
LIBRARY MATERIALS – COLLECTION MANAGEMENT 
 

 
COLLECTION OBJECTIVES 
It is the aim of the Vestavia Hills Library in the Forest to meet the informational, educational, 
cultural and recreational needs of our patrons by providing library materials and information 
sources in a variety of formats and reading levels in accordance with the mission and goals of 
this Library, the varied interests of our patrons, and budgetary constraints. The Vestavia Hills 
Library in the Forest exists to serve as a center for current, reliable and appropriate information 
and as a resource for the continuing, lifelong education of all members of the community.  The 
Library seeks to stimulate reading interests of both children and adults by placing special 
emphasis on enrichment programs for all ages. 
 
The permanent book collection should reflect a strong, accurate, and up-to-date reference 
collection, a broad fiction selection of classics, as well as standard and popular items, and basic 
non-fiction titles covering a wide range of subject areas for the researcher and the recreational 
reader. If determined necessary by the Library Director and/or Board of Trustees, specialized 
collections may be developed to meet specific research, information, or recreational needs of 
the community. 
 
In its selection of materials, the Library subscribes to the principles stated in the American 
Library Association’s Library Bill of Rights, Freedom to Read Act, Freedom to View Act, and 
Intellectual Freedom Statement and ALA Guidelines for Access to Electronic Information, and 
endorses its stand that the freedom to read and view are essential to our democracy. It is the 
function and duty of the public library to provide means, whenever possible, through which all 
persons may have free access to all sides of an issue. 
 
Materials are selected and retained on the basis of their content. The Library’s collection 
represents diverse, controversial, and unconventional subjects and points of view. Inclusion in 
the collection does not imply Library approval, endorsement, or agreement with the contents. 
The Library Board and Staff recognize that some materials are controversial and that any given 
item may offend some patrons. Selections will not be made on the merits of anticipated approval 
or disapproval, but solely on the merits of the work. The library collections, as much as possible, 
reflect the community and its diversity of interests, perspectives and backgrounds. The Library 
also seeks to bring awareness of those cultures, traditions and ideas not represented in the 
local community.  

 
 

INTELLECTUAL FREEDOM AND CODE OF ETHICS 
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. 

1. 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. 

2. 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. 



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

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

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

6. 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. 

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. 
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. 

1. 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. 

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

3. 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. 

4. We respect intellectual property rights and advocate balance between the interests 
of information users and rights holders. 

5. 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. 

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

7. 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. 

8. 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 at the 1939 Midwinter Meeting by the ALA Council; amended June 30, 1981; June 28, 1995; and January 
22, 2008.  

 
THE FREEDOM TO READ AND VIEW 
The Freedom to Read  



1. It is in the public interest for publishers and librarians to make available the widest 
diversity of views and expressions, including those that are unorthodox, unpopular, 
or considered dangerous by the majority.  

 

2. Publishers, librarians, and booksellers do not need to endorse every idea or 
presentation they make available. It would conflict with the public interest for them to 
establish their own political, moral, or aesthetic views as a standard for determining 
what should be published or circulated.  

 

3. It is contrary to the public interest for publishers or librarians to bar access to writings 
on the basis of the personal history or political affiliations of the author.  

 

4. There is no place in our society for efforts to coerce the taste of others, to confine 
adults to the reading matter deemed suitable for adolescents, or to inhibit the efforts 
of writers to achieve artistic expression.  
 

5. It is not in the public interest to force a reader to accept the prejudgment of a label 
characterizing any expression or its author as subversive or dangerous.  
 

6. It is the responsibility of publishers and librarians, as guardians of the people's 
freedom to read, to contest encroachments upon that freedom by individuals or 
groups seeking to impose their own standards or tastes upon the community at 
large; and by the government whenever it seeks to reduce or deny public access to 
public information.  

 

7. It is the responsibility of publishers and librarians to give full meaning to the freedom 
to read by providing books that enrich the quality and diversity of thought and 
expression.  

 
The Freedom to View  
The Freedom to View, along with the freedom to speak, to hear, and to read, is protected by the 
First Amendment to the Constitution of the United States. In a free society, there is no place for 
censorship of any medium of expression. Therefore these principles are affirmed: 
 

1. To provide the broadest access to film, video, and other audiovisual materials because 
they are a means for the communication of ideas. Liberty of circulation is essential to 
ensure the constitutional guarantees of freedom of expression. 

 

2. To protect the confidentiality of all individuals and institutions using film, video, and other 
audiovisual materials. 
 

