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Collection Management Policy

LIBRARY MISSION STATEMENT
The mission of the Plattsburgh Public Library is to serve the educational, cultural, recreational and 
inspirational needs of every citizen of the City of Plattsburgh.  The library believes that only through 
wide dissemination of knowledge and ideas can we continue to maintain the well-informed citizenry 
which is essential to the preservation of our democratic heritage.  The library services a dual role as a 
community library and as a central reference library for libraries serving the Clinton, Essex, and 
Franklin county area.  (A detailed Mission Statement is available from the library’s Administration 
Office.) 

PURPOSE
In order to meet this mission, the Plattsburgh Public Library’s collection must provide a wide range 
of materials for users regardless of age, educational background, race, religion, national origin, 
political beliefs, or socio-economic background.  The purpose of this document is to guide library 
personnel in the management of the collection and to further public understanding of the nature of 
collection management.

COMMUNITY ANALYSIS CONSIDERATIONS
The library serves a diverse community which is served by several different types of libraries.  

Children in grades one through twelve are served by libraries in their respective schools.  Although 
these students have access to school libraries, the public library understands that school libraries may 
not be accessible during non-school hours; therefore, the Plattsburgh Public Library seeks to 
provide a broad range of general interest materials for student use.  Materials for research and study 
are also purchased whenever possible.

Feinberg Library, the library of the State University of New York at Plattsburgh, is the premier 
reference and research library in the Plattsburgh area.  Since this library is open a greater number of 
hours than the Plattsburgh Public Library and considering that the library is open to members of the 
public, the public library does not attempt to duplicate collections housed in the Feinberg Library.  
The higher education community is also served by the library at Clinton Community College.

Feinberg Library and the Clinton County Historical Association both house collections of local 
history materials.  Some overlap is possible between each of these collections and that of the 
Plattsburgh Public Library.

The library understands the role it must play in the economic development of the local community; 
therefore, the library strives to meet the needs of the area business community and local government 
when making collection management decisions. 

RESPONSIBILITY FOR SELECTION
Final responsibility for the selection and management of the library’s collection rests with the 
Plattsburgh Public Library Board of Trustees.  The Board, however, delegates to the Library 
Director the authority to interpret and guide the application of the policy to the daily operation of 
the library, with the understanding that the Director may further delegate collection management 
responsibilities.
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DUTIES OF LIBRARY PERSONNEL
All professional personnel are responsible for participating in collection management; para-
professional personnel are encouraged to participate by providing suggestions for collection 
management.  All personnel involved in selecting materials will be expected to be mindful of the 
objectives and guidelines set forth in this policy.  Personnel will be expected to apply their 
knowledge, training, and experience in making collection management decisions.

CENTRAL LIBRARY BOOK AID
As the central library for the Clinton-Essex-Franklin Library System, the Plattsburgh Public Library 
receives funding from the State of New York for the express purpose of the development of the 
central library.  A portion of these funds are designated as Central Book Aide (CBA).  CBA materials 
are purchased using the selection criteria and guidelines outlined in this policy.  At any time, the 
Clinton-Essex-Franklin Library System, or the Central Library Development Committee, may 
provide input regarding the selection of CBA materials.  

DEFINITIONS
Materials – This term is used for all forms of media.  Materials may be, but are not limited to:  
audio-cassettes, books (hardcover, softcover, paperback), compact discs, CD-ROM products, 
databases, DVDs, magazines and journals, maps, newspapers and video cassettes.

Selection – This term refers to the decision to add an item/material to the collection.  It does not 
refer to guidance or assisting a library user.

Collection Management – This phrase refers to the ongoing evaluative process of assessing 
materials available for purchase and in making decisions regarding their inclusion in, and retention 
in, the library’s collection of library materials.

COLLECTION ASSESSMENT
In order to provide materials that meet customer’s needs, the library must continually evaluate the 
collection.  Assessment of the collection is conducted using a variety of tools, to include:  circulation 
reports, document delivery studies, fill rates, reference fill rates, ILL fill rates, new materials counts, 
collection turnover rates, etc.  Materials are constantly assessed for condition by library personnel as 
they are circulated to customers.  Assessment of a collection may be divided into a qualitative 
assessment or a quantitative assessment. Assessment techniques fall into two categories:  quantitative 
(number of titles, collection age, use statistics, per capita statistics, etc…) and qualitative (percentage 
of “standard” items, individual/group evaluation, observations, etc…).  Assessment of the collection 
should take place, at a minimum, every 5-7 y ears.

MATERIALS SELECTION
Selection of New Materials
Although no single library material may be accepted or rejected by any standard, certain basic 
selection principles can be applied as guidelines to any material.  Every item must meet one or more 
of the following criteria in order to be considered for inclusion in the collection. 

