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A collection development policy refers to "the library's master plan for building and maintaining its collection" -- E. 
Evans. Development Library and Information Center Collection, p.69  
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1. Definitions 
● Collection development refers to the act of building a coherent, balanced collection to support the school 

curriculum, promote and inspire a love of reading, and allow every library user explore and learn the global 
culture, history, economy and ideas. 

 
● Division Librarian "is the professionally qualified staff member responsible for planning and managing the school 

library, supported by as adequate staffing as possible, working together with all members of the school 
community, and liaising with the public library and others" (UNESCO School Library Manifesto). At Hathaway 
Brown, there are three Division Librarians operating in the Primary, Middle and Upper Divisions, respectively.  

 
● School library “offers learning services, books and resources that enable all members of the school community to 

become critical thinkers and effective users of information in all formats and media." In addition, the school 
library’s mission is to "provide information and ideas that are fundamental to functioning successfully in today's 
information and knowledge-based society. The school library equips students with life-long learning skills and 
develops the imagination, enabling them to live as responsible citizens." (UNESCO School Library Manifesto). 
 

● Weeding eliminates inaccurate and out-of-date information and ensures that obsolete, damaged, and 
under-utilized materials are removed from the collection. 
 

● Library material refers to all materials housed in the library which includes books, periodicals, newspapers, 
DVDs, sound recordings, and other information in digital format. 

 
● Periodicals refers to titles issued periodically (e.g. newspapers, journals, magazines, annuals or almanacs) 

2. Purpose 
The purpose of this policy is to establish written guidelines to assist and guide librarians in the management of 
library's materials and ensure continuing growth and updated Hathaway Brown’s (HB) library collections. As the 
Hathaway Brown community changes and its information needs evolve, this policy is subject to regular updates.  

Ultimately, we hope that this policy will serve as a reference point to everyone in the Hathaway Brown 
community and provide a framework for current and future library staff. 

3. Overview 
The Department of Library Services builds collections that reflect the school’s' motto: “We learn not for school
but for life." The Department of Library Services aligns itself with Hathaway Brown’s mission to be "a dynamic 
and compassionate community dedicated to excellence in the education of girls." (HB’s web site).  

At Hathaway Brown, "educational excellence includes, but reaches well beyond, superb preparation for college. 
The true mission of the school, as reflected in our motto, "Non Scholae Sed Vitae Discimus," is preparation for 
life. We strive to foster in the minds of our students an abiding passion for learning and in their hearts a constant 
devotion to strong character and public service. At this moment in history, there is great need for women of vision 
and courage who are empowered for leadership in a multicultural and globalized society. We seek to answer that 
need by inspiring our students to achieve their utmost potential, and to rise boldly to the challenges of our times." 
(HB’s web site). These goals guide our collection development policy in order to transform "the lives of the girls 
in our care ... to help shape a future of unbounded possibility for women; to stand among the country's leading 
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schools in educational innovation; and to be such a force for the common good beyond our campus that we are 
respected as a civic treasure."  (HB’s web site).  

The Department of Library Services serves to make information both intellectually and physically accessible to all 
and aims to build a collection that reflects the diverse backgrounds, values, and beliefs of Hathaway Brown’s 
multicultural community. We have and will continue to address specific requests for all Hathaway Brown 
divisions and departments. By providing a strong, coherent, and extensive collection of print and electronic 
resources, we intend to support teachers and staff members and the general educational interests of the HB 
community.  

a) Responsibility of Selection 
The responsibility for collection development, which includes selecting and deselecting materials in support of the 
curriculum and for reading pleasure, rests with the Division Librarians. The Division Librarian operates with the 
framework of this present policy as approved by the Director of Library Services and the Head of School. Any 
HB student, faculty, staff, or parent can make recommendations for purchases. With their contribution, the 
Division Librarian can collect information and assure that the entire school’s information needs are met within the 
limits of the library budget. 

b) Formats of Materials 
The primary purpose of the school library is to assist in the accessibility of information and the attainment of 
knowledge. Hathaway Brown libraries house all types and formats of media. The formats collected include 
printed books, serials, DVDs, and electronic resources. The primary standard for adding any material is based 
upon its relevance to HB's educational mission. The library will collect and make available materials in all 
formats, of a current significance and long term value. Based on department, HB teacher and student 
recommendations, the Division Librarian applies her professional judgment and selection criteria within the 
annual book budget limits. 

