Lewis & Clark Library Policies
LEWIS & CLARK LIBRARY
COLLECTION DEVELOPMENT POLICY
MISSION STATEMENT
The Mission of the Lewis & Clark Library is to provide the best possible services and
materials for informational, educational, cultural, and recreational use by the
community.
PURPOSE OF THE POLICY
The Collection Development Policy is a tool to guide the selection, maintenance and
distribution of materials relevant to the user community. It also serves as a resource for
planning and long-range development. It provides accountability to the Board, staff, and
users. It is designed to be flexible and responsive. This policy will be reviewed on a biannual basis.
COMMUNITY AND SPECIAL USER GROUPS
The Lewis & Clark Library serves the informational, educational, cultural, and
recreational needs of the citizens of the City of Helena and Lewis and Clark County. The
following statistical analysis has been taken from the 2010 Census Demographic Profile
Data found at the US Census website and from the Montana Business Assistance
Connection and provides a “snapshot” of the population classified by age, race, and
gender; an economic breakdown, including areas of employment; and the educational
levels and opportunities in the community.

Population:
Age:

TOTAL
Under 5
5 to 19
20 to 24
25 to 34
35 to 44
45 to 54
55 to 64
Over 65

Median age:

Percentages:

Under 5
5 to 19
20 to 64
Over 65

Montana
6.3
19
59.9
14.8

Helena
28,190
1,657
4,927
2,329
3,642
2,949
4,087
4,205
4,394

L&C County
63,395
3,948
12,134
3,847
7,560
7,418
10,180
9,551
8,757

40.3

40.9

Helena
5.9
17.5
61.1
15.6

L&C County
6.2
19.1
60.8
13.8

Helena’s and Lewis and Clark County’s age distribution matches the state of Montana’s
fairly closely. Helena’s population is slightly older than the state and county. Lewis and
Clark County outside of Helena has a bigger representation of the 19 and younger age
distribution than both the state and city.
Helena
Gender:
Race:

Male
Female
White
Black
American Indian
Asian
Other

13,531
14,659
26,313
118
648
205
177

L&C County
31,300
32,095
59,605
217
1,335
354
332

Montana’s 2010 Census population totals include a first look at race and Hispanic origin
data. The following statistics are included in the statistical data for race listed above.
Hispanic or Latino (of any race)

779

1,582

The city of Helena and Lewis and Clark County are both slightly more homogeneous
communities in terms of race than the state of Montana as a whole. Helena 93.3 percent
white and Lewis and Clark County is 94 percent white compared with 89.4 percent for
Montana. The largest ethnic group in the community is the American Indian population
at 2.1 percent of the population in Helena and 2.3 percent of the population of Lewis
and Clark County compared to 6.3 percent for Montana. In Helena 2.5 percent of the
population identifies with being Hispanic. In Lewis and Clark County the percentage is
2.8 which is very close to the 2.9 percent for Montana.
With the exception of the Median income which is from the 2010 census, the following
economic and education statistics are taken from the 2000 census, summary file 3 and
are marked with an *. Summary file 3 from the 2010 census was not available in late
2012 when this policy was updated:
Economic (household)
Median income
Mean earnings

Helena
44,387
43,102

*Percentage of workers by class:
Private wage and salary workers
Government workers
Self-employed

Helena
61.4
31.1
7.3

L&C County
45,895
43,634
L&C County
62.5
28.2
9.1

Helena and Lewis and Clark County are government towns. The largest employer is the
State of Montana with the second largest employer being local government, including
the school districts, the city of Helena, and Lewis and Clark County.
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*School Enrollment:
Enrolled
Preschool
Elementary
High School
College

Helena
6,359
327
2,721
1,575
1,736

L&C County
14,412
885
7,164
3,672
2,691

There are two colleges in Helena: Carroll College, a four year liberal arts private college;
and Helena College University of Montana.
*Educational Attainment by persons 25 and older:
Helena
Less than 9th
335
9th – 12th no diploma
907
High school graduate
4,099
Some college, no degree
4,066
Associate degree
830
Bachelor’s degree
4,352
Grad/Prof degree
2,406

