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Collection Development Philosophy

In growing and maintaining its print, digital, and physical resource collections, the library strives 
to uphold the highest standards of professional integrity. Following from the American Library 
Association's Library Bill of Rights, this collection development policy aligns with the following 
values:

• We affirm the right of every member of the school community to find in the library materials 
which support their intellectual and personal growth.

• We believe that information is morally neutral, and so should be provided without prejudice or 
proscription, so that all library patrons may draw from diverse perspectives to develop their own 
points of view. 

• We believe that free access to these materials stimulates curiosity, enables independence, spurs 
academic achievement, and supports participation in democracy.

• We believe that access to and training in technology and information literacy skills are 
inseparable from equitable access to information, and are a crucial component in education and 
career success.

Purpose and Goals of Collection Development

The purpose of this collection development policy is to set forth the justification and criteria for 
selection of resources which best fulfill the library's vision, mission, and goals.

Library Vision Statement

The library fosters independent learning and critical thinking by providing support, resources, 
and a safe space in which students are challenged to grow as citizens, scholars, and independent 
thinkers. The library serves as a collaboration space for the entire school community – students, 
teachers, and parents.

Library Mission and Goals

The mission of the library program is to enable students to become independent, capable, self-
motivated lifelong learning with high levels of in-school achievement by:

• Modeling good information-seeking behaviors and demonstrating the real-life 
relevance of the skills being taught

• Providing high-quality collections of print, digital, and physical resources to 
support the curriculum as well as independent student exploration and enjoyment, 
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professional development, and parental education

• Collaborating with classroom teachers to embed information literacy skills into 
curriculum-based learning

• Providing access to the library outside of scheduled classes to permit one-on-one 
assistance and use by teachers and parents

• Providing a safe, clean, and welcoming environment with current, relevant, and 
plentiful resources that are conducive to student learning and enjoyment

 These goals cannot be met without a collection carefully selected to best address the needs of 
the school community. This collection development policy's purpose is to ensure that all students, 
teachers, and parents have their needs met by:

• Setting out criteria for a diverse selection of fiction, in a variety of formats, in 
which all  perspectives are represented

• Setting out criteria for a diverse selection of nonfiction, including topics of 
interest and relevance to students, topics in support of parents, and topics in support 
of teacher professional development

• Ensuring that both fiction and nonfiction book collections and digital resources 
will be developed with the school's curriculum in mind, such that every teacher will 
find sufficient resources to support content lessons, and students will find materials 
at their level to further grow their understanding

• Detailing a progressive stance toward digital resources, ensuring that students 
have access to the technology and information that they need to become informed, 
savvy users of digital information

• Setting out criteria for the retention of materials, in order to guarantee the 
usefulness of any item in the library

• Guaranteeing that no library user's intellectual freedom may be abridged, through 
the explicit implementation of a challenged materials procedure

Criteria for selection of resources
The selection of resources shall be guided by the principles of diversity, relevance, and 

usability.

Diversity
A one-sided collection is far more dangerous than a collection containing useful but 

controversial items.  Students develop their critical thinking skills by exploring issues from multiple 
perspectives.  The collection shall not endorse or represent any viewpoint over another.

Relevance
Materials selected must be of relevance to the school community.  Students should find 

materials which support their classwork, satisfy their curiosities, and enrich their mental lives. 
Teachers and parents should find both fiction and nonfiction that meets their recreational needs and 
improves their ability to educate students.



Collection Development Policy 3

Usability
Materials should be selected in the format which will make them most available to their 

intended users

Note on gifts: The library accepts donations of materials including but not limited to books, magazines,  
videos, maps and equipment.  Any donated item will be subject to the same selection criteria as 
purchased items.  Contributors will receive a receipt of donation and will sign an acknowledgment of  
this policy.

Items being considered for the collection will be subject to the following questions:

• Was the material recommended by the selection committee?  

• Does the item support the curriculum?  If it does not, does it enrich or supplement the 
curriculum in an appreciable way, or address a particular user need?

