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	ADMINISTRATIVE GUIDELINE

Title:  Library/Libraries: Weeding
       Effective Date:  November 27, 2007         Responsibility:  Superintendent of  Program



                   And Schools 
                                                                                                       (Elementary & Secondary)


1.0 Rationale
Library books periodically need to be weeded.  Librarians are to periodically examine each book in their collections to determine whether or not the book should be kept.  This process ensures our collections are current, accurate, reliable, safe, and in good condition.  A well weeded collection is also a more appealing collection and weeding will actually encourage circulation.  Our primary function in school libraries is to circulate materials, not warehouse them. 
2.0 
Criteria for weeding:  

· The book is damaged beyond our ability or finances to repair it

· The book has mould, mildew, bugs or excessive dust 

· The reading level of the material is not appropriate for the students using the item.  [Such items may be sent to a school in a more appropriate panel.]

· The item is no longer needed for current curriculum 

· The information is out of date;  this applies especially to materials in science, geography, reference, social science [especially items containing statistics]

· The information is not complete, appropriate, accurate, reliable, relevant, current, unbiased, age appropriate, politically sensitive [noting that such sensitivities change over time].  

· The nature of the information is such that it changes so quickly that those needs are better met through an online subscription or other resource.

· The material has not been circulated for a number of years.

· The material has been replaced by a newer source

· We have, but no longer need, multiple copies 

3.0
Recommended Copyright Date

The American Library and other associations give guidelines on how long books should be kept.  Of course, every book must be considered on its own merit, but in general, information should be replaced with either new print or non-print format where funds allow and need arises according to the schedule below [however, these are only guidelines]:

Dewey Classifications 
000 
Generalities 



2-10 years 

100 
Philosophy; Psychology

10 years 

200 
Religion



2-10 years 

300 
Social Sciences


5-10 years 

400 
Languages & Dictionaries

10 years 

500 
Science



5-10 years 

600 
Applied Sciences


5-10 years 

700 
Arts & Sports



5-15 years 

800 
Literature



flexible 

900 
History & Geography


15 years 

Biographies 




flexible 

Fiction 




10 years 

Encyclopedia 




5-7 years; replace with online

Reference: 




evaluate on individual basis; replace

With online

Periodicals / Magazines

 
5 years 

Almanacs/Yearbooks 



3 years; replace with online 

Appendix A: Disposal of Library Materials

Rationale:

Library staff members are to follow the following procedure for the disposal of weeded books. Please note, donating the weeded books to charities that send the books to third world countries, is not recommended for the following reasons:

· Frequently only a small percentage of deemed to be of use

· Receiving countries have to pay a container charge to open the container thus putting a financial cost on the weeded books

· Liability issues arise from having volunteers lift/carry boxes of books for sorting/removal

· Books are clearly labeled as discards 

Library Staff members are to:

a) Weed the books as per the criteria in the Administration Guideline Library/Libraries: Weeding

b) Place a discard label over the barcode and a use a black marker through the name of the school

c) Leave the books for a period of time (normally 1 to 2 weeks) as agreed upon by the school principal

d) Ask staff/students to take any books that could be of use to them during this time 

e) Return and prepare the books for recycling only when recycling is available at the school 

f) However, if recycling is not available the books would be packaged for removal to garbage bin

g) Coordinate with the school custodian for removal to the garbage bin 

 

Appendix B: Weeding Textbooks
Rationale:  All book collections including textbook collections should be weeded on a regular and systematic basis so that students and staff have access to only current, accurate, reliable and safe information. 

Guideline:  
Textbooks should be weeded when
· The book is damaged beyond our ability or finances to repair it

· The book has mould, mildew, bugs or dust which renders it unsafe for staff or student use

· The item does not support current curriculum

· The material has been replaced by a newer source

· The reading level of the material is not appropriate for the students using the item.  [Such items may be sent to the other panel if appropriate.]

· The information is out of date;  this applies especially to materials in science, geography, reference, social science [anything containing statistics]

· The information is not complete, appropriate, accurate, reliable, relevant, current, unbiased, age appropriate, politically sensitive 

· The title has not been used for a number of years and is not going to be used in the future
Procedure

· Remove the items from the shelves

· For catalogued items, change the status of each to Deleted [and Save].  If there are several items to be deleted, use the Records Management, Update Data, Bulk Status Change routine.  

· Affix a “discarded label” over the original barcode; or, use a permanent marker to deface the barcode; or, remove the barcode

· Leave the books for a period of time (normally 1 to 2 weeks) as agreed upon by the school principal

· Ask staff/students to take any books that could be of use to them during this time 

· Prepare the books for recycling only when recycling is available at the school 

· However, if recycling is not available the books would be packaged for removal to garbage bin

· Coordinate with the school custodian for removal to the garbage bin  




























