METROPOLITAN LIBRARY COMMISSION
OF OKLAHOMA COUNTY

PUBLIC SERVICES COMMITTEE

AGENDA

Members: Judy Smith, Chair
Watzell Carlson
Bud Elder
Carolyn Leslie
Lori Nelson
Kim Patterson

Monday, March 27, 2017
3:30 p.m.
Village Library
10307 N. Penn
The Village, OK 73120
405.755.0710

I. Call to Order and Establishment of Quorum — Judy Smith, Chair

II. Discussion, Consideration, and Possible Action: Report and Recommendation from Administration
~ Revisions to Metropolitan Library System Policy and Procedure Manual

AL 200 Library Accounts

AL 211 Reciprocal Cards

AL 310 Cardholder Responsibilities

AM 100 Borrowing

AM 120 System Reserves

AM 110 Delinquent/Lost/Damaged Materials

III. Discussion, Consideration, and Possible Action: Report and Recommendation from Administration
~ Revisions to Metropolitan Library System Policy and Procedure Manual

AM 310 Materials Selection

AM 311 Genealogy Materials

AM 312 Local History Collection

AM 313 Local History Permission to Use & Fee Schedule
AM 314 United States Government Documents

AM 331 Transfer and Withdrawal of Materials

AM 341 Cataloging and Classification

AM 342 Special Collections

AM 200 Interlibrary Loan
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REPORT AND RECOMMENDATIONS FROM ADMINISTRATION

REVISIONS TO THE METROPOLITAN LIBRARY SYSTEM POLICY AND PROCEDURE MANUAL

Metropolitan Library System policies contained in the Policy and Procedure Manual periodically require updating as
a result of decisions or recommendations from the Library Commission, changes in federal and state laws and
regulations, and the necessity to operate the library system in a more efficient, effective manner.

The Library’s administration recommends for your consideration revisions to the following policies:

AL 200 Library Accounts — Revision Recap: Simplified language to remove procedural information. The Internet
Access Account type was added for individuals who seek public computer usage and who cannot provide proof
of residency and/or identification. This account will eventually replace guest passes to improve data collection

on Library usage. The Annual Fee Card was increased from $40/year to $72/year to reflect the average amount
service area members pay to the library through their property taxes.

AL 211 Reciprocal Cards — Revision Recap: Recommended to be repealed and merged into AL 200. Most of this
policy was procedural, and the contents that were not were incorporated into AL 200.

AL 310 Cardholder Responsibilities - Revision Recap: Recommended to be repealed and merged into AL 200
Library Accounts.

AM 100 Borrowing— Revision Recap: We are proposing the elimination of the $1.00 replacement card fee;
rewording the identification requirements; increasing the checkout limit to 100 items and checkout period to 3
weeks; increasing the number of allowed renewals to 6 months and implementing a 7-day grace period for
daily fines. See attached “AM 100 Borrowing 2016 proposed changes” document for an explanation of each
revision.

AM 120 System Reserves— Revision Recap: Recommended to be repealed and merged into AM 100 Borrowing

AM 110 Delinquent/Lost/Damaged Materials— Revision Recap: Recommended to be repealed and merged into
AM 100 Borrowing.

RECOMMENDATION FOR COMMITTEE ACTION

To approve the recommendations from Administration for adoption to the Metropolitan Library System Policy &
Procedure Manual revisions to AL 200 (Library Accounts), AL 211 (Reciprocal Cards), AL 310 (Cardholder
Responsibilities), AM 100 (Borrowing), AM 120 (System Reserves), AM 110 (Delinquent/Lost/Damaged Materials).

MLC — Public Services Committee, March 27, 2017 Prepared by: Administration
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Access to Libraries

AL 200 Account-Elgibihty-Library Accounts

Adopted: 7/85, Revised: 9/86, 1/88, 4/92, 9/92, 1/93, 10/94, 7/99, 12/99, 8/00;
10/04, 6/16, 9/16, draft 12/16

A. ldentification-Individuals must complete an library-card application and provide beth proof of
identity to register for a Library account and-proof-of currentaddress—Acceptableformsof
B. Account Types

1. Primary Eligibiity Accounts: Individuals eligible for primary eards accounts must meet-ene-of

more-of-the following-eriteria-reside or own real estate within the service area, or be employed
by the Metropolitan Library System. (See AL 100 Service Area)

2. Reciprocal EligibHity Accounts: The Metropolitan Library System maintains a reciprocal
service agreement with the Pioneer Library System headquartered in Norman, Oklahoma. It is
to remain in effect indefinitely and is subject to re-evaluation as either or both library systems
deem necessary. Individuals eligible for reciprocal cards reside, work or attend school in
Cleveland, McClain or Pottawatomie counties or attend school in Blanchard. Each library
system respects the eligibility requirements of the other in issuing reciprocal cards.