3. To provide film, video, and other audiovisual materials which represent a diversity of 
views and expression. Selection of a work does not constitute or imply agreement with, 
or approval of, the content by the Library. 

 

4. To provide a diversity of viewpoints without the constraint of labeling or prejudging film, 
video, or other audiovisual materials on the basis of the moral, religious, or political 
beliefs of the producer or filmmaker or on the basis of controversial content. 

 

5. To contest vigorously, by all lawful means, every encroachment upon the public's 
freedom to view. 
 



This statement was originally drafted by the Freedom to View Committee of the American Film and Video Association 
(formerly the Educational Film Library Association) and was adopted by the AFVA Board of Directors in February 
1979. This statement was updated and approved by the AFVA Board of Directors in 1989. 
 

 
ACCESS FOR CHILDREN AND YOUNG ADULTS TO LIBRARY MATERIALS 

The Vestavia Hills Library in the Forest adheres to the policy (Article V) set forth by the 
American Library Association, which states “that librarians cannot act in loco parentis and that 
policies which set minimum age limits for access to any library materials or equipment, with or 
without parental permission, abridge library use for minors.” 
 
The ultimate responsibility for monitoring the use of Library materials for children rests with 
parents, legal guardians, or caregivers. Parents—and only parents—have the right and 
responsibility to restrict the access of their children—and only their children—to library 
resources. Selection of materials for the adult collection is not restricted by the possibility that 
children may obtain materials their parents consider inappropriate. The Library does not label 
selected materials in order to indicate approval or disapproval of item contents. The Library’s 
Internet and Technology Policy provides a framework for Internet use (Section 8).  
 
Parents who do not want their children to have access to certain library services, materials, or 
facilities should so advise their children. Librarians and library governing bodies cannot assume 
the role of parents or the functions of parental authority in the private relationship between a 
parent and child. 
 
 
CENSORSHIP AND RECONSIDERATION OF LIBRARY MATERIALS 

The choice of library materials by patrons is an individual matter. Parents and legal guardians 
are responsible for the materials that their children borrow. While a person may reject materials 
for himself or for his children, he cannot exercise censorship to restrict access to library 
materials by others. 

The Vestavia Hills Public Library Board of Trustees believes that the only acceptable censorship 
is self-censorship; therefore, the Library has implemented an appropriate procedure for patrons 
to register complaints concerning materials, which must include appeal to the Vestavia Hills 
Public Library Board of Trustees.    
  
The Vestavia Hills Public Library subscribes to the Library Bill of Rights as adopted by the 
American Library Association June 27, 1967, and its subsequent amendments. This document 
reads, in part: "As a responsibility of library service, books and other library materials selected 
should be chosen for values of interest, information and enlightenment of all the people of the 
community." We realize that everyone's tastes are different, and that it is our responsibility to 
provide materials on a multitude of subjects and viewpoints, in many styles.  
  
The internet makes available a wide variety of material, most of it useful and worthwhile, but 
some internet sites are unsuitable for children and offensive to many adults. Unfortunately, we 
cannot filter out such sites without also eliminating access to many good resources. We have no 
control over internet information, and we caution parents and others that objectionable sites do 
exist, although they are not usually accessible except by deliberate choice on the part of the 
browser. Library policy prohibits the use of sites which may reasonably be construed as 
obscene, and individuals who access such sites may lose their internet privileges.  



  
If a patron adamantly objects to a particular item in the physical collection, the 
following procedure should be followed:  

The patron will fill out the Reconsideration of Library Materials Form detailing objections to the 
material. The form will be referred to the Materials Review Committee, which shall consist of the 
Library Director, a Library Department Head, and two designated Trustees. The Library Director 
will acknowledge receipt of the form within two weeks.  

Within two weeks after acknowledgement of the reconsideration recommendation, and 
reviewing the material, the review committee will decide whether the item will remain in its 
current library location, relocated within the library or will be removed. The Library Director will 
notify the patron in writing of said decision. A final appeal may be made by the complainant in 
writing to the Library Board of Trustees within seven days of the decision, and the Trustees will 
issue a decision within thirty days of the appeal date. Until a final decision is made, the item will 
remain in the collection. A copy of the request form without identifying patron information will be 
mailed to the ALA (American Library Association) Intellectual Freedom Committee. The Library 
will not convene a Materials Review Committee relative to the same complaint for a period of 
three years.  

The Vestavia Hills Public Library believes in the rights of a free press guaranteed by the 
Constitution of the United States of America. We further believe that the parents of a child are 
the only people who should be allowed to monitor the reading, watching or listening activities of 
that child. Similarly, we believe that it is every parent's duty to monitor his or her child's activity, 
and that this is not the prerogative of the library.  
  
