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Knowsley Library Service – Stock Selection Policy
Selection criteria

Our main method of selection is from suppliers’ web sites where the physical book is not seen. A decision on whether to purchase is made from the bibliographic record and a brief description of the content with either single or multiple images. 
Standing orders are used for new fiction, spoken word and large print which is automatically sent from a list of selected authors. Other material is ordered from bibliographical listings, and from stock pick visits to suppliers. Some of the following selection criteria may not be obvious when selecting books from the more limited electronic information as when examining the physical book. 
The publisher 
· Is the publisher recognised in this particular subject area or genre? • Do they have a reputation for quality publishing?
· If the book is from a small publishing house, what other material do they publish and does this give an indication of quality or specialism?
· Is the book part of a well-known series? 
Physical Aspects of a Title 
Format
· The physical appearance of a book may, in some instances, influence its selection, but will not be the principal reason for the selection or rejection of any title. 
· Is it worth buying the hardback format now, or would it be more cost effective to buy when the paperback format becomes available? Some material is published in simultaneous hardback and paperback editions. We have to decide if the likely use of the book warrants the more expensive hardback edition or the cheaper paperback – or if it is more sensible to buy the paperback and bind it.

The cover
· Is the cover effective in "selling" the book and is this an important factor for the type of book under consideration?

The binding
· Is the binding suitable for the expected use of the book? The quality of the binding will affect the length of effective use of the book and should if possible, be taken into account when selecting titles. 
Illustration 
· Does the book have good quality illustrations? Are there enough illustrations for the subject matter? Are they relevant? If there are diagrams, do they add something to the text? Are they clear and up-to-date?
Typography and layout
· Is the typeface clear, large enough (especially in the case of Large Print books) and readable with comfort? 
· Does the layout suit the subject of the book and is it effective in getting the information across? • Is the layout a "double page spread" where no matter how important or insignificant the subject is in context, it is dealt with in the same amount of space? 
· We do not, on the whole, buy "one-time" books where space is left for the user to complete the answers. 
Fiction Selection 
Some forms of genre fiction such as light romances, westerns and some crime stories, are bought when the author of the book may not be the most important factor in making a selection - the reputation and following for the series of which the book is part might be the principal concern. For other fiction consideration should be given to the:
· Popularity and critical reputation of the author
· Is this author a noted writer in this particular genre?
· Is this author usually well reviewed? 
· Is this a local writer? • Is it a sequel to other books in stock? 
· Have we similar books in stock - how popular are they? 
Non-fiction Selection
· Is there a contents page?
· Is there an effective index to the book? 
· Is there a useful bibliography?
· Check the publishing history of the book: new editions, reprints etc. 
· Check the country of publication to make sure any information and addresses will be valid for this country. 
· Who is the author? What are his/her credentials in terms of qualifications, reputation and/or experience for writing this book?

· Have we any other books in stock by this author in this or a related subject field?
· Is the author writing from a biased angle? It is useful in some subject areas to note any obvious bias on the part of the author as this will affect the "slant" of the book – a particular stance does not automatically merit rejection, so long as it is not concealed by the way the book is presented. 
· Does the text avoid stereotyping in such areas as gender, race, disability etc?
· Does the book take a multi-cultural approach? • Is the information sufficiently current and up to date given the nature of the subject?

· Is the information clear and concise? 
· What level is the book aimed at - e.g. elementary, advanced, practical etc? Does this indicate who would be expected to use it and does this fit with your known user profile?
· Is this a standard book on the subject? Look at how many editions have been produced, the frequency of new editions.
· What else is available on the subject in our stock? This will influence the decision to buy another title in the same subject area. 
Children’s Selection
· For junior non-fiction, academic qualifications of an author are of less importance than the ability to communicate with interest and accuracy 
· What level is the book aimed at? Does this indicate who would be expected to use it and does this fit with your known user profile?
· Is it part of a well-known series?
· Is it aimed at the public library market rather than school material? • Is the book suitable for the age of child the book is aimed at?
· For junior and teenage fiction, is the book, quality material with a well-constructed plot, convincing characters, presented in a style appropriate to the subject and theme? 
· Alternatively, is it a title that belongs to one of the best of popular series or is it material aimed specifically at less able readers? The different criteria ensures provision of a wide range for different interests and abilities 
· For picture books, the illustrations and text should relate in terms of layout, be consistent with each other and be of consistent quality throughout the book. 
Audio Visual Selection DVDs 
· Will the format of the DVD limit its effective display or use? 
· If non-fiction, will it add to the subject coverage?

