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1. Library Mission Statement 

San José Public Library (SJPL) enriches lives by fostering lifelong learning and by ensuring that every member of the community has access to a vast array of ideas and information.
2. Description of the Library 
San Jose Public Library is the primary public library for the over 1 million residents of the City of San Jose, California.  At the completion of the branch library development program, currently projected to be in 2013, San José Public Library will consist of twenty-three neighborhood branch libraries and the Dr. Martin Luther King, Jr. Library which is jointly operated with San José State University Library (SJSU). 

The City is served by one public library system and some special libraries, including the Santa Clara County Law Library and several medical libraries, which are open for general public use. (Appendix A: San Jose Public Library Fact Sheet)

3. Purpose of Collection Development Guidelines
Governed by the City Council Policy on Library Materials and Services (Appendix B), these Collection Development Guidelines set a direction for the Library to follow for selection, acquisition, and management of library materials. Based on these Guidelines, a Collection Development Plan, (Appendix C), is reviewed every two years, to prioritize which materials should be collected and maintained in support of the mission, vision, and values guiding the San José Public Library (SJPL). The Collection Development Plan describes activities and timelines for implementing current priorities.

4. Goal of the Collection

Materials are selected to meet the Library’s two core service objectives:  

· Provide opportunities for lifelong learning 

· Provide access to the information needed by residents and library users 

5. Description of the Collections 

The library collections include extensive circulating collections and several special non-circulating collections. The circulating collections are divided into adult, young adult and children’s interest levels.  They are further divided into languages (English and non-English) and formats (hard-copy, electronic and disc).
In addition to standard Reference materials found at all locations, non-circulating collections currently include the California Room Collection of historical materials, the Children’s Research Collection of historical books, a collection of songbooks and sheet music, and Government Documents. All of these special collections are housed at the King Library.

The Collection Organization List (Appendix D) reflects current San José Public Library collections by interest level and includes format and genre.

6. Scope of the Collection

To meet the goal of the collection, the Library selects materials in a broad array of subjects, in multiple formats and varying subject depth to respond to a wide range of ages, languages, educational backgrounds, interests, and reading abilities and skills. Materials which support education at all age levels are included.  

i) Dr. Martin Luther King, Jr. Library Collections 
The King Library, the main library for the San José Public Library system, is a joint-use library that serves the public as well as San José State University (SJSU) students, faculty, and staff. Collections housed there belong to each individual institution and are developed in accordance with each institution’s policies. For the public, the King Library serves as the major system resource, providing collections of greater depth and breadth than space permits at the branch level.  It is a center for popular materials, a center for the support of formal education, a center for independent learning, and a reference library. For more advanced research needs, the King Library provides public access to SJSU Library resources.
ii) Branch Library Collections

The scope of branch collections is guided by the principles of the San Jose Public Library service model, which emphasizes increased access to electronic resources and popular, high use materials. Branches maintain core collections based on community needs and interests as well as a popular collections covering a wide variety of subjects.

iii) Online Collections

The System provides a virtual services environment, allowing 24/7 remote access to the Library catalog and provides access to resources such as electronic databases, e-books, e-audiobooks, e-music, and links to informational Web sites recommended by librarians.
7. Collection Formats

Materials are currently purchased in variety of formats commonly acquired by public libraries.

· Books

· Periodicals

· Media

· E-Books and e-audio

· Databases

8. Analysis of the Collection 

· Comprehensive Level 

Collections at this level are relatively exhaustive, containing multiple copies of as many titles as can be obtained, including retrospective titles. For SJPL, the portions of the collection developed at this level are bestselling works of Fiction and Nonfiction and Children’s picture books.

· Basic Level 

Materials collected at this level are those that have general applicability to the majority of the service-area population. Collections at this level are less exhaustive and contain fewer copies of select titles. The largest portion of SJPL materials are selected at this level. Collections include, but are not limited to, Ready Reference, Periodicals, non-bestselling Fiction and Nonfiction, including award winners, careers (including test books), introductory level computer guides, and home & garden.     

· Minimal Level 

Materials collected at this level support introductory research in individual fields of study and have a limited audience. SJPL King Library holds at least one generally accepted nonfiction work in each major subject area. Collections at this level include information technology, car repair manuals, as well as specialized artistic, scientific, historical, & medical works. 

· Community Collections
These collections support the unique interests of the residents within an individual library’s community. Depth and breadth of coverage varies for these collections. For example, community collections might include materials in languages that reflect the local ethnic community, local and state history, or some government documents pertaining to that community.   
9. Goal of Selection

Selection is undertaken to meet the Library’s two core service objectives as described by the goal of the collection (Section 4).  In doing so, the Library:

· follows and adheres to the principles embodied in the City Council Library Materials and Services Policy. 

· provides materials and information in a timely manner to meet customers’ interests and needs

· anticipates and responds to changing situations. 

Decisions are made taking into account such things as customer demand, the development of a collection with a broad scope, the provision of multiple viewpoints, and funding allocation and parameters. The selection of any material for the Library’s collection does not constitute endorsement of its content.

In order to meet all the elements of this goal, librarians assigned to undertake selection may be rotated on a schedule determined by Library Administration and system needs.

10. Collection Management

The Collection Development Advisory Team (CDAT) provides guidance for collection management. The Team sets collection development priorities based on analysis of community needs, recommends annual budget allocations, staff input and administrative direction as outlined in Priorities for Collection Development (Appendix E). The overriding factor when setting priorities is to be proactive and customer-driven. 

It is the responsibility of librarians to manage collections, assisted by the following tools:

· The San José Public Library Collection Matrix (Attachment F) 

· Branch Community Profile and Branch Annual Workplan 

· Statistical data gathered from circulation reports, collection turnover rates, customer/staff surveys, and collection assessment profiles 

· Mechanisms for communicating branch/unit selection needs to central selectors

· Redistribution Guidelines and Procedures for Floating Collections and Non-floating Collections (Attachment G)
· Guidelines for Centralized De-selection Process (Attachment H)

· City Policy on Withdrawn Library Materials (Attachment I)
11. Unsolicited Donations of Materials 

Gifts of materials are generally not considered for addition to the collection. Monetary donations are encouraged as an alternate form of giving that allows collection development librarians to choose materials based on this set of guidelines.  Ultimate responsibility for acceptance of unsolicited donations of materials resides with the City Librarian.  Each library will offer donated materials it receives to its Friends of the Library group. In the absence of a Branch Friends of the Library, donated materials may be sent to the Friends of the King Library which provides funds for system programs. 
12. Request for Reconsideration

Library staff selects material in alignment with the Library’s mission using established criteria. The manager receiving a request from a Library customer to remove specific material from the collection should explain the careful process with which the material was selected, sharing sections of the Library’s Collection Development Guidelines when appropriate. If the customer wishes to pursue reconsideration, he/she may complete a Request for Reconsideration of Library Material Form. (Appendix J)  The City Librarian, or designee, will review the Request and reply within 30 days of receipt. The item in question will remain on the shelf during the reconsideration process. 
13. Revision of Guidelines

The Collection Development Guidelines are periodically be evaluated and revised by Collection Development Advisory Team, as circumstances require, including any time the City’s Library Materials and Services Policy is revised.

14. Appendices 

A) San José Way Fact Sheet, 2008 - 2009

B) Library Materials and Services Policy 

C) Collection Development Plan 

D) Collection Organization List
E) CDAT Memorandum, Priorities for Collection Development for FY 2010-2011

F) San José Public Library Collection Matrix, 2009 

G) Redistribution Guidelines and Procedures for Floating and Non-floating Collections 

H) De-selection Guidelines

I) Last Copy Policy

J) San Jose City Policy on Withdrawn Library Materials 

K) Request for Reconsideration of Library Material 

Category of Policy (choose one or two)

__ Administration/Operations  
__ Auxiliary Services  


x__ Collection Management 

__ Facilities 

__ Instruction/Training 

__ Special Services 

x__ Technical Services 

__ User Services
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Appendix A

San Jose Way Fact Sheet

	Fact Sheet - Fiscal Year 2008/2009



Mission | Significant Statistics | Quick Facts | Comparative Expenditures
San JosÃ© Public Library, located in California's Bay Area, is the largest public library system between San Francisco and Los Angeles. A proud recipient of the 2004 Gale/Library Journal Library of the Year Award, the library is an acknowledged leader in providing innovative services to meet changing customer needs. A multi-ethnic and culturally diverse community is served by the Dr. Martin Luther King, Jr. Main Library and 17 branches. An additional four branches are closed for expansion under the historic $212 million branch development bond approved by voters in November 2000. Daily, 24-hour access to selected services is facilitated by the library's shared website: SJLibrary.org. All library facilities have a trained and dedicated staff, in addition to state-of-the-art computer catalogs. Residents may obtain quick facts or search tips from home or office by phone, email, or live chat reference. Students have access to free tutoring online.

Also, please see our King Library Fast Facts.

Mission

San JosÃ© Public Library enriches lives by fostering lifelong learning and by ensuring that every member of the community has access to a vast array of ideas and information.

Significant Statistics (FY 2008/09)

Population Served: 
1,007,000

Facilities: 
18

Staff: 
372.11 FTE

Inventory: 
2,296,658 items

Items Loaned: 
15,320,909 *
Circulation Per Capita: 
15.21

Languages in Collections: 
20+

Reference Questions Answered: 
680,468

Operating Budget: 
$39.0 million

Visitors:
8,126,461

* - Combined total, public and university libraries

	Quick Facts
	http://www.sjlibrary.org/about/sjpl/factsheet.htm - skip#skip

	King Library
A one-stop center for lifelong learning serving public and university communities, operated through a unique collaboration between the City of San JosÃ© and San JosÃ© State University.

Literacy and Early Education
Smart Start San José is a comprehensive early care and education initiative that provides support for expanding and enhancing quality child care facilities along with professional development, training and early learning resources for early educators and parents.

Books for Little Hands offers a comprehensive early literacy program for pre-school children. Included are classroom book bags, curriculum idea kits, early literacy education, a take home book bag component (My Books and I) and a take home early literacy resource kit for parents (Books and More!).