c) Languages 
Only English language materials are purchased. The exception to this are a few bilingual titles (English and 
French,  English and Russian, and English and Spanish) that serve to assist students with language acquisition. 

d) Materials Selection Criteria 
Depending on market availability and our financial resources, the Hathaway Brown library collects materials 
according to the following criteria: 

● Hathaway Brown community demand or 
recommendations 

● Needs of each department 
● Audience for whom the material is published 
● Reputation of the author, publisher or producer 
● Clarity, factual accuracy and readability of the 

content 
● Currency of the information 
● Coverage of the subject in the existing collection 

● Level of study 
● Variety in viewpoints; supports inclusion of 

groups from diverse cultural backgrounds 
● Positive age-appropriate reviews found in 

professional journals, web sites, discussion 
groups and blogs 

● Presentation (e.g. does a book include a 
bibliography, maps, index, illustrations, tables? 

● Cost 
 

The library focuses on ensuring that all materials are easily accessible by the HB community both on site and 
virtually. We also strive to provide the most recent editions when possible. 
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The library has a special interest in collecting materials to support sustained silent reading during homerooms and 
help reluctant readers find pleasure in reading. 

e) Duplication of Materials 
As Hathaway Brown houses two libraries, Primary and Geisel, Division Librarians recognize that materials will 
not be duplicated on each campus unnecessarily. Exceptions may be made, but will be reviewed carefully under 
budget limits, use and covered subject by the Division Librarian. 
  

f) Copyright 
The library adheres to the copyright law in the United States of America. No forged copies, photocopies of library 
materials are allowed at the library. The Division Librarians serve to inform the HB community about copyright 
laws.  

g) Evaluation & Weeding 
The Hathaway Brown library collections will be weeded by the appropriate Division Librarian on an “as needed”  
basis.  Each Division Librarian will consider the following criteria when assessing the collection in order to make  
the best use of the library's space and maintain a useful, inclusive, responsive and vibrant collection: 

● Publication date 
● Relevance to the current curriculum 
● Currency of information 
● Frequency of circulation 

● Physical condition 
● Duplication 
● Financial value 
● Audience for whom the book is written 

 
Books in need of repair are relocated in a specific section at the library. Depending on the level of repair, most of 
books are repaired by library staff, some are sent for rebinding, and high damaged books are replaced. These 
measures may be considered under specific conditions and the availability of funds to support such an investment.  

 
Some materials should not to be weeded, these include:  

● The “classics”, represent the core in a school library collection, awarded books, reference books, high 
interest for school's curriculum, high interest for students and teachers, etc. 

● Items that are out of print and could be useful for student or teacher's information needs. 
● Items that may be unique in content, distinguished format, illustration, book-object, etc. 
● Items that are needed within a department or subject area and the absence of which may result in an 

incomplete representation of the subject. 
*See Appendix B for the complete Weeding Procedure 

h) Serials 
The HB library subscribes to magazines only. The magazines collection includes titles in English only which are 
reviewed annually by the Director of Library Services. Magazines titles are added very selectively. HB 
community may recommend the subscription to a specific title, but the selection responsibility rests with the 
Director of Library Services. 

The following criteria may be considered for the selection of a magazine subscription: 

● Audience for whom the title is proposed 
(age and reading level appropriate) 

● Cost 

● Content 
● Relevance of the title to the curriculum 
● Availability  
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i) Electronic Resources 
The library has access to several electronic databases:  

● ProQuest eLibrary 
● JSTOR 
● Gale Databases 

○ Gale Power Search 
○ Gale Virtual Reference 

Library 
○ Kids InfoBits 
○ Science In Context 
○ U.S. History In Context 
○ World History In Context 
○ Global Issues in Context 

● INFOHIO 
○ World Book Student 
○ Consumer Health Complete  

○ Digital Video Collection  
○ EBSCOhost Multi-Database 

Search 
○ Science Online (Facts On 

File) 
○ Science Reference Center  
○ Ancestry Library Edition  
○ Biography Reference Bank  
○ Enciclopedia Estudiantil 

Hallazgos 
○ Explora for Grades 6-8  
○ L'Encyclopédie Découverte  
○ Literary Reference Center  
○ OhioMeansJobs, K12 

○ Points of View Reference 
Center 

○ World Book Timelines 
● ABC-CLIO 
○ American Government  
○ Issues 
○ World History, Ancient and 

Medieval Eras  
○ World History, The Modern 

Era 
○ World Religions, Belief, 

Culture, Controversy 
● Country Reports 
● Culture Grams 

The HB community has access to these databases via Powerschool, and the online library catalog. 

