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THE WILLIAM PENN CHARTER SCHOOL LIBRARY

COLLECTION DEVELOPMENT POLICY

The William Penn Charter School Mission

“The mission of the Penn Charter Library is to ensure that students and other members of the Penn Charter Community become effective users of information and ideas.  We facilitate access to quality library materials that support current and projected needs.  We emphasize and encourage reading, critical evaluation of resources, foster respect of intellectual property and promote information literacy.”

Preface

This document aims to describe and to shape decisions used in building the collection of The William Penn Charter School Library.  Of necessity, it is an evolving document reflecting changes in the school curriculum and in technology.

General Guidelines for Selecting Library Materials

These guidelines apply to all purchased materials.  It not expected that all items added to the library collection should meet all the criteria to the same extent.  Preference is given to selecting materials, which support items in the school’s curriculum map.  Selectors should consider all of these points when selecting materials:

· Is the material supportive of the school’s curriculum?

· Is the material developmentally appropriate for the intended audience?

· Is the material appropriate for the information needs of Penn Charter students?

· Does the material fill an identified need within the collection?

· Is the material costly?  Does the expected use of the material justify purchasing the item?

· Will the material be useful to the collection over a period of years?

· Does the material have literary merit, a reputable author, or other criteria, which would justify its purchase?

· Is the format appropriate to the subject?

· Has the material been favorably reviewed?

· Has the item been requested by a faculty member?

· Does the material foster the Quaker mission of the school?

· Does the material foster understanding among diverse groups?  Does it accurately portray diverse cultural and ethnic groups?

The library, under ordinary conditions does not select the following types of materials unless they fill a demonstrated need:

· Materials too obscure or specialized for the curriculum.

· Materials intended for an academic (higher education) audience unless they fill a specific need in the collection.

· Materials, which glorify war or violence.

· Materials, which promote intolerance.

· Textbooks, except when textbooks are the most appropriate resource.

· Materials in a foreign language.

· Materials on topics, which are more appropriately researched in periodical resources.

· Duplicate copies unless the material is in unusually high demand.

· Materials in formats for which there is no equipment to facilitate its use.

· Periodicals, which are not indexed.

Criteria for Deselection of Materials

Except in the area of history the library only retains material that meets current or future curricular needs or student interests.  Except in the case of duplicate copies of current materials it is policy of the library to destroy discarded materials.

· Materials containing dated information.

· Duplicate materials of little used materials.

· Obsolete materials.

· Materials, which no longer meet curricular, needs.

· Poor quality materials.

· Materials not circulated during the last three years unless they are classics or will meet a curricular need in the future.

Gifts

The library encourages and welcomes gifts.  However, the donor must understand that the library may decide not to add the materials, and that materials not added to the collection are not returned. The Library does not accept the following:

· Books in poor physical condition.

· Obsolete materials

· Materials, which do not meet the Library’s selection criteria.

· Periodicals, unless they replace missing issues in an existing subscription or constitute a complete extended run of a periodical.

Gifts to the Penn Charter Library may be tax deductible, but the library does not provide evaluations.  Donations are considered outright and unconditional gifts to be used at the discretion of the librarians.

Collection Development Levels

Level 1:  Basic level.  Introduces and defines a subject.  Includes general reference tools, standard works and a selection of news magazines and a few key journals.  A few subjects outside the regular Penn Charter curriculum are collected at this level.

Level 2:  Study level, Supports coursework and research paper topics.  Includes significant reference works.  Because of extensive professional involvement of the librarians the library presently has one of the best collections of young adult literature in the region.  

Level 3.  Research level.  As the oldest Quaker educational institution and the oldest school in the Commonwealth the library collects at the research level in the areas of Quaker history, the history of the school, and Philadelphia history.  It is the goal of the library to collect at the research level for a very few designated areas that can be used to show student the entire scholarship available in an area.  At the time the library has two designated areas of scholarship: the Shakleton expedition to the South Pole and the Confederate submarine, the Hunley.

Policies regarding non-print media

There is a slightly different policy in the Track and the Gummer Library.  The Track Library actively collects non-print materials.  The Gummery Library was envisioned as a library, which would only contain books.  We have stretched this but without a corresponding increase in budget we are reluctant to move in this direction.  Middle and Upper School departments have funds from the school and from the Commonwealth of Pennsylvania. To purchase non-print materials.  Several of the departments have extensive collections.