Summer Reading Celebration promotes reading as an enriching and affordable leisure-time activity for youth and their families. Special programs encourage use of the library as a community resource

Partners in Reading provides free tutoring to adults who want to improve their reading, writing and computer skills. A family literacy program is available for parents with children that are five years of age and younger.

SJLibrary.org
Facilitates 24-hour access to information through: links to a wide variety of websites organized by subject; remote access to extensive information databases covering business, health, literature, test preparation and more; access to the online catalog permitting remote searching, self-placement of requests, self-renewal and telephone renewal; access to email and live chat reference help; on-site and remote access to free online tutoring, as well as e-books, eAudio books and downloadable music.

Technology
All locations offer public access computers with free Internet access and basic software applications. Tech Centers are included in all new branch construction. Internet and other computer related classes are available at selected locations.

Branch Bond Projects
First bond-funded branch library opened January 17, 2004. As of June 30, 2009, thirteen new branches were completed and six others were in design or at various stages of construction. For current updates, visit: www.newsanjoselibraries.com.

	Comparative Expenditures/Per Capita *
	

	San José

$37

San Francisco

$88

Oakland

$54

San Diego

$30

Santa Clara County

$72

Library Director: Jane Light
Phone: (408) 808-2355

With the exception of per capita expenditures, statistics reflect FY 2007/2008.
* Source: California State Library/California Library Statistics 2009. Comparative expenditure figures based on fiscal year 2007-2008.


Appendix B

Library Materials and Services Policy

COUNCIL POLICY

TITLE LIBRARY MATERIALS AND SERVICES 

PAGE 1 of 1

POLICY NUMBER 0-3

EFFECTIVE DATE March 29, 1971 

REVISED DATE

APPROVED BY COUNCIL ACTION March 29, 1971

BACKGROUND

Requests have been received at various times, by individuals or organizations, to remove books and other literature from the library which in the requestor's opinion were offensive to racial, religious or other groups.

Such requests required individual consideration as to the principle of free access to ideas and the setting of a precedent whereby books could be forced off the open shelves resulting in a form of censorship.

The Library Commission recommended to the City Council that the "Library Bill of Rights" as adopted by the American Library Association be adopted as the policy of the City of San José.

PURPOSE

It is the purpose of this policy to establish the guidelines to govern the services of the Library relative to the selection and placement of books and other Library materials in the Libraries.

POLICY

It is the policy of the City Council that the Libraries of the City of San José follow the "Library Bill of Rights" as adopted and amended June 27, 1967, by the American Library Association, as follows:

1. As a responsibility of library service, books and other library materials selected should be chosen for values of interest, information and enlightenment of all the people of the community. In no case should library materials be excluded because of the race or nationality or the social, political, or religious views of the authors.

2. Libraries should provide books and other materials presenting all points of view concerning the

problems and issues of our times; no library materials should be proscribed or removed from libraries because of partisan or doctrinal disapproval.

3. Censorship should be challenged by libraries in the maintenance of their responsibility to provide public information and enlightenment.

4. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and free access to ideas.

5. The rights of an individual to the use of a library should not be denied or abridged because of his age, race, religion, national origins or social or political views.

6. As an institution of education for democratic living, the library should welcome the use of its meeting rooms for socially useful and cultural activities and discussion of current public questions. Such meeting places should be available on equal terms to all groups in the community regardless of the beliefs and affiliations of their members, provided that the meetings be open to the public.

City of San José, California
Appendix C

Collection Development Plan

Introduction

San Jose Public Library Collection Development Guideline (CDG), adopted in 2010, requires the Collection Development Advisory Team to create a Collection Development Plan to ensure that collection development activities can adequately and responsively meet ever-changing customer needs. The Plan is a dynamic document, reviewed every two years.

The key factors affecting the Plan include: current customer needs, City Librarian’s direction, annual materials budget and established city purchasing processes. While the Plan embodies long term, multi-year vision for building collections in San Jose Public Library, it establishes biannual and annual objectives in some collection areas to guide the Collection Development Librarians in their selection work.

Collection Development Plan 2009-2011

	ACTIVITIES
	TIMELINE
	Responsibility
	NOTES

	Select Hot topics and

Time Critical Subjects  
	Year round
	Collection Development Librarians
	Using selection lists from approved vendors 

	Zoomerang Surveys
	August -March
	Collection Development Librarians, BLT
	Following the cycle of the Collection Review Timeline


	ACTIVITIES
	TIMELINE
	Responsibility
	NOTES

	Branch Visits
	January
	Collection Development Librarians, BLT
	Meeting with branch BLT to find out collection needs with questionnaires and face to face discussions

	Survey Analysis
	February -- April
	Collection Development Librarians
	Submit to CDAT a report summarizing Zoomerang survey results as well as branch visits

	Development of collection objectives and goals for the coming fiscal year
	March -- April
	CDAT
	The collection focuses for the coming year are identified using the Librarians’ report: what the continuous needs are, what the perennial needs are, etc. Recommendations are made to the Division Manager overseeing collections.  

	Materials budgeting
	May
	CDAT, Library Administration
	The Division Manager develops the CDAT memo to specify the annual focus to meet perennial needs.

	Perennial Needs* 
	July-August
	Collection Development Librarians
	

	Perennial Needs
	September-October
	Collection Development Librarians
	

	Perennial Needs
	November-December
	Collection Development Librarians
	


APPENDIX D

COLLECTION ORGANIZATION LIST

Adult Interest Level Circulating Collection 

Fiction

Mystery

Sci Fi / Fantasy

Graphic Novels

Paperback Fiction

Paperback Mystery

Paperback Sci Fi / Fantasy

Paperback Romance

Nonfiction

Biographies

Computer Books

Careers, College, & Test Books

Home and Garden 

Parenting (shelved in Juvenile area)

DVD’s (entertainment & nonfiction)

Audio Books

CDs
Kits

ESL / Learn-a-Language 
Large Print

Periodicals

Family Literacy

Bilingual and Non-English Language Materials: Fiction, Nonfiction, Periodicals, CDs, DVDs and VCDs

Young Adult Interest Level Circulating Collection

Fiction

Mystery

Graphic Novels

Paperback Fiction

Paperback Mystery

Paperback Romance

Large Print

Paperback Series

Nonfiction

Biographies

Periodicals

DVDs (entertainment)

CDs
Kits

Audio Books

Magazines

Spanish and Vietnamese (including Bilingual) Materials: Fiction, Nonfiction, Periodicals, CDs, DVDs and VCDs

Juvenile Interest Level Circulating Collection

Fiction

Mystery

Sci Fi / Fantasy

Graphic Novels

Historical Fiction

Easy Chapter Books

Paperback Fiction

Paperback Mystery

Paperback Sci Fi / Fantasy

Paperback Historical Fiction

Paperback Easy Chapter

Paperback Series

Large Print

Easy Readers

Picture Books

Concept Picture Books

Holiday Picture Books

Hard Page Picture Books

Reference

Nonfiction

Biographies

Science Experiments

Countries & States

Folk & Fairy Tales

Educational Resource Center

Periodicals

DVDs (entertainment)

Audio Books
CDs
Kits

Magazines

Bilingual and Non-English Language Materials: Fiction, Nonfiction, Easy Readers, Picture Books, Periodicals, Audio Books, CDS and DVDs
Special Non-Circulating Collection
Government Documents

King Ready Reference

Branch Ready Reference

King Library Reference 

Songbooks

King Library Periodicals

Microfilm

Children’s Research Collection

California Room Collection

Martin Luther King, Jr. (Civil Rights) Collection 

Partners in Reading Collection
Appendix E

CDAT Memorandum, Priorities for Collection Development for FY 2010-2011

[image: image1.png]SAN JOSE Memorandum

CON VALLEY




	TO: 
	All San José Public Library Staff
	FROM:
	Carol da Silva

Division Manager



	SUBJECT:
	Library Materials Budget for FY 2010-2011
	DATE:
	August 9, 2010


Background:

This fiscal year the Library has been allocated $4,050,000 for regular ongoing acquisition of library materials.  This is exactly the same amount as last year’s total allocation.  These funds are separate from the reserves used for opening day collections at Seven Trees and Bascom should a decision to open them be made in the remaining portion of this fiscal year.  As in the past the sources for this year’s amount are the Library Construction & Conveyance Fund and the Library Parcel Tax Fund.  The job of spreading these funds around to meet a wide range of needs for our community continues to be a very challenging one.  However, every year we use good data and informed decision making to develop the best possible allocation.  I would like to thank members of the sub-team of the Collections Development Advisory Team (CDAT) who worked hard to recommend the allocations that are captured in the attached spreadsheet.

Process:

The CDAT co-chairs met with the LMT+ group in March and discussed a variety of factors that affect priorities and detailed allocations.  Priorities and recommendations were generated, which helped to guide the sub-team in its deliberations.  In addition, the CDAT sub-team put out a call to staff through branch and unit managers to give recommendations about how these acquisition dollars should be spent.  

Priorities & Directions:

Priorities and directions to all staff and especially to librarians undertaking selection and collection development activities are made up of four elements:

1. Overall principles that may be carried forward from year to year;

2. Customer usage and service trends including impacts arising from reductions to the City/Library operating budget.

3. Outcomes resulting from discussions between LMT+ and CDAT co-chairs; and

4. Specific dollar amounts in the budget spreadsheet.

The overall principles are to:

· Improve and expand access to virtually accessible and downloadable content. 

· Maintain appropriate allocations for popular browsing collections. 

· Maintain or improve allocations for materials in languages other than English.

· Ensure appropriate collections support for programming, literacy and ESL (the last two through coordination by staff at branches with Family Learning Centers).