L&C County
802
2,369
10,742
9,316
1,874
7,799
3,788

*Percentages of educational attainment compared with the state:
Montana
Helena
L&C County
Less than 9th
2.0
2.2
th
th
9 – 12 no diploma
5.3
6.5
High school graduate
24.1
29.3
Some college, no degree
23.9
25.4
Associate degree
4.9
5.1
Bachelor’s degree
25.6
21.3
Grad/Prof degree
14.2
10.3

State
4.3
8.6
31.3
25.6
5.9
17.2
7.2

The Lewis & Clark Library serves a highly educated population when compared to the
state as a whole, especially within the city of Helena.
Twenty-eight percent of the materials checked out of the Lewis & Clark Library are
children’s books and toys. Children’s books include the young adult, juvenile fiction and
juvenile non-fiction collections. Forty-one percent of circulation consists of books in the
adult collection. Twenty-six percent of circulation is covered by the audio and visual
collections, and the remaining five percent of circulation is the downloadable audio and
e-book collection.

PATRON NEEDS AND SERVICES
The Lewis & Clark Library attempts to provide for the general reading and viewing needs
of the public. The Library has made a conscious decision not to collect abridged
materials except for select audio items. The Library provides special collections such as
the Montana, Large Type, and Reference collections which address special needs. The
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Library is also part of a statewide consortium, MontanaLibrary2Go, which provides
electronic materials for the public.
The Library provides access to interlibrary loan and various online databases to fill needs
unmet by our materials collection.
COLLECTION DESCRIPTION
The collection currently contains about 141,400 items and 112,000 titles. The collection
is composed principally of print materials and is primarily in English. In addition, formats
such as compact discs, DVDs, periodicals, microfilm, vertical file materials, maps, local
and networked resources, and realia supplement the collection. There is a shrinking
collection of audio cassettes and videocassettes remaining in the collection that are
slowly being weeded. Materials are selected according to the Lewis & Clark Library’s
Material Selection and Removal Policy.
Circulating Non-Fiction:
The non-fiction collection is organized according to the Dewey Decimal Classification
system. It integrates juvenile and adult materials in order to provide a range of
materials regardless of reading ability or interest. The non-fiction collection accounts for
about twenty percent of Lewis & Clark Library’s annual circulation. It is the intent of the
non-fiction collection to provide for the general informational needs of the community,
attempting to maintain representative sources in the broad subject classes with special
emphasis on areas of high demand. Whenever feasible, responsible opposing viewpoints
will be represented. It is not the intent of the Library to support public or home school
curriculum or to collect exhaustively in any area, nor is it the function of the Library to
serve as an in-depth research center. Rather, highly specialized information is provided
through referral to special collections such as the Montana State Library, the State Law
Library of Montana, and Shodair Hospital Medical Library, or through interlibrary loan.
Special Collections—Non-Fiction:
Separate Reference and Montana collections are maintained by the Lewis & Clark
Library.
Reference Collection:
The primary goals of the reference collection are to 1) Provide a specialized body of
information in order to answer specific patron inquiries. This collection does not circulate
to the general public in order to preserve the body of information intact; 2) Provide
succinct source material such as bibliographies, citations, short articles and descriptions,
and other concise answers to patron inquires. The Reference Collection may fully
provide answers to questions but it is not intended to provide exhaustive responses. As
the needs of the community have changed, more and more reference materials will be
provided in an online manner than in traditional paper formats.
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Montana Collection:
In recognition of the vital place that the history of Montana occupies for a large segment
of the population, the Library has set aside a special collection for materials relating to
Montana. The intent of this collection is not to provide an exhaustive source; that
function is fulfilled by the library of the State Historical Society. Rather, the collection will
provide materials of major interest, with a greater emphasis on local history. No attempt
will be made to acquire out-of-print materials or to collect archival materials, including
yearbooks.
Circulating Fiction:
Adult:
The adult fiction collection accounts for about twenty-one percent of the Library’s annual
circulation. It is the intent of the fiction section to provide current, popular novels and
literature and to provide a representative sampling of the works of those authors who
remain of interest or have a lasting place in contemporary or historical literature. While
there may be selected authors whose works will be fully collected, most authors and
series will not be exhaustively collected.
Juvenile:
The juvenile fiction collections, which include Children’s fiction, young adult, picture
books, easy readers, board books, and the kid’s graphics and young adult graphics
account for about twenty-five percent of the Library’s annual circulation. It is the intent
of the juvenile fiction collections to provide current, popular works, and to provide a
representative sampling of the works of those authors who remain of interest or have a
lasting place in contemporary or historical literature. While there may be selected
authors whose works will be fully collected, most authors and series will not be
exhaustively collected.