Adopted by the Vestavia Hills Library in the Forest Board of Trustees March 2015 
Updated and approved August 2023  
Updated and approved October 23, 2024  
 
 
 
SERVICE FOR THE BLIND AND DISABLED 
The Vestavia Hills Library in the Forest meets standards set by the American with Disabilities 
Act for accessibility by physically handicapped persons. The Library also has a collection of 
large print books and audiobooks for the visually impaired. 
 
Patrons unable to use standard print materials due to a visual or physical disability qualify for 
the services offered by the Alabama Regional Library for the Blind and Physically Handicapped, 
located in the Alabama Public Library Service facility in Montgomery. The service provides 
special format reading materials, playback equipment and other library resources to qualifying 
users. Qualifying disabilities include blindness, low vision, arthritis, paralysis, cerebral palsy, 
multiple sclerosis, and chronic fatigue syndrome. Reading disabilities resulting from an organic 
dysfunction such as dyslexia also qualify. Free mailing privileges are provided by the United 
States Post Office. There is no charge for any of the services. 
 
To contact the Alabama Public Library Service call 1-334-213-3900 or 1-800-723-8459 or visit 
their website at www.apls.state.al.us. 
 
 

https://swansealibrary.org/sites/swansealibrary.org/files/page-attachments/SFPL%20Request%20for%20Reconsideration%20Form%2004212022.pdf
http://www.apls.state.al.us/


MATERIALS SELECTION 
Materials are selected by professional librarians/department heads in an effort to maintain a 
well-balanced, up-to-date, attractive, and useful collection of materials that will meet the needs 
of the community as a whole. Librarians utilize the reviews in professional journals such as 
Library Journal, School Library Journal, Booklist, VOYA, and Publisher’s Weekly as well as 
patron and staff requests during the selection process. Factors affecting materials selection 
include suitability of a material’s format for Library purposes, availability of funds, availability of 
new materials in needed subject areas, replacement of outdated and worn materials (weeding), 
and space. Materials are offered in a variety of formats including print, large print, digital, audio, 
video, and pre-loaded devices. 
 
Careful consideration is given to the introduction of new formats to the Library’s collection. 
Budget considerations, community needs and the probable impact on existing resources are all 
reviewed before items are selected and introduced to collections in a new format. The selection 
of material in any new format may result in the Library’s decision to discard specific items or 
material formats from its collections in order to responsibly accommodate trends in user 
demands and/or changes in technology. 
 
General Criteria for the Selection of Library Materials 
In selecting materials, Professional Librarians use the following criteria: 
 

1. Appropriateness to library’s mission and service roles 
2. Relationship to existing collection and other titles available 
3. Availability elsewhere or more in keeping with other institutions roles 
4. Availability to purchase or access 
5. Requests by patrons, advisory groups, and staff 
6. Suitability of format for user’s needs and subject 
7. Community interests and needs 
8. Relevance to the experiences and contributions of diverse populations 
9. Levels of funding and cost of item 
10. Anticipated use 
11. Physical quality of material 
12. Value of resource in relation to its cost 
13. Authority, accuracy and accessibility of presentation 
14. Currency of information 
15. Reputation of author, publisher or issuing body 
16. Attention and response of critics, reviewers and general public 
17. Subject matter and scope 
18. Historical significance 
19. Quality and style of writing 
20. Inclusion of work in bibliographies, recommendations lists, indexes 

 
 
ADULT COLLECTION 
Fiction 
The collection focuses on popular literature including classics and standard titles, diverse 
genres and special interests. There is no single standard for inclusion in the fiction collection. 
Because of the large volume of fiction published, it is possible to purchase only a representative 
selection with emphasis on major authors and the most popular examples of a genre. 
Patron requests for fiction are purchased whenever possible and influence the addition of more 
copies. Genre fiction such as mysteries, romances, espionage, horror, thrillers, science fiction, 



fantasy and westerns are purchased in proportion to demand and use statistics. Efforts are 
made to complete series, purchase award winning titles and to represent local authors, 
publishers and subject matter. 

 
Non-Fiction 
The non-fiction collection emphasizes timely, accurate and useful informational materials to 
support individual and community interests. It emphasizes materials that are current and in high 
demand. Resources are available for all ages and reading levels in a variety of formats. 
Materials are selected to represent a continuum of opinions and viewpoints when available. 
Titles with sustaining value and those of current, accepted authority are part of the library 
collection. As a new field of knowledge emerges, the Library responds with timely additions. 

