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Southwest Wisconsin Library System 

Collection Development and Circulation Policy 
Approved by SWLS Board of Trustees, 11/15/2023 

Objectives 

The Southwest Wisconsin Library System is one of 15 public library systems in Wisconsin. It 

provides a diversity of resources to the member libraries in its five-county service area. This 

increases the types and quality of services that the region’s 28 public libraries (and 2 branches) 

offer to the people of Crawford, Grant, Iowa, Lafayette, and Richland Counties. 

Due to limitations of budget and space, the library system must have a selection policy with 

which to meet member library interests and needs. The SWLS Collection Development Policy is 

used by the system director and staff in the selection of materials and to codify guidelines for 

lending, and serves to acquaint users with the principles of selection and resource sharing. The 

policy’s scope is limited to items in the SWLS Headquarters collections and not those found in 

member libraries, digital libraries, or other databases.  

The Library Bill of Rights and The Freedom to Read Statement have been endorsed by the 

Southwest Wisconsin Library System of Trustees and are integral parts of the policy. 

The SWLS Collection Development Policy will be reviewed and/or revised as the need arises. 

Responsibility for Selection  

The ultimate responsibility for selection of library system materials rests with the library system 

director who operates within the framework of the policies determined by the Southwest 

Wisconsin Library System Board of Trustees. This responsibility may be shared with other 

members of the system staff, with member library staff, or with contracted partners; however, 

because the system director must be available to answer to the system board and the general 

public for actual selections made, the system director has the authority to reject or select any 

item.  

Criteria for Selection  

SWLS collections can be categorized into two general areas: those materials that will belong to 

rotating collections and intended for patrons as the end users, and those materials intended for 

use by library staff and other institutions. The library system director, staff, and partners use 

their training, knowledge, and expertise along with criteria based on the type of collection to 

select items for the collection.  

 



 

 

Selection for rotating collections will be determined by the individual collection’s procedure 

guides. Demand, relevance, budget, space, and merit will all be considered.  

 

Professional reference materials, programming and outreach kits, technology, and other 

equipment are all intended for use by libraries and library staff. Selection will be determined by 

the following criteria: 

1. Individual merit of each item and ability to maintain said item 

2. Popular appeal, continued demand, and potential longevity 

3. Relevance of content to librarianship, member libraries, and library staff, including 

materials that challenge current ideas or promote new or alternative perspectives  

4. Professional reviews and attention  

5. Relation to existing collections and activities 

6. Budget and space limitations 

 

Suggestions for collection additions from system staff, member libraries, or other local 

institutions will be considered. Final responsibility for selection rests with the system director.  

Interlibrary Loan 

Because of its intended role as well as limited budget and space, the library system cannot 

provide all materials that are requested. Therefore, interlibrary loan (ILL) is used to obtain from 

other libraries those materials that are beyond the scope of the system’s collections. 

In return for utilizing ILL to satisfy the needs of our patrons, the Southwest Wisconsin Library 

System agrees to lend like materials to other libraries through the same interlibrary loan 

networks, and to make an effort to have its current holdings listed in a tool or tools accessible by 

other libraries across the state. 

Gifts and Donations 

The system may accept gifts of books, equipment, and other physical or electronic materials 

with the understanding that such will be added to the collection only if appropriate and needed. 

If they are not needed because of duplication, condition, dated information, or changing needs 

of the system, the system director can dispose of gifted items as they see fit; items will not be 

returned to the donor. The same criteria of selection which are applied to purchased materials 

are applied to gifts. It is desirable for gifts of or for specific titles to be offered after consultation 

with the system director. For undirected gifts or donations, selection will be made by the director 

if no specific purchase is requested. The Southwest Wisconsin Library System encourages and 

appreciates gifts and donations. 

The system is not allowed to appraise the value of donated materials, though it can provide an 

acknowledgment of receipt of items if requested by the donor.  



 

 

Weeding 

An up-to-date and useful collection is maintained through a continual withdrawal and 

replacement process. Replacement of worn volumes is dependent upon current demand, 

usefulness, more recent acquisitions, and availability of newer editions. Replacement of aging 

or outdated technology is dependent on level of demand, budget, and usefulness. This ongoing 

process of weeding is the responsibility of the system director, system staff, and partners, and is 

authorized by the Board of Trustees.  

Withdrawn materials will be handled in a similar manner and under the same authority as 

donated materials. 

Request for Reconsideration 

The Southwest Wisconsin Library System assures free access to both physical and virtual 

programs and materials that reflect diverse community interests and multiple points of view. 

Users are free to select or reject materials and programs for themselves. Responsibility for the 

material read by children rests with their parents or legal guardians. Selection of materials for 

the collections will not be inhibited by the possibility that materials may come into the 

possession of children. 

Library users may express concerns about materials in the system collection to staff. System 

staff will attempt to resolve concerns as they occur.  

If necessary, staff will proceed with a formal request for reconsideration process by giving the 

concerned individual a Request for Reconsideration Form. These requests must be limited to 

items owned by SWLS, and may not include items held by member libraries or which appear in 

online catalogs. Completed Request for Reconsideration Forms are submitted to the System 

Director for review. The System Director will investigate reconsideration requests from 

individuals who are both active (not expired) Southwest Wisconsin Library System cardholders 

and residents of the system’s member counties (Crawford, Grant, Iowa, Lafayette, and 

Richland). Anonymous requests will not be accepted, and an individual may only have one 

active request for reconsideration at any time.  

The System Director reviews requests for reconsideration, then contacts the individual with a 

resolution. If the situation remains unresolved, it may be appealed to the System Board. System 

Board decisions are final. 