Other Formats:
Audio/Visual Collection:
The audio/visual collection consists primarily of books on tape in both cassette and
compact disc format and visual materials in videocassette and DVD formats. It accounts
for about twenty-six percent of the Library’s annual circulation. The intent of the
audio/visual collection is to provide users a variety of educational and pleasurable
listening and viewing materials that are not readily available at local rental businesses.
The visual collection includes documentaries, self-educational titles, award winning and
classic feature releases, independent films, and classic television shows. The Library
primarily purchases unabridged audio books for its collection. This is the one collection
where abridgements may be added with discretion.
Periodical Collection:
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The Library collects and retains for varying periods of time periodical publications issued
in a timely and regular manner. Both titles which are indexed and those that meet high
demand interests of the community are collected. The periodical collection is viewed as
a valuable, current source of information and pleasure which supplements the rest of
the collection.
Microforms:
A microfilm file of the Helena Independent Record is maintained.
Vertical Files:
A vertical file containing items such as: travel and local information is maintained. Most
items added to the vertical file are free.
Map Collection:
The Library maintains a collection of USGS topographic maps of Montana.
Realia:
The intent of the realia collection is to give children additional opportunities to
experience and learn about the world around them. Realia enhance and supplement the
book collection.
Electronic Resources:
The Library provides access to local and remote electronic resources and to World Wide
Web Internet sites. The Library is part of the state-wide downloadable media program,
MontanaLibrary2Go, that provides both audio and e-books. The annual
MontanaLibrary2Go circulation accounts for about five percent of the Library’s annual
circulation.
Subject areas collected:
The Lewis & Clark Library seeks to meet the general informational needs of the
members of the community through its collection. To meet this end the goal in most
subject areas is to provide a basic level collection that adequately introduces patrons to
the subject material and is representative of the varieties of information available. If
materials are required which are considered beyond the scope of this collection,
attempts will be made to refer the patron to a more appropriate source or to borrow the
materials from another library.
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Following are the major breakdowns of the collection and appropriate comments
regarding each area.
000s Generalities
The circulating collection in the 000s, including the children’s collection, is at a minimal
level with the exception of 004s (computer books) which are at a basic level. Other
sections of the 000s are supported by materials in the reference collection.
100s Philosophy and Psychology
This is a basic level collection. Popular self-help psychology titles are purchased as
demand warrants. Titles are purchased in this collection as they are reviewed and
become available. Certain sections in this area experience high theft levels, and missing
items are replaced on a regular basis as their loss becomes known.
200s Religion
An attempt is made to represent all major faiths and sects including those of local
interest. As interest in the Middle East has increased more titles on Islam have been
collected. Materials are purchased as they are published and reviewed.
300s Social Sciences
These are collected at a basic level with a strong collection of 398s (folklore) in
children’s materials.
400s Language
These are collected at a minimal to basic level. Foreign language materials are greatly
supplemented by language courses on CD, cassette, video, DVD, and an online language
program.
500s Natural Sciences and Mathematics
Materials in this area represent a basic level collection. There are higher numbers of
juvenile titles in several sections of this area, particularly in the 590s (zoology).
600s Technology
In general, the 600s are at a basic level. The Library maintains a strong cookbook
collection and has an extensive collection of auto repair manuals in the reference area.
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700s Arts and Recreation
This collection is at a basic level with a good selection of drawing, painting, and
photography materials. Items on the decorative arts are purchased as they are
reviewed.
800s Literature
The emphasis in this collection is on English language authors with a representative
sampling of foreign language and classical authors in translation. Drama and poetry are
at a basic level. This collection is currently being weeded as it is a low circulating