Criteria for Selection
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 Literary/Artistic Merit – Quality of writing, design, illustrations, etc; accuracy of content; 
readability; ease of use; arrangement 

 Reputation – Reputation, or significance, of the author, publisher, producer, composer, etc…
 Timeliness – Timeliness and/or permanence of the material
 Audience Suitability – Subject, style and level for the intended audience
 *Library users are reminded that selection for the adult collection is not guided by the possibility 

of children obtaining materials which parents deem inappropriate.  Responsibility for the use of 
library materials by minors rests with their parents or legal guardians.

 Technical Quality – Sound quality; ease of understanding; clarity of picture (used primarily for 
audio-visual materials)

 Balance – The relative importance of materials in comparison with existing materials in the 
collection on the same subject

 Community Needs – Relevance to community needs; however, not intending to duplicate 
materials in collections of area libraries

 Demand – Potential or known demand for materials.  Demand may be gauged by the number of 
Customer Requests for Material Forms, InterLibrary Loan Request Forms, and automated 
system circulation reports.

 Format Suitability – Availability and suitability of particular formats to particular collection needs
 Value – Cost of item in relation to expected use
 Regional Interest – Materials that may be of value because of historical or regional information 

or subject matter

Selection Tools
It is impossible for librarians to preview all materials added to the collection; therefore, use of the 
following standard selection tools is necessary:  professional library journals, popular journals and 
magazines, subject bibliographies, annual lists of recommended titles, publisher’s catalogs, customer 
requests and salesmen.  Some standard selection tools include:  Billboard, Booklist, Bulletin of the 
Center for Children’s Books, Choice, Horn Book, Kirkus, Library Journal, Publishers Weekly, 
Swann, Video Librarian, Video Review, and VOYA. 

Materials Not Collected
The following materials will not be considered for inclusion in the collection: 16 mm films, 
curriculum-related materials, filmstrips, pamphlets, records, slides, textbooks, workbooks, or 
materials susceptible to theft or mutilation

Materials Format
Audio Books - The Library’s goal is to provide a collection of recorded instructional, educational 
and quality literature that parallels most areas of the general collection.  Audio books may be in 
either audiocassette or compact disc format.  Efforts are made to select on a variety of topics and to 
appeal to a range of interests.  While the library will seek to purchase unabridged materials, both 
abridged and unabridged selections will be purchased.

Recorded Music - The Library’s goal is to provide a collection of recorded music, primarily on 
compact disc, that is historically significant and of enduring popularity.  Selections will include 
instrumental and vocal recordings in the following genres:  classical, country, jazz, new age, opera, 
pop, rock and world.  Recordings of local interest, musical theater, sound tracks and other award-
winning recordings may be added as demand and funds allow.  While the library does not intend to 



Plattsburgh Public Library
Trustee Approved Policy (7/23/2002)

compete with local commercial vendors, musical selections of a more popular nature may be 
purchased.

Videos and Digital Videodiscs (DVD) - The Library’s goal is to provide a collection of 
instructional, educational and literature-based videos that will enhance the Library’s existing non-
fiction and fiction collections.  Feature film selections will be limited to those videos and/or digital 
videodiscs that are culturally, historically or aesthetically significant.  Preference will be given to 
feature films listed on the Library of Congress National Film Registry.  It is not nor the Library’s 
intention to duplicate the spectrum of feature films available in the private sector, but rather to 
provide those selections that are not readily available in commercial outlets.  The Library video 
collection is not intended to supplement curriculum requirements of educational organizations 
within the community.  An additional selection criterion for this category includes the availability of 
public performance rights.

MATERIALS EXPENDITURES
Based upon the guidelines provided in this policy, personnel involved in selection of materials will 
allocate the technical and special materials budget among the various categories and formats of 
materials.  Each year, a breakdown of the Technical and Special Materials budget category will be 
provided to the librarians by the Director within fifteen (15) days of the appropriation of the library 
budget; this also applies to the Central Book Aide budget.  These allocations will include a 
breakdown of nonfiction materials by Dewey Classification.   

Upon receipt of information from the Director, librarians will have fifteen (15) days in which to 
respond by providing their recommendations for modifications of the budget breakdown.  Each 
quarter, the materials budgets will be reviewed by the Director and the librarians to ensure that the 
budget allocations remain true to the collection management policy. Automation system reports 
illustrating use of the collection by category may also be used to alter allocation of the materials 
budgets.