Spoken Word
· Is the format suitable for library use?
· Is there a balance between audio cassettes, compact discs, and MP3 formats? 
Language Tapes 
· Is the cost acceptable?

· Is the manufacturer well known
· Is the level suitable?
· Is it a language of known popularity? 
World Wide Web 
The use of the World Wide Web and on-line databases is increasing in libraries. These are used both by librarians to help with queries and by the public. 
Staff use the Internet to answer queries. They should bookmark useful sites for future use by staff and the public. It is important that staff choose carefully the sites that they use to answer queries and those they bookmark. 
Staff should follow the guidelines below when searching for webpages. 
Guidelines to choosing good sites:
· Ensure the information provided is accurate.
· What is the provenance of the information? Can you verify its accuracy? 'Official' sites are sometimes the best. Look for the author of the site. Is it a governing body, someone with appropriate qualifications?


· Ensure the site is current. How up-to-date is the information? Usually sites will have a date. When was the site last updated?


· How easy is the site to navigate? Is the information arranged logically? Is the presentation interesting? • Ensure the links from the site to other sites are current and the linked sites have accurate information. What are the links like? Are there lots of useful ones? What is the quality of the linked sites?

· Only bookmark a site if you think it is useful.

· Will you be using the site repeatedly? For example, you would expect to revisit a train timetable site, the UK government, OFSTED report database.
· Cost. Is the site free or do they charge? Avoid sites that you need to pay subscriptions. There are some useful free sites that you have to register with for statistical purposes e.g. some newspaper sites. In this case you must keep a record of passwords.

· Check bookmarked lists regularly. 

· The web changes daily and some sites may change address or become defunct. This is especially important for any bookmarks on public terminals. 
Databases 
Knowsley Library Service subscribes to several databases, which can be accessed through the Internet.
· Quality. Is the information reliable? Who runs the database?
· Cost. Does the cost of the subscription/pay as you go rate justify the access?

· Accessibility. Is the database easy to access? Do you need to learn specialist language?
· Print costs. Do added charges apply for the display or printing of search results? 
Selection Procedures 
Adult Fiction

Adult fiction titles are ordered pre-publication from Suppliers using their software programmes. We have a standing order for certain authors for both hardback and paperback fiction to ensure speedy supply of titles. 
This stock is added automatically for both branch libraries and for Housebound and Mobile Library Services. 
This list is reviewed annually by the Stock & Reader Development Manager, Library Managers, appropriate Coordinators and Central Services Unit staff. Reviews for hardback fiction, prizewinners, etc. are monitored by the Stock & Reader Development Manager, and titles added to stock as appropriate. Positive consideration is given to prize-winning novels. 
Adult Non Fiction 
Non fiction titles are selected on a monthly basis from a web selection tool by the Stock & Reader Development Manager, Central Services Unit staff and Library Managers. Stock Circulation Stock is similarly selected. 
The Stock & Reader Development Manager will monitor reviews and prizewinners and will order any copies needed for Knowsley stock. 
Reference 
A standing order for selected reference titles will add new editions of these titles automatically. This list is updated on a regular basis by staff. Other selections are done by Reference staff as a continuous process based on lists, reviews, publicity etc. 
Children’s Stock 
Children’s fiction and non-fiction titles, both in hardback and paperback formats are selected monthly by the Children’s Services Manager, Schools Services Coordinator and Children’s Services Coordinator using a web based selection tool. 
Large Print 
A standing order is set up for certain series of large print. All of these titles form part of the Stock Circulation Collections, and are rotated around branch libraries and the Housebound Service on a regular basis.

Spoken Word 
A standing order is set up for Adult Spoken word cassettes and compact discs. All of these titles form part of the Stock Circulation Collections, and are rotated around branch libraries and the Housebound Service on a regular basis. 
Additional titles are bought from publisher's publicity material. Spoken word in MP3 format is currently being purchased to build up collections at all branch libraries. Once established, these collections will also be circulated.

Language Tapes 
Collections of language courses on tape and compact discs where appropriate, are held at all libraries.

