for purchase.  Patron suggestion forms are available at all public services desks.  These items are given consideration within the guidelines of the general materials selection policy.  Titles that are purchased as a result of patron suggestions are reserved for the requestor when they are ordered.

REQUEST FOR RECONSIDERATION OF SELECTIONS

A patron who objects to specific books or other library materials in the collection is requested to complete the form, Statement Of Concern About Library Resources, available at information desks in all library agencies.  This form should be submitted to the department head or librarian in charge of the agency receiving the statement of concern, or to the deputy director.  The material will be reviewed by deputy director who will respond in writing to the person submitting the statement of concern.  Decisions regarding the questioned materials may be appealed to the library director and the library board of trustees.

 Appendix I: STATEMENT OF CONCERN

STATEMENT OF CONCERN ABOUT

LIBRARY RESOURCES

Des Moines Public Library

100 Locust Street

Des Moines, IA  50309

Procedures for requesting reconsideration of library material are outlined in Policies for the Selection of Books and Related Library Materials for the Des Moines Public Library.  Please return this form to the library department head or the deputy director.

Name







Date




Address






City



  State
  Zip
          Phone
 



1.
Resource on which you are commenting:


Title












Author/Producer









2.
What brought this title to your attention?

3.
Please comment on the resource as a whole as well as being specific on 


those matters which concern you.  (Use other side if needed.)


Comment:

Optional:
4.
What resource(s) do you suggest to provide additional information on this topic?

Appendix II Purchasing Policy

Des Moines Public Library

Purchasing Policy

Purpose

The purpose of this policy is to establish responsibilities for the purchase of equipment, supplies, materials and services by the Des Moines Public Library.

Objective

The objective of library purchasing is the procurement of materials, supplies, and contractual services at the lowest possible cost consistent with the quality needed to meet library standards.  Cost is only one factor in selecting the vendor.  Service, reputation, quality and other factors may be considered in selecting bidders so that goods and services of the best value are purchased. 

Library Board of Trustees

The library director is ultimately responsible for purchasing decisions.  The director reports to the Library Board of Trustees. The responsibilities of the Library Board of Trustees with regard to purchasing are set forth in the Municipal Code for the City of Des Moines:


Sec. 66-3. Operation and maintenance account.

All money appropriated by the city council from the general fund for the operation and maintenance of the library shall be set aside by the finance director in an account for the library and shall be paid out only upon the orders of the library board of trustees, signed by its president and secretary.

Sec. 66-34.  Powers and Duties

The library board of trustees shall have and exercise the power and duty to:

(6) Select, or authorize the librarian to select, and make purchases of books, pamphlets, magazines, periodicals, papers, maps, journals, other library materials, furniture, fixtures, stationery, and supplies for the library.

(9) Have exclusive control of the expenditures of all funds allocated for library purposes by the city council, and of all moneys available by gift or otherwise for the erection of library buildings, and of all other moneys belonging to the library, including fines and rentals collected under the rules adopted by the board.

(10) Accept gifts of real property, personal property, or mixed property, and devises and bequests, including trust funds; take title to such property in the name of the library; to execute deeds and bills of sale for the conveyance of such property; and to expend the funds received from such gifts, for the improvement of the library.

(13) In its discretion to make agreements with Polk County historical associations, where such exist, and to set apart the necessary room and to care for such articles as may come into the possession of the association; in its discretion, to purchase necessary receptacles and materials for the preservation and protection of such articles as are in their judgment of a historical and educational nature and pay for the same out of the funds allocated for library purposes.

Procurement Officer

The procurement officer is responsible for all purchasing activities under the supervision of the library director.  Responsibilities include the procurement and disposition of equipment, materials, supplies, and independent contractors’ services for use by the library, except selected contracts for construction of public improvements included in the City of Des Moines capital improvements program.

The general duties of the procurement officer are as follows:

1. Authorize the purchase of equipment, supplies, and contractual services for the Des Moines Public Library.

2. Recommend Purchasing Policy revisions to the board of trustees.

3. Authorize requests for proposals (RFPs) for goods or services not adapted to the normal purchasing process.

4. Open sealed bids under the supervision of the library director.

5. Coordinate the distribution to the various library departments such supplies, materials, or equipment as may be purchased.

6. Transfer materials, supplies, and equipment to or between library locations.

7. Control and maintain adequate inventory records of all stock of materials, supplies, and equipment stored by the library.

8. Keep abreast of city, state, regional and national contracts available for use by the library.

9. Prescribe and maintain purchasing forms and records.

10. Dispose of surplus property.

Relations with Vendors

The procurement officer coordinates transactions between the library and vendors. The procurement office interviews vendors and obtains prices, catalogs, samples and general information on commodities.  When it is to the advantage of the library and the library department concerned for a direct contact to be made with a vendor, such as when obtaining cost estimates for planning purposes, direct contact may be made without consulting the procurement officer.  However, all purchases from the library’s operating budget must be authorized by the procurement officer. 

Neither the procurement officer nor any administrative employee of the Des Moines Public Library shall have a financial interest, directly or indirectly, in any purchase order or contract.  The procurement officer and all employees of the Des Moines Public Library are prohibited from accepting, directly or indirectly, from any person to whom any purchase order or contract may be awarded, any rebate, gift, or money, in accordance with the Code of Iowa, section 68B.22.

Materials Purchases

The “Library Materials Selection Policy” sets forth the library’s rationale in materials purchasing decisions.  Materials are purchased according to the guidelines in the “Des Moines Public Library Collection Maintenance Manual.”

Personal Orders

The library purchases books, videos, CD’s, DVD’s for the personal use of library employees, using a library vendor discount.  Employees reimburse the library for their personal purchases. The library does not purchase supplies or equipment for the personal use of its employees.

Surplus Property

When equipment from a library department is determined by the library director or the procurement officer to be obsolete, the procurement officer will notify other library departments to see if the item might be useful in another location.  If no other department can use the item, the procurement officer will make the decision, based on the value of the item, to do one of the following: sell, or authorize a department manager to sell the item to the general public; offer the item to a local non-profit social service agency; accept bids from library employees; or offer the item free to any takers.

Books and other library materials are withdrawn from the library’s collections as outlined in the “Collection Maintenance Manual.”

Responsibilities of Receiving Personnel

The responsibilities of employees who receive equipment and supplies for the library are to inspect, count, and certify the goods as they are received. They are to protect the goods by removing them to their proper location immediately after receipt.  Receiving personnel are to communicate to the procurement office any damages or discrepancies.  Claims for damaged goods are processed according to the steps outlined in the library’s “Receiving Procedures.”

Purchasing policy approved by the Library Board of Trustees

9-14-00
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