The Division Librarians and the Director of Library Services regularly review usage and efficiency of these 
databases. New databases are added to the collection based on the Materials Selection Criteria. 

j) Donations 
Donations of books or materials are welcomed to enrich the library collection. All donated materials are reviewed 
based on the same criteria for purchased materials. If donated materials are not added to the library collection, 
they are recycled. The Division Librarian has the responsibility to review all donations and decide what should be 
incorporated into the library collection.  

When it is appropriate, a bookplate will be added to each donation as an acknowledgment for its added value to 
the library collection. 

 

 

 

4. Intellectual Freedom and Free access 
The school library believes that individuals have the right to freely access all expressions of knowledge, 
viewpoints and opinions. The HB's library endorses the American Library Association's “Library Bill of Rights” 
and Intellectual Freedom Committee’s “Interpretations of the Library Bill of Rights”: 

Library Bill of Rights 

The American Library Association affirms that all libraries are forums for information and ideas, and that the following 
basic policies should guide their services. 
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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 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948; February 2, 1961; June 27, 
1967; January 23, 1980; inclusion of “age” reaffirmed January 23, 1996. 

5. Complaints 
The HB library recognizes that materials may be controversial and that an item may offend some library users. 
The Director of Library Services will consider any material upon a written request for reconsideration of any 
member of the HB community. The Director of Library Services will refer to this policy and give an answer to the 
complainant within 15 days. If the complainant is not satisfied with the Director of Library Services’ answer, the 
complainant may appeal the decision of the Head of School. The final decision may be communicated within 30 
days from the reception date of the request. After consultation with the Head of School, the Director of Library 
Services will consider the removal of the controversial item only upon the final decision and not before. 

See Appendix A. 

 

References 
● Evans, G. Edward. “Developing Library and Information Center Collections.” Library and Information Science 

Text Series, Libraries Unlimited, Inc., Englewood, CO, 2000. 
● American Library Association. “Library Bill of Rights.” 1996, 

http://www.ala.org/advocacy/intfreedom/librarybill. 
● UNESCO. UNESCO/IFLA School Library Manifesto, 2000. Accessed on August 23, 2013 from: 

http://www.unesco.org/webworld/libraries/manifestos/school_manifesto.html 
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This policy has been reviewed by the librarians and communicated to the Head of School, the Upper School Division 
Director, the Middle School Division Director, the Primary School Division Director, and the Early Childhood Division 
Director for a final acknowledgment and approval. 
 
Librarians: 
Asiyih Modarai, Upper Division Librarian & Director of Library Services 
Katherine Corbitt, Middle Division Librarian 
Kristen Zajac, Primary Division Librarian 
Cherie Stebner, Library Specialist 
 
Updated: January 23, 2018 
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Appendix A:  

Hathaway Brown Request for Reconsideration Guidelines 
If the request, suggestion, complaint, or concern relates to instructional materials such as textbooks, library books, 
reference works, and other instructional aids used in the Hathaway Brown Libraries, the following procedure shall be 
followed: 
 

A. The criticism is to be addressed to the Director of Library Services, in writing on the form below. 
B. Upon receipt of the information, the Director of Library Services will appoint a review committee which will 

consist of: 
a. The Director of Library Services 
b. The Division Librarian 
c. The Division Director 

C. The Head of School shall be an ex officio member of the committee. 
D. The committee, in evaluating the questioned material, shall be guided by the following criteria: 

a. the appropriateness of the material for the age and maturity level of the students with whom it is being 
used 

b. the accuracy of the material 
c. the objectivity of the material 
d. the use being made of the material 

E. The material in question may be withdrawn from use pending the committee's recommendation to the Head of 
School. 

F. The committee's recommendation shall be reported to the Head of School in writing within thirty  (30)  school 
days following the formation of the committee. The Head of School will advise the complainant, in writing, of the 
committee's recommendation. 

G. The complainant may appeal this decision, within thirty  (30)  school days, to the Head of School through a 
written request. 

H. The Head of School shall review the case and advise the complainant, in writing, of the decision within thirty 
(30)  school days. 