DVDs 
The collection of adult DVDs is mainly purchased in response to request and stock suggestions from customers, although children’s selections are made regularly from viewing Suppliers’ websites.
Only Non-fiction DVDs are purchased for adults aimed at the leisure market e.g. hobbies, exercise etc, or feature films which could be deemed study aids, e.g. Pride and Prejudice, or Shakespeare. Children’s stock is broader in appeal, and will include feature films up to and including PG rating. 
Music Scores 
Music scores are selected from specialist supplier’s lists. We will buy a selection of popular music titles and musical instrument tutors. 
Requests 
Requests for material not in stock will always be considered for purchase providing that the format is suitable. We will aim to meet Public Library Service Standard PLSS 5ii and 5iii to meet supply times of: 
· 7 days for 50 per cent 
· 15 days for 70 per cent 
· 30 days for 85 per cent of requested titles. 
Stock Revision 
The above outlines the mechanics of regular stock selection. With books in particular, there are activities to do with stock replacement or revision, which fall outside this pattern. Preparing for stock revision, i.e. spotting gaps in subject coverage or of particular titles is a continuous process and all Library Managers should contribute to building up a desiderata file for their library.

The method chosen to select and order stock to meet a particular stock revision need will depend on the kind of stock involved. Strategies that could be used include: 
1. Buying visit to a supplier: arranged through CSU. 
2. Print outs from suppliers: arranged through CSU 
3. Use of web based bibliographic databases 
Strategy 1 is the surest way of getting the stock you select, but will often involve some substitute buying. Strategies 2 and 3 will be more specific, but inevitably involve the non-supply of some titles. 
The important thing to aim for is the placing of 90 per cent of orders in the first three-quarters of the year– and just 10 per cent during January and February.
This will allow libraries to spend any surplus due to non-supply of titles previously ordered.  T do this libraries should have lists of their stock revision needs ready at the start of the new financial year. 
The normal buying year is from approximately the beginning of March to the middle of the following February. This is not a rigid framework, but is related to the supply time for the main categories of stock. 
Stock Management in Libraries
We will use the Public Library Service Standard PLSS 10, which has a target of 6.7 years to replenish lending stock, and PLSS9 of 216 items added annually to stock per 1000 population. 
We will use the library management system to produce reports as an aid to stock replacement. Physical standards for stock 
Book Stock 
The physical condition of the book stock should ensure that it is fit for its purpose:
· Attractive to the potential user

· Jacket should be clean and bright

· Binding should be intact with all pages attached

· Pages should be clean — not ripped or brown and should have no defacing marks 
· Should not look old or dated 
Audio Visual Stock
· All audio-visual stock should play without significant interference. The presentation of the stock should be of a high standard with no broken cases, missing inlays messy temporary labels. All sound recordings and DVDs that are reported as faulty will be checked and appropriate action taken
Non- fiction 
The following are suggested as guidelines for the optimum time-span a book should be on a lending library’s shelf according to its subject. They should be used as triggers to further investigation as new editions may not have been published within the recommended time span and a decision should then be made as to the currency of the information. 
As a general rule, staff are expected to make sure that the latest edition of any title is available. This will have implications for weeding as well as buying patterns. See separate Stock Editing documents 
Suggested Trigger Periods 
No more than 3 years: 
Careers/educational information — career information and qualifications change. 
Law/legal texts — books should ideally be no more than three years old, or the current edition if a new edition has not been published within this period 
Travel/tourism — for books giving actual travel information such as addresses, timetables, prices. Exceptions are narrative travel books, which can have a longer life. 
Technology — needs to be as current as possible. There are other areas, such as education, which have seen rapid change and which should also be updated frequently in line with these changes. Factual books e.g. “Top 10 of... “ “Whitakers/Guinness Book of...” - usually the year of publication it is quite clearly marked on the front of these books so the customer should realise how old the information is. 
Business — the law changes, schemes change, economic conditions change Health: new therapies and treatment, new diseases. People need to have confidence in the health information they are reading. Statistics: most people are looking for up-to-date statistics, possibly with some retrospective figures. Therefore, should be as up-to-date as possible. 
No more than 5 Years but there are exceptions:

Sciences — should be as up-to-date as possible. However, there are some books, which will have a longer life such as Hawkins, Dawkins, etc. 
Computing — Should be up-to-date, but sometimes people have old hardware and software and the library is sometimes the only way to get hold of material. 