This year the following outcomes emerged from the LMT+ discussion, the City’s budget process, input from staff and the subsequent work of the CDAT sub-team. (The order of these outcomes aligns as best as possible with the line order on the budget spreadsheet.):

· CDAT should anticipate a scenario where the $4.05 million acquisitions budget is under spent next year because of reduced hours, circulation and staffing.  The team should review expenditures at least quarterly and provide information to LMT+ on relevant activities and trends.
· The allocation for eBooks, eAudiobooks and eMusic will increase to 5% of the total budget from the current 3.19%, so an increase of just over $70K.

· The review by the allocation team resulted in reductions to adult fiction, music CDs, paperback, non-fiction, ESL & citizenship and adult merchandised collections totalling about $75K.  Fiction, non-fiction and adult merchandised collection allocations were affected primarily by the need to shift funds to eBooks, eAudiobooks, eMusic and vendor processing.  The popularity of music CDs is declining, so only popular genres will be purchased this year.  Paperbacks including classics were refreshed and replaced last year, resulting in a lower need for funds this year.
· Juvenile and YA fiction and non-fiction will decrease by $50K because of a one-time gift from SJSU SLIS that included purchase and processing of new titles.  We will still get the materials, but our allocation can be reduced and the savings can be carried forward or possibly be reassigned.

· The allocation for languages allocation is being reduced by just over $17K, spread amongst all line items in that category, after factoring in an increase to the City Use Tax for the language category of close to $15K.  Still, the overall allocation for languages is 18.38%, which remains higher than the historic benchmark of 16%, used for many years.

· The allocation digital resources (i.e. databases) is down by $11K, based on cost savings during FY0910, the predictability of our 3-yr contract for EBSCO databases, and the need to shift funds to eBooks, eAudiobooks, eMusic and vendor processing.

· The allocation for periodicals remains at the current level of $133K, but the increasing cost of about 10% means the funds will buy fewer titles.  Branches and units will need to consider gift trust funds to supplement periodical subscriptions at a higher level.

· Vendor cataloguing and processing costs will be about $50K higher and as mentioned earlier the City Use Tax continues to increase.  For English language materials this tax increase is estimated at $11K.

Summary:

Again, I would like to thank the CDAT budget sub-team members for their efforts.  They were Diane Lai, Angela McCarren, Gordon Yusko, Ruth Barefoot, JoAnn Crowther, Brian Fowler and Mana Tominaga.

Questions about the allocations can be directed to me or either of the FY 10/11 CDAT co-chairs, Diane Lai or Ruth Barefoot.  The team continues to alternate its meetings between branches and the King Library, and key staff members from each meeting location are welcome to attend.  Finally, here are two relevant links to additional information on our staff Intranet and in SharePoint:

http://staff.sjlibrary.org/service/coll_mgmt/sjpl/index.htm
and

http://mlksharepoint01/sites/Staff/cdat/default.aspx
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Appendix F

San José Public Library Collection Matrix, December 2010
	Adult
	Call

Number
	Item

Location

Code
	Added label

 
	Format
	Shelving Location
	Comments

	 

New Books
	 

FICTION OR Dewey
	 

 af, asf, amy or an

 

 

 

00ab (King)
	 

Yes

 

 

 

 

Red Dot-

KL/Brandenburg
	 
	 

Adult New Book Area

In “Marketplace”

 

 

 

(except King –Brandenburg Area)
	 

T.S. to apply “NEW” labels to:

· All adult hardback fiction 

· Adult hardcover non-fiction titles “on request” will arrive at the branch only after holds are filled

Branch may apply new labels to newly arrived “Hot and Popular” non-fiction.

Do not apply “NEW”  labels to:

· Merchandised collections (e.g. Computer, Parenting, Career, etc.)
· Curriculum support materials
· Mass Market Paperback fiction (apb)
· Brandenburg area (KL)
Recommend to keep up to 2 years and current on display, as space permits.

	 

Fiction
	FICTION
	af
	No
	 
	Adult Fiction Area
	 

 

 

	 

Mystery
	MYSTERY

 

 

 

 

 

 
	amy
	Yes
	 
	Adult Mystery Area
	 

	 

Sci Fi / Fantasy
	SF/FAN

 

 

 

 

 

 
	asf
	Yes
	 
	Adult SF/Fantasy Area
	 

	 

Graphic Novels
	 

FICTION

 

 
	 

af
	 

Yes
	 
	 

Adult Fiction Area
	 

Interfile with Adult Fiction in alpha order by author’s last name.

 

 

 

	 

PB Fiction
	PB FICTION
	apb

 

 
	No
	 
	Adult Paperback Area
	Interfile all Adult PBs. 

Genre labels assigned by selector at time of purchase

	 

Reference

 

(English Only)
	REF

Dewey

or 

LC for King Adult 
	ar
	No
	 
	Reference Area
	All age levels shelved together at branches. 

KL - YA and Adult interfiled.  Juvenile in Youth Services department.

Age level ownership in spine label call #. 

Red line through barcode.

	 

Nonfiction
	Dewey
	an
	No
	 
	Adult Nonfiction Area
	 

 

 

	 

Biographies
	Dewey

 

 

 

 

 

 
	abi
	Yes
	 
	Adult Biographies Area

 

(except King)
	Include titles that cover:

· A major portion of an individual’s lifespan

· Family histories

Exclude titles that cover:

· Memoirs of a specific and short time period

· Collective biographies

Interfile YA and Adult Biographies.

	 

Computer Books
	Dewey

 

 
	acp
	Yes
	Books

and

media
	Computer Area
	Include: popular and mainstream collections. 

 

 

 

	 

Careers, College, Educational Tests
	 

Dewey
	 

acr
	 

Yes
	 

Books

and

media
	 

Career Area
	 
Include: careers, career prep, college prep, choosing a college, application letters or essays, scholarship and funding, HS entrance/exit exams and educational test materials for HS and up.

Can organize by Dewey or by category.

Exclude: under 8th grade testing (in ERC collection), IQ, personality test, etc.


 

	Adult
	Call

Number
	Item Location

Code
	Added label
	Format

 
	Shelving Location
	Comments

	 

Home and Garden
	 

Dewey
	 

aho

 

(KL – 00ab or 00an)
	 

Yes
	 

Books

and 

Media
	 

Home & Garden Area

 

(except  King)
	 
Include: home building, interior design, repairs, remodeling, landscaping and gardening. 

Exclude: woodworking, appliance repair, HVAC, household organization, decorative crafts and furniture making.

Can organize by Dewey or by category.

	 

DVD’s

(entertainment and Non-Fiction)
	DVD

(DVD Dewey)
	am

(KL – 00ab)
	Yes

 

 
	 
	Adult Media Area

in the "Marketplace" 

 

(KL – Brandenburg) 
	All items get WHITE alpha or numeric labels regardless of location codes.
 

 

 

 

	 

Audio Books-CD/Tape (Fiction/Non-Fiction)
	BOOKCD/

BOOKTAPE

 

(non-fiction has Dewey #)
	am

(KL – 00ab)
	No
	 
	Adult Media Area

in the "Marketplace"

 

(KL – Brandenburg)   
	Non-fiction audio books receive a Dewey label.  Fiction audio books (and old non-fiction audio) are shelved alphabetically by author as labeled. Non-fiction audio books are shelved separate from fiction audio books at beginning or end of audio book collection in Dewey order.

	 

CDs 
	CD

 

 
	am

 

(KL – 00ab  
	No
	 
	Adult Media Area

in the "Marketplace"

 

(KL – Brandenburg)   
	Audio media categories are in the call number (e.g. Classical, R&B, Pop). 

Shelved by genre category only.

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Kits—all media formats
	KIT CD

Description

KIT DVD

Dewey
	am
	No
	
	Adult Media Area in the “Marketplace”

(KL – Brandenburg)
	Browsing collection for all kits. Miscellaneous and non-fiction kits are interfiled with print non-fiction at branches

	 

Citizenship
	KIT CD/DVD

Dewey 

 
	aes
	Yes
	Books

and

media 
	Citizenship Area near Adult Languages Area
	All materials regarding citizenship and immigration, regardless of language.

 

	 

ESL

 
	KIT CD/DVD

Dewey 


	aes
	Yes
	Books

and

media
	ESL Area near Adult Languages Area
	All materials to learn English, regardless of language and age level.

Includes TOEFL, picture dictionaries and adult new readers

	 

Learn a Language
	 

KIT CD/DVD

Dewey 

 
	 

All

(except King Children'
	 

Yes
	 

Books

and

media
	 

Learn-a-Language Area  near Adult Languages Area
	Material for English speakers of all age levels learning other languages.  

Include:  Juvenile materials, Bilingual and multilingual dictionaries. 

Except at King where all children’s materials are shelved in the Children’s Room.

Exclude: Sign language cataloged in non-fiction.

	 

Large Print
	LARGE PRINT
	alp
	No
	 
	Large Print Area
	All age levels together at branches. 

KL -YA and Adult interfiled; Juvenile in Children’s Room.

	 

Periodicals
	 
	az
	No
	 
	Periodicals Area
	Branches only

 

	Community Health Collection
	Dewey
	chc or chr
	Yes
	Books and media
	Joyce Ellington
	Only at JE, both reference and requestable circulating

	 

Family Learning
	KIT 

Dewey 

OR

Dewey
	flc
	Yes
	Books

and

media
	Family Learning Area
	Items are NON-REQUESTABLE.

 

 

	 

Educational Resource Center
	Dewey
	erc 

 

 

 

 

(“jn” for KL)

 
	Yes

 
	Books

and

media
	Educational Resource Center in or near Children's Room

 

 
	Branches cataloged as adult non-fiction.

KL cataloged as juvenile non-fiction. 

Instructional materials for parents, teachers, and care providers working with kids up to 8th grade in an educational environment are arranged in Dewey order.

Include: Helping child with homework, curriculum planning, test preparation, homeschooling aids, physical stages of child development and teaching strategies and tools.

Exclude: non-school related activities and parenting. 

Interfile by Dewey.

	 

Parenting
	Dewey
	apa
	Yes
	Books

and

media
	Parenting Area in or  near Picture Books
	Cataloged as adult non-fiction. 

Parenting kids aged 12 and under, focusing on youngest kids.

