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Presenter
Presentation Notes
This presentation is available online at the Slideshare address on the screen.

There is more to creating a library collection than just buying books. In this session we will discuss the science of collection development.
First we will talk about ways to create a direction and a purpose for the library’s collection through 
-Collection management policies
-Collection Objectives
-Collection Snapshots

Then, once you have an idea of where your library is headed, you will be ready to actually buy some materials.  The next section of this talk will cover 
-Review sources to help select titles
-The challenges libraries face regarding changing formats
-Where to buy the materials from and what to realistically expect from library vendors

Most libraries will also face collection challenges regarding
-Patron requests
-Dealing with donations and gifts
-Challenges to the collection

And, of course, everyone’s bottom line: Budgets


mailto:hhibner@plymouthlibrary.org�
http://hhibner.blogspot.com/�
http://www.slideshare.net/hhibner�
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Collection Management Policy

\_

Not a Materials Selection Statement
Not a Collection Development Policy
Articulates mission re: collection
Defines scope of collection



Presenter
Presentation Notes
A collection management policy defines 
-What types of things a library will collect
-For whom
-Outlines how the library’s collection will contribute to its mission. 

Ask yourself: How does your collection contribute to fulfilling your mission?

Please note the term collection MANAGEMENT policy.  
A materials selection policy is a nice start, but only deals with selection.  
Also, while there’s nothing wrong with a collection DEVELOPMENT policy, the word “development” implies growth and change. 
Of course your collection will grow and change, but you have to MANAGE that growth and change.  
A collection MANAGEMENT policy is more inclusive of all collection activities, from selection to weeding.
In my next session on Weeding, I will show you a diagram of the collection life cycle. A collection is selected, processed, cataloged, shelved, used, and eventually weeded.
A collection management policy takes the management of the collection at each phase into consideration.
Bottom line for this presentation on buying books: a collection management policy defines the scope of a collection.
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Collection Management Policy

Protection against:

Overt censorship

Social and political agendas |[Z< =
Separate departments and Collectlons
Sample policies

\_ /
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Presentation Notes
A collection management policy helps guide the direction a collection takes. 
It will help to keep a collection from becoming a reflection of one person’s tastes or beliefs.
If your collection management policy states that you will provide a balanced collection that reflects a variety of belief systems, you are obligated to do just that.
Putting that kind of statement in your collection management policy helps you to follow through.

A word about censorship:
-You have to be true to YOUR community. -What are their needs?  Their wants?
-Will you purchase something of no interest to your community just to satisfy a policy? -At some point, you have to ask yourself if the statements in your policy are working for YOUR public.  
-What works for Ann Arbor, Gaylord, or Traverse City may not be right for YOU.
-I would argue that it is NOT censorship if you choose NOT to purchase something that CLEARLY your community has no interest in.  
-Example of this: urban lit.
Each department, and each collection in those departments, should be represented in the collection management policy.  They should each have a policy that works for the audience that uses it, the formats that make up the collection, and their individual purposes. 
-Example: DVDs for research vs. DVDs for entertainment.  Will you purchase under the same criteria for these very different collections?

There are lots of sample policies on the MLC Wiki.


http://mlcnet.org/wiki/index.php/Library_Policies�
http://www.scribd.com/hhibner�
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Sample CMP for Audio Books

The primary purpose for purchasing audio books is to
providelpublic access to spoken recordings of print
materia

This will include, but not be limited to, unabridged
works of fiction, non-fiction, poetry, drama foreign
language instruction, and self- Improvement or
instructional material.
Criteria to be considered include:
physical quality of format
reputation of the vendor and replacement policies
performance quality

popularly accepted formats
k cost related to estimated patron use /



Presenter
Presentation Notes
This policy does not indicate a specific format; only “spoken recordings of print material”.  This leaves room for changing technologies without having to change the collection policy. 
This could cover books on tape, CD, Playaways, and download collections.