MLC — Public Services Committee, March 27, 2017 Prepared by: Administration
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Fees are assessed by the owning library for lost, damaged or overdue materials
owned by reciprocal libraries.

School-Based EhgibHity-Accounts: Individuals who do not qualify for primary or reciprocal
service may be eligible for service based on the school they attend. Individuals eligible for
school cards must attend or work at a school, college, or university in Oklahoma City or
Oklahoma County. Cards issued under this provision are valid for only one year and eligibility
must be verified annually.

ONEcard Ehgibitty Accounts: Students enrolled in Oklahoma County schools that participate
in the ONEcard partnership will automatically be eligible to access library resources. Students
will remain eligible for this account type for as long as they are enrolled in a participating
school or school district. Parents and guardians will be given the opportunity during school
registration to decline ONEcard access for their student(s).

Internet Access Accounts: Individuals who seek public computer usage and who
cannot provide proof of residency and/or identification. The Internet Access Account is limited
to public computer and WiFi usage.

Annual Fee Accounts: For individuals who do not meet other eligibility criteria. An individual
may use all services offered by the library for one year by purchasing an annual fee card for
$40-00 $70.00 per year for family use. The annual fee is nonrefundable. Additional cards for
immediate family members currently living in the same household may be obtained at no
additional cost.

C. Requirements and permissions for minors:

1.

Individuals below age 17 require a parent or guardian’s signature to acquire a Library account,
with the exception of ONEcard Accounts. The parent or guardian listed on the account must
provide acceptable forms of identification. Eligible minors may apply for any of the account
types listed above in Section B.

i. Upon issuance, student accounts may be used without a parent or guardian’s signature for
two weeks to check out no more than two items (other than videos rated R by the MPAA).
Subsequent use requires the parent or guardian’s signature.

ii. Before any video rated R by the Motion Picture Association of America (MPAA) may be
checked out, the parent or guardian must authorize those borrowing options.

iii. The parent or guardian listed as the account sponsor may review the current borrowing
record of their child

D. Library Cardholder Responsibilities

MLC — Public Services Committee, March 27, 2017 Prepared by: Administration
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1. The person signing the card agrees to abide by library system policies and accepts
responsibility for fines or other charges resulting from the card’s use.

2. The account holder agrees to abide by library system policies and accepts responsibility for
fines or other charges resulting from the card’s use.

3. The card is to be used only by the person(s) named on the account.

4. The card is valid at all Metropolitan Library System libraries. It is the property of the library
system and must be returned upon request.

5. Responsibility for the choice of materials borrowed rests with the person named on the
account and not with the Metropolitan Library Commission, the library system, or its
employees.

6. Members who lose their library card or change their address should notify the library system
promptly.

E. The Metropolitan Library Commission authorizes the executive director to establish procedures to
administer this policy.

MLC — Public Services Committee, March 27, 2017 Prepared by: Administration
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Access to Materials

AM 100 Borrowing
Adopted: 7/85, Revised: 9/86, 1/88, 4/92, 9/92, 1/93, 10/94, 7/99, 12/99, 8/00,
10/04, 10/10, 8/14, 8/16, draft 3/17

1. To borrow materials, members must be registered Metropolitan Library System

berrewer account holders without a block erdelinguencies-against-histher on their

account. Members may not register for more than 1 account.