• Is the information contained in the item current?

• Does the material exhibit bias?  Does it contribute a point of view already thoroughly 
represented in the collection?

• Is the information contained in a useable format?  Is the subject matter better expressed in a 
different medium?

• On the basis of reviews from a variety of professional and reputable sources, does the book 
contribute significant literary or entertainment value?

• Is the material developmentally appropriate for the target audience?

Additional considerations
Fiction

New acquisitions should be considered against the existing collection.  The library strives for a 
wide variety of perspectives, and a conscious effort will made to include diverse characters, settings 
and scenarios.  A wide range of reading levels should be accommodated in order to meet the needs of 
struggling, reluctant, and accelerated readers.  As funds allow, multiple copies of the most popular titles 
may be purchased in order to increase access.  This should only be necessary for perennial classics and 
the few blockbuster titles each year.

Graphic Novels
Graphic novels and manga will be evaluated for appropriateness on a case by case basis using 

professional reviews and sample copies whenever possible.  Series will not be purchased if some 
volumes have gone out of print and are not available via interlibrary loan.

Non-Fiction
Is the information presented in a useful and pleasing way?  Is data displayed in graphs and 

charts?  Are pictures or photos provided which enhance the material, and which are appropriate to the 
target users?  Are the works easy to navigate, providing tables of contents, indexes, and glossaries?
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Websites
While the library does not "purchase" websites the way it does print materials or database 

subscriptions, it may recommend, curate, or subscribe to particular sites.  Information on such sites 
should be current, accurate, and unbiased. Links should work, and the site should be simple to navigate. 
In the case of subscription services, the librarian will also consider the site's structure - does it allow the 
creation of student accounts without requiring their personal information?  Can students use it from 
home?

EBooks
The eBook policy will continue to evolve as the landscape for eBooks develops.  At present, 

selection criteria will remain similar to that for print books.  In addition, the librarian will consider 
whether any publisher restrictions have been placed on eBook titles, purchasing only those which the 
library may own permanently.  Because eBooks do not suffer the same life cycle as physical books, 
care will be taken to spend this part of the budget on titles that will generate the most value over time. 
Titles will be chosen that duplicate the most consistently popular print titles.  Due to the difficulties of 
eBook lending at the time of the creation of this policy, the library will circulate pre-loaded e-readers, 
and the library's eBook collection will be available on these and on library computers.  This policy will 
be reevaluated yearly in order to remain current.

Reference materials
Except where cost is prohibitive, digital reference resources will be strongly preferred.  Given 

the rate of change of information, and the richness of media enhancements available in electronic 
reference, the purchase of print materials is no longer generally the best choice.  Reference books will 
be purchased only when they provide a better browsing experience or arrangement of information than 
the digital alternative, when they are more affordable, or when the information contained is unlikely to 
change for several years.

Databases
Databases should primarily be easy to navigate and contain quality information in a variety of 

forms (articles, video, timelines, pictures etc.).  Databases for older users should have excellent articles, 
references to further information, media where appropriate, and a good quality advanced search tool.

Integration of digital resources
Evaluation and Inclusion

E-books
E-book and e-reader selection will defer first to the district’s policy and any relationships the 

district may have with a specific vendor. E-book format will be dictated by e-reader type. If there is no 
standard set by the district the media specialist will make an informed decision as to the type(s) of e-
readers that should be obtained for the school library based on price, ease of use (for both the student 
and the library), accessibility, range of readable formats, and titles available. The titles selected should 
come from both teacher suggested lists of frequently-used texts and from student requests and recom-
mendations. Again, the vendor also plays a role in the titles available.

Mobile computing devices
All laptops, tablets, e-readers, and other mobile computing devices should comply with district 

regulations that dictate accepted device models. Any devices that aren’t specified in this way should be 
approved by the IT department before purchase. Using these standards and other knowledge the media 
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specialist can help ensure compatibility with existing equipment. These devices should be able to re-
main charged (unplugged) for the duration of a full class session, and have a designated charging area. 
Devices with optimal ease of use and accessibility should be considered first, as well as those models 
that support the most recent software being used in the school.