Specific criteria for selection:

· Is the item appropriate for the subject area?  Does it contribute to the library collection?  

· Is the medium appropriate to the topic?

· Does the library have equipment to utilize the format?  How much instruction will be needed to use the material?

· Is it in a standard format?

· Does it utilize technology that will be in use during the next few years?

· Are their adequate storage facilities

Policies Regarding Periodicals

The Library usually considers the ordering of a subscription to a periodical as a multi-year budgetary item, and so entering a subscription is not undertaken lightly.   While the Trask Library subscribes to periodicals of a recreational nature, the Gummery Library limits itself to periodicals supporting class assignments and activities.  At the present time, the library subscribes to EBSCO electronic database, which contains many full text periodicals.  The Library, only in extraordinary cases subscribes to periodicals which are available on-line in full text format.  When adding a subscription the library also considers associated costs:  Will the periodical be bound?  Do we also need to subscribe to an electronic version or bind the periodical?  The Gummere Library almost never subscribes to a periodical, which is not indexed.

Policies Regarding Web-Based Resources

The Library subscribes to a limited number of web-based resources.  As a member of Access Pennsylvania, the library automatically has access to a number of web-based resources.  These materials are usually costly and involve time on the part of the library staff to learn to use them.  Selection guidelines include:

· Is the resource guide an index or resource point for other parts of the library collection?

· Is the resource easy to use, stable and well designed?

· Are the search capabilities well designed?

Archives

At the present time the library does not include the archives as part of their mission.  There are no policies governing this collection.   The library does attempt to collect and store items of an archival nature.  

Professional Educational Collection

The school provides each teacher with a sum of money that is to be used to support continuing education activities including periodical subscriptions and books.  Therefore, the library’s professional education collection is very limited, usually concentrating on areas that the school as a whole has designated as crucial.  In addition the library subscribes to a very limited number of non-subject specific periodicals.  Individual departments subscribe to periodicals in their discipline.

Reference Collection

The purpose of the reference collection is to support the teaching, research and information needs of the school.   Usefulness to the librarians and the Penn Charter Community are a primary criterion.

Types of reference materials:

Almanacs, Annuals and Yearbooks.  Includes standing orders for numerous almanacs, yearbooks and annual volumes on countries of the world.  There are not discarded as new volumes are received but are retained for students to use for historic and comparative assignments.

Biographical Sources.  We collect materials that are both current and historic.  Series such as Current Biography and Who Was Who are retained in perpetuity.  Other series are discarded as new additions become available.  

Dictionaries.  Includes a variety of English language dictionaries as well as dictionaries in the foreign languages taught in the school

Encyclopedias.  The collection contains three general print encyclopedias.  These are replaced on a rotating schedule over a period of five years.  As new encyclopedias are ordered older editions are discarded.  These discarded encyclopedias are not given to classroom collections.  We also collect specialized encyclopedias.  These are generally not discarded, except in the case of science encyclopedias.

Geographic resources.  The library maintains a collection of current atlases.  Old editions are discarded as new ones are received.  

Indexes and Abstracts.  The library has been moving toward web-based indexes and abstracts and will discard old print versions as electronic ones become available.

Sacred books.  The library collects the sacred texts of the major religions of the world.

Style manuals.  The library collects current style manuals of the major disciplines.

Challenge of Materials in the Library Collection

Challenge of materials in the library collection, while infrequent, does occur.  It is important that when this happens the challenges be handled with due process and curtsey.  When a challenge is presented the following procedure should be carried out. 

· The librarian should have a conversation with the person initiating the complaint, discerning their opinion of the work in question.

· The librarian should ask the person to fill out the form below.

· When the form has been filled out send a copy to the division head and the Head of School.

· Schedule a conversation with the person complaining, the librarian and a teacher appointed by the division head.

· If after this conversation the matter is not resolved, a formal committee comprised of the librarian, two teachers and the division head will hear the complaint and issue a ruling, which is sent to the Head of School as the final authority.

Author ____________________________________________
Paperback_____ Hardcover _____
Title ______________________________________________
Publisher (if known) __________________________________
Request initiated by __________________________________
Telephone _________________________________________
Address ___________________________________________
City _______________________________________________
Zip Code ___________________________________________

Complainant represents
____ Himself/Herself
____ (Name organization) __________________________
____ (Identify other group) _______________________

1. Have you been able to discuss this work with the
teacher or librarian who ordered it or who used it?
____ Yes ____ No

2. What do you understand to be the general purpose
for using this work?

a. Provide support for a unit in the curriculum?
___ Yes ___ No

b. Provide a learning experience for the reader in
one kind of literature?
___ Yes ___ No

c. Other __________________________________________

d. Did the general purpose for the use of the work,
as described by the teacher or librarian, seem a suit-
able one to you?