B. Maximum Items Borrowed
1. For most accounts, a maximum of 36 100 physical items can be on loan te-ene
berrower at once a-time; ONEcard account holders may have a maximum of 10

physical |tems on loan at ere once#me—l#matenal&amm—sheﬁ—sup%a%&gwen

3. See AM 200 Interlibrary Loan for limits on borrowing materials through interlibrary
loan.
C. Loan Periods and Renewals

1. L|brary materlals may be checked out forJeweB weeks Ihe%may—beereneweel—tea

2. Providing there is not a hold on the material, borrowers may attempt to renew most
physical materials 8 times or up to 6 months, whichever comes first. anytime within

themaeemum%a#pene@lhe&e%a—hm%eﬁ%e@—ﬂmesa#ﬁem#}ay—be
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4. See AM 200 Interllbrary Loan for the Ioan perlod and renewal policy for materials

borrowed through interlibrary loan.
D. Dehnqeem—BeFFewer Over-Threshold Accounts

Berrowers Accounts holders will be charged $0.10 per day to a maximum of $3.00
for each overdue material. Account holders will have a grace period of 7 days from
the material’'s due date when accrued fines will not be charged if the material is
renewed or returned. After the 7 day grace period, accrued fines will be applied
from the material’'s due date, e.g. a material returned 8 days after the due date will
accrue fines totaling $0.80.

2. Berrowers Account holders will be charged $5.00 per hour to a maximum of
$60.00, plus the replacement cost, for each overdue electronic device.

3. Those who fail to pay the fee of lost/damaged item(s) as defined below, or who
accrue fines totaling $25.00 or more, will lose borrowing privileges. A block will be

pIaced on the delinquent borrower's library card account and a new library card will

5. After reasonable notification, the Ilbrary system may alse take legal steps to collect
fines, and retrieve unreturned materials retreturned, and/or file felony or
mlsdemeanor complaints.

E. Lost or Damaged Materials

1. Once an item is 60 days overdue, the item is considered lost. The borrower who
damages, loses, or does not return an item must pay the replacement cost cest-of
Feplraemg% as determlned by the I|brary system

2
3=

F. Systemreserves-Holds
1. Library members may place up to 50 of most materials on hold at a time.

2 Gusteme#&ehg@eﬂfe%ystemﬂesewes—sewre&a%e
w ) I .
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7. Service providers working in partnership with the library system to provide
materials in electronic formats may set their own hold limits reserves.

G. The Metropolitan Library Commission authorizes the executive director to establish
procedures to administer this policy.
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AM 100 Borrowing Proposal

Summary

We are proposing the merger of AM 100 Borrowing, AM 110 Delinquent/Lost/Damaged Materials, and AM 120 System
Reserves to make it easier for members to find related policy information in one place. We also removed procedural and
irrelevant information to simplify the policy. Finally, the bulk of the changes were to align the policy with our core values
and strategic goals. We focused on putting our members first by showing trust and respect for them through these
changes. We also identified what changes could be made that would result in an increase in market penetration and
member retention. We attempted to identify what barriers to access were included in the original policy, and how we
could remove them. Lastly, we compared our borrowing policies to that of 14 peer libraries in hopes of meeting industry
standards.

We are proposing the elimination of the $1.00 replacement card fee; rewording the identification requirements;
increasing the checkout limit to 100 items and checkout period to 3 weeks; increasing the number of allowed renewals
to 6 months; allowing the reservation of paperback books; and implementing a 7 day grace period for daily fines.

The following is a breakdown of the major content changes:

Proof of Identity
Proposed change: Edit wording to allow members to “verify proof of identity” rather than listing exactly how they will
verify it. The verification methods will be included in the procedures.

Positive impacts (including M&M/strategic goals/values): This change will limit the frustration members feel when they
are not able to use their library account because they do not have proper identification, but could prove their identity in
other ways. It will move the decision closer to the customer and help us improve our customer service and member
loyalty. It will leave the decision to front-line staff to determine whether they believe the customer should have access
to the account. The change supports our core values by showing trust in our members and public service staff. Turning
away members because they don't have proper identification might have a negative impact on our member satisfaction
and retention. Thus, we expect this change will improve our member retention ratio. Making the policy language more
general will allow us to more easily adapt to changes in verification and authentication processes as technologies
change.

Negative Impacts/Constraints: Could result in non-authorized users accessing others' accounts. However, we believe
the rarity of occurrence is not worth inhibiting all other members. Management and new procedures will need to
empower front-line staff to make decisions on what determines proper identification. We need to ensure consistency
across the system by developing procedural guidelines. Depending on the details of the procedures, we may need to add
a privacy policy.