A/V equipment
All cameras, camcorders, TVs, VCRs, DVD players, document cameras, other media devices 

and peripherals should again follow district standards or be approved by the IT department. Specialty 
equipment should meet recommendations and requirements of those teachers and staff that will be util-
izing the devices. 

Digital subscriptions
Any digital subscriptions not maintained by the district on behalf of the school should be re-

viewed by the media specialist on a regular (at least yearly) basis to ensure continued relevance. Other 
subscriptions should be procured after thorough investigation of the content and capabilities. Teachers 
should be encouraged to recommends resources they find useful to their courses. This included data-
bases, online magazines, digital tools and services, and online media.

Social media and web presence
The library’s social media presence and website should follow guidelines set by the district in 

terms of style guides for branding and appearance, as well as guides to conduct and content deemed ap-
propriate. Any form of a digital presence maintained in the school’s name should adhere to a detailed 
code of conduct, either handed down from the district or created in conjunction between the media spe-
cialist, school principal, and any other faculty deemed appropriate or knowledgeable to this end. These 
presences should be maintained primarily by the media specialist, and any assistants should be made 
explicitly aware of the etiquette guidelines they are to follow.

District Guidelines on Digital Resources
Although much of this section defers to district guidelines to dictate the acquisition and use of 

digital resources within the school library, it should be noted that it is the media specialists who are in 
constant contact with these technologies. As technology changes, and changes rapidly, the media spe-
cialists should be encouraged to make recommendations of change to the district policy as rules, 
devices and approached become outmoded or no longer useful. These guidelines should be as flexible 
and open to change as the technologies they govern, and only through open communication can this 
happen.

Equity and Accessibility
All technologies included in the library’s collection should be made accessible to students of all 

abilities, either through the technology itself or through an accepted method of adaptation. ADA com-
pliance specialists should be consulted by the school or by the district if necessary to meet these ends.

Students should be able to access these technologies as often as possible. Stationary devices 
should have time limits if the demand is high, and circulated devices should have check-out periods 
that take into consideration both the demand for the device and the number available. In-library re-
sources should be equally available to all classrooms in need, and any extended periods of time 
wherein these resources are unavailable to students should be announced ahead of time.

Safety and Privacy
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All devices should follow the district’s IT procedures for virus protection, cache-clearing, and 
other procedures to prevent personal information from getting saved in a public space. If the district 
uses roaming profiles or any other method in which the students access personal data across multiple 
devices, proper instruction should be administered to the students as groups, and also made available to 
them individually as necessary.

Responsibility for selection
The elected Board of Education will hold responsibility for all print and non-print materials 

used in the schools.  They will delegate the responsibility for selection of materials to the certified 
school librarian, who makes decisions based upon an approved selection criteria.  The selection of 
materials will be influenced heavily by suggestions from the principal, teachers and students.  The 
school media specialist will provide secure boxes at easily accessible locations for official material 
request forms to be submitted.  These request forms may include suggestions for print and digital 
resources.  Faculty and students also have the opportunity to submit requests electronically by 
commenting directly on the school media specialist’s blog designated specifically for this purpose. 

An official selection committee comprised of the school media specialist, a representative from 
administration, members of the professional faculty, and a student representative will meet bi-monthly 
to evaluate and discuss the requests received.  The committee will consider whether the request is best 
filled by purchase, suggestion of a digital resource, or through an Interlibrary Loan.  However, the 
responsibility for coordinating all persons’ suggestions and completing the actual purchasing of print 
and non-print instructional materials belongs to the certified school library media specialist. 
Solicitation of requests and suggestions will be well publicized through signage and announcements, 
and will be ongoing throughout the year.

Selection Process

Standing Orders
The library’s standing orders should be regularly evaluated. As readership and target 

demographics change, periodicals may change content, which might make them inappropriate for the 
library. Databases may become outdated, or a new service may meet the library’s needs more 
efficiently or affordably. Fiction series regularly fall in and out of popularity, which may make these 
orders unnecessary.

