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PURPOSE OF THE POLICY 

 

The Township of Russell Public Library Board (the Board) is responsible for establishing 

policies related to the management and operations of the Township of Russell Public 

Library (the Library) including the development of collections. The purpose of this policy 

is to define the goals and objectives of the collection, to identify the responsibilities 

related to the development of the collection, to specify the criteria and guidelines for 

selecting and acquiring documents and informing the public about the principles which 

underpin the development of the Library's collections. 

 

REGULATIONS and GUIDELINES 

 

1. Purpose of the collection 

Within the framework of the Public Libraries Act and in accordance with its mission and 

its statement of principle, the Library must: 

 consolidate, manage and make freely available organized collections of 

educational, informative and recreational documents in order to promote the 

communication of ideas, encourage the development of well-informed citizens, 

support literacy and continuing education, enrich the cultural and intellectual life 

of the residents of the municipality, and promote the awareness of the positive 

value of cultural diversity and foster cultural dialogue;  

 present documents that will fuel curiosity and promote creativity and innovation 

by exhibiting original ideas, sometimes critical and unorthodox, that are essential 

in a society which values the free flow of information; 

 offer a customer-oriented service that seeks to meet and anticipate as best as 

possible the educational, cultural, informational, and leisure needs of the 

community. 

 

2. Aims and objectives of the collection 

 Facilitate access to all expressions of knowledge, creativity and intellectual 

activity. 

 Respond to the documentary needs of the community. 

 Provide resources for personal training and continuing education. 

 Support and stimulate the cultural life of the community. 

 Promote family literacy. 

 Present material of local or regional interest. 

 Provide equipment that will be used for leisure and recreation. 

 Facilitate access to resources for clients with special needs. 

 Promote the pleasure of reading. 

 Support certain school and educational programs. 

 Reflect the cultural and ethnic diversity of the community. 

 



To achieve these goals, the Library strives to: 

 choose documents that represent several aspects of a wide variety of topics; 

 comply with the CLA and OLA statements on intellectual freedom; 

 select the documents according to the list of general and specific criteria 

approved by the Board; 

 develop collections of documents in a variety of media; 

 acquire documents that meet the specific needs of people with physical 

disabilities; 

 present documents intended for all age groups and which correspond to the 

different levels of development; 

 develop collections on specialized subjects such as local heritage. 

 

3. Collection as part of a system 

The Council recognizes that the Library's permanent collection alone cannot satisfy all 

the needs of the community. The Council considers the Library’s collection as the main 

element of a system of information which also includes interlibrary loan (ILL), resource 

sharing, development of networks with neighboring libraries as well as deposit and 

exchanged ("pools") collections by provincial government service agencies (eg SBO) or 

their representatives. 

 

4. Liability 

The selection, acquisition and organization of documents as well as the maintenance of 

an appropriate control system are responsibilities of senior management. However, 

these responsibilities may be delegated to other staff.  

 

The selection, acquisition and organization of documents is done according to the 

outlined policies. 

 

5. Contents of the collection 

The Library maintains a collection of documents that is large and well-balanced enough 

to meet the needs of its users, while taking into account budgetary and physical 

limitations.  The collection includes: 

 documents for information and research; 

 educational and personal training materials; 

 topical documents; 

 entertaining documents; 

 documents of local and regional cultural heritage. 

 

6. Type of documents 

The following documents are acquired: 

 books 



o for children (0-7 years): board books, picture books, early readers, early 

chapter books, non-fiction books; 

o for adolescents and young adults (8-16 years): teenage novels, young 

adult novels, non-fiction books; comics and graphic novels; 

o for adults: adult comic books, paperback and hardcover novels, non-

fiction books, books in large print; 

 films (for children, for youth, for families, for adults, documentaries); 

 magazines for youth, adolescents and adults; 

 local and regional newspapers; 

 audiobooks for adults and young adults;  

 government brochures, publications and forms; 

 resources in local history and genealogy; 

 digital documents (books, magazines, audiobooks) 

 

Accessible material 

In accordance with the requirements of the Accessibility for Ontarians with Disabilities 

Act, 2005 and its regulations, the Library: 

* provides access to accessible material; 

* provides information about accessible material and, on request, and to the extent 

possible, in an accessible format or with appropriate communication supports. 

 

Specific cases of certain documents: 

- Textbooks and university books are acquired only if they meet the needs of the 

general public.  

- One or two additional copies of the same title may be acquired if the demand is 

justified. A pocket edition or a large print edition is then acquired if it is available.  

Additional copies are weeded when there is a lower demand for the title. 

- Lost or damaged documents are replaced only if they still meet the selection 

criteria. 

- No work in a foreign language is acquired except for dictionaries and documents 

for learning a second language. 

- For large print books in English, two acquisition methods are used: 

(1) access to traveling collections of provincial government service agencies 

("Pools") or their representatives 

(2) the purchase of large print books by the Library. 

- For digital resources, collective subscriptions are preferred, but when the vendor 

allows it, the purchase of resources belonging to the Library is also considered. 