Lost Card Fee
Proposed change: Repeal lost card fee

Positive impacts (including M&M/strategic goals/values): Improved customer service and member loyalty. Reduces
time it takes to issue replacement cards. The fee has a bigger impact on low-income populations. If they lose their card
and don't want to pay the fee, they might not come back. This change should have a small positive impact on member
retention.

Negative Impacts/Constraints: Will have a small budget impact. The cards each cost $0.10, not including the cost of
staff time to order, inventory, and issue.



Data to backup change: We were unable to gauge with certainty the direct affect on budget. MLS does not currently
track how much income we receive from lost card fees; it is rolled into regular transaction fees. Based on tying a Patron
ID change to the Replacement Card fee, we can estimate an impact of no more than $16,712 and most likely less.

Peer libraries/Research: Pioneer Library System does not charge a lost card fee; Tulsa City-County Libraries does charge
a $1 replacement fee.

Checkout limit
Proposed change: Increase limit to 100 physical items.

Positive impacts (including M&M/strategic goals/values): Reduces barriers to access for all members, including
teachers and homeschooling families. As we move toward Collection Anywhere, we are seeking to find ways keep books
in the hands of our members, rather than sitting unused on the shelf.

Negative Impacts/Constraints: Potentially fewer browsable items on shelves. May increase the number of items
members will need to place on hold because they are already checked out. Checkout limit will need to be updated in
CarlX.

Data to backup change: Since our current limit of 30 items was established, our physical and digital collections have
grown by many thousands of copies, allaying concerns over not having enough materials on the shelf.

Peer libraries/Research: Raising the checkout limit will bring MLS up to current industry standards. Of peer libraries
researched, MLS had the lowest checkout limit. Seven comparable libraries have a checkout limit of 99 or above.

Checkout period
Proposed change: Increase checkout period from 2 weeks to 3 weeks.

Positive impacts (including M&M/strategic goals/values): Will increase member satisfaction by giving them a little
more time to finish and return materials. Increasing the checkout period will show our desire to put members first and
support our commitment to individual growth and learning as enjoyment. A longer checkout period may encourage
members to use the library instead of purchasing the book; thus, this change should have a small positive impact on
member retention.

Negative Impacts/Constraints: Potentially fewer browsable items on shelves. Current holds ratio will need to be
reassessed with a potential need to reallocate funds within the Materials Selection budget. Materials Selection is already
looking into lease programs and other solutions for popular items, which will minimize potential budget impact.

Peer libraries/Research: This change would bring us up to industry standards. Most libraries now have a three-week
checkout period. Of 14 comparable library systems, only three have a two week checkout period; the others have a
three-week checkout period.

Renewals

Proposed change: Increase renewal limit to 6 months [8 times @ 3 weeks/each renewal]

Positive impacts (including M&M/strategic goals/values): Reduces a barrier to access and improves service to our
members. Increasing the lending period makes it easier to finish a title without knowing it is coming due immediately.

The change will reduce the time staff currently devote to manually checking in and then checking back out titles that
have hit the 2 renewal limit. Providing members with a higher renewal limit (absent a hold being placed on the title) will
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deliver a longer, more enjoyable, reading-based experience, increasing member loyalty, satisfaction, and ability to more
effectively engage in individual learning and development.

Negative Impacts/Constraints: Potentially fewer browsable items on the shelf. Members may have to wait longer for a
title due to an increased renewal limit. Since CarlX cannot currently limit renewals to one renewal per lending period,
some members will discover they can immediately renew items multiple times, effectively blocking another member
from having the opportunity to "recall" that item by putting it on hold. However, this software limitation should not
deter us from increasing the renewal limit. We can allay this concern by putting in a development request with TLC. We
may also want to consider whether renewals should continue to be a manual process or if items should be automatically
renewed as long as the material is not on hold.

Peer libraries/Research: Athens-Limestone Public Library (AL): Initially switched from 3 week lending period with 1
renewal to auto-renewal, both a total of 6 weeks. Six months later, they increased the renewals to 2 for a total of 9
weeks. Staff & board like it. Customers checked out more items since they could keep the items longer & because some
of them had to drive "from the farther parts of the county." Sno-Isle Libraries (WA): Added auto-renewal to their set
renewal limit of 5. They reported the following positive impacts: They have fewer blocked accounts, which means fewer
customer accounts going to collections. This has saved them time and money, and now their customers can check out
more items instead of having the frustration of being blocked when they visit the library or want to download digital
content.

