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Items lost or damaged beyond repair that are part of a library col-
lection will be replaced as follows: 

LOST OR DAMAGED 
LIBRARY BOOKS 

1. The responsible party will pay an amount equal to the re-
placement cost to the District.   

2. The responsible party will provide an exact replacement, or 
approved substitute, purchased from a source of their choos-
ing or will pay the District an amount equal to the retail re-
placement of the item.  Damaged items will then be provided 
to the responsible party for disposition.  
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In compliance with the guidelines of the Texas State Library, inap-
propriate, worn, or obsolete library books and other materials and 
equipment will be systematically removed from the inventory of the 
library/media center. 

DISPOSAL OF 
MATERIALS 

Books and other library materials may be discarded when they are:  CRITERIA FOR 
DISPOSAL 

1. Worn or damaged: 

a. Materials are in such a condition that they cannot be 
mended or rebound. 

b. Paper or film has become brittle or discolored with age.   

2. Misleading and/or factually inaccurate.  The copyright date 
should be considered in evaluating this type of material. 

3. Superseded by a new edition. 

4. Unsuitable based on the following:  

a. The material is either too difficult or too easy for the stu-
dents. 

b. The book is unpopular or unused because students’ 
tastes or interests have shifted. 

c. The library has duplicates of books once popular but no 
longer regularly used. 

The following procedure will be used in disposing of materials:  PROCEDURE 

1. All materials to be discarded will be placed in a specific area 
that is easily accessible, for viewing and examination by the 
faculty. 

2. Instructions will be sent to each campus in the District desig-
nating a specific date and time when other District librarians 
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may inspect the materials for possible use on other cam-
puses. 

3. Faculty members will be given the opportunity to inspect the 
materials and to select any that may be used as classroom 
reference materials. 

4. Librarians, with the approval of the principal, will set prices on 
the remaining materials, in keeping with current used book 
prices.  A schedule will then be developed to give students 
and staff members an opportunity to purchase these materi-
als. 

The proceeds of the sale of any library materials will be used 
to purchase new materials for the library. 

5. All usable materials remaining after the used book sale will be 
made available as a donation to the ____________________ 
Library, or to other similar community organizations. 

6. Any materials still remaining will then be destroyed and re-
moved from the library/media center inventory. 

Magazines in the secondary schools that are not indexed in the 
Reader’s Guide or other indexes may be discarded at the end of 
the school year.  Magazines that are indexed will be kept as long 
as five years if space allows.  Before being discarded, magazines 
will be clipped for pictures and articles of value for the vertical file 
or classroom use. 

DISPOSAL OF 
PERIODICALS AND 
MAGAZINES 

The vertical file will be weeded thoroughly at least once a year; 
however, this weeding can be a continuous process if the date of 
accession to the library has been indicated on the cover or inside 
of the item.  Whenever new pamphlets or newspaper clippings are 
added to the file, the librarian will discard the pamphlets that are 
being replaced by newer and better material.  Replaced pamphlets 
will be so marked and may be put on a rack of materials free to 
students, given to interested teachers, or simply discarded. 

VERTICAL FILE 

Acceptance of gifts (books and other library materials) will be de-
termined by the librarian on the basis of suitability to the library’s 
purposes and needs, in accordance with the library’s stated selec-
tion policy and other Board policy.  [See CDC]  

DONATIONS 

 

 

 