No challenged designated curriculum may be removed from the curriculum or from a collection of resource materials 
except by action of the Head of School, and no challenged material may be removed solely because it presents ideas that 
may be unpopular or offensive to some. Any action to remove material will be accompanied by the Head of School’s 
statement of the reasons for the removal. 
 
 
 
 
 
 
 
 

10 

 

 



 
REQUEST FOR RECONSIDERATION OF LIBRARY MATERIALS 

Please print clearly. 

MEDIUM  Book, video, etc.  ______________________________________________________________ 

TITLE ________________________________________________________________________________ 

AUTHOR _____________________________________________________________________________ 

Publisher ____________________________________________________________________________ 

Copyright Date ___________ Call Number _____________ Hardcover ____ Paperback ____ 

NAME OF SCHOOL BUILDING WITH THE TITLE IN THE SCHOOL LIBRARY COLLECTION 

____________________________________________________________________________________ 

REVIEW REQUEST INITIATED BY: 

Name  (print) _______________________________ Signature __________________________________ 

Address ______________________________________________________________________________ 

City _____________________________________ State ____________________ Zip _______________ 

Home Phone _________________________ Business Phone ____________________ Ext. ___________ 

 

COMPLAINANT REPRESENTS  

Himself / Herself   Yes ______ No ______ Other individual or group  Yes ______ No ______ 

If representing others, give name of persons , addresses  and phone numbers : 

 

EVALUATION   (attach extra pages as needed) 

1.  I have read or viewed the entire book, video, etc.  Yes _____ No _____ 

2.  Summary of the book in your own words: 

 

 

 

 

11 

 

 



3.  To what in the book do you object?  Please be specific and cite page numbers. 

 

 

 

 

4.   What do you feel might be the result of reading this book?  Please be specific and cite page numbers. 

 

 

 

 

5.  What do you like or find positive about this book?  Please be specific. 

 

 

 

 

6.  Is there any age or group that should be allowed access to this book?  If yes, who or what group?  

Please be specific and explain your reasoning. 

 

 

 

 

7.  Is there any age or group that should not be allowed access to this book?  If so, who or what group?  

Please be specific and explain your reasoning. 
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8.  Have you read any reviews of the material? If so, please list source and date of the review. 

  

 

 

 

9.  Are you aware of literary critics’ judgment of this book and the author’s reputation?  Write what  

you know of these literary opinions. 

 

 

 

 

10.  What would you like the school to do about this book? 

 

 

 

 

11.  Can you recommend another title for the school library to purchase that presents an alternative  

point of view from the title in question?  If yes, please list title, author, publisher, copyright. 
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Evaluation of Library Materials by Hathaway Brown School 

Date:  _______________ 

Title for Reconsideration:  ________________________________________________________ 

Evaluator:  ____________________________________________________________________ 

Evaluator’s Job Title:  ____________________________________________________________ 

 

1. I have read or viewed the entire book, video etc.  Yes______ No_______ 

 

2. Did you find the material in question objectionable?  Why or Why not? 

 

 

 

3. Is there any age or group that should be allowed access to this book or video?  If yes,  

who or what group?  Please be specific and explain your reasoning. 

 

 

 

 

4. Is there any age or group that should not be allowed access to this book or video?  If  

yes, who or what group?  Please be specific and explain your reasoning. 

 

 

5. What action should be taken concerning this material? 

______ No action 

______Remove from the school media center 

______Restrict to specific approved groups 

______Other  (explain) 
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Appendix B: 

Hathaway Brown Weeding Procedure  
 

When a book is weeded from Hathaway Brown’s collection, librarians should adhere to the following 
procedure. 

1. Delete the item record and bibliographic record (if no items are attached) from the library database 

2. Remove all physical identifying information from the book 

a. Cut out the bookplate page 

b. Blackout any Hathaway Brown stamps 

c. Remove or blackout the barcode label(s) and spine label 

3. Set the books aside for faculty/staff to take for a period of one week 

4. After one week has passed, reassess the items and/or 

a. Place all books to be donated in a box 

i. Donation agencies: 

1. Cleveland Kids’ Book Bank (Prime & Middle) 

Only new or gently-used children’s books. Early childhood, easy readers and 

books featuring minorities are most needed. 

2. Cleveland Public Library (All) 

3. Boys and Girls Clubs of Cleveland (All) 

b. Place unuseable books in recycling 
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