Benchmarks for expenditure of the Technical and Special Materials budget will be as follows:
20% of budget expended by March 31
40% of budget expended by June 30
60% of budget expended by August 31
80% of budget expended by October 31
90% of budget expended by November 30
100% of budget expended by December 15

COLLECTION MAINTENANCE
Deselection
Deselection, more commonly referred to as weeding, is the process by which the library’s collection 
of materials is maintained so as to be useful and up-to-date.  Library shelves should be stocked with 
materials most likely to be used by customers and items that are least likely to be used, due to age or 
condition for example, should be periodically removed through the deselection process.  The 
volume of publishing makes it impossible for a library to purchase everything, let alone maintain it 
forever on library shelves.  Space is always limited, even in the largest building; older materials must 
give way to newer, more popular items.
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Collection Maintenance Philosophy
It is generally easy for librarians to add materials to their collections, but it is a difficult choice to 
remove materials.  What one individual perceives as a valuable part of the Library’s collection is less 
valued by another individual. The Library will use a team evaluation approach.  Members of the 
Administrative Services and the Information & Technical Services Departments will evaluate the 
collection based upon broad guidelines.  The evaluation team process should eliminate personal bias 
or lack of knowledge about the usefulness of individual items.  Guiding principles in collection 
evaluation will include:
 Quality rather quantity:  A current, up-to-date collection improves service to customers.
 Deselection:  This process enhances the collection that is available to customers and seeks to 

ensure public funds are used wisely.  Deselection also benefits customers by saving time and 
making it easier to locate quality materials.

 Disposal of Materials:  Every effort will be made to dispose of materials in a responsible manner.  
This may be done by donating weeded materials to another library or by making them available 
to the public at a reasonable price through the Friends of the Library.  Items such as newspapers 
and periodicals will be sent for recycling.

 Continuous Deselection:  The process of deselection will be done on a continuing basis 
throughout the year.  This will ensure that each area of the collection is evaluated periodically. 
(The Deselection Plan is a modification of the Crew Method.) 

Guidelines for Deselection
These guidelines serve as criteria for the deselection team.  Any item that meets one or more of the 
criteria is a candidate for review, but not necessarily removal from the collection.

Appearance or condition
 Worn volumes with dirty, brittle, yellowed or missing pages; frayed bindings, broken 

spines, dingy/dirty covers, discernable musty odor
 Audiovisual materials with poor sound/video quality or missing pieces

Duplicate volumes
 Unneeded duplicate titles/issues
 Outdated duplicate titles/issues

Age
 Materials on medicine, science, business between 5 and 10 years old
 Geography and travel items after 10 years
 Encyclopedias at least every 5 years, preferably every year
 Almanacs at least every 5 years – Almanacs and yearbooks that have been superseded 

(World Almanac is placed in Reference Storage for historical use.  The library holds a 
complete set from the 1890’s.)

 Directories removed when a new one arrives – Local directories maintained indefinitely 
in the Cole Collection of Local History

 Software, when dated
 Periodicals/Serials - After 10 years if not bound – Exceptions include periodicals with 

local history information

Use patterns
 Circulating materials that have not circulated in 3 years
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Special Works
 Memorial books, works by local authors, and works on local history will not be weeded –

Items will be removed only when condition has deteriorated to the point the materials is 
unusable.

Deselection Schedule
In order to maintain a viable, useful collection, deselection must be conducted on a regular basis 
throughout the year.  It is appropriate that each area of the collection be weeded on a cyclic basis.  
At the beginning of each year, the Director and librarians review the Deselection Schedule and make 
necessary adjustments.  The entire collection should be weeded, at a minimum, on a three year cycle. 

Review Process
The following sources of information may be consulted to evaluate materials:

Check standard lists for title
Best Books for Children Best Books for Young Teen Readers
Books in Print Children’s Catalog
Granger’s Index of Poetry Public Library Catalog
Play Index Short Story Index
Standard reviewing sources

General Knowledge
Local history Rare books, books no longer available
Standard work in the field Well known, popular author

Decision Process
Return item to shelf

 Return “as is”
 Mend item and return to shelf
 Rebind item and return to shelf

Replace item with a new copy or title in the subject area
Withdraw item
Retain item

 Change collections
 Permanent loan to another library

Replacement
While the Library attempts to maintain copies of standard and important works, it does not 
automatically replace all materials withdrawn due to loss or damage.  In making a decision as to 
whether or not an item will be replaced, the following factors will be considered:  whether the item 
is still available and can be replaced; whether another item or format might better serve the same 
purpose; whether there remains sufficient demand to replace the item; whether updated, newer, or 
revised materials might better replace a given item; whether the item has historic value; whether 
another networking agency could better provide the specific, or a comparable item; the number of 
copies held in circulation; the existing coverage of the subject within the collection; and the cost of 
mending versus the cost of replacement.