 
The Vestavia Hills Library in the Forest emphasizes non-scholarly materials. For more in-depth 
research, patrons are directed to use the Alabama Virtual Library, PLJC databases, and other 
available search engines. Some priority areas for The Vestavia Hills Library in the Forest 
include medical, general religion, job-search and resumes, personal finance, law for lay 
persons, test study materials, home repair, crafts, holidays, pets, gardening, health, cookbooks, 
popular biographies, travel and books on contemporary issues. 

 
Reference 
Reference materials are for in house use. They provide quick, concise and up-to-date 
information. Included are indexes, encyclopedias, bibliographies, biographical resources, 
dictionaries, almanacs and directories.   

 
Additional selection criteria for Reference Materials: 

1. Ease of use 
2. Format 
3. Authoritativeness 
4. Frequency of use 
5. Scope and depth of coverage 
6. Demands on subject areas which circulating collection cannot meet 

 
 
Approved by the Library Board March 2015  
 
 
COLLECTIONS FOR TEENS AND CHILDREN  
The range of users served by Young Adult and Children’s collections include preschool children, 
home schooling families, private and public school students, and university students of 
Education, especially Children’s Literature. 
 
The Vestavia Hills Library in the Forest Collection Development Policy applies to materials in 
the Teen and Children’s Departments.  
 
Additional Selection Criteria for Materials for Children and Teens: 

1. Age and interest-appropriate content and presentation 
2. Emphasis on quality, critically acclaimed materials as demonstrated in awards, 

specialized bibliographies and/or reviews. 
3. Quality and aesthetics of illustrations to stimulate the imagination 
4. Awareness of curriculum-based needs of public, private, and home school students.  



5. Information and stories, representing a spectrum of family styles, values and 
interests. 

6. Materials which represent the richness and diversity of young people’s local and 
world community. 

7. Materials which meet the particular developmental need of youth at different stages. 
8. In accordance with the APLS Administrative Code Section 520-2-2-.03, and in an 

effort to safeguard minors, collections residing in the Children’s and Teen 
Departments will remain free of material containing obscenity, sexually explicit or 
other material deemed inappropriate for children or youth. Further, the selection 
criteria prevent the purchase or otherwise acquiring of any material advertised for 
consumers under the age of 18 which contain obscenity, sexually explicit or other 
material deemed inappropriate for children or youth.”  

9. If any material is found to be in violation of this policy, it will either be removed or 
relocated in accordance with the Library’s Censorship and Reconsideration policy. 

10. Age-appropriate materials regarding religion, history, biology, or human anatomy 
should not be construed to be against this rule.  

 
PARENTAL INVOLVEMENT  
The library has put in place all precautions to limit minor access to age-inappropriate, obscene, 
or sexually explicit materials under the Alabama Administrative Code. However, parents and 
guardians are ultimately responsible for their minor dependent’s library use and the condition 
and return of any library materials lent to them. The library encourages parents and guardians to 
guide their minor dependent’s library use and material selections. This collaborative approach 
ensures minors can access diverse resources that align with their needs and family values. 

 
 

Children’s Collection 
1. Easy/Picture Books: board books, wordless books, simple concept and informational 

books, classic and contemporary preschool stories and folklore;  book and CD 
packages, book and MP3 device packages, pre-loaded video players. 

 
2. Readers: books specifically designed for the emerging reader with controlled and/or 

progressively constructed vocabularies, book and CD packages, book and MP3 
packages, pre-loaded video players. 

 
3. First Chapter/Easy Fiction: simple chapter books and popular easy chapter series 

(primarily with chapters less than 10 pages and with some illustrations within the 
chapters), books on CD, books on MP3 player, book and MP3 packages. 

 
4. Award Winners: books which have won major children’s literary awards including but 

not limited to Caldecott, Newbery and Coretta Scott King. 
 

5. Juvenile Fiction: quality contemporary and historical fiction for readers from age eight 
to twelve. Genres include fantasy, science fiction, mystery, inspirational, realistic 
fiction, historical fiction, classics, popular series, graphic novels and best sellers.  

 
6. Juvenile Nonfiction: informational books for youth up to age twelve, including but not 

limited to mythology and folklore; physical and natural science; arts and crafts; 
sports; poetry and classical literature; biographies; cultures, customs and history of 
man; and geography of the U.S. and other countries. Many nonfiction selections 



include a list of websites and other resources that add an interactive component to 
these materials. 

 
7. Juvenile Reference: a highly selective collection of bibliographic resources and 

encyclopedias for key areas of research by youth. 
 