collection according to collection analysis. A small collection of Japanese materials that
have been donated to the Library over several years are housed in this area.
900s History and Geography
This collection is at a basic level with strong collections in the areas of World War II and
the Civil War. The Montana history books are shelved in the Montana Collection. The
travel guides are continuously updated and older travel guides are weeded from the
collection.
Biographies
This collection is at a basic level. Coverage includes historic figures, and athletes,
authors, and entertainers of current interest. Other biographies and memoirs are
cataloged in their Dewey subject areas.
Fiction
This collection emphasizes English language works. Foreign works are purchased in
translation. General fiction, as well as the genres of mystery, science fiction, fantasy,
and westerns, is represented. Christian fiction is collected based on reviews and
demand. All fiction is shelved together. Series works and author titles are not necessarily
inclusive. A collection of representative classical fiction is maintained with worn copies
being replaced as needed. Generally, single copies of titles are purchased, the exception
is purchase of multiple copies for high demand items. A collection of leased books,
mostly in fiction, is used to supplement the collection. The fiction collection is
supplemented by a growing collection of Large Type materials, and an extensive
collection of audio books on CD and some cassettes. Children’s fiction is collected in
book and audio format. The collection is divided into the following areas: picture books,
easy readers, juvenile fiction, and young adult fiction, kid’s graphics, and young adult
graphics. Critically acclaimed award winners, classics, and popular titles and series are
collected. The Children’s fiction is at a basic level. All fiction collections are weeded on a
yearly basis with the adult fiction collection being weeded on a bi-annual basis. Criteria
for weeding include items that no longer circulate or which are worn and need to be
replaced.
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Montana Collection
This collection is a basic to study level collection of materials of special interest or
directly related to Montana and its history. All Montana non-fiction books are housed in
this collection including a study level collection on the Lewis and Clark Corps of
Discovery. Montana fiction is shelved with the general fiction collection.
Large Type
This is a quickly growing collection with an emphasis on fiction and popular biographies.
This collection is weeded on a yearly basis.
Periodicals
This is a basic collection with an emphasis on current interest magazines that meet the
informational and entertainment needs of individuals of all ages. Children’s and young
adult magazines are shelved with their respective fiction collections. A study level
collection is no longer maintained in paper format, as it is available electronically
through the Library’s online databases.
Visual materials
The Library maintains a collection of DVDs and videocassettes. The emphasis of both of
these collections is on educational materials, documentaries, children’s literature, and
award winning and classic feature films. There is also a growing collection of
representative television shows from various periods as they become available. The
Library has a collection of videocassettes but is no longer purchasing or replacing them.
This collection is being weeded on a bi-annual basis. All current purchases are being
made in the DVD format.
Audio materials
The Library has a very strong collection of unabridged audio books in both the fiction
and non-fiction areas including children’s and young adult materials. The Library has a
collection of cassettes but is no longer purchasing or replacing them. Cassettes are
being weeded on a bi-annual basis. The CD collection is being actively increased and has
a study level collection of teaching courses.
Future Acquisition Levels
The Lewis & Clark Library is committed to maintaining a balanced basic level collection
in all areas while being responsive to new trends that develop and stabilize. Three major
review sources, Booklist, Publisher’s Weekly, and Library Journal, are used to select new
items in the areas that are collected. Fiction, large type, and audio and video cassettes
are weeded bi-annually, and the remaining audio-visual collections are weeded annually.
In 2011 an analysis of the Library’s non-fiction collections was run to determine which
areas need to be weeded first and which areas need to be expanded. This analysis
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reviewed circulations, holdings, and age of collection. The hope is to be able to run this
analysis yearly to continually monitor collection usage for weeding and expansion.