Collection Objectives

What the library hopes to accomplish
with each collection

More defined criteria for selection and
de-selection (weeding)
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Presentation Notes
There is a fine line between defining a collection in a policy and describing what kinds of items a library will purchase to satisfy that policy.
The policy says what KIND of materials the library will collect. 
Collection objectives give specific criteria for choosing individual titles for those collections.

Objectives could have more to do with community interest in a topic or fads. 

They are internal documents meant for staff use, not to defend choices to the public.

They can also be used as a tool for supervisors to manage the selectors they oversee.  Are your staff members making choices that reflect the direction the collection is headed?

Collection objectives are more about results than process.  
-What items are going to be added to the collection vs. what will we collect?

(Sample on next slide)
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Audio Book Collection Objectives

Select current fiction titles that are unabridged

Select popular and current nonfiction titles that are
unabridged.

Select classic titles which continually have demand.
Purchase in the CD and MP3 format.

Give lower priority to series fiction to limit
commitments to future purchases.

Give lower priority to non-fiction titles that might
kbecome outdated or irrelevant quickly. /
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Presentation Notes
For an audio book collection, you may be most concerned with getting a maximum amount of uses for the money spent to acquire them.  They are expensive items!

Example:
-In consideration of non-fiction audio titles, foreign language instruction and self-help titles, while not necessarily current or bestseller list titles, are useful subjects in this format..  
-Travel, medical, and legal information, which have a limited shelf life due to the need for currency in those collections, will be deemphasized. 

Another example: 
Youth paperback books = ~$2.00 each.  Will not last long in terms of condition.
Contrast this to a youth video game collection with a unit cost of around thirty dollars.  
The higher unit cost demands that selectors watch the performance of this collection closely.  
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Collection Snapshots

How the collection came to be the way it Is

Reading lists

Best/well-known authors by subject

“Forevers”
Reasons to retain

Best vendors

QSAC implications

\_
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Presentation Notes
Gives context and history to collections.
They are especially helpful to someone taking over a collection for the first time.
Helps a library retains “institutional knowledge” of collections.

(Go through bullet points)

QSAC implications: Quality Services Audit Checklist
-% added annually
-average age of collection
Explains why certain collections have been weeded more often and more heavily than others.
Also explains which collections need to be focused on regularly to meet standards.

http://www.michigan.gov/qsac�
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Review Sources

LJ, SLJ, BL, PW, Kirkus, VOYA, Hornbook
Video Librarian

Amazon Top 100 Lists
Newspaper bestseller lists
GMA, Today Show, Oprah
Publisher catalogs are not
review sources.

\_
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Presentation Notes
-Using review sources takes the guess work out of finding what’s new and popular.
-Here I have listed several common review sources used in public libraries.  You don’t need to subscribe to all of them, and some have a portion of their reviews available online.  
-Amazon.com has top 100 lists in various categories, like movies, music, fiction, etc.  --It’s a good way to see what is selling well – which indicates it may perform well in a library too.  These lists show “what people want.”
-Local newspapers may pick up titles of local interest, such as by local authors.
-GMA, The Today Show, Oprah, etc. often interview authors about their new books. Keeping up with guests on these shows is a good way to know what patrons will be asking about.
-Publisher catalogs are great to see what’s upcoming, but they do not include editorial reviews.  If you find a publisher you really like, such as DK or Facts on File, browsing their catalogs can keep your collection up to date – but remember that publishers often have biases.  For example, Bethany House and Zondervan are Christian-based companies.  If you only rely on publisher catalogs, you could end up with a one-sided collection.
-Review sources cover a variety of topics from a variety of viewpoints, which helps keep a holistic collection.
-Bonus: these sources all help with reader’s advisory!
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Formats
VHS Phasing in and out
DVD Community wants/needs
BluRay Space
Books on Tape Budget
Books on CD Processing
Playaway Vendors
Downloadable Marketing
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Presentation Notes
Formats are always changing.
You have to keep up with your patrons’ demand in order to stay relevant to their needs.
Phasing collections in and out is tricky – you want to give patrons fair warning that a collection will soon disappear and perhaps give them a chance to purchase these items in a special sale. 
If you can overlap a new format with the old format – have both for a while – that is ideal.  It gives patrons a chance to ease into the new format and try it out before they commit to buying new equipment to play the new items.  
That is not always possible with space constraints, but a heads-up period before making the switch from one format to the next is nice.
Other considerations are space, budget, and processing.  Do you have the space for a new collection?  Are these items bigger or smaller than the old format? For example, DVDs are a lot skinnier thanVHS and don’t take up as much space.  
Do you have the budget to add a new format?  Will you have to sacrifice or replace an old collection in order to add the new one?
What equipment will be necessary to process these new items?  Do they require cases, locks, batteries or headphones?
Who is selling these items, and which vendor has the best price?  Can you set up a standing order or negotiate a special deal?
How will you market this new collection?  Who is the intended audience?  Will you make displays or shelve new collections in prominent places?
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Vendors
Library Vendors Non-Library
Baker & Taylor Vendors
BWI Borders