 

7. Collection size 

It is important to control the growth of the collection by taking into account the available 

space in order to: 

 provide adequate space for the movement and activities of users and staff; 



 avoid overloading the shelves, which hinders access to equipment and gives an 

impression of disorder and lack of organization. 

 

8. Renewal of the collection 

The collection should be kept up-to-date as much as possible through regular 

withdrawals and additions. 

 

9. Breakdown by branch 

The collections are distributed among the branches in order to best meet the needs of 

the clientele and taking into account the amount of available space. 

 

10. Languages 

 The distribution of documents reflects as far as possible the two main linguistic 

groups of the municipality. 

 The Library uses the ILL service to fulfill requests for material in languages other 

than French and English. 

 

11. General selection criteria 

The following general criteria are considered when selecting documents: 

 the competence and reputation of the author and the publisher; 

 the accuracy and timeliness of the information presented; 

 the relevance of the subject, the style and the level of reading for the target 

clientele; 

 reviews from critics, awards and other recognition; 

 the quality of the content, organization and presentation; 

 the estimated lifespan of the document; 

 the format; 

 the type of binding; 

 the strengths and weaknesses of the current collection; 

 user demand; 

 the availability of the document through the ILL service; 

 the price. 

 

A document does not necessarily have to meet all the selection criteria. 

 

To carry out the selection of documents staff members will consider requests and 

suggestions from users.  They will also consult professional and specialized journals, 

literary and film reviews, catalogs and websites of publishers and bookstores, selective 

lists, charts and bibliographies, and bookstore showrooms. 

 

12. Specific selection criteria 

 



12.1 Canadiana 

Priority is given to documents created by Canadians (with a focus on documents 

from Ontario and by Franco-Ontarians) and works on Canada. 

 

12.2 Local and regional production 

The collection includes a good selection of documents published by authors and 

editors of the region, and documents featuring local and regional topics. 

 

12.3 Format change 

Removing or adding a document type or document format should be investigated 

and take into account user needs, financial considerations, technological 

developments and the impact on existing resources. 

 

12.4 Films for adults 

The aim is to develop a collection of noteworthy (classic) films. Priority is 

therefore given to the following films and television series: 

- Quebec and Canadian productions; 

- French and foreign language films; 

- award-winning films and television series; 

- films based on a book; 

- documentaries. 

 

12.5 French books 

Priority is given to Quebec, Franco-Ontarian and Canadian productions as well 

as to French-language foreign literature. 

 

12.6 English books 

 Ontarian and Canadian authors and subjects are well represented in the 

English language book collection. 

 

12.7 Variety of genres and subjects 

 The fiction collections present a good balance of different genres: 

historical, mystery, fantasy, romance, science fiction. 

 The non-fiction collection presents a good balance of different subjects. 

 

12.8 Digital documents (digital books, digital audio books) 

 License type: licenses with a maximum number of loans are preferred 

over licenses for a limited period of time. 

 The ePUB format is preferred. 

 Priority is given to Canadian titles. 

 Priority is given to titles likely to become classics and generate interest 

for an extended period of time. 

 



13. Patron suggestions and requests 

Patron suggestions and requests are taken into account insofar as they meet the 

approved selection criteria. 

 

14. Donations  

The Library accepts donations on the condition of unrestricted ownership, i.e., only if it 

can dispose of them as it sees fit. 

 Documents received as a donation will only be included in the collection if they 

meet the approved selection criteria 

 Documents received as a donation that are not included in the collection may be 

sold, recycled or discarded. The final decision rests with the branch managers. 

 No official receipt is issued for the donation of documents. 

 

15. Intellectual freedom 

The Library complies with the following statements on intellectual freedom: 

 

Canadian Library Association Statement on Intellectual Freedom  

 

All persons in Canada have the fundamental right, as embodied in the Canadian 

Charter of Rights and Freedoms, to have access to all expressions of knowledge, 

opinion, creativity and intellectual activity, and to express their thoughts publicly. This 

right to intellectual freedom, under the constitution and the law, is essential to the health 

and the development of Canadian society as the foundation for freedom of conscience, 

thought, belief, and informed citizenship. 

 

Libraries have a core responsibility for the development, maintenance and 

advancement of intellectual freedom. 

 

It is the responsibility of libraries to safeguard and facilitate access to all expressions of 

knowledge and intellectual activity, including those which some elements of society may 

consider to be unconventional, unpopular or unacceptable. To this end, libraries shall 

acquire or provide access to the widest variety of information resources, in all forms, 

and shall resist labelling, rating and levelling systems that restrict access to these 

resources. 

 

It is the responsibility of libraries to guarantee the right of free expression by making 

available without discrimination the library's public spaces and services to all individuals 

and groups. 

 

Intellectual freedom includes the right to privacy in the pursuit of knowledge and 

intellectual activity. Libraries have a responsibility to safeguard information about the 

identity and activities of all users. 

 



Libraries should resist all efforts to limit the exercise of these responsibilities while 

recognizing the right of criticism by individuals and groups in accordance with 

established policies, procedures and due process.  