The Southwest Wisconsin Library System does not withdraw or restrict access to materials 

without following the request for reconsideration process. 

 

https://docs.google.com/document/d/15sVOn9b1aXf0tC6DUi3nSV7VdqWWTk_3/edit?usp=sharing&ouid=112719006106280526890&rtpof=true&sd=true


 

 

Registration and Circulation 

All borrowers must be registered and must have a valid patron or institution card to borrow 

library materials. Applicants under 16 years of age must have a parent or guardian give their 

consent on the application form before a new card can be issued. This parental signature is not 

required for children who are renewing cards. 

SWLS primarily loans collection materials and equipment directly to institutions including 

schools and member libraries. Institutions which would like an institutional card through SWLS 

should provide written agreement from administration that they agree to be liable for any 

applicable damage or replacement fees. Materials cannot be checked out until a library card is 

issued. 

All library cards expire. To renew a library card, patrons must produce identification and clear all 

outstanding fines or bills. Institutions must update contact information and clear outstanding 

fines or bills.  

Rotating collection materials and professional reference materials may be requested and 

checked out by individual patrons. Programming and outreach kits, technology, and equipment 

may only be requested and checked out to member libraries and other local institutions. 

Lost cards 

In case of a lost or missing library card, SWLS Headquarters patrons and institutions should 

reach out to the SWLS ILS/ILL Consultant. Patrons of member libraries should contact their 

home libraries directly.  

Loan periods and renewal limits 

Cardholders may check out as many items at a time as they choose. However, some formats 

held by SWLS headquarters have checkout limits because of demand and total number of items 

available. Borrowing privileges are withheld when more than two items are considered lost or 

there are fines and fees in excess of $100 on the account. 

The System Director may change loan periods for special collections, materials which are 

temporarily in great demand, or materials added to the collection which are in a new or different 

format. 

Professional reference materials and rotating collection materials may be renewed up to three 

times if there are no outstanding reserves. Programming and outreach kits, technology, and 

equipment may be renewed once if there are no outstanding reserves.  

See Appendix A for a schedule of loan periods for SWLS Headquarters materials.  



 

 

Reserves 

Reserves may be placed online, via email, or by phone. Patrons will be notified when the 

materials are available or, for institutions which receive SWLS delivery, materials will be 

delivered to that location. There is no charge to the patron for placing a reserve or for interlibrary 

loan services. 

Fines and Fees 

SWLS does not charge overdue fines, but prompt return of borrowed materials is requested and 

expected. Items overdue by more than 30 days are considered lost materials and subject to 

replacement fee billing.  

Lost, Missing, and Damaged Materials 

A replacement fee, which is listed in the item record, will be charged for all lost items. Refunds 

will be issued if a paid item is returned in good condition with the receipt within 30 days of 

payment. 

If materials are damaged so as to be judged by the system or member libraries as being 

unsuitable for the collection, the borrower is responsible for the replacement cost.  

For rotating collections, refer to the Collection Procedure document for each collection.  

For programming and outreach kits, technology, and other equipment, the borrower is 

responsible for all parts and pieces included in the kit. Total replacement value is listed in the 

item record. The System Director has the discretion to charge for only parts that need 

replacement if that is a feasible option. A bill itemizing costs can be made available upon 

request.  

Prompt payment of any outstanding fees is necessary to ensure continued borrowing privileges.  

 

 

 

 

 

 

 

 

 



 

 

 

Appendix A: Loan Schedule for SWLS Materials 

 

Collection  Loan Period 

Programming and Outreach Kits 4 weeks (28 days) 

Technology and Equipment 4 weeks (28 days) 

Rotating Collections Follow Current Library Loan Periods 

Professional Reference Materials 4 weeks (28 days) 

 



Southwest Wisconsin Library System 
Request for Reconsideration of Collection Material 

 
Only active cardholders of SWLS libraries who are residents of Crawford, Grant, Iowa, 
Lafayette, or Richland Counties may request reconsideration of SWLS-owned material. 
Only materials physically owned by SWLS may be reconsidered under SWLS board 
policy.  

 
 
Full Name:     
 
Address:     
 
City:   State:   ZIP:   
 
Phone:   Email:   
 
Library Card Number:     
 
 
SWLS collection material on which you are commenting: 
 
   Audio Material     Magazine 
 
   Book       Video Material 
 
   Other:   
 
 
Title:   
 
Author/Artist/Publisher/Producer:   
 
 
1. What brought this resource to your attention? 
 
 
 
 
2. To what do you object? Please be as specific as possible. 



3. Have you read or listened or viewed the entire content? If not, what 
parts did you review?  
 
 
 

 
4. For what age group would you recommend this material? 

 
 
 

 
5. In what ways does this material fail to adhere to the SWLS Collection 

Development Policy, the Library Bill of Rights, or the Freedom to Read  
statements?  
 
 
 

 
6. In its place, what material of equal or better quality would you 

recommend? Please include titles as well as professional reviews.  
 
 
 

 
7. What do you want the library system to do with this resource? 
 
 
 
 
    
Signature   Date 
 
 
Patrons have the right to voice opinions about materials selected by SWLS for the 
collection. The system director reviews completed and signed requests for 
reconsideration, then contacts the individual with a resolution. If the situation remains 
unresolved, it may be appealed to the system board. System board decisions are final. 
 
 
Form approved by SWLS Board: 
11/15/2023 
 
  
STAFF USE ONLY 
 

Date Received:   Received by (staff name):   

 
Director response date:   


