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GARFIELD COUNTY PUBLIC LIBRARY DISTRICT  

POLICY FOR RECONSIDERATION OF LIBRARY MATERIALS 
 

The Garfield County Public Library District staff and Board of Trustees support intellectual 

freedom and subscribe to the principles of the American Library Association’s Library Bill of 

Rights and its statements on Freedom to Read and Freedom to View.  The library staff applies 

the selection criteria described in the District’s Materials Selection Policy and thus endeavors to 

provide books and other materials that reflect the diversity of viewpoints within the 

community. 
 

Library patrons may nominate books or other materials, including electronic resources, to be 

either added to or removed from the collection.  When a patron makes a request for 

reconsideration, this procedure is followed: 

 

1. A member of the library staff explains the selection policy to the patron.  If the patron 

wishes, he or she may then submit a written Request for Reconsideration of Library 

Materials form (see attachment). 

 

2. The completed form is reviewed by one or more members of the library staff who have 

responsibility for materials selections and by the Executive Director.  The library staff 

members objectively review the resource in question to ascertain that the selection criteria 

and principles stated in the Materials Selection Policy were applied in the selection process.  

Library staff shall make a written response to the requester within forty-five (45) days of the 

date that the reconsideration form was submitted.  The Board of Trustees may also be 

notified of requests for reconsideration. 

 

3. Should the requester wish to appeal the committee’s decision, he or she may make a final 

appeal in writing directly to the Board of Trustees. Within sixty (60) days of receiving the 

final written appeal, the Board will schedule and conduct a public hearing in order to reach 

a final decision. 

 

 

ATTACHMENTS: 

Guidelines for Responding to Complaints 

How to Handle Objections to Materials 

Request for Reconsideration form 
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GUIDELINES FOR RESPONDING TO COMPLAINTS 

 

GOAL 

To respond to the complaint in a way that will: 

� Acknowledge the right to complain. 

� Show an effort to respond to the patron’s needs. 

� Stay within Library policy. 

� Reflect the intent of the library’s position on censorship. 

� Uphold the First Amendment rights of all library users. 

 

BE PREPARED 

� Know and understand the U.S. and State Constitutional principles involved. 

� Know your library’s policies. 

� Know what your responsibility is. 

� Know who to refer the patron to, what the appropriate forms are, etc. 

� Remember that having a book (or other material) in the collection, or accessible through 

the Internet or Interlibrary Loan, does not mean that you or the library endorses it. 

� Seek to understand why people complain about library materials. 

� Seek out what is offensive to you and practice defending its place in the library.  

 

THINGS TO DO 

(If appropriate and possible) 

� Listen carefully to the complaint. 

� Establish a common ground. 

� Demonstrate respect for the patron’s values, beliefs, opinions. 

� Treat the complaint seriously. 

� Be polite – even in responding to rudeness and/or attack. 

� Offer assistance in finding materials that will meet the patron’s needs. 

� Suggest the consequences of granting government (the Library) the right to censor; 

complainers have rarely considered that someone who would censor what they want to 

read may take control. 

� Explain the Library’s complaint policy, procedure and process. 

� Thank the person for expressing interest in the library. 

 

THINGS TO AVOID 

� Attack, intimidation, escalation. 

� Defensiveness (word or body language). 

� Overreaction. 

� Philosophical debate. 

� Defense of literary quality (defend place in collection). 

� Quoting policy as the only response. 

� Compromising the principles of intellectual freedom. 
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HOW TO HANDLE OBJECTIONS TO MATERIALS 

As a public, tax-supported governmental agency, the library has an obligation to be both 

responsible and responsive in our operations and the services we provide.  Individuals with 

concerns about library materials should be respected.  They may talk to one staff member 

for a short time and be satisfied; they may wish to speak at length to staff at various levels 

of authority.  Each staff person is representing the Garfield County Public Library District to 

that individual during their conversation. The intent of a public library’s collection is to 

reflect the community we serve, including segments that may be underserved or isolated 

within the larger context. 

 

• BE POLITE 

People who complain feel very strongly about the material to which they object.  They may be 

emotional; they may speak hastily or in anger; they may appear to be attacking you or the 

Library.  You, personally, are not under attack.  Stay calm and listen carefully.  The important 

thing at this point is to understand the person’s objection and to be receptive to the complaint.  

Be able to restate the person’s complaint to his/her satisfaction. 

 

• THANK THEM FOR RAISING THE ISSUE 

The bedrock of democracy is our right to make our needs and concerns known to government.  

We appreciate that people care about the Library and wish to participate in its program in any 

way. Do not agree or disagree with their opinion, be aware of your body language particularly 

nodding (implying agreement or disagreement) and gestures. We seek to validate their concern 

without taking a stand. 

 

• IF IT ISN’T A BIG DEAL, DON’T MAKE IT ONE 

Sometimes people don’t like particular ideas they encounter and want to tell someone about it.  

Library staff should be interested in the public’s opinions.  It’s one way to learn more about our 

collection, and the information you get from people may assist you in advising others about 

items they might like. “This book was pure garbage!” or “I wish they didn’t write westerns with 

sex in them” is not in itself a demand for the Library to censor its collection. 

 

• OFFER ASSISTANCE IN FINDING OTHER MATERIALS 

Any patron complaint is an opportunity for reader’s advisory. We may familiarize a patron with 

a portion of our collection or solicit suggestions for enhancement in the areas about which they 

are concerned. When a concern is more serious, or the individual wishes to make it formal, 

provide him/her with a copy of the Request for Reconsideration of Library Materials form. This 

may be completed on the spot or filled out and returned to the Library. Sometimes people take 

a form and then decide not to return it. This is a legitimate choice. However, if you do give out a 

form, you must still notify your supervisor about the complaint.  

 

If applicable and helpful, refer to relevant sections of the District’s Materials Selection Policy, 

which support our collection and circulation practices. Have a copy of the policy easily available, 

should the individual wish to see it. 
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GARFIELD COUNTY PUBLIC LIBRARY DISTRICT 

REQUEST FOR RECONSIDERATION OF LIBRARY MATERIALS 
 
 
Please describe the item in question as fully as you are able: 
 
Title: ________________________________________________________________________ 
 
Author: ______________________________________________________________________ 
 
Publisher: ____________________________________________________________________ 
 
Format:  Circle one: book  recording (cd, dvd, video) electronic resource other _______ 
 
Call number or location in library: _________________________________________________ 
 
Please state the action you wish taken on this item: 
 
{ } Shelve it elsewhere (reclassify) 
{ } Remove it from the Library 
{ } Other (specify):______________________________________________________________ 
 
What is your objection to this item? Please be specific. 
 
 
 
What do you believe to be the theme of this work? 
 
 
Have you read/viewed/listened to the entire work?   Yes  No 
 
If not, then which parts? (list specific page numbers or sections) 
 
 
Is this request made on behalf of yourself or a group you represent? 
 
 
Your Name: __________________________________________________________________ 
 
Home Telephone: _____________________ Alternate Telephone: _______________________ 
 
Street Address: ________________________________________________________________ 
 
City: ___________________________________ State: _________ Zip Code: ______________ 
 
Signature: _______________________________________________ Date: ________________ 