8. Media: Music CDs with popular children’s performers, preloaded video devices for 
preschool to elementary, preloaded MP3 devices primarily for elementary to middle 
school; books on CD for elementary to middle school, DVD and Blu-Ray collection 
with popular, best-seller and educational selections suitable for preschool to family, 
nonfiction DVDs,  book and CD packages, book and MP3 packages. 

 
9. Periodicals: magazines and periodicals for children of all ages are chosen based on 

popularity, diversity of subject matter and target age. 
 
 

Teen’s Collection 
The Teen Department provides materials suitable for teens in grades six and up in a variety of 
formats and in sufficient number to meet the current and anticipated needs of the community. 
The Teen Librarian is primarily responsible for the selection of materials for the department 
using appropriate professional review sources and bibliographic selection tools. All collection 
development and management activities, including selection, replacement, duplication, 
inventory, and weeding of teen materials are directed by the Teen Librarian under the 
supervision of the Library Director. 
 
A young adult, or teen, is generally defined as anyone in or entering grades six through twelve. 
The types of materials selected are diverse in the social, emotional, and intellectual maturity 
required to read them due to the wide range of ages served. The collection includes the 
curricular requirements of local schools, both fiction and nonfiction. Materials are available in a 
variety of formats such as print, periodicals, graphic novels, manga, audiobooks (digital, CD and 
pre-loaded devices), DVD, Blu Ray, and video games. 
 
Parents or legal guardians are solely responsible for supervising or limiting their teen's access 
to Library materials. 
 
 
Teen Video Games Collection Policy 
The purpose of this policy is to provide the Teen Librarian and the Vestavia Hills community 
guidance with regards to the acquisition and evaluation of video games within the Teen 
Department of the Vestavia Hills Library in the Forest.  
 
Intended Audience  
The Teen Department provides materials primarily for students in grades 6 through 12. We 
acquire these materials in a variety of formats and in sufficient numbers to meet the current and 
anticipated needs of our teen community. The materials housed within the Teen Department are 
purchased with the intellectual, emotional, and physical maturity of these patrons in mind.  
 
Scope of Materials Purchased  
The Teen Department will purchase video games for contemporary consoles. It will utilize the 
Entertainment Software Rating Board’s (ESRB) ratings and will collect Everyone (E), Teen (T), 
and Mature (M) titles.  



 
Selection Tools  
In order to provide the best materials possible for teen patrons, the Teen Librarian will utilize a 
variety of selection tools when purchasing new video games. These include gaming websites 
(such as Amazon and Metacritic), gaming magazines (such as Game Informer), and teen 
preferences.  
 
Gifts  
Video game donations will be accepted as long as they fit the guidelines set forth in this 
collection development policy. Patrons wishing to donate materials should be aware that a 
donation does not imply inclusion into the collection. Those items not placed in the collection will 
be sent to the Friends of the Library Bookstore or passed on to other charitable organizations.  
 
DISPLAYS 
Both the Children’s and Teen Departments will frequently construct a diverse collection of book 
displays and/or book recommendations for their respective age groups to promote various 
library materials and to remain current with popular trends. The Library Director and her 
designee(s) have authority to approve these book displays and/or book recommendations. 
 
NON-DISCRIMINATION STATEMENT 
The public library must not deny service to anyone on the basis of age, race, sex, creed, 
religion, sexual orientation, gender identity, national origin, disability, or any other legally 
protected class. Exercising discretion in the location of sexually explicit material or other 
material deemed by the public library board to be inappropriate for children or youth does not 
constitute a denial of service on the basis of age. Taking age into account when recommending, 
displaying, or otherwise actively promoting library materials does not constitute a denial of 
service on the basis of age. 
 
 
DIGITAL AND MULTI-MEDIA RESOURCES 
The Vestavia Hills Library in the Forest provides access to global digital resources all library 
patrons. The Library recognizes that the development of digital information and networking 
poses new challenges as well as new opportunities for patrons, Board and staff. The Library 
believes that these challenges and opportunities are best addressed by adherence to the 
fundamental principles of traditional library use and the principles of a free society. 

 
Internet Access 
The internet enables the library to provide information resources beyond the confines of its own 
collection.  It allows access to ideas, information and commentary from around the globe. While 
the Internet offers a wealth of materials that are personally, professionally and culturally 
enriching to individuals of all ages, it also enables access to some material that may be 
offensive, disturbing, illegal, inaccurate or incomplete. The Library provides filtered, free access 
to the internet to the public. The responsibility for what minors read or view on the internet rests 
with parents or guardians. In support of parental responsibility, the Vestavia Hills Library in the 
Forest requires children under the age of 16 to have parental/guardian permission to obtain a 
Library card. 
 