Include: popular, general titles, one on one activities for parent/child, practical child development information, potty training and baby signs. 

Exclude: school & home school guides, pregnancy, breast feeding, special needs children and baby names. 


 

	Languages Books

& Media
	Call 

Number
	Item

Location

Code
	Added label
	Format
	Shelving Location
	Comments

	 

Chinese 
	 

CHI FICTION OR

Dewey
	 

lch

 
	 

Some   
	 

Books

and

media
	 

Languages Area

 

 

 
	 
 
 
 
 

	 

Spanish
	SPA FICTION OR Dewey
	lsp
	No 

 

(Genre labels for some BLA material only)  
	Books

and

media
	Languages Area

 

 

 
	 BLA has SPA REF

 

 

 

 

	 

Vietnamese
	VIE FICTION OR Dewey
	lvi
	Some   
	Books

and

media
	Languages Area

 

 

 
	 Tully has VIE REF
 
 
 

	 

Other Languages
	FICTION OR Dewey 

(Lang prefix varies)
	la

(KL – ll) 
	No   
	Books

and

media
	Languages Area
	 

	 

Entertainment and Non-Fiction DVDs, VCDs and Videos

 
	DVD, VCD OR

Video

(Lang Prefix varies)
	lch,lsp,

lvi,ll,

la

 

(KL -  Juv)

 
	Yes

 

 
	Books

and

media
	 
	Can be shelved in the “Marketplace”

 

All items get PINK alpha or numeric labels regardless of location codes.
 

	 

Juvenile Languages (KL Only)
	J (lang) FICTION OR

Dewey
	00jl
	Yes

 

(Added lang label for some books)
	 
	Juvenile Lang Area

1st floor
	Include: all languages for juvenile collection. Also juvenile bilingual material if purchased with language funds. 

Only picture books get added language label.

	 

Juvenile Bilingual 
	J SPA-ENG, CHI-ENG, ETC.
	lsp, lch, lvi, etc
	Yes

 

(Added lang label for some books)    
	 
	Juvenile Lang Area
	Only picture books get added language label.  

Materials cataloged e.g. J ENG – SPA  are shelved in the English collections.

	 

Juvenile Languages-

Branches
	J SPA,CHI,

VIE, ETC.
	lsp, lch,

lvi, etc.
	Yes

 

(Added lang label for some books)   
	 
	Juvenile Lang Area
	Only picture books get added language label.

 


 

	BIBLIOTECA-

Spanish Material

 
	
	
	
	
	
	

	 

Biography
	 

SPA  Dewey 
	 

15lsb
	 

Yes

 
	 
	 
	 

	Computers

 

 
	SPA Dewey
	15lsc
	Yes
	Books

and

media
	 
	 

	Folk & Fairy tales
	J SPA 398
	15lsf
	Yes
	 
	 
	 

 

 

	Bilingual 
	SPA-ENG
	15lsl
	No
	 
	 
	 

 

	Parenting

 

 
	SPA Dewey
	15lsm
	Yes
	 
	 
	 

	Reference
	REF SPA Dewey
	15lsr
	No
	 
	 
	Red line through barcode

 

	Juvenile Series
	J SPA SERIES
	15lss
	No
	 
	 
	Lavender spine label.

SERIES name all caps.

	Picture Books
	J SPA Picture Book
	15lst
	No
	 
	 
	Yellow spine label

	Career

 

 
	SPA Dewey
	15lsw
	Yes
	 
	 
	 

	Juvenile  Biography (in Spanish)
	J SPA Dewey
	15lsy
	Yes

 

 

 

 
	 
	 
	 


 

	Young Adult

(All YA materials have

Blue spine label)
	Call

Number
	Item Location Code
	Added label
	Format
	Shelving Location
	Comments

Blue spine wrap

	 

YA New Books
	 

YA FICTION  OR Dewey
	 

yf 

or yn
	 

Yes
	 
	 

YA New Book Area

(KL – Teen Center)
	 

Branches may apply “NEW” labels to:

· newly arrived “Hot and Popular” fiction and non-fiction

Recommend display in or near teen area.

Do not apply “NEW”  labels to:

· Curriculum support materials
· Mass market paperback fiction

Recommend to keep up to 2 years and current labeled “NEW”.

	 

YA Fiction
	YA FICTION

 
	yf
	No
	 
	YA Fiction Area

 

(KL – Teen Center)
	 PB and Hardcover are interfiled.

 

 

	 

YA Mystery
	YA FICTION

 

 
	yf
	Yes
	 
	YA Fiction Area

 

(KL – Teen Center)

 
	 

 

	 

YA Romance
	YA FICTION 
	yf
	Yes
	 
	YA Fiction Area

 

(KL – Teen Center)
	 

 

	 

YA Graphic Novels
	 

YA FICTION

 

 

 
	 

ygn
	 

Yes
	 
	 

Graphic Novels 

 

(KL – Teen Center)
	 
Exclude: cartoon strips and mature content (see adult graphic novels).  Shelve by series title, second line for Superheroes/Supergroups or series name.

· YA FICTION “Series Name” for most manga

· YA FICTION “Superhero/Supergroup Name” for superhero titles

For example: “Amazing Spider-Man” will be cataloged as “YA FICTION Spider-Man” not “YA FICTION Amazing.”

· YA FICTION “Title” for single issue graphic novels

 

	 

YA Large Print
	YA LARGE
PRINT
	alp

 
	No
	 
	Large Print Area
	All age levels together at branches. 

KL -YA and Adult interfiled; Juvenile in Youth Services department.

	 

YA Series
	YA     (SERIES NAME)
	yse

 

yf

(KL only)
	Yes

 

 

 
	 
	YA Fiction Area

 
	Series name in all CAPS.

Shelve alphabetically by series name. 

	 

YA Reference
	YA REF

Dewey
	ar
	No
	 
	Reference Area
	All age levels shelved together at branches. 

KL - YA and Adult interfiled.  Juvenile in Youth Services department.

Age level ownership in spine label call #. 

 

Red line through barcode.

	 

YA Non-Fiction
	YA Dewey
	yn
	No
	 
	Adult Nonfiction Area
	 

	 

YA Biographies

 

 

 

 
	YA Dewey

 

 

 

 

 
	abi
	Yes
	 
	Adult Biographies Area

 

(except King)
	Include titles that cover:

· A major portion of an individual’s lifespan.

· Family histories.

Exclude titles that cover:

· Memoirs of a specific and short time period.

· Collective biographies.

Interfile YA and Adult Biographies.

	 

YA DVD’s

(entertainment and Non-Fiction)
	YA DVD
	am  
	Yes
	 
	Adult Media Area

 

(KL – Teen Center)
	All items get WHITE alpha or numeric labels regardless of location codes.
 

 

	 

YA CD
	YA CD
	am  
	No
	 
	Adult Media Area

 

(KL – Teen Center)
	Audio media categories are in the call number (e.g. Classical, Pop, etc.).  

Shelved by genre category only.

	 

YA Kits
	YA KIT
	am   
	No
	 
	Adult Media Area

(KL – Teen Center)
	Browsing collection for all kits.

Miscellaneous and non-fiction kits are interfiled with print non-fiction at Branches.

 

	 

YA Audio Books  /CD’s

(entertainment and Non-Fiction)
	YA BOOKTAPE /BOOKCD

(non-fiction has Dewey #)
	am  
	No
	 
	Adult Media Area

in the "Marketplace"

(KL – Teen Center)
	Recommended to interfile with Adult Fiction and Non Fiction Audio Books.

Non-fiction audio books receive a Dewey label.  
 

	 

Magazines

 
	 
	yz

(KL is yf)
	 
	 
	 

YA Magazine Area

(KL – Teen Center)

 
	 

 

 


 

	 

Juvenile

 
	 

Call

Number
	 

Item Location Code
	 

Added label
	 

Format
	 

Shelving Location
	 

Comments

	 

New Books
	 

FICTION or Dewey
	 

jf or jn 

or jp
	 

Yes
	 
	 

Juv New Book Area
	Branches may apply “NEW” labels to:

· newly arrived “Hot and Popular” fiction and non-fiction

Recommend display in the Children’s Marketplace. 
Do not apply “NEW”  labels to:

· Curriculum support materials
· Mass Market juvenile paperback fiction. 
· Merchandised “Display” collections (e.g. Parenting, ERC, 8 x 8 picture books, etc).
Recommend to keep up to 2 years and current labeled “NEW”.

	 

Fiction
	J FICTION
	jf
	No
	 
	Juv Fiction Area
	Interfile all Juvenile Fiction.

 

 

	 

Mystery

 
	J FICTION

 
	jf
	Yes

 

 
	 
	Juv Fiction Area
	Interfile all Juvenile Fiction. Identify Genre by label.

	 

Sci Fi / Fantasy

 
	J FICTION

 
	jf
	Yes

 

 
	 
	Juv Fiction Area
	Interfile all Juvenile Fiction. Identify Genre by label.

	 

Historical Fiction

 
	 

J FICTION

 

 
	 

jf
	 

Yes

 

 
	 
	 

Juv Fiction Area
	 

Interfile all Juvenile Fiction. Identify Genre by label.

	 

Easy Chapter

 
	J FICTION

 

 
	jf
	Yes

 

 
	 
	Juv Fiction Area
	Interfile all Juvenile Fiction. Identify Genre by label.

 

Short chapter books for beginning readers: 2nd – 3rd grade reading level.

 

	 

PB Fiction
	J PB FICTION
	jpb
	No
	 
	Juv Paperback Area
	Interfile all Juvenile PB’s.

 

	 

PB Mystery
	J PB FICTION
	jpb
	Yes
	 
	Juv Paperback Area
	Interfile all Juvenile PBs. Identify Genre by label.

	 

PB SciFi/Fantasy

 
	J PB FICTION
	jpb
	Yes
	 
	Juv Paperback Area
	Interfile all Juvenile PBs. Identify Genre by label.

	 

PB Historical Fiction 

 
	J PB FICTION

 

 
	jpb
	Yes
	 
	Juv Paperback Area
	Interfile all Juvenile PBs. Identify Genre by label.