Grace Period
Proposed change: Implement a 7 day grace period where no fines will accure.

Positive impacts (including M&M/strategic goals/values): Shows we respect that our members have busy lives, are
juggling multiple priorities, and may have economic and transportation constraints. Because studies and front line
experience has shown fines are a barrier to access, particularly for our low income members, a grace period will ease
this concern and improve market penetration and member retention. A set grace period will also provide a consistent
experience for our members across locations. Currently, applying goodwill waivers varies depending on individual staff,
locations, and the comfort level of members to provide potentially sensitive and personal information as to why they
were unable to return materials on time.

Negative Impacts/Constraints: May result in materials not being returned as quickly as members discover they did not
accrue fines when materials were returned a little late. Implementing a grace period will result in a small reduction in
overall library revenue.

Data to backup change: Currently fines and fees are lumped together, making it difficult to separate how much income
we receive from fines versus fees. However, fines and fees comprise only 2% of library revenue [MLS Annual Report
2015].

Peer libraries/Research: The Edmondton Public Library Report identified fines as being one of the "Top Five Barriers to
Library Access" The detrimental effect fines have on access for low income communities is described in the 3/30/16 New
York Times article, "In San Jose, Poor Find Doors to Library Closed." See the appendix for links to these articles as well as
others related to fines and grace periods. The committee reached out to the St. Louis County Library which started
implementing a grace period in 2010. The library reported that it considers the grace period a gesture of goodwill to
good customers. It stops the “nickel and diming” mentality. They said it saves staff time and has triggered a massive
positive response.



Appendix

Peer Library Comparisons

Library System, UT

Location Fees Period Chekcout Limit
Adult|Juvenile Other Max. |General |[Renewals Most Materials|
Metro 0.10 |0.10 3.00 |14days |2 (4 weeks) 30
Pioneer 0.10 |0.10 3.00 |21days |3 (9weeks) 60
Tulsa 0.10 |0.00 (no fines on juvenile, YA, tween books, dvds, playaways, 2.00 |14days |100 (or 52 50
This does not apply to replacement costs for lost, long weeks)
overdue, or damaged materials.)
Columbus 0.20 |0.10 (children and teen) 21days |10 (30 weeks) - |50
Anythink 0.00 |0.00 Effective February 14, 2009, Anythink libraries do not charge 21days |3 (9 weeks)
overdue fines for late materials. Anythink customers will receive
notification of overdue items and will be billed for replacement
and processing after 19 days overdue. Borrowing privileges will be
suspended until materials are returned or district is compensated
for lost materials. Failure to return library items or pay for their
replacement will result in having your account turned over to a
collections agency. A $10 processing fee will be charged if the
account is sent to collections.
Multnomah 0.25 |0.00 (no fees on kids and teens cards (ages 0-17) and no fines 10.00 (21 days |50 (150 weeks) |150
on children and YA items)
Sno-lsle Libraries, 0.00 |0.00 Sno-Isle Libraries does not charge fines. Once an overdue item is 21days |5(15weeks)- [100
WA returned, your record is cleared. The borrower must reimburse the automatic
library to replace a lost item.
Saint Louis County  |0.15* A 6-day grace period is in place for returning materials. The grace 14 days |5 (10 weeks) 100
Library, MO period is for 14-day items except for 14-day DVDs. Fines are not
charged for Sundays or holidays. Fines for items returned or
renewed after the grace period will be calculated from the initial
due date.
Baltimore County 0.25 8.00 [21days [2(6weeks) 100
Public Library, MD
Wake County Public [0.10 Since we don't limit the number of books you can check out, 2.00 |14days |9 (18 weeks) unlimited
Libraries, NC overdue fines can accrue quickly. Because we don't want a large
amount of fines to discourage library members from returning their
books, fines can all be cleared for a one-time payment of $10.00.
This is the maximum we charge at any one time for fines on an
individual card.
Palm Beach County |0.10 5.00 |28days |3 (12 weeks) 50
Library System, FL
Montgomery County |0.35 |0.10 15.00 (21 days |3 (9 weeks) 100
Public Libraries, MD
Charlotte 0.25 10.00 (21 days |2 (6 weeks) 99
Mecklenburg Library,
Howard County 0.20* seniors pay half 6.00 |21days |2(6weeks) 30
Library System, MD
Salt Lake County 0.25 |0.25 5.00 |21days |3(9weeks) 30