REQUESTS FOR RECONSIDERATION OF MATERIALS
The Library attempts to represent the diversity within the community in its materials selection 
policy.  The public library has an important obligation to ensure that the collection contain 
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informational materials representing differing points of view on subjects and public issues, even 
those of a controversial nature.  The selection of materials does not imply an endorsement of the 
particular beliefs or viewpoints expressed by authors.  Library materials will not be marked to 
indicate approval/disapproval of material contents; nor will items be sequestered, except for the 
purpose of protecting them from theft or damage.  Library users are reminded that selection for the 
adult collection is not guided by the possibility of children obtaining materials which parents deem 
inappropriate.

Accordingly, the Board of Trustees of the Plattsburgh Public Library has adopted the American 
Library Association’s Library Bill of Rights, the Freedom to Read Statement, and the Freedom to
View Statement.  These documents represent the Library’s interpretation of the first Amendment to 
the Constitution of the United States.  If you would like to see a copy of these documents as well as 
the Library’s Collection Management Policy, please see a librarian.

Comments from members of the community regarding the development of the collection are 
welcomed; these comments often provide librarians with useful information about interests or 
informational needs that may not be adequately met by the current collection.  The library welcomes 
expressions of opinions by library users, but the collection will be ultimately be governed by the 
Collection Management Policy.   The following procedure is designed to ensure that a thoughtful 
and consistent approach is taken regarding the handling of complaints about library materials. 

If a library user feels that an item in the collection does not meet the standards set forth in the 
Collection Management Policy, the user is asked to speak with the librarian-in-charge on duty at the 
Information Desk.  If the library user approaches other library employees, he/she will be referred to 
the librarian-in-charge.  If the library user is not satisfied with the response of the librarian-in-charge, 
he/she will be asked to complete a Request for Reconsideration of Library Materials Form which is 
to be returned to the Library Director.

Within thirty (30) days of the receipt of the Request for Reconsideration of Library Materials, the 
Director will provide a written response to the user. If the user is not satisfied with the Director’s 
response, he/she may appeal to the Board of Trustees.  An appeal must be filed with the 
Administrative Office within thirty (30) days of the Director’s response to the original complaint.  If 
the written appeal is submitted to the library Administrative Office at least 15 business days prior to 
the next regularly scheduled board meeting, the item will be placed on the Trustees’ agenda under 
new business.  Challenged materials will remain available for circulation during the period that a 
decision is being considered regarding the challenge.

The Board of Trustees may choose to appoint a special committee of librarians and trustees to 
review the complaint/appeal.  Within thirty (30) days of the complaint/appeal being listed on a 
Board agenda, the Board must make a formal response to the library user regarding the status of the 
complaint/appeal.  The Board of Trustees is the final board of appeal in reference to public library 
materials.

GIFTS AND DONATIONS
The library gratefully accepts gifts and donations, either in the form of materials or of funds for 
materials.  When accepting materials, the library reserves the right to evaluate and dispose of the 
materials in accordance with the criteria applied to purchased materials.  The library reserves the 
right to sell or otherwise dispose of gift materials not added to the collection.  These materials may 
be given to other libraries or sold in the Friends of the Plattsburgh Public Library booksales.  
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Donors must also understand that when gifts become part of the collection, they should not require 
special lending procedures.  When possible, if so stipulated by the donor, the application of gift 
plates to materials and the forwarding of letters of acknowledgement will be considered by the 
library.  

The library will accept hardcover, softcover, and paperback books that are in good condition.  
Videos, books-on-tape/disc, compact discs, and other audio-visuals are accepted but are often not 
added to the collection.  Magazines are not accepted. 

Since it is time consuming to cull through donated materials when they are donated, employees at 
the Lending Desk often accept boxes and bags of donations without having culled through the 
materials at the time of donation.  Donations are eventually inspected by employees or volunteers; 
unfortunately, many donations of this type often contain yellowed, coverless, and otherwise 
damaged materials that are of no use to the library.  Donations of this type simply present the library 
with the problem of disposing of the materials. 

Receipts for donated items can only include the number of items donated and the type of materials.  
The library will not apply a value to the donation.

Local History Collection
In accordance with the mission of the Plattsburgh Public Library, the library has established, 
maintains, and supports a local history collection (Collection Management Policy, paragraphs 1 & 2).  
All matters relating to the collection, including gifts, acquisitions, and collection management will 
comply with the Collection Management Policy.

However, Collection Management Policy, paragraphs 1 & 2 may be waived for items which will be 
accepted solely on their historical value.

APPENDIX
Customer Request for Materials/Purchase Request Form
Freedom to Read
Freedom to View
Intellectual Freedom Statement
InterLibrary Loan Request Form
Library Bill of Rights
Request for Reconsideration of Library Materials Form
Statement on Labeling

Adopted by the Plattsburgh Public Library Board of Trustees July 23, 2002
Revised and adopted by the Plattsburgh Public Library Board of Trustees February 22, 2011