	 

PB Easy Chapter

 

 
	 

J PB FICTION
	 

jpb
	 

Yes
	 
	 

Juv Paperback Area
	 

Interfile with JPB Fiction. 

 

Short chapter books for beginning readers: 2nd – 3rd grade reading level.

 

	 

PB Series
	J

[SERIES NAME]
	jse

 
	No
	 
	Juv Paperback Series Area
	Lavender spine label.

 

Shelve alphabetically by series name. 

	 

Large Print
	J LARGE PRINT
	alp
	No
	 
	Large Print Area
	All age levels together at branches. 

KL -YA and Adult interfiled; Juvenile in Youth Services department.

 

	 

Easy Readers

(Fiction)

 
	J EASY READER
	jez
	Some

 

 
	 
	Easy Reader Area
	Green spine label. 

Selector will identify which books will receive a “First Reading Level” label on top left front cover.

 

	 

Picture Books
	J PICTURE BOOK
	jp

 
	No
	 
	Picture Book Area
	Yellow spine label. 

 

Recommended to display 50% of the collection.

	 

Picture Books - 

8 x 8’s
	J PB PICTURE BOOK
	jp
	No
	 
	Picture Book

Area
	 

 

	 

Picture Books - 

Concept

 
	J PICTURE BOOK
	jp
	Yes
	 
	Flexibility to interfile in Picture Book Area or separate Concepts Area.
	Yellow spine label.

Focus on concepts for the very young.

Include: counting, ABC's, shapes, colors, sizes, opposites, months, days of the week and time of the day. 

	 

Picture Books - 

Holiday

 
	J PICTURE BOOK
	jp
	Yes

 

Various Stickers

(see bottom of page)
	 
	Picture Book Area
	Yellow spine label.

Interfile with picture books.

 

Labels for these holidays only:  "Christmas", "Halloween", "Thanksgiving", "Easter", "Valentine's Day", "Jewish Holidays" as designated by selector. 

	 

Picture Books - 

Hardpage
	 

J HARD PAGE
	 

jp
	 

No
	 
	 

Baskets/bins  in Picture Book Area
	 

Books over 9”X 9” cataloged as picture book.

 

	 

Reference
	J REF
	ar

 

(KL is jr)
	No
	 
	All age levels in one Reference area.

 

(except KL)
	All age levels shelved together at branches. 

KL - YA and Adult interfiled.  Juvenile in Youth Services department.

Age level ownership in spine label call #. 

 

Red line through barcode.

	 

Nonfiction
	 J Dewey
	jn
	No
	 
	Juv Nonfiction Area
	All non-fiction materials interfiled.

Exclude:  Special system collections (e.g. states and countries, Folk & Fairy tales, Biographies, etc)

	 

Biographies

 
	J Dewey
	jbi
	Yes
	 
	Juv Biographies Area
	Include: individual and collective biographies.

	 

Science Experiments

 

 
	J Dewey
	jex
	Yes
	 
	Science Experiments Area
	Science experiments for students through 8th grade.

 

Experiments for 9th grade and up are cataloged in YA non-fiction.

 

	 

Countries and States

 

 
	J Dewey

 

 
	jcs
	Yes
	 
	Countries Area or

 States Area 
	Include: titles that cover all aspects of a state or country.

 

Exclude: titles that focus on specific time or event in the history of a place.

Puerto Rico gets Country genre label.

	 

Folk & Fairy Tales
	J 398’s
	Jff
	Yes
	 
	Folk & Fairy Tale Area 
	All books will be cataloged & labeled as J 398‘s regardless of format (picture book, fiction, nonfiction). 

Include: Mother Goose.

 

File in Dewey order. 

 

Exclude: Disney books.

	 

Educational Resource Center
	Dewey
	erc 

 

 

(“jn” for KL)

 
	Yes

 
	Books

and

media
	Educational Resource Center in or near Children's Room

 

 
	Branches cataloged as adult non-fiction.

KL cataloged as juvenile non-fiction. 

Instructional materials for parents, teachers, and care providers working with kids up to 8th grade in an educational environment are arranged in Dewey order.

Include: Helping child with homework, curriculum planning, test preparation, homeschooling aids, physical stages of child development and teaching strategies and tools.

Exclude: non-school related activities and parenting. 

Interfile by Dewey.

	 

Parenting
	Dewey
	apa
	Yes
	Books

and

media
	Parenting Area

 in or  near Picture Books
	Cataloged as adult non-fiction. 

Parenting kids aged 12 and under, focusing on youngest kids.

Include: popular, general titles, one on one activities for parent/child, practical child development information, potty training and baby signs. 

Exclude: school & home school guides, pregnancy, breast feeding, special needs children and baby names.

	 

DVD’s

(entertainment and non-fiction)
	J DVD

OR

Dewey

 
	jm 
	Yes

 

 
	 
	Juvenile Media Area in “Marketplace”
	Some non-fiction shelved in marketing collections. 

 

 

All items get YELLOW alpha or numeric labels regardless of location codes.

	 

Audio books – CD
	J 

BOOKCD

(non-fiction has Dewey #)
	jm
	No
	 
	Juvenile Media Area

 
	Non-fiction audio books receive a Dewey label.  Fiction audio books (and old non-fiction audio) are shelved alphabetically by author as labeled. Non-fiction audio books are shelved separate from fiction audio books at beginning or end of audio book collection in Dewey order.

	 

CD’s 
	J CD
	jm 
	No
	 
	Juvenile Media Area

 
	Audio media categories are in the call number.  Shelved by genre category only.

	 

Kits
	J KIT
	jm 
	No
	 
	Juvenile Media Area

 
	Browsing collection for all kits.

Include: Read-along kits (Book and CD) in hanging bags.

Miscellaneous and non-fiction are interfiled with print non-fiction.

	 

Magazines
	 
	jz
	 
	 
	Juvenile Magazine Area
	Display all new issues face out.


KING LIBRARY ONLY - LOCATION CODES
	Collection
	 Call Number
	Item Location Code
	Added Label
	Format 
	Shelving Location
	Comments

	 

Brandenburg

 
	 

Varies
	 

00ab
	 

Yes
	 

Books

and

media
	 

Brandenburg Area

1st Floor
	Ceased applying red dot in December, 2010. Apply New sticker instead.  

Include: All new non-fiction, new fiction, DVD’s, audio books, all English CD’s, and “World” (category) CD’s.  

Exclude:  Paperback fiction.

	California Room

 

 

 
	REF CAL

Dewey
	00aca

00ac1

00ac2

00ac3
	Some
	Books

and

media
	California Room 

5th floor
	Genre labels vary.

	 

MLK Collection
	KING

Dewey

Author
	00aml

 
	No
	Books

and

media
	MLK Collection

 

3rd floor
	Adult materials, in currently acceptable formats, by or about Dr. Marin Luther King, Jr., and the Civil Rights era of his time.

	 

Periodicals
	LC
	00ape

00apf
	No
	 
	Lower Level

 
	 

 

	 

Partners in Reading
	REF PAR 

Dewey

 
	00apr
	No
	Books

and

media
	Partners in Reading Room
	Red line through barcode

	Government Doc. 
	REF LC
	00arg
	No
	 
	Lower Level
	Red line through barcode

	Ready Reference
	REF LC
	00arr
	No
	 
	2nd Floor
	Red line through barcode

	REF Songbooks
	REF LC
	00ars
	No
	 
	2nd Floor
	Red line through barcode

	Children’s Resource Collection
	J  CRC  Dewey or J  CRC FICTION
	00jrc
	 
	 
	Children’s Resource Center Lower Level
	Red line through barcode

	Teen Center
	YA  
	00yf
	Yes

 
	Books and  media
	Teen Center

3rd floor
	Genre labels vary.

 

 

	Microfilm
	LC
	00apm
	No
	 
	Lower Level
	 

	Children’s 

Learn a Language
	KIT

OR Dewey

 
	jll
	Yes
	Books

and

media
	Learn-a-Language Area Youth Services 
	Children’s material for English speakers learning other languages.  

Include:  Bilingual and multilingual dictionaries.

 

Exclude: Sign language cataloged in non-fiction.


 

Appendix G

Redistribution Guidelines and Procedures for Floating and Non-floating Collections

To distribute collections throughout the library system, SJPL uses a process that transfers materials to a more appropriate location and to float some collections through the system to ensure that customers have access to a wide variety of materials at their local branch.

	REDISTRIBUTION OF “FLOATING” ITEMS POLICY AND PROCEDURE

	

	


	Purpose 

	To identify and clarify the process for redistributing “floating” materials between branches and King Library 



	Guidelines & Considerations 

	· The collection is considered a system-wide resource as opposed to a number of branch-specific collections. 

· Floating collections are the property of the branch/unit where they are located regardless of label.

· Branch Leadership Teams and King Access Services are responsible for monitoring shelving capacity. However, any staff member can identify that maximum capacity on the shelf has been reached 

· Staff must actively participate in the redistribution of materials, sending materials to requesting libraries when able to do so and accepting materials when others are overburdened. It is important that all emails be read completely; some important information may be found in the text of the messages. 

· Staff must be flexible regarding sending or receiving materials among branches. 

· Redistribution is based on shelf capacity, not collection content. 

· Deselection is a valuable tool to ensure that our shelves look attractive and that materials displayed are the items that best meet customer needs.   It is important to note that deselection of materials is based on one or several criteria:  condition, outdated or superseded information, or sufficient copies existing to meet customer demand.

· Materials returned to a branch that belong in collections not normally held at that branch should be displayed to allow time for customers to discover what is “new”. This may require shifting and creating room for “new” collection. 

· Priority for processing materials received in routing: Red bins, Redistribution (if any), Gray bins 

· Librarians needing specific materials for programs should request the materials through Millennium using their Librarian Program card. 

· Before using this procedure, staff should follow guidelines for weeding for condition. 