Metro Library Fines/Fees [7/1/15 - 6/30/16]

Row Labels

ADULT NON-FICTION
ADULT PAPERBACK
BACKROOM STORAGE
BLACK HERITAGE COLLECTION
BOARD BOOK

BRANCH PROF. REFERENCE
CAREER GUIDANCE
CATALOGING

DISPLAY FIVE

DISPLAY FOUR

DISPLAY ONE

DISPLAY THREE

DISPLAY TWO

EASY

FAMILY TALK

FEATURE FILMS

FICTION

FOREIGN LANGUAGE
HOLOCAUST RESOURCE CENTER
INTERLIBRARY LOAN
JUENILE REFERENCE
JUVENILE AWARD WINNER
JUVENILE FICTION
JUVENILE MYSTERY
JUVENILE NEW BOOKS
JUVENILE NON-FICTION
JUVENILE PAPERBACK
JUVENILE SCIENCE FICTION
JUVENILE SHORT STORY
JUVENILE SPECIAL COLLECTION
JUVENILE SPORTS

LARGE PRINT

LEARNING SKILLS COLLECTION
MAGAZINE
MISCELLANEOUS

MUSIC

MYSTERY

NEW BOOKS

OVERSIZE

OVERSIZE REFERENCE
READER

REFERENCE ADULT NON-FICTION
SCIENCE FICTION
SEASONAL

SEQUOYAH

SHORT STORY

SPECIAL COLLECTION
STACKS (second floor)
Technical Equipment
TECHNICAL PROCESSING
TWEEN FICTION

TWEEN NON-FICTION
VERTICAL FILE ENVELOPE
Western

YOUNG ADULT

YOUNG ADULT AWARD
YOUNG ADULT NEW BOOKS
YOUNG ADULT NON-FICTION
YOUNG ADULT PAPERBACK
YOUNG ADULT SEQUOYAH
(blank)

Grand Total

~!| sum of TX_AMOUNT_DEBITED

$
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116,202.55
5,345.75
4,650.45
581.85
2,657.55
1.70
4,343.15
13.20
61.65
23.35
421.25
1.10
53.00
47,216.85
192.50
2,510.60
52,210.84
2,155.50
107.85
1,837.00
2.50
1,039.00
18,255.70
2,052.95
1,973.10
21,708.50
20,810.76
6,017.65
57.60
525.15
266.40
7,640.50
1.90
3,318.86
348.14
9,184.40
6,798.90
19,097.05
850.10
0.30
18,748.75
62.00
5,648.50
1,707.30
1,018.45
275.15
158.85
8.80
350.40
1.90
12,378.55
24,558.25
0.10
775.10
16,849.89
0.90
216.40
792.60
1,236.00
441.40
42,147.37

487,913.81

Sum of TX_AMOUNT_PAID
$ 112,572.73
5,240.81
4,497.10
565.14
2,604.60
1.70
4,183.49
10.20
60.15
23.35
41275
1.10
52.40
45,623.58
187.70
2,406.65
50,934.63
2,102.99
107.50
1,538.03
2.50
1,024.35
17,813.40
2,015.16
1,930.01
21,081.30
20,427.62
5,864.00
57.10
499.40
263.60
7,478.51
1.90
3,217.61
294.74
8,834.15
6,677.90
18,808.76
831.90
0.30
18,396.15
61.70
5,511.90
1,680.70
1,011.45
269.45
154.45
8.80
24750
1.90
12,119.95
24,043.91
0.10
683.55
16,356.02
0.90
213.60
772.10
1,190.65
43220
41,021.69
474,429.48
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Supporting articles and reports related to grace periods and fines:

Armstrong, Christy. "D.C. libraries initiate grace period on overdue items." The Washington Times (5 April 2012).
http://www.washingtontimes.com/news/2012/apr/5/dc-libraries-initiate-grace-period-on-overdue-item/