Fiction books
When selecting new fiction books and series to add to the collection, the library will first draw 

from student requests. Requested books, ILL order frequency, student surveys, and even word of mouth 
will all be taken into account.

The library will use a number of independent book review sources to select new titles to bring 
to students, as well as utilizing jobber services (such as the Junior Library Guild) to maintain a steady 
flow of new books for the library.

New books will be evaluated for content and age appropriateness by the librarian. Whenever 
possible, the librarian will use their own judgment of the work. However, it is impossible to read every 
book that becomes part of the collection. When the librarian does not have prior knowledge of a book’s 
content, they will defer to review journals and other library oriented resources in order to make an 
informed judgment.
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Non-Fiction
A primary part of selecting new non-fiction items should be to replace or refresh popular titles 

or topics which have been worn out or become outdated. Student requests for non-fiction books should 
be taken into account, and the library should meet this need in addition to having a large enough 
collection to support the curriculum. However, new books on subjects not found in the curriculum 
should as be a priority, as the library should support student interests and encourage exploration of new 
ideas.

Databases
Databases will primarily come from the district licensed services. Upon reviewing the databases 

offered, the librarian may wish to seek out services to fill gaps in offered content if a need is assessed. 
These services should be regularly evaluated; if a database in use is not meeting library needs, there is 
no reason to continue with a license, and a replacement will be sought.

EBooks
The library will acquire a collection of electronic books that is appropriate towards the number 

of devices in the library and the demand for this resource. When purchasing eBooks, the library should 
carefully consider the licensing agreement from the publishing company. Availability of digital items 
should also be taken into account: because of limited loaning capabilities, items necessary for classes, 
or popular items, should not be purchased exclusively in a digital format.

EBooks in libraries and the rights involved are currently a source of debate between the public 
and publishers. While the devices in the library may limit the selection of material, the librarian should 
pay careful attention to whom they are dealing with. Publishers are apt to change agreements regarding 
loaning of electronic books, and the library does not want to find themselves regretting large purchases.

Audio Visual Materials
New items for the Audio/Visual collection need to take format and demand into account. 

Certain items may no longer be available in older formats, which may cause an issue based on the 
school’s technological capabilities.

Maintenance
Non-Fiction

The library’s non-fiction collection should be maintained at a certain level of physical quality. 
Non-fiction materials will be closely inspected for relevancy and age. The librarian should be 
responsive to events, and weed collections appropriately. Damaged items will be repaired, at a 
reasonable rate, with extra care taken to maintain popular items until replacements can be acquired. 
Items expressing incorrect or outdated information should be removed and replaced with updated 
information as necessary.

Biographies should be weeded as interest demands, especially in regards to celebrities. Popular 
biographies, or those of persons frequently used in school projects, will be maintained longer.

Test reference and study guides should be regularly weeded: copies should be kept dating back 
3 years, and new editions should be purchased. Should a test change (such as the recent SAT redesign), 
old study guides will be discarded. Damaged copies may be donated, passed on to students or teachers, 
or recycled.

Periodicals will be regularly removed. As these items are more apt to fall into disrepair or go 
missing, the library will only maintain a small collection. Items will not be replaced, and damaged 
items will be removed and recycled. Magazines will be kept for as long as they remain in a suitable 
condition. Newspapers and news magazines will be regularly removed to maintain currency of 
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information.

Fiction
The library’s fiction collection should be maintained at a certain level of physical quality, as 

well as a reasonable age. Minimal damage, cosmetic damage, and expected “wear and tear” will be 
repaired at a reasonable rate.  If an item remains popular, but continues to require repair, measures will 
be taken to sustain the item until a replacement can be purchased.

Items that have not circulated in 6 years will be considered for removal. If an item is deemed 
necessary to the collection, it will remain in the library. If the librarian can determine an explanation for 
low circulation (outdated/missing/ugly cover art, for example), the item will be considered for 
replacement with newer editions (if possible).  Unpopular items requiring an extra level of repair may 
be considered for removal and replacement.