	Tasks/Steps 

	

	Tasks 
Include components or subtasks 

Responsible Person
or Department 

Steps (What to Do) 
List & number steps 

I. Branch has too many items        

       

       

1. Sends email to other branches        

Staff at outlet with excess materials        

1. Addresses email to BLTs, SJPL Librarians and King Access Services 
2. Subject Line includes excess materials type: FLOATING COLLECTION ALERT – branch has excess material type (For example: FLOATING COLLECTION ALERT – AB has excess Adult Fiction) 
       

2. Waits for a response.        

Staff at outlet with excess materials        

1. DOES NOT bundle and send materials to a branch/unit without receiving an email confirming that materials can be received.        

3. Responds to offering branch (do not respond to “all”)        

Staff at outlet that wishes to receive materials        

1. Indicates that they are willing to receive all items on offer, or indicates how many items they are willing to receive        

4. Notifies system that materials have been redistributed        

Staff at outlet with excess materials        

1. Responds to SJPL BLTs, SJPL Librarians and King Access Services 
2. Uses Subject Line: FLOATING COLLECTION ALERT – branch /unit accepted. 
3. If not all of the materials available were taken, in the body of the email state how many more items still need to be redistributed. 
       

5. Prepares items for shipping to receiving branch        

Staff at outlet with excess materials        

1. Bundles and labels items and places in red bins to be routed to the receiving branch.        

6. Sorts items into red bins for delivery to receiving branch        

Access Services staff at King Library        

       

7. Checks in items to change location code; shelves items        

Staff at outlet that wishes to receive materials        

Note: All materials arriving in red bins are checked in when they arrive at branches.        

II. Branch needs additional items        

       

       

1. Determines that shelves have reached critical deficit.        

Staff at outlet that wishes to receive materials        

       

2. Sends email to request materials        

Staff at outlet that wishes to receive materials        

1. Addresses email to SJPL BLTs, SJPL Librarians and King Access Services 
2. Subject line includes needed amount of materials type: FLOATING COLLECTION ALERT: branch/unit Need amount of material type 

(For example, FLOATING COLLECTION ALERT: AB needs 5 feet of Adult Fiction books) 
       

3. Waits for a response.        

Staff at outlet that wishes to receive materials        

       

4. Responds to Requesting branch (do not respond to “all”)        

Staff at outlet that wishes to send materials        

1. Indicates that they are willing to send all items requested, or indicates how many items they are willing to send        

5. Notifies system that materials have been offered by another branch        

Staff at outlet that wishes to receive materials        

1. Responds to SJPL BLTs, SJPL Librarians and King Access Services 
2. Uses Subject Line: FLOATING COLLECTION ALERT – branch /unit will send items. 
3. If not all of the materials needed were offered, in the body of the email states how many more items are still needed. 
       

6. Prepares items for routing to receiving branch        

Staff at outlet that wishes to send materials        

1. Bundles and labels items and places in red bins to be routed to the receiving branch/unit.        

7. Sorts items into red bins for delivery to receiving branch        

Access Services staff at King Library        

       

8. Checks in items to change location code        

Staff at outlet that wishes to receive materials 

       

Note: All materials arriving in red bins are checked in when they arrive at branch/unit.        

III. Branch has multiple copies of one floating title 

       

       

1. Determines that too many copies of identical item are on their shelves    

Staff at sending branch

1. Items to be redistributed  will be bundled and labeled “To Access Services, For Redistribution” from branch
2. Sends items to King Library for redistribution

.        



	2. Sorts items into random red bins for delivery to other branches       
	Access Services staff at King Library       
	

	3. Checks in and shelves items       
	Staff at receiving branch       
	Note: All materials arriving in red bins are checked in when they arrive at branch/unit

	

	Applicable Personnel/Departments 

	Collection Development Advisory Team

Circulation / Access Services 



	

	Approval(s) 

	

	Reviewed and approved by: 

Signature/Name 

Date of Approval 

Floating Collections Task Force  

Collection Development Advisory Team

  

Angela McCarren & Diane Lai, CDAT Co-Chairs

June 2010



	

	Distribution 

	Intranet URL 



	History & Dates 

	Category of Procedure: User Services 
Document ID Code: 
Author(s): Katie DuPraw, Access Services Manager; Gayle Davis, Library Assistant, System Support 
Authorized by: SJPL Administration 
Date Written: August 2009 
Date Effective: August 2009 
Date(s) of Revision(s): 9/09 gd

                                     6/10 acmcc 



	References 

	

	ID#: PR_160 
Supersedes/amends: New 


Find this at:
http://staff.sjlibrary.org/programs/policies.htm?proID=160

REDISTRIBUTION OF NON-FLOATING COLLECTIONS  SEQ CHAPTER \h \r 1PROCEDURE 
_x
New

__ 
Revision

__ 
Supersedes/appends: PR _________________

Purpose
To save material costs and serve customers by identifying materials that can still be retained, but will be more useful if transferred to a different location. 

Guidelines & Considerations

Independent from the systematic weeding performed by the Centralized Weeding Team, this guideline is applied as collection maintenance routinely performed by branch librarians. 

Be familiar with De-selection Guidelines and Last Copy Procedure in Collection Development Guidelines. If materials in question float, refer to Floating Materials Guidelines.  

Tasks/Steps
	Tasks

Include components or subtasks
	Responsible Person or Department
	Steps (What to Do)

List & number steps

	Identify transfer candidates and identify receiving location    
	Librarian at reviewing location 
	· Consider age, content, and condition.  Identify items that would serve SJPL public better if located elsewhere. 
· Check Millenium.  If single copy at Location X is Billed, Missing, or Claims Returned, direct clerical staff to transfer item to Location X. If SJPL side of the King Library has no copy or the copy in hand is the last copy in the system, direct support staff to transfer item to King Library.
· Compile a list by subject (e.g. Adult-Biographies-Scientists) or genre (e.g. Science Fiction), not by specific titles and email the list to the SJPL Librarians mailing group.
· Discard unclaimed materials two weeks after the email is sent out.


	Give advice
	Selectors
	Selector provides advice during the two weeks about the movement of materials.
KL is not a storage for materials in-between owning locations.  


	Transfer 
	 Support staff, reviewing location
	Staff does item location change in Millennium and re-labels. Send the materials to the new owning location after the receiving location librarian accepts the offer.   

	Transfer 
	Support staff, receiving location
	Support staff check in and shelf.
Do not send materials back to reviewing location.



Approval(s)

Collection Development Advisory Team

	Reviewed and approved by:
	Signature/Name
	Date of Approval

	
	
	

	
	
	

	
	
	


Distribution
Intranet [staff display]: 

_X_ yes 

  __ no
Internet URL: [staff display]: 
_ _ yes 

_X_ no

History, Dates & Etc.
From about 2003 to 2010, KL maintained a Harvesting collection.  Harvesting will no longer receive items after June 30, 2010.  This procedure takes over where Harvesting leaves off.  

Category of Policy (choose one or two)

__ Administration/Operations  
__ Auxiliary Services  


_X_ Collection Management 

__ Facilities 

__ Instruction/Training 

__ Special Services 

__ Technical Services 

__ User Services

Author(s):   The original draft was written by the CDAT “Sunset Harvesting” task force, whose three members are Sandra Stewart, Tim Collins and Sharon Fung. Second draft was written by Diane Lai after CDAT’s discussion in its May meeting.

Authorized by: Manager’s Forum
Date Written:   This draft was rewritten on June 21, 2010.

Date Effective: June 24, 2010
Date(s) of Revision(s):

Suggested keywords:  __Redistribution, Transfers

_______________________________________________
Appendix H

De-selection Guidelines

INTRODUCTION

 

The San Jose Public Library offers a multipurpose collection that is located at branches throughout the city as well as at the Dr. Martin Luther King Jr. Library. These libraries are used extensively as popular materials centers, formal education support centers, independent learning centers, and reference libraries.  

 

The King Library offers direct customer service and also serves as the resource center for the San Jose Public Library system for most collections and services by acquiring, organizing, preserving and making accessible collections of greater depth and breadth in a variety of formats, languages, and subjects.

 

Branch librarians work in cooperation with King Library staff to provide system-wide services and collections that enable the SJPL system to be highly responsive to community needs and provide maximum access to library services. It is important for librarians to follow the San Jose Public Library Collection Development Guidelines and consider the entire collection as a whole when making decisions about de-selection. Materials that are deselected because they do not circulate in one location may find new life if they are instead transferred to another branch. Remember also that with floating collections each location’s collection is continuously changing. The decision to deselect an under-used title can be made with more confidence if it is known that the title is available to potential users through the San Jose Public Library's request process, LINK+ or interlibrary services. 

 

SJPL librarians are collection managers, and an individual librarian’s professional judgment is ultimately the most important factor in deselection decisions. The intent of these guidelines is to help librarians establish deselection parameters and to implement within their outlets a systematic plan that is consistent with the SJPL Collection Review Timeline. 

 

 

PURPOSES FOR REVIEWING AND DESELECTING

 

· Review the collection for content and balance

· Be aware of and respond to the changes in the way the community uses the collection

· See what is being used or not used

· Become familiar with authors and their works

· Improve accessibility for customers

· Make room for new materials

· Increase circulation

· Make the collection more appealing

 

 

CHECKLIST OF DESELECTION FACTORS

 

For all materials, consider:

· Condition

· Use

· Content

· Author

· Location in the branch, how displayed or merchandized

· Availability of other copies in system

· Other books on the same subject in the collection
· Relevance of the subject to the community

· Format

 

For juvenile and young adult materials, also consider:

· Reading level

· Jacket art (contemporary vs. outmoded)

 

  

Condition

 

It is better to discard or replace an item in poor condition even if it circulates well. Materials in poor condition negatively affect the overall appeal of a collection and congest surrounding items. 

 

Deselect:

 

Print Formats 

· Items with loose, frayed, or broken bindings.  