Kohn, Kara. "Fine (free) and dandy: libraries say good-bye to overdue charges." lllinois Library Association (30 November
2015). https://www.ila.org/publications/ila-reporter/article/21/fine-free-and-dandy-libraries-say-good-bye-to-overdue-
charges

Maguire, Peter and Laura Winton. "The top five barriers to library access and recommendations for elimitanting those
barriers." Edmonton Public Library (10 March 2014). https://www?2.epl.ca/public-files/reports/BarriersReport.pdf

Pogash, Carol. "In San Jose, poor find doors to library closed." The New York Times (30 March 2016).
http://www.nytimes.com/2016/03/31/us/in-san-jose-poor-find-doors-to-library-closed.html? r=0

Shohet West, Nancy. "Late at the library? Increasingly, that’s just fine." Boston Globe (8 April 2012).
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REPORT AND RECOMMENDATIONS FROM ADMINISTRATION

REVISIONS TO THE METROPOLITAN LIBRARY SYSTEM POLICY AND PROCEDURE MANUAL

Metropolitan Library System policies contained in the Policy and Procedure Manual periodically require updating as
a result of decisions or recommendations from the Library Commission, changes in federal and state laws and
regulations, and the necessity to operate the library system in a more efficient, effective manner.

The Library’s administration recommends for your consideration revisions to the following policies:

AM 310 Materials Selection — Revision Recap: Administration proposes a full repeal of the existing policy, to be
replaced by a new AM 310 Collection Development and Management Policy. The new policy includes updated
language and brings the Metropolitan Library System’s practices in line with its current strategic plan as well as its
peer systems across the country.

Specific formats have been removed from the policy to allow for future growth and accommodation of new
material/format types in the future.

The new AM 310 Collection Development and Management Policy will replace the current AM 310 Materials
Selection policy as well as any previous shelving and labeling practices adopted by the Commission.

AM 311 Genealogy Materials — Revision Recap: Administration proposes a full repeal of the existing policy, with
pertinent procedures related to the genealogy collection moved into procedure.

AM 312 Local History Collection — Revision Recap: Administration proposes a full repeal of the existing policy, with
pertinent procedures related to the local history collection moved into procedure.

AM 313 Local History Permission to Use & Fee Schedule - Revision Recap: Administration proposes a full repeal of
this policy, including all Local History Fees.

AM 314 United States Government Documents — Revision Recap: Administration proposes a full repeal of the
existing policy, with pertinent procedures related to the government documents moved into procedure.

AM 331 Transfer and Withdrawal of Materials — Revision Recap: Administration proposes a repeal of this policy;
information pertaining to the withdrawal of materials will be moved into AM 310 Collection Development and
Management; information regarding transferred materials will be moved into procedure.

AM 341 Cataloging and Classification— Revision Recap: Administration proposes a full repeal of this policy as it is
procedural.

AM 342 Special Collections — Revisions Recap: Administration proposes that language pertaining to special
collections be moved into the AM 310 Collection Development and Management Policy; collection-specific details
will be moved into procedure.

AM 200 Interlibrary Loan— Revision Recap: Administration proposes a repeal of the existing policy, with pertinent

information merged into AM 310 or moved into procedure.

RECOMMENDATION FOR COMMITTEE ACTION

To approve the recommendations from Administration for adoption to the Metropolitan Library System Policy &
Procedure Manual revisions to AM 310 (Materials Selection), AM 311 (Genealogy Materials), AM 312 (Local History
Collection), AM 313 (Local History Permission to Use & Fee Schedule), AM 314 (United States Government
Documents), AM 331 (Transfer and Withdrawal of Materials), AM 341 (Cataloging and Classification), AM 342
(Special Collections), AM 200 (Interlibrary Loan), which also shall remove all previous Commission action related to
the placement and labelling of library materials.
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AM 310 Collection Development and Management Policy

A. Statement of Purpose

As part of its mission "To grow smarter communities, one person at a time," the Metropolitan
Library System is committed to developing and maintaining a collection of content and
resources that supports smarter learning, smarter working, and smarter living. These
concepts are nurtured through the exercise of inclusivity, shared experience, and diversity of
thought that are foundational to purpose of the public library, and are underpinned by the
Library's Core Values, which govern the policies established by the Commission and the
practices set by Library staff.