These items that are being removed from the collection may be made available for students to 
take home or purchase, upon librarian and school approval. Items that are removed for these reasons 
will be donated to a willing organization (such as Better World Books or Good Will).

Items that are missing pages, smell, have excessive writing in them, express an outdated or 
insensitive take on a subject, lack educational or entertainment value, or have reached an unreasonable 
level of disrepair will be removed from the library. These items will be recycled.

Recycling
Nonfiction materials, periodicals, and fiction materials that are not sold or donated will be 

recycled. If the item does not smell or has not been destroyed or damaged by fluids, the items may be 
recycled as supplies for art projects. The librarian will work with the art teacher or other classroom 
teachers that may wish to use the images contained for various projects. Items that are not used in this 
way and are not fit for donation will be brought to the available and appropriate resources (i.e., a 
recycling center).

Electronic Resources
The library will maintain an online presence through a library site connected to the district 

website. A major feature of this library page will be a collection of electronic resources and links. As 
students become more digitally competent, it is unnecessary to maintain links to popular websites or 
search engines. Instead, the library page will include only librarian and teacher evaluated sites that a 
student may not regularly find through their own searching. Additionally, the library page will contain 
links to websites and resources that students will be frequently using during library and other classroom 
lessons.

Maintenance of the library page is relatively simple; the librarian should regularly check to 
ensure that all links are working, and that all sections display properly in whatever browsers are 
installed on school computers. Library computers should have all necessary software and plug-ins 
installed, and regularly updated.  The individual resources and websites should be teacher approved and 
librarian evaluated. If so, these should not require reevaluation for some time; a quality website will 
likely remain quality. However, they should be checked to confirm the links are working and that the 
sites still exist.

Ebooks, Ereaders, and Tablets
Ereaders and Tablet devices will need to be regularly checked and maintained. Whenever an 

item is returned, the librarian should inspect the device for damage, flaws, errors, and the possibility of 
unlicensed/unapproved installations. If any appear, the librarian will take note of the student or teacher 
to last use the device: unlicensed/unapproved installations will earn the user a temporary ban on 
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checking out the device. Flaws and damages will enact heavy fines, and if necessary, the user will be 
required to replace the device.

When a device is loaned, the librarian will first make sure that the device has been cleared.  The 
item’s books and apps will be restored from a backup. When a device is returned, and has been 
reviewed by the librarian, the device will be restored to its factory default settings, and loaded from this 
backup state. 
 

Audio/Visual Materials
The primary concerns of a library’s collection of Audio/Visual materials are currency and space. 

Older formats, such as VHS or cassette tapes, should be kept as long as devices and demand remain. As 
the available technology permits, items should be updated to more modern formats (VHS replaced by 
DVDS, etc.) Popular materials and teacher requests will receive special consideration.

Due to these items not being repairable, damages will enact heavy fines. Weeded items may be 
donated or recycled. 

Databases
The librarian should review databases regularly in order to evaluate them for relevancy and 

functionality. Should the district be in charge of selecting databases, the librarian should develop a list 
of suggested alternative databases to submit for review in the instance that a database is determined to 
be outdated or a more efficient or affordable database is found. The library should promote only the 
best databases (to be determined by the librarian and collaborating teachers and staff) through the 
school’s library webpage.

If the librarian has the ability to physically alter databases, or is in charge of selecting or 
maintaining databases on their own, this review process should be completed at least every semester.

Challenged Materials
Position Statement on Intellectual Freedom

All policy procedures are developed in accordance with the principles of intellectual freedom 
expressed in the Library Bill of Rights of the American Library Association. It is believed that freedom 
of inquiry is vital to education, as these principles are intrinsic to the First Amendment of the 
Constitution of the United States. 