Recorded Books Barnes & Noble
Etc. Amazon

Etc.

- Y,
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Presentation Notes
It is helpful to choose a main library vendor, or ‘jobber’ that you will order the majority of your items from.
These are some commonly-used library vendors.
This link goes to a huge list of library vendors.
I have also listed non-library vendors here.  These are consumer-driven, not library driven.
Libraries may choose to formalize which vendors they will do business with. They may only approve purchases from certain places.  This makes paying bills much easier and keeping track of orders easier, too.

The next slide will cover more services offered by library and non-library vendors.

http://acqweb.org/pubr/vendor.html�
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Vendor Services

\_

Library Vendors
MARC records
Processing
Free shipping
Monthly billing
Assigned reps

Non-Library Vendors
Cheap
Good selection
Corporate accounts
Quicker billing

/
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Presentation Notes
These are some of the services typically offered by library and non-library vendors.

Library vendors often supply MARC records for items you purchase.  You can upload them into your library catalog.  Some vendors have better records than others…you may still need to fill in missing fields with OCLC or Library of Congress records.  If your library is a member of a cooperative, this may not be an issue because the cooperative might handle all cataloging of new items.  If you do any copy cataloging in-house, though, you will need access to MARC records for the items you add to the collection.

You can also get some items pre-processed by the vendor.  They will wrap book covers in clear plastic, apply barcodes, and sometimes even call numbers, RFID tags, etc.  
Inclusion of cases for A/V items are a nice service.  If these items don’t come in a case, your staff will have to cut them apart, create nice covers, and keep cases in stock to process them in.

Free shipping is important.  Usually when you place an order, the items will come in a few shipments – as they become available.  If you had to pay for shipping for each installment, it would get expensive!
�This is true of monthly billing, too.  If you had to write a check for each part of the order delivered, it would become a paperwork nightmare.  Many vendors will bill you monthly for what you received that month.

Assigned representatives can be either your worst nightmare or really helpful.  The ones that call constantly and beg for your business become difficult to deal with.  It is nice to know that thee is someone assigned to your account that is there specifically to answer your questions.  Specific publishers may contact you more often about special deals and wanting to come to your library to show you their products. There’s nothing wrong with that – we all like a sale!  Bigger distributors or warehouse-type operations sell everything, though, so they have a representative assigned to you to help solve problems. 