 
Digital Resources 
Professional staff will identify and recommend interesting and useful internet destinations and 
resources from the Library’s website, which supports the Library’s Mission and service roles, as 



we do for the in-house library materials collection. Links to information resources are based on 
staff’s judgment of the best resources available and do not imply endorsement. Users should 
recognize, however, that the Library is not responsible for the content of linked sites, or for the 
content of sources accessed through subsequent links. The library cannot control or monitor 
material that may be accessible from internet sources because the internet is a vast and 
unregulated medium with access points that can and do change rapidly and unpredictably. 

 
Questions considered when evaluating whether to link to a remote website: 

1. Is the subject matter and information useful for our patrons? 
2. Is the remote site easily accessible? 
3. Is it relevant to the overall mission of the Library? 
4. Is it a local resource? 
5. Is the resource of sufficient quality to merit a link? 
6. Who has established the page? (Authority) 
7. Is there a sponsor? 
8. Is the information accurate? 
9. Is there discernable bias? 
10. Does the page have a posting and/or revision date? 
11. Is the site regularly maintained? 

 
Digital and Online Databases 
The State of Alabama offers all citizens of the state access to its premier database collection, 
the Alabama Virtual Library (AVL). The AVL is a collection of 55 databases encompassing all 
age groups and a vast range of topics. The Alabama Virtual Library uses geo-location 
technology to authenticate Alabama residents. This technology allows most Alabama residents 
access to AVL from their homes without the need for a username and password.  If the 
geolocation technology is unable to "recognize" a user as an Alabama resident, then residents 
may login with an AVL Card. 
 
Periodicals and Newspapers 
Periodicals are an important source of new ideas, current topics, and consumer information and 
are in high demand as recreational reading material. The Vestavia Hills Library in the Forest 
subscribes to a broad range of approximately 100 periodicals and newspapers in both print and 
digital formats. Print periodicals are generally retained for six months and newspapers are 
generally retained for six weeks. The periodicals collection is reviewed annually for additions 
and deletions. 
 
Audio/Visual Materials 
As with print materials, the audio/visual collections are selective rather than comprehensive in 
scope. All materials selected will contribute to the fulfillment of goals of the Library as a whole, 
and criteria for the selection of audio and video materials are much the same as those used in 
the selection of other collections. 
 

1. Audio Books (CD’s, MP3s, Playaways, downloadables) 
Audio materials are considered an adjunct to the print collection; this collection is not 
intended to mirror development of literature or to systematically cover non-fiction 
topics. Unabridged titles are preferred but abridged titles may be purchased and 
added to the collection upon request. Fiction is emphasized over non-fiction. As 
patrons move from CDs, MP3s, and Playaways to digital/downloadable formats the 
ratio of these materials will also change over time.   

 



2. DVDs and Blu Rays 
The goals of the DVD and Blu Ray collection are: 

a. To provide basic information on a variety of subjects of interest to patrons. 
The video collection is considered an adjunct to the print collection, with 
emphasis placed on purchases in which the nature of the medium adds 
substantially to the viewer’s understanding. 

b. To provide children with a quality selection of preschool learning and 
entertainment ideas such as film versions of children’s literature; selected 
non-fiction DVDs and Blu Rays that reflect areas of interest across 
generations, and award winning children’s films. 

c. To provide patrons with DVDs and Blu Rays including feature films. 
Specifically collected are family entertainment and literature based materials. 

d. In addition to popular film and movie titles, the collections include quality 
productions from such entities as PBS, BBC, and classic television series.   

e. DVDs are protected by copyright and are for home use only. 
 

3. Music 
Selections for the music collection are in CD and digital formats, and cover all music 
periods and tastes.   

 
Additional selection criteria for Audio/Visual Materials: 

a. Technical quality of audio and visual reproduction 
b. Presentation or experience that is unique to format and provides an 

alternative to print 
c. Significance of performance or diversity in interpretation 
d. Critical acclaim as demonstrated in awards, nomination for awards, and/or 

reviews 
e. Suitability to be circulated or housed in a sturdy, safe and convenient 

manner. 
 
 
SPECIAL COLLECTIONS 
The Vestavia Hills Library in the Forest maintains a few special collections for which the 
development and management differ somewhat from the general collections.   

 
Genealogy and Local History 
The Vestavia Hills Library maintains a growing collection of local history and genealogical 
materials. Much of this collection is considered as Reference and as such does not circulate.   