____Yes ____ No

If not, please explain.
___________________________________________________
___________________________________________________

4. What do you think is the general purpose of the author
in this book?
___________________________________________________
___________________________________________________

5. In what ways do you think a work of this nature is
not suitable for the use the teacher or librarian wishes
to carry out?
___________________________________________________
___________________________________________________

6. Have you been able to learn what is the students'
response to this work?
____ Yes ____ No

7. What response did the students make?
___________________________________________________
___________________________________________________

8. Have you been able to learn from your school library
what book reviewers or other students of literature have
written about this work?
____ Yes ____ No

9. Would you like the teacher or librarian to give you a
written summary of what book reviewers and other students
have written about this book or film?
____ Yes ____ No

10. Do you have negative reviews of the book?
____ Yes ____ No

11. Where were they published?
__________________________________________________

12. Would you be willing to provide summaries of the
reviews you have collected?
____ Yes ____ No

13. What would you like your library/school to do about
this work?
____ Do not assign/lend it to my child.
____ Return it to the staff selection committee/department
for reevaluation.
____ Other--Please explain
__________________________________________________
__________________________________________________

14. In its place, what work would you recommend that
would convey as valuable a picture and perspective of
the subject treated?
__________________________________________________
__________________________________________________

Signature __________________________________________
Date______________________________________________

 

Professional Documents

The Penn Charter Library affirms and upholds the American Library Association’s Freedom to Read Statement and Code of Professional Ethics.

The American Library Association affirms that all libraries are forums for information and ideas, and that the following basic policies should guide their services.

I. Books and other library resources should be provided for the interest, information, and enlightenment of all people of the community the library serves. Materials should not be excluded because of the origin, background, or views of those contributing to their creation. 

II. Libraries should provide materials and information presenting all points of view on current and historical issues. Materials should not be proscribed or removed because of partisan or doctrinal disapproval. 

III. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and enlightenment. 

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

V. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views. 

VI. Libraries which make exhibit spaces and meeting rooms available to the public they serve should make such facilities available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use. 

Adopted June 18, 1948. 
Amended February 2, 1961, and January 23, 1980,
inclusion of “age” reaffirmed January 23, 1996,
by the ALA Council.
Code of Ethics

As members of the American Library Association, we recognize the importance of codifying and making known to the profession and to the general public the ethical principles that guide the work of librarians, other professionals providing information services, library trustees and library staffs. 

Ethical dilemmas occur when values are in conflict. The American Library Association Code of Ethics states the values to which we are committed, and embodies the ethical responsibilities of the profession in this changing information environment. 

We significantly influence or control the selection, organization, preservation, and dissemination of information. In a political system grounded in an informed citizenry, we are members of a profession explicitly committed to intellectual freedom and the freedom of access to information. We have a special obligation to ensure the free flow of information and ideas to present and future generations. 

The principles of this Code are expressed in broad statements to guide ethical decision making. These statements provide a framework; they cannot and do not dictate conduct to cover particular situations. 

I. We provide the highest level of service to all library users through appropriate and usefully organized resources; equitable service policies; equitable access; and accurate, unbiased, and courteous responses to all requests. 

II. We uphold the principles of intellectual freedom and resist all efforts to censor library resources. 

III. We protect each library user's right to privacy and confidentiality with respect to information sought or received and resources consulted, borrowed, acquired or transmitted. 

IV. We recognize and respect intellectual property rights. 

V. We treat co-workers and other colleagues with respect, fairness and good faith, and advocate conditions of employment that safeguard the rights and welfare of all employees of our institutions. 

VI. We do not advance private interests at the expense of library users, colleagues, or our employing institutions. 

VII. We distinguish between our personal convictions and professional duties and do not allow our personal beliefs to interfere with fair representation of the aims of our institutions or the provision of access to their information resources. 

VIII. We strive for excellence in the profession by maintaining and enhancing our own knowledge and skills, by encouraging the professional development of co-workers, and by fostering the aspirations of potential members of the profession. 



Adopted by the ALA Council 

June 28, 1995
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