In the end, you have to weigh item price and availability against staff time, the cost of stocking processing materials, and the amount of paperwork you will have to deal with.  How much are you really saving?
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Patron Requests

Buy-Direct Materials

Self-Published Materials

Odd/Eclectic Titles

Hold lists: award winners vs. popular titles

/
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Presentation Notes
You will need to set a holds to copies ratio.  This tells you at what point you need to purchase more copies of an item to fill patron requests.  Typically, libraries have a ratio somewhere in the range of 4:1, 5:1, 6:1.  Your budget will determine what works best for you.  You will also want to consider what you will do with the extra copies once the items are no longer popular. These kinds of things should be included in collection management policy.

Often, patrons will request something from the library that they just don’t want to buy themselves.  They heard about it on tv and want to try it out, but not commit money to it.  Many of these turn out to be titles that you can only get direct from the publisher, or self-published materials.  You have to order them through the authors’ or publisher’s web site because your library vendor does not carry them.  Often they are odd or eclectic titles with small print runs.  Sometimes you can get them as used copies on Amazon or eBay, which is something your library will have to decide if they want to do.  You end up dealing with individual sellers and not the actual vendor, and the condition of the item could be questionable.

A philosophical question that I love to ask in librarian interviews has to do with filling holds.  It goes like this. “If, for budget reasons, you had to choose between the latest Newbury award winner or the 20th copy of Captain Underpants to fulfill holds, what would you do?”  Do you “give ‘em what they want,” which is obviously Captain Underpants, knowing it will circulate – or – do you purchase an award winner that has no holds on it in HOPES that someone will want to check it out?


Donations & Gifts

™

Include in policy Sample criteria:
Sort quickly Nothing worn/dirty
No highlighting

Used book sales

Dumping vs. Recycling No galleys/proofs

No incomplete sets
No old editions
Nothing outdated

buy

Nothing location specific
Gifts: we decide what to

/
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Presentation Notes
Donations and gifts are our greatest rewards…and our worst nightmares.  People don’t like to throw things away.  A large portion of what is donated to libraries is unusable.  Either you already have a copy and don’t have space for another, the item is in poor condition and will spread mold to the rest of your collection, or it’s such a weird title that you have no reason to put it in the collection.

You can be easily sucked into adding too many donations to the collection.  The collection management policy needs to state clearly that anything donated is subject to selection criteria.  You are not obligated to add anything to the collection.  You are not obligated to give back to the donor anything NOT added to the collection.

This is a PR issue.  It is almost always a better idea to accept what is offered with a sincere thank you – and then recycle or sell what you can’t use – than to turn away donations.  You need to tell people that their items are appreciated, and will be sorted to determine their fate.  Make no promises about what that fate is.

Used book sales are a wonderful way to move donated items that are good – but not good enough for the collection.  Extra copies, slighly worn – but not damaged – (no  mold!) items are all good candidates for sale.  It makes money for the library and book collectors love them.

If you decide to dispose of items, recycling is the best choice.  Anything with mold or other unidentifiable damage should be thrown away.  Now, you don’t want piles and piles of books – moldy or otherwise – in your public dumpster.  The public has different standards than librarians.  You should dump them a few at a time if possible, put them out right on garbage pick-up day so they are not sitting out there for long, or rip them up so that they are CLEARLY unusable.

Here are some sample criteria for a sample gift and donation policy.

http://www.clker.com/clipart-map-symbols-trash-dumpster-black.html�

Materials Budget

Break down by collection

% of materials budget = % of circulation

Or create a formula
Average price of materials
Average use of materials
Shelf space available
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Presentation Notes
It will make your spending more manageable and trackable if you break down your materials budget by collection.
You could break it down in a number of ways.  Perhaps you will give the percentage of budget to the percentage that circulates.  If 50% of your circulations each month are DVDs, then perhaps 50% of the budget should go to purchase new DVDs.
I think it is best to create a formula that figures in the average price of materials, average use of materials, and the shelf space available in that collection.  Maybe the largest circulating collection in your library is children’s paperbacks, but they are so cheap and so tiny that they don’t warrant the largest piece of the budget.  Audio books are the most expensive, take up a lot of space, and might still be a high-circulating collection.  You have to factor these things in.