To this end, the Library will select and maintain a balanced collection of print, non-print, and
digital content expressing a wide variety of viewpoints to serve the diverse interests and needs
of all the Oklahoma Countians. Collection development and management policies reflect the
Library’s Vision to be the community’s hub for critical thinking, creative-problem solving, and
life-long enrichment. This policy will:

1. Communicate the collection philosophy to library members
2. Identify responsibility for the collection
3. Provide criteria for the selection, management, and expanded access to content

B. Responsibility for the Collection

The ultimate responsibility for building, maintaining, and managing the Library's collection rests
with the executive director, who may delegate specific responsibilities to staff members with
professional expertise and experience. Suggestions from the public are encouraged and are
evaluated by the staff based on the Library’s Selection Criteria. The executive director may
establish special collections on an as-needed basis to meet the interests and needs of the
communities it serves.

C. Selection Criteria

Consistent with the Library’s Core Values, each item shall be considered for inclusion in the
general collection based on its own merits and its relation to its intended audience. All
additions to the general collection, whether purchased or donated, shall be evaluated using
the following criteria:

o Appeal to the interests and needs of individuals in the community
e Current trends and timeliness

e Literary, artistic, or graphic presentation

e Reputation or qualifications of the author(s) or creator(s)

e Local demand, interest, impact, or significance

e Accuracy, authenticity, thoroughness, and documentation

e Appropriateness of format(s) for library use

In order to provide members with access to a broader collection than could be made available
locally, the Library participates in interlibrary lending networks to share a wide range of
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resources with other cooperating libraries. Interlibrary loan is an adjunct to—not a substitute
for—collection development and maintenance.

D. Collection Maintenance

1. To maintain an active, current, and useful collection, library staff assesses materials
systematically throughout the year to determine their relevance to the public, the
statements of this policy, the collection as a whole. In addition, the physical condition of
items in the collection is continuously assessed to ensure an attractive presentation.

2. Criteria used in evaluating whether an item should be removed from the collection may
include condition, usage, available shelving space, and whether the item continues to
meet the Selection Criteria.

E. Access

1. The Library will provide access to information across the broadest spectrum of
disciplines and points of view. By collecting and acquiring publications and related
materials representing the widest diversity of ideas, the Library expects to include
items which reflect controversial, unorthodox or even unpopular ideas. Neither the
Metropolitan Library Commission nor the Library’s staff will, either directly or indirectly,
ban or censor any material that otherwise meets the stipulations of this policy. The
presence of an item in the Library’s collection does not indicate any endorsement of its
content by the Library, the Commission, or the staff.

2. Library material will not be labeled to restrict access, and no materials will be
separated from the main collection except rare and scholarly items of great value to
protect them from damage or theft.

3. While the Library's collection is available to all members, decisions about the suitability
of any materials for minor children will be the responsibility of their parents or legal
guardians. Except as otherwise stated within this policy, the Library assumes no
responsibility for restricting any member’s access to items in the collection.

4. Pursuant to federal and state statutes, the Library will not purchase, borrow, or
otherwise provide access to any material deemed illegal in the state of Oklahoma.

F. Reconsiderations

The Library will reconsider the selection or placement of any item within the collection when a
registered member completes and submits the Reconsideration Form (available at any library
or online). The executive director will send a written response to the individual initiating the
request.

G. Special Collections

As determined by the executive director, special collections may be maintained separately
from the general collection for a variety of purposes, including, but not limited to improved
access to specific topics, preservation of fragile material, or as part of a collaborative or
cooperative agreement with an external organization. By their very nature, these collections
attempt to keep materials preserved for an indefinite future. All considerations for the proper
display, storage, use, and maintenance of these collections are made with this principle in
mind. Special Collections are regularly examined to determine if they continue to support the
mission of the Library and if necessary preservation activities are sustainable.
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H. Disposing of Withdrawn Items

All physical items withdrawn from the collection will become the property of the Friends of the
Metropolitan Library System.

I. Procedures

The Metropolitan Library Commission authorizes the executive director to establish
procedures to administer this policy.
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