· Yellowed, brittle pages

· Heavily soiled covers and pages

· Missing pages and illustrations

· Heavily marked pages

· Mutilated or damaged books

· Poorly bound or poorly printed editions

 

Disc Formats 

· Cracked or broken items

· Deeply scratched items

· Items that have been reported to no longer function

· See also: guidelines for deselecting Media, p. 9

 

Use

 

The way an item has circulated in the past is the best indicator of future circulation. The Collection Review Timeline is a systematic process that allows librarians to see which materials have not circulated well in a given period of time. Through this process, librarians regularly evaluate low-circulation items, using specially generated lists as well as their professional expertise to make deselection decisions.

 

When evaluating materials on an individual unit’s shelves, it is important for librarians to be aligned with system guidelines and think from within the framework of the entire SJPL collection.  An item that does not circulate well in one location may find new life if transferred or floated to another location.  Circulation data can give librarians valuable information about where a certain title circulates well and unneeded copies may be transferred. 

 

New items selected for a unit should not be discarded or transferred for one year; these items must be given time to find an audience. Floating items are an exception to this guideline.

 

 Content

 

General Guidelines:

· Keep in mind when deselecting from certain areas (e.g., religion, social sciences), that it is important to maintain a balance of viewpoints. 

· In areas of rapid change, such as medicine and statistics, no information is better than inaccurate information. Do not retain out-of-date titles in these areas just because you have nothing else on the subject in your collection. If replacements are needed, contact subject selector or order according to procedures.

· Consider whether the same information is available in digital format.

 

Deselect:

· Superseded editions

· Titles with outdated or inaccurate information, photos, illustrations or text. With children's books, in particular, examine illustrations as carefully as text.  

· Ephemera, such as celebrity biographies or fads, when interest has waned.

· Duplicate copies of older best sellers and other popular fiction, when interest has waned.

· Out-of-date examination guides and testing materials in all subjects.

 

 

 

DESELECTION GUIDELINES BY SUBJECT

 

Reference Collections

 

Branches

 

As a general rule, online reference sources come first and print supplements them. For non-circulating reference materials, all branches have the same “Core A” reference items, and up to 40 branch-defined  “Core B” reference items. The branch reference collections should be small and well-maintained. When the branch receives a new reference book, branch staff checks to see if it is a newer edition of a reference book the branch already has; if so, staff decides whether to circulate or discard the older book, using the guidelines below. Please refer to the staff Intranet for more specific information about the Core A and B lists.

 

King Library

 

The King Library maintains a somewhat larger reference collection that is merged with the San Jose State University reference collection. San Jose Public Library staff may make de-selection decisions for items owned by San Jose Public Library using the guidelines below.

 

Reference Materials, Circulating and Non-Circulating  

 

· Atlases: Deselect superseded editions. Deselect older atlases that do not reflect current conditions, even if a new edition is not available. Watch for changes in names of countries.

 

· Continuations (almanacs, annuals, directories, and other reference tools received on a continuation basis): Deselect superseded edition when the new edition is received. The superseded edition may be retained as a circulating copy. Large reference collections, such as King’s may retain older almanacs to answer historical questions.

 

· Dictionaries: Unabridged dictionaries may be retained indefinitely, unless worn from use and replaceable with the same edition. Specialized dictionaries, e.g. those for abbreviations, slang and acronyms, should be updated regularly. Older editions may be retained and added to the circulating collection. In general, biographical dictionaries are not discarded unless superseded by a newer edition or format.

 

· Directories: Normally discarded when newer editions arrive, although several years’ worth may be retained if space permits and usage warrants. Exceptions to this rule are city directories and local telephone books, which should be housed separately from the current editions.

 

· Encyclopedias: Each branch will receive a new set every two years. When the new edition is received, the previous edition may be retained as a circulating copy. Discard general encyclopedias that are more than six years old. Do not deselect specialized encyclopedias that are updated irregularly, such as Encyclopedia Judaica, New Catholic Encyclopedia. Retain until a new edition is available unless they are no longer useful in the community.

 

· Other Reference Tools: Superseded editions should be deselected from reference collections when a new edition is received. In areas where information does not age rapidly, such as humanities and fine arts, superseded editions may be retained as circulating copies. Deselect materials containing dated or incorrect information in areas of rapid change, even if a new edition is not received. Do not retain for the circulating collection superseded editions in areas of rapid change, such as medicine and science. Retain older editions in areas such as auto repair, where the new edition does not completely supersede the old. Retain standard reference titles that have gone out of print, such as Shepherd's Historical Atlas and Stevenson's Home Book of Poetry.

 

· Reference materials should only be changed to circulating if content is not outdated. Generally, circulating items must be kept as current as reference items.

 

Merchandised Collections

SJPL units contain merchandised browsing collections that highlight popular subject areas (e.g. Home and Garden). These collections are housed on separate shelving units that allow for many face-out materials. Due to the high visibility of these collections, merchandised items should be attractive, relatively new, and not congested by unsightly items. Deselect vigorously for condition and use. 

 

Materials by Dewey Range

 

Generalities, Computers, Philosophy, Psychology, Religion (000’s, 100’s 200’s)

 

· Computers: The emphasis in this collection is on electronic formats, especially for intermediate and advanced level computer information. Deselect based on condition and use. Retain basic computer guides that are up-to-date. 

· Bibliography, Library Science: Deselect on condition and use.

· Parapsychology/Occult: Deselect on condition and use.

· Philosophy: Deselect on condition and use.

· Psychology: Deselect on condition and use. Delete "popular" psychology titles more than 3-5 years old, unless the author is well known. Try to keep abreast of new and popular topics, especially the 158’s (self-help).

· Religion: There should be basic material on most religions and sects. Deselect on condition, but maintain representative collection.

 

Social Sciences (300’s)

 

· In general see that controversial issues are represented from all viewpoints and that information is current, accurate, and fair.

· Military science, Naval science: Deselect on condition and use. Watch for changes in military hardware and technology. Keep Armed Forces test guides current.

· Careers and vocational guidance: Deselect titles not reflecting current trends in the job market.

· Sociology: Deselect on condition and use. Discard "pop" sociology titles more than 3-5 years old, unless the author is well known.  Deselect titles that do not reflect current understanding and treatment of social problems. Collection should present a diversity of lifestyles and maintain a balance on controversial issues.

· Political Science: Deselect on condition and use. Titles that contain out-of-date information on governments, office holders, etc. should be deleted. Titles on citizenship should cover all versions of the test that are available.

· Law: Since laws are subject to change, check regularly for accuracy and currency. Deselect out-of-date titles on the Constitution and the Supreme Court. Current editions only of legal materials for use by general public, such as those from Nolo Press. All older editions should be deselected. Other self-help law books should be carefully reviewed for currency. Nothing on the shelf is better than something which is out-of-date.

· Education: Deselect on condition and use. Check material for out-of-date theory and methodology. Discard test preparation books when new editions are available. Deselect out-of-date college selection and college financing books.

· Folklore, customs: keep standard works; deselect according to use.

· In children's collection, maintain a diversity of folklore and fairy tales.

· Etiquette: keep only basic, up-to-date titles.
 

Literature and Language (400’s and 800’s)

 

· Deselect on condition and use.

· Maintain representative collections of anthologies for both children and adults.

· Keep “classic” literature and criticism to support local curriculum needs. 

 

Natural Science (500’s)

 

· This area needs to be monitored closely, regularly reviewed and kept up-to-date. Deselect dated or obsolete materials.

· Keep basic works of significant historical or literary value.

· Field guides can be kept for up to 20 years if physical condition and use allows, unless the areas described has changed dramatically.

 

Technology, Applied Sciences (600’s)

 

· Medicine and health: This is another area that needs to be reviewed regularly and weeded rigorously. The American Medical association recommends that books on medicine and health, including diet and nutrition, be no more than 3-5 years old. Personal narratives, history and "coping" materials may be retained longer if use indicates.  Watch for any changes in the theory and treatment of specific diseases that necessitate deselecting more frequently. 

· Plant and animal science: Deselect on condition and use. Be aware of changes in hybrids and gardening techniques, the use of pesticides, and the handling of lawn and garden waste.

· Technology and Home Economics: Deselect on condition and use. Be aware of changes in equipment, methods, and fads. Deselect out-of-date space exploration titles. Be strict with old sewing and grooming materials in which styles change rapidly. Deselect cookbooks that are no longer in demand. 

· Business: Deselect on condition and use. Look for outdated management materials.

 

The Arts (700’s)

 

· Fine arts: Deselect on condition and use. Deselect older titles with out-of-date information and illustrations in areas where tastes change, such as interior decorating. Discard out-of-date antique price guides.

· Music, Television, Movies: Deselect based on popularity, condition and use. Discard out-of-date movie guides. 

· Sports and games: Discard materials containing out-of-date rules, techniques and statistics.

· Crafts: deselect books that are no longer in demand or books containing projects that use outdated or unavailable materials.

 

History and Geography (900’s)

 

· Deselect on condition and use. 

· Generally, deselect books on current events after 3-5 years. Discard out-of-date books on flags, if content is not presented as historical information.

· State and local history: Deselect on condition and use. Deselect books on current events after 3-5 years. Contact the California Room at King Library before discarding materials on San Jose, Santa Clara County and California, unless items are in very poor condition.  

· Geography: Deselect on condition and use. Discard for dated geography material, especially road atlases

· In general, deselect travel guides after three years.

 

 

Juvenile and YA Nonfiction

 

· Use adult criteria for each Dewey category.

· Materials in the States & Countries area should be reviewed for accuracy and considered for de-selection if more than five years old. 

· Outdated or inaccurate materials should be discarded and replacements requested.

Adult Fiction

 

· Deselect on condition and use.

· Discard older genre fiction that has become out of date.

· Deselect major award winners and former Silicon Valley Reads titles on condition and use.

· Keep well-used “classic” titles that are housed in the adult area but also used by teens for reading assignments.

· Discard duplicate copies of older best sellers not needed at outlet, and other titles no longer in demand.

· Consider books in series before de-selection.

 

Juvenile Fiction

 

· Deselect Newbery and Caldecott titles on condition. Older award-winners not circulating well at branches need not be replaced.

· Evaluate closely for outdated styles, artwork, or prejudiced viewpoints.