COOPERATIVE COLLECTION MANAGEMENT AND
INTERLIBRARY LOAN
Cooperative Collection Management:
The Lewis & Clark Library subscribes to the theory of resource sharing and cooperative
collection management and endeavors to avoid duplication of expensive or rare
materials with the Helena area. Lewis & Clark Library cardholders have access to
materials at the Montana State Library, the Corette Library at Carroll College, and
Helena College University of Montana.
Exclusions:
The Library does not collect the following: abridged works; archival materials; Braille
and other materials for the blind; film; dissertations; yearbooks; specialized training or
curriculum materials; medical materials, except those of a general nature; genealogical
materials, except those of a general nature; and materials for the specialist housed in a
variety of special libraries.
Interlibrary Loan:
Interlibrary loan is an integral element of collection development for Lewis & Clark
Library. Lewis & Clark Library lends and borrows materials to and from other libraries
following its Interlibrary Loan Policy and protocols. The Lewis & Clark Library’s
Interlibrary Loan policy and procedures are informed by the 2001 National Interlibrary
Loan Code and the Montana Interlibrary Loan Sharing Protocol revised October 7, 2009.
The Lewis & Clark Library maintains online connections to OCLC and uses its system
interlibrary loan subsystem.

GENERAL PRIORITIES, LIMITATIONS, AND POLICIES
Multiple Copies:
The Lewis & Clark Library generally buys one copy of titles, except for titles in high
demand. In general, high demand is defined as three or more reserves per copy of a
title. Whenever possible, multiple copies are supplied through lease books or donations.
Languages:
The collection is primarily in English.
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Funding considerations:
Funding is available, in general, from the following sources:
a.

Lewis and Clark County base and the permanent mill levy approved by
voters on June 3, 2008;

b.

Funds from the Lewis & Clark Library Foundation via the Boone Trust;

c.

Funds from the Friends of the Library’s Buy-a-Book program;

d.

General donations;

e.

Specific grants.

Responsibilities and Selection Procedures:
Responsibilities and selection procedures are found in the Lewis & Clark Library’s
Material Selection and Removal Policy.
Complaints and Challenges:
Collection review procedures are found in the Lewis & Clark Library’s Material Selection
and Removal Policy.
Collection Maintenance:
The collection is weeded according to the policies found in the Lewis & Clark Library’s
Material Selection and Removal Policy.
Gifts:
Gifts are a valuable source for enriching the Library’s collection. The Library will accept
donations or gifts provided that the Library has complete control over decisions
regarding disposition of all materials and money for materials. All gift materials are
subject to the same criteria specified in the Material Selection and Removal Policy. The
Library has the right to refuse any gift that would violate established selection policy and
criteria.
The Library will not assess the value of donated materials. Donors may provide a list of
donated materials which can be signed as a receipt, but library staff will not develop
such a list.
Final disposition of all donated materials rests with the Library.
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Adopted by the Board of Trustees December 9, 1985
Reviewed and amended by the Board of Trustees February 15, 1995
Reviewed and amended by the Board of Trustees June 8, 1999
Reviewed and amended by the Board of Trustees May 23, 2006
Reviewed and amended by the Board of Trustees December 16, 2008
Reviewed and amended by the Board of Trustees December 14, 2010
Reviewed and amended by the Board of Trustees December 18, 2012

Approved:

_______________________________________
Carole Byrnes, Chair
Lewis & Clark Library Board of Trustees

Judy Hart
_______________________________________
Judy Hart, Director
Lewis & Clark Library
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