 
“Go Green” Sustainable Living  
The Vestavia Hills Library in the Forest is LEED Certified and therefore very aware of the 
importance of "living green." Our collection on sustainable living provides materials emphasizing 
ways in which everyone can contribute to sustainable living for our future. The collection, 
including adult, teen and children's books, includes information about green building techniques, 
pollution and recycling, reuse of materials, and much more. 
 
 
SELF-PUBLISHED WORKS AND LOCAL AUTHORS 
The Vestavia Hills Library in the Forest is willing to consider the addition of self-published and 
locally published works to the library’s collection. This includes requests from local authors to 
add their books to the library’s collection. The library considers books for inclusion in the 



collection based on our collection development plan and our Materials Selection policy. The 
library wishes to support local and self-published authors while maintaining the standards of our 
permanent collections.  
 
Having a book reviewed in a major journal such as Library Journal, School Library Journal, 
Kirkus Review, Booklist and Publisher’s Weekly is the best way to bring a title to the library’s 
attention. The library is more likely to add a book to the collection that has been positively 
reviewed by credible sources. Additionally, authors can bring their works to the library’s 
attention by filling out a Submission form, which can be found on the library’s website 
(vestavialibrary.org/news). A self-published book is a book that has not been published by a 
traditional or independent publishing house, but rather is published by a company that has been 
paid by the author.  
 
Donated books are subject to the same selection criteria as books the library purchases. 
Materials not added to the collection are donated to the Friends of the Vestavia Hills Library in 
the Forest Bookstore. Items added to the collection that do not circulate regularly will be subject 
to removal as part of the regular weeding process. See the Item Donation form for more 
information on donating materials to the Vestavia Hills Library in the Forest.  
 
 
Local Author Works  
By the Library’s definition, a local author is any writer who lives in the Vestavia Hills/Birmingham 
vicinity or any author who writes about the Vestavia Hills/Birmingham vicinity. Supporting local 
authors and their work is important to the Vestavia Hills Library in the Forest. Inclusion of both 
self-published and local author works in the Vestavia Hills Library in the Forest is dependent 
upon literary merit and based on the Library’s collection development plan. All books added to 
the Library’s collection must meet our Materials Selection criteria.  
 
Guidelines for Self-Published or Local Author: 
Selections for these collections must fall into one of the following areas of consideration:  

1. Availability for purchase from approved vendors 
2. Positive reviews in professional literary and trade journal or other industry respected 

sources (paid endorsements are not considered) 
3. Patron demand 
4. Appearance on The New York Times Best Seller List or other reputable bestseller lists 
5. Local significance (local author or local subject) 
6. Award-winning titles 
7. Popularity of styles, authors, characters, and/or series in the existing collection 
8. Significant online buzz, including social media and crowd-sourced reviews (advertising 

and paid endorsements are not considered) 
 
Not included in this collection are:  

1. Family histories  
2. Personal narratives (unless they meet certain guidelines above)  
3. School projects  
4. Erotica  
5. Fan Fiction  

 
 

DONATIONS AND GIFTS 
Monetary Gifts 



The Library accepts monetary donations without conditions on their use  for projects previously 
approved by the Library Board of Trustees.  Such money is deposited in the Library Operating 
Account for future expenditure by the Board. 
 
Memorials/Honoring 
The Library actively encourages donations as memorials and as tributes to living individuals 
on special occasions. Such acts provide the Library with an opportunity to add materials or 
equipment which it might not otherwise be able to afford. In addition, it is felt that such 
donations provide individuals with a rich opportunity to honor loved ones with a lasting 
statement of admiration and respect. 
 
Except in rare circumstances, memorials and tributes are accepted in the form of monetary 
donations to the Library. The Library will make every effort to honor the donor’s wishes 
regarding the selection to be purchased. However, the final decision rests with the Library in 
accordance with its needs and selection criteria. A bookplate will be placed in the item 
purchased with the memorial and tribute gift funds. The bookplate will record the honoree as 
well as the donor. The Library will send letters to notify all parties of this gift. In those 
instances where an individual wishes to donate a memorial book from his personal library, 
the decision to accept the gift will be based on the principles described in the Library 
Collection Development Policy. If accepted, the bookplate and notification will be handled in 
a normal manner. If it is not accepted, the book will be returned to the donor. 