 

Employees, volunteers and employers in libraries have a duty, in addition to their 

institutional responsibilities, to uphold these principles. Public library boards, school 

boards, post-secondary governing boards, and libraries reporting to other governing 

entities have an ethical responsibility to uphold these principles by endorsing this 

Statement. 

 

Ontario Library Association Statement on the Intellectual Rights of the Individual 

 

In affirming its commitment to the fundamental rights of intellectual freedom, the 

freedom to read and freedom of the press, as embodied in the Canadian Charter of 

Rights and Freedoms, the Ontario Library Association declares its acceptance of the 

following propositions: 

 

That the provision of library service to the public is based upon the right of the citizen, 

under the protection of the law, to judge individually on questions of politics, religion and 

morality. 

 

That intellectual freedom requires freedom to examine other ideas and other 

interpretations of life than those currently approved by the local community or by society 

in general, and including those ideas and interpretations, which may be unconventional 

or unpopular. 

 

That freedom of expression includes freedom for a creator to depict what is ugly, 

shocking and unedifying in life. 

 

That free traffic in ideas and opinions is essential to the health and growth of a free 

society and that the freedom to read, listen and view is fundamental to such free traffic. 

 

That it is the responsibility of libraries to maintain the right of intellectual freedom and to 

implement it consistently in the selection of books, periodicals, films, recordings, other 

materials, and in the provision of access to electronic sources of information including 

access to the Internet. 

 

That it is therefore part of the library’s service to its public to resist any attempt by any 

individual or group within the community it services to abrogate or curtail access to 

information, the freedom to read, view and listen by demanding the removal of, or 

restrictions to library information sources in any format. 

 



That it is equally part of the library’s responsibility to its public to ensure that its selection 

of material is not unduly influenced by the personal opinions of the selectors, but 

determined by the application of generally accepted standards of accuracy, style and 

presentation. 

 

16. Access 

The Library Board believes that members of a democratic society cannot make 

informed judgments if they do not have free and open access to comprehensive 

information. Age is not a condition of access to the Library's collections. Parents or legal 

guardians are solely responsible for the use that their children make of the collection's 

resources. 

 

17. Controversial material 

 The presence of a document in the Library's collection does not mean that the 

Board, the Library or its staff endorse or promote its content. 

 The Board recognizes that on occasion certain documents may cause 

controversy among some groups or certain people. The Board recognizes their 

right to reject material for their personal use, but believes that they are not 

entitled to limit the freedom of access of others to this same material. The choice 

of documents is therefore not made on the basis of approval or disapproval of a 

person or group. 

 Any comments on the Library's collection must be made in writing to the Library 

CEO. A written response is then sent to the applicant after an in-depth study of 

the file. 

 The CEO informs the Board of any potentially problematic situations. 

 If a document is the subject of a lawsuit of which the Library is aware, the 

document is withdrawn from the collection until a judgment is rendered. 

 Any document that contravenes current Canadian legislation is excluded from the 

collection. 

 

18. Acquisitions 

18.1 Suppliers and acquisition methods 

- Preference is given to vendors: 

o who are Canadian; 

o who offer the best discounts; 

o which offer acquisition methods that best meet the needs of the 

Library; 

o whose service is the fastest and most efficient; 

o which offer a service for the purchase of quality cataloging records. 

- The Library uses a variety of acquisition methods: Internet orders, visits to  

booksellers and vendors, fax orders, mail orders, etc. 

 

18.2 Budget 



The annual acquisition budget takes into account the need to acquire new 

documents in order to keep the collection up to date, accommodate the increase 

in the population served and correct any identified gaps. After the adoption of the 

Library's annual budget, the CEO determines the amounts that will be devoted to 

the different collections, taking into account the needs and the average price of 

each type of document and making sure to maintain an appropriate balance 

between the different sections. 

 

19. Organization of the collection and catalog 

 The collection is organized in a logical and systematic way in order to facilitate 

access and location for users and staff. 

 The Library uses an integrated automated management system to maintain the 

collections catalogue and control the location and availability of copies. 

 The Library follows current library standards for cataloging and classification of 

documents (RDA cataloging rules, Dewey classification system, MARC format). 

 

20. Weeding 

 In order to maintain a dynamic and quality collection, the professional and 

technical staff withdraw documents from the collection regularly and 

systematically according to the following principles: 

a) remove documents whose information is inaccurate or no longer relevant; 

b) remove old and damaged documents; 

c) remove documents whose format has been abandoned or replaced; 

d) remove documents that are no longer of interest and no longer meet 

requirements; 

e) withdraw periodicals annually according to the retention table; 

f) make room for new documents added to the collection; 

g) remove additional copies that are no longer needed. 

 The weeded documents are sold, donated to other organizations or recycled. 

 The final decision on the removal of documents from the collection rests with 

heads of the library branches. This responsibility may however be delegated to 

other members of the staff. 

 

21. Inventory 

An inventory of the collection is carried out every three years in order to determine the 

proper location of materials and to update the catalog. 

 

 