Sample Budget Spreadsheets

http://www.scribd.com/hhibner
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http://www.scribd.com/doc/31277387/Materials-Budget-Mock-Up

http://www.scribd.com/doc/31277387/Materials-Budget-Mock-Up�
http://www.scribd.com/hhibner�

Sample Budget Spreadsheet

Goal Per 1st Quarter| 2nd Quarter |3rd Quarter| 4th Quarter
Budget Quarter Actual Actual Actual Actual Spent | Balance

Total 56,000 14,000 16528 0 0 0l 16528 39,472
Print

Fiction 13,000 3250 3841 3250 9,750
Non-Fiction 13,000 3250 3652 3250 9,750
Reference 2,000 500 492 500 1,500
Serials 3,000 750 727 750 2,250
Non-Print

[Audio Book CD 6,000 1500 1503 1500 4,500
Playaway 3,000 750 685 750 2,250
DVD 6,000 1500 1456 1500 4,500
BluRay 3,000 750 748 750 2,250
Music 5,000 1250 1624 1250 3,750
Downloadable 2,000 500 1800 500 1,500
Total 56,000 14,000 16528 16528 39,472
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Reqguest to Reconsider
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Have a form

Have a reason

Don’t be defensive
Consider YOUR community
Censorship or Courtesy?
Sample form
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The link on this slide takes you directly to a sample Request for Reconsideration form.  For ease of taking notes, the same address from the last slide will get you there too.  www.scribd.com/hhibner You will just have to scroll through all of my documents on Scribd to find it.  This URL takes you directly to the form.

When people object to something on your shelves, you should not be defensive.  We chose these items, so it’s natural to want to defend our choices.  This is one of those situations where the customer really is always right.  Don’t be defensive.  Just listen to them.

You do need to have a form, but before you jump right to offering a form, which will formalize their complaint into a full-on challenge, just listen to them first.  You will be amazed how often they just want to be heard – and maybe compromised with – and it will never escalate to an actual challenge.  But, for those people who really aren’t going to back down or accept compromise, you need to have a form they can fill out.

Consider your community and respect their needs.  Choosing to NOT buy something controversial isn’t necessarily censorship, as long as you have a reason why it won’t work in your library.  It is a courtesy to not spend tax payer money on something you KNOW they are not interested in.  For the small percentage of people who might want it, there’s inter-library loan.  It’s harder to justify spending the majority’s money on items for one or two patrons than to justify NOT having the item – especially if you can GET the item via ILL.

http://www.scribd.com/doc/30207386/Request-for-Reconsideration�

What i1f | make a mistake?

~

Your mistake will end up on

You'll
More |

How will you KNOW if you made a

earn from it

mportant question:

mistake?

/
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How sill you KNOW if you made a mistake?  It will become a shelf-sitter or someone will complain.  My next session on weeding will talk about gathering and using statistics, so I will get into that more then.

http://www.awfullibrarybooks.info/�
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Questions?

Holly Hibner
Adult Services Coordinator
Plymouth District Library
hhibner@ plymouthlibrary.org
http://hhibner.blogspot.com
\ http://WV\AN.indeshare.net/hhibner/



Presenter
Presentation Notes
Please feel free to contact me any time!

mailto:hhibner@plymouthlibrary.org�
http://hhibner.blogspot.com/�
http://www.slideshare.net/hhibner�

	Fundamentals Behind �Collection Management
	Collection Management Policy
	Collection Management Policy
	Sample CMP for Audio Books
	Collection Objectives
	Audio Book Collection Objectives
	Collection Snapshots
	Review Sources
	Formats
	Vendors
	Vendor Services
	Patron Requests
	Donations & Gifts
	Materials Budget
	Sample Budget Spreadsheets��http://www.scribd.com/hhibner 
	Slide Number 16
	Request to Reconsider
	What if I make a mistake?
	Questions?