 
 
Library Materials 
The Library gladly accepts the donation of books and other items with the understanding 
that the Library may do with them as it sees fit. Gift materials will be added to the collection if 
they are needed and if they meet the selection standards that are applied to all materials 
added to the collection. Gifts accepted for the collection become the property of the Vestavia 
Hills Library in the Forest. Gifts not added to the collection will be disposed of in a way that 
will be most advantageous to the Library. Upon receipt of gift materials, a receipt is given to 
the donor acknowledging the gift items. Due to Internal Revenue Service regulations, the 
Library is prohibited from providing an estimate of monetary value of the donation. 

 
Donations of Special Collections  
Special collections of materials will be accepted if they meet the Library’s selection criteria. 
The Library reserves the right to determine such issues as classification, arrangement and 
shelving of gift materials. The Library will not accept special collections of materials with any 
donor’s stipulations that these be kept together as a special collection or entity, or restricted 
as to use in any way. Collections will be accepted only with the understanding that they will 
be integrated into the general collection with the Library determining location and usage of 
the materials.  

 
The Library does not accept as a gift any printed or manuscript items or any objects if the 
condition of acceptance requires permanent exhibition since the Library believes all exhibits 
should be changed periodically to maintain interest. Such gifts will be referred to a museum 
or historical society. 

 
Furniture, Art and/or Equipment 



Gifts of furniture, art work and equipment will be accepted only when, in the opinion of the 
Library Director, the proposed gift is of a type that is compatible with the Library’s existing 
furnishings. Generally, it is recommended that donors contribute money for the purchase of 
such articles. 

 
Acknowledgement of Donations 
The Library will ensure that each donor receives acknowledgement and to the degree that 
the donor is willing, public recognition. The following guidelines will be used in providing 
aknowledgement to and recognition for donors: 

1. A letter of acknowledgement for gifts of money and in-kind support will be sent to 
all sponsors and a copy will be placed on file. 

2. Any special recognition agreements will be stipulated in the letter. 
3. Public acknowledgement of sponsorship in the Library’s promotional materials 

will normally be restricted to a statement of the sponsor’s name and a display of 
logo. Such acknowledgement will not take precedence or have prominence over 
the Library’s own logo or promotional material. 

4. For gifts and/or donations valued at over $500, the Library may submit a press 
release to local newspapers and/or publish an article regarding the sponsorship 
in their own newsletter if the sponsor is willing. 

5. Acknowledgement of sponsorship may also take the following forms at the 
Library’s discretion: 

a. Sponsor’s name on promotional materials. 
b. Small standardized plaques may be placed on donated furniture or 

equipment. 
c. Library bookplates 

 
 
 
ACQUISITION AND CATALOGING OF MATERIALS 
The general cataloging policy is to catalog everything acquired by the Department Heads for the 
addition to the Library's collection.  
 
Non-Cataloged Material 

1. The Libraries will not catalog parts of single items: chapters of books, articles from 
journals (either photocopies or offprints), or issues of a serial that do not have their own 
distinctive titles. This policy may be waived in the case of material for special archival 
collections when that material was acquired due to the content of the single item. 

2. Only legitimate authorized copies of materials will be acquired. Photocopies and 
duplication of material covered by copyright must be accompanied by an indication that 
permission to make the copy has been obtained. 

3. These policies apply to material received as gifts, as well as to material ordered. 
 
Holding Records 
The Technical Services department will create a holdings record for every serial and 
multivolume set. The holdings record will reflect the physical location of the serial/multivolume 
set, the item’s call numbers, serial or multivolume set items, and any relevant public and staff 
notes about ordering, retention, etc. 
 
 
COLLECTION MAINTENANCE 



Vestavia Hills Public Library recognizes the need for ongoing evaluation of its collections to 
assure currency and visually inviting and accessible collections. This ongoing maintenance 
includes weeding, replacement, repair, restoration and review of standing order agreements. 
The most cost-effective option is selected when making replacement versus repair decisions. 

 
Weeding Guidelines: 

1. Materials with obsolete content 
2. Materials that have no anticipated use 
3. Materials in poor or irreparable physical condition 
4. Older editions of encyclopedias, almanacs, directories, yearbooks and standard texts 
5. Materials which are incomplete sets in which items missing seriously impair their 

usefulness 
6. Works containing information that has been superseded or presented in newer, more 

comprehensive or more accessible formats 
7. Medical information older than 5 years 

 
Retention Guidelines: 

1. Materials with regular and on-going use 
2. Works containing useful local information 
3. Primary works in particular disciplines or topics 
4. Works representative of an era, trend or movement which provide unique coverage 
5. Works listed in standard or authoritative up to date bibliographies regularly used by staff 

and public 
6. Replacement of desired item is not possible 

 