Procedure
While the material collection is based upon strict adherence to the selection policy, objections to 

those materials may arise.  As the collection policy is made available to the public, citizens have the 
opportunity to discuss/evaluate this policy at Parent Teacher Organization meetings, where concerns 
with the policy may be addressed.  Challenges to specific material will be considered and addressed 
with respect to intellectual freedom, as articulated in the Library Bill of Rights.  The material in 
question will remain in circulation until the dispute has been settled or a final decision has been made 
by the School Superintendent. 

Following a complaint, the school media specialist will act in accordance with the following 
procedures:

1. The school media specialist will listen to the complainant’s concerns, then attempt to reach a 
resolution by explaining the selection policy with respect to the library’s position on intellectual 
freedom.  A copy of the criteria for selection of resources will be provided to the complainant.
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2. If the concerns are not resolved, the complainant will be provided with a Request for School 
Library Material Reevaluation Form to complete and submit to the school principal.  The 
challenged material will remain on the shelf until at this time until a final decision is reached.

3. The Reevaluation Committee will meet to evaluate the written complaint, the material in 
question, and related data, such as reviews of the material.  The reevaluation committee is 
comprised of the school media specialist, a classroom teacher, the school principal, a parent, 
and a student if appropriate.  The committee will complete a written report detailing their 
decision and recommendations.

4. A copy of the written report will be sent to the superintendent to review and the principal will 
inform the complainant of the final decision.

5. If the complainant continues to feel that the issue has not been resolved, they may request that 
the Superintendent present an appeal to the School Board.

The necessary documentation for these procedures is included within the following pages.
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Challenged Materials Documentation

REQUEST FOR SCHOOL LIBRARY MATERIAL REEVALUATION             Date____________

Name___________________________________________________________________

Representing: Self_______________  Organization___________________________

Address_________________________________________________________________

           __________________________________________________________________

Telephone _______________________________________________________________

Title of Material __________________________________________________________

Format of Material (book, magazine, DVD, etc.) ________________________________

Author/Producer of Material ________________________________________________

Please use an additional sheet of paper to respond to the following questions if sufficient space is not 
provided:

Did you read or listen to the material in its entirety? 

Have you read relevant data, such as reviews of this material?

Please comment on the material as a whole in its entirety.
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Please comment on particular matters that concern you.  Please cite specific examples.

What do you feel would be a result of using this material?

What do you feel is of value in this material?

What do you feel is the appropriate age range for this material?

What do you feel was the educational purpose for the selection of this material?

What do you recommend be done with the material? 

______________________________________

Signature

______________________________________ 

Date
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REEVALUATION COMMITTEE REPORT FORM            Date____________________

Title of Material __________________________________________________________

Format of Material (book, magazine, DVD, etc.) ________________________________

Author/Producer of Material ________________________________________________

Please use an additional sheet of paper to respond to the following questions if sufficient space is not 
provided:

Has the complainant’s request for school library material reevaluation been read by all present 
members of the committee?

What is the educational purpose for including this material in the curriculum?

Describe relevant reviews of the material, citing them when appropriate.

List the key points from the reevaluation committee’s discussion. 

Describe the resulting decision made by the reevaluation committee.
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Signatures of Committee Members:

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________
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Donation Receipt

Name ___________________________

Date ____________________________

Number of items:

Hardcover Books   ______________________

Softcover Books    ______________________

CDs                        ______________________

DVDs                     ______________________

VHS                       ______________________

Magazines              ______________________

Other (please describe)  ___________________________________________________

                                       ___________________________________________________

Librarian Signature  _______________________________________

----------------------------------------------------------------------------------------------------------------------------

Acknowledgment of Donated Items Policy

We thank you for your generous donation!  Items donated to the library are subject to the library's 
selection criteria as detailed in the Collection Development Policy.  This policy is available upon 
request.  Donated materials which are not added to the collection will not be returned, unless specific 
arrangements are made.

I acknowledge that with this gift, these materials become the property of the library.  I understand that 
the library may dispose of any items not suitable for the collection, and that these items will not be 
returned to me.

Signed: __________________________________
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