· Discard if format and reading level are not appropriate to the current interest level of the book.

 

YA Fiction

 

· Deselect on condition and use. 

· Discard YA fiction with outdated illustrations, story lines or subjects.

· Keep “classic” titles that are assigned by local teachers on a regular basis.

 

Languages

 

· Language materials should be deselected using the same guidelines as materials in English, namely condition, use and content.

· While outdated content may be difficult to determine, deselecting on condition and use should be a part of collection management in each outlet. Language selectors are available to visit branches to assist in de-selection.

· Since language materials are typically more expensive and harder to acquire than English-language materials, some minor mending may be allowable. For instance, it may sometimes be acceptable to tape up a book with a torn cover.

 

Media

 

· Deselect on condition, use and the current popularity of subject and format.

· SJPL currently purchases media items in disc formats only. VHS and cassette formats are being phased out as these formats become increasingly obsolete. Deselect VHS and cassette formats vigorously based on condition, use, and space. 

· Audio books, kits, or DVD sets with missing or damaged discs and/or booklets: Automatically deselect tape formats, unpopular items and abridged audio books. Otherwise, many individual discs and booklets can be replaced by contacting the Media selector for English. Discs and booklets in languages other than English may be harder to replace; please contact the media selector for the language in question.

 

Appendix I

Last Copy Policy

	SJPL LAST COPY PROCEDURE 

Revised 4/09. New Text
	 


	 

	 



	

	Purpose 

	As part of the deletion process, staff will encounter material that is identified as a “last copy” of an item within the library’s collection. A procedure is needed to outline the process for handling these items to insure that items of value are retained by the SJPL system 

 

	Guidelines & Considerations 

	Not every item identified as a “last copy” will need to be retained. Staff should consult the Policy Guidelines to determine what should be retained, and communicate with the appropriate King Library selectors before beginning the transfer process outlined herein. 

 

	Tasks/Steps 

	 

	Tasks 
Include components or subtasks 

Responsible Person
or Department 

Steps (What to Do) 
List & number steps 

Last copy procedures       

Weeder      

1. When weeding, staff notes if title is “last copy” in system on inside cover of item. 

2. Before deleting “last copy,” unit librarian evaluates item for retention in system. 

3. If title fits criteria above, unit librarian contacts the appropriate King selector to arrange final evaluation. 

4. Nonfiction items on California history and life should be routed to the Lead Librarian in the California Room for possible inclusion in the California Room collection. 

5. If the King librarian will accept the title for transfer, the “Sending” Librarian has unit clerical staff transfer item to King Library: 

a. Change the branch designation within the item location to “00”. The rest of the item location code must not be changed. (Ex.: If an item location code is currently 19an, then the item location code should be changed to 00an) 
b. Clearly label as “Last Copy Title” route to the attention of the specific King Librarian for that subject area. 

6. If retaining for King Library, item is given to King Library General Collections or Youth Services clerical staff, who follow transfer procedures outlined below. 

7. If the material is to be deleted, follows appropriate deletion procedure.      

Transfer process to be followed by staff at King Library       

King Library Collection Maintainer (link to relevant Collection Development page)
1. King Library General Collections or Youth Services clerical staff receive the item with green “permanent transfer to 00” tag from King librarian who has approved the transfer. 

2. Verifies that the transfer process computer work has been completed. 

3. Change owning agency label on item to “00xxx.” 

4. Check in the item if necessary and place in shelving area for direct shelving.

     




	OFFERING SJPL KING LIBRARY MATERIALS DELETIONS AND “LAST COPY IN SYSTEM” TITLES TO SJSU POLICY
	 



	 

Revised 4/09 New Text

	Statement of Policy & Text 

	When SJPL librarians discard materials from the general circulating collections of the King Library, they will provide the appropriate SJSU librarian(s) an opportunity to review the materials that are “last copies in the system” or other materials deemed to be of possible interest to SJSU librarians. 

 

	Need for the Policy 

	To insure that staff do not delete material of potential use and value to the University library. 

 

	Requirements & Guidelines 

	Before deleting material from the SJPL system –especially a last copy—staff at the SJPL King Library General Collection or Youth Services unit will use this policy to determine whether the item should be evaluated for retention at the King Library as part of the university’s collection. 

General Guidelines: 

· Most important – Not every item or “last copy in system” being considered for deletion from the King Library’s public collection needs to be offered to the university library. SJPL staff will continue to discard superseded editions, outdated material, and material in poor condition without alerting SJSU librarians. The exception would be that all "last copies" of juvenile materials and all SJSU juvenile materials no longer needed in the Children's or Young Adult collections should be evaluated by the appropriate SJSU librarian before discarding. 

· Damaged, unreadable, dirty, smelly, or stained items should also be deleted without alerting SJSU librarians. 

· SJPL King Library General Collections staff will only alert SJSU Librarians regarding copies of non-fiction research materials, literary fiction, classical and jazz CD’s of potential use to the university. Deletions and Last copies of Entertainment Media (Videos, DVD’s, Compact Discs, etc.), popular fiction, large print, and all materials in other languages will continue to be discarded without alerting SJSU librarians. 

· Last copy title should be considered as one in which an item has no other bibliographic records with the same title (i.e., a last copy of a hard bound edition of a title should not be considered as a “last copy” if a bibliographic record of the title in a paperback version exists). 

· Last copies of material from SJPL Branches will continue to be discarded without alerting SJSU librarians. (Note: SJPL Branch library staff who identify “Last Copy in System” titles at their branch locations will follow the “Last Copy Title” procedure rather than this policy). 

· SJSU librarians may request transfer of appropriate SJPL Last Copy in System titles to the University’s circulating research collection. 


Criteria for Sending a Last Copy to be Evaluated By SJSU Subject Liaison
· Material being considered for evaluation should fall within the general mission of the University collection. The general mission of the University collection is to acquire materials that are central to the University's academic programs and to support the resource needs of the SJSU faculty. Specific collection policies in each subject area can be viewed by checking the following link: 

SJSU Library Intranet, Collection Management Policies
 

	Applicable Personnel/Departments 

	SJPL King Librarians, SJPL King, SJPL General Collections Clerical, SJPL Youth Services Clerical, SJPL Supervisors, SJSU Librarians, SJSU Clerical, SJSU Supervisors. 

 

	Approval(s) 

	 

	Reviewed and approved by: 

Signature/Name 

Date of Approval 

Supervising Librarian     

Lisa Rosenblum     

07/14/04   

Associate Dean     

Jo Bell Whitlatch     

07/14/04   



	 

	Distribution 

	Intranet URL 

 

	History & Dates 

	Category of Policy: Collection Management 
Author(s): Supervising Librarian, General Collections: Rita Torres 
Authorized by: Lisa Rosenblum and Jo Bell Whitlatch 
Date Written: 5/17/2004 
Date Effective: Immediately 
Date(s) of Revision(s): 07/14/04dk, 3/1/05 

 

	References 

	A. Offering SJPL King Library General Collections Materials Deletions And “Last Copy In System” Titles To SJSU Procedure PR-115 

 

	ID#: PL_293 
Supersedes/amends: NEW 


Appendix J

San Jose City Policy on Withdrawn Library Materials

Library staff follows the San José Municipal Code 4.16.270 regarding disposal of deselected library materials (see below).  Withdrawn materials that are in good condition will first be considered for offer to the Friends of the Library for book sales. No materials can be held for or given to other individuals, groups, or organizations.

San Jose Municipal Code 

4.16.270: Disposal of surplus library materials.

     A.     Notwithstanding the other provisions of this chapter, the director of the library is authorized to dispose of surplus library materials, in any manner which in the director of the library's discretion, best serves the interest of the library.

     B.     For the purpose of this section, "library materials" means material maintained by the library for general or limited circulation or for reference purposes, including but not limited to hardcover books, paperback books, records, films, microfilms, compact and laser discs, audio and video tapes, and magazines. "Library materials" do not include capital assets, fixtures, equipment, furniture or computer hardware or supplies.

     C.     For the purpose of this section, "surplus" means that the material has been determined to be no longer of value to the library's collection according to the surplus guidelines established by the director of the library. (Ord. 24761.)

Appendix K

Request for Reconsideration of Library Material

Request for Reconsideration of Library Materials

Procedures for Staff

San José Public Library has established reconsideration procedures to address concerns about library resources. The first step in this process is for the customer to speak with the manager of the branch or unit at which the material is located.  Following that conversation, if the customer still wishes to request reconsideration, the manager should provide her/him with the attached form.  The form is for distribution upon request only, and should not be provided to customers who have not already spoken with the unit manager.

If a customer wishes to have a library item reconsidered, please follow these procedures:

1. Refer the customer to the unit manager to discuss the item.  The manager should explain the library’s selection policy and refer the customer to appropriate documents on the public website. 

2. If, after discussion with the unit manager, the customer still wishes to reconsider the item, please ask him/her to fill out the attached form.  All of the requested information is necessary in order to consider the request.

3. Once the customer has completed the form, s/he should submit it to the branch or unit where the item is located.

4. The unit manager should keep a copy of the form and submit the original to the Division Manager overseeing the Technical Services department.

5. The Division Manager should respond to the customer within 30 days, copying the unit manager. 
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Request for Reconsideration of Library Materials

Requests for reconsideration of library materials must be in writing and contain all of the information below. Please return the completed form to the location at which you encountered the material in question.

Name _________________________          Date ___________________________

Address _______________________
City/State________________________

Zip ___________________________
Phone __________________________

Do you represent a group? If so, what group?  _______________________________

Type of item on which you are commenting: 

  FORMCHECKBOX 
  Book          FORMCHECKBOX 
 Movie        FORMCHECKBOX 
 Other: __________________________________

Title _________ _________________________________________________________

 Author/Artist/Producer  ___________________________________________________

What brought this item to your attention? 

 

Have you read, viewed, or listened to the entire item? 

 

What concerns you about the item? (use other side or additional pages if necessary) 

 

 

Are there resources you suggest to provide additional information and/or other viewpoints on this topic? 
