
 

 

Libraries in Bath and North East Somerset  

Stock Management Policy  
 

 

 
 

The aim of the Modern Libraries Programme is to develop sustainable, integrated and resilient shared spaces that  
support people in fulfilling their potential. The Library Service seeks to enrich and empower individuals and  
communities by providing easy access to services for information, culture and lifelong learning. With the development  
of new and integrated service delivery in customer service spaces the Stock Management Policy will be reviewed in  
2019 to ensure that the customer experience informs the policy and resources are managed to match the wider offer of 
information, learning, empowerment and support  
 
The provision and management of library stock currently fulfils four objectives:  

1. To provide a welcoming and stimulating environment in order to encourage the use of library materials for relaxation, 
leisure, reading and educational purposes and to act as a focal point for the local community. 

2. To promote access to materials and services for all customers in Bath and North East Somerset  
3. To conserve and reinforce local identity, heritage and history and to enable residents and communities to develop an 

understanding of their own and other cultures. 
4. Library stock will:  
 

 be in a variety of accessible formats and languages 

 support lifelong learning and improved life chances  

 provide accurate, balanced and current information 

 support and encourage health and well-being 

 
The Stock Management Policy ensures that the local authority: 
 

1. Provides a core lending service in all libraries  
2. Provides specialist, inclusive and targeted stock 
3. Provides ‘Library Use Only’ material  
4. Provides material on-line and in electronic formats 
5. Provides an Interloans service in line with regional and nationally agreed standards 
6. Acquires, manages and disposes of stock efficiently 
7. Maximises opportunities for accessing the stock 
8. Utilises partnership working to make the most of our finite resources 
9. Actively encourages our customers and library staff to be involved in stock development 



KjADB /LibSM/B&NES CS: Libraries/Stock Policy/Jan18 /JF        2 

Appendices:  
 
Appendix 1 - Policy on Censorship of Stock 
Appendix 3 – Inter Library Loans Policy  
Appendix 4 – Stock Disposal Policy   

 

 
Stock Management Policy  

 
What we do How we do it Further details 

1. We provide a core 

lending service in all 
libraries.  

 

Stock is provided to meet the needs and 

demands of the whole community, for all 
ages and reading levels and is provided in 

the most suitable formats in proportions 
matched to need and demand. 

 

Best practice in public libraries elsewhere, 
customer feedback, new technologies and 

trends in society at large are monitored to 
inform this process.  

 

All libraries maintain core collections of adult 

fiction and non-fiction; children’s fiction and 
non-fiction; adult and children’s audio books; 

large print books; maps and DVDs.  Bath 
Central Library also holds the Authority’s 

collection of music CDs and music scores.   

 
The amounts of each type of stock are 

determined by individual library profiles, 
which are based on internally and externally 

compiled data and subject to ongoing review.  

2. We provide 

specialist, inclusive 
and targeted stock 

Special collections of local history and 

historic material are maintained at Bath 
Library and at the Archive and Local 

History section of the Guildhall. Other 

libraries have small collections of printed 
material and maps relating to their 

specific locality in accordance with local 
knowledge.  

 
To satisfy demand for hard to obtain or 

out of print material we maintain a 
reserve collection of out-of print lending 

stock, both for adults and children which 
includes a back list of classic works.   

Stock is provided in languages other than 

Bath Library houses the lending section of 

the local history and historic collection. All 
other local history reference collections are 

managed by the Local History Librarian and 

the Archivist at the Guildhall. 
 

 
 

 
The reserve collection is split between 

Haydon stores and Bath Central Library to 
facilitate best care.  

 
National initiatives include: Books On 

Prescription, Book Start and the seven 
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Stock Management Policy  

 
What we do How we do it Further details 

English in libraries with an identified 

need, based on their community profile or 
expressed demand from customers. 

 
Stock is selected to support national or 

local initiatives aimed at specific target 

groups e.g. adults with basic skills needs; 
regional reader promotion activities. 

 
Stock will be provided to promote health 

and well-being, tying-in and supporting 
national and regional initiatives.  

 
Inclusive resources are purchased to 

meet the needs of specific groups eg Bag 
Books/Sensory packs and Memory Boxes  

 

Society of Chief Librarians Universal Offers. 

3 We provide 
‘Library Use Only’ 

material  
 

The amount of stock designated as 
Library Use Only is kept to a minimum in 

every library in accordance with each 
libraries individual stock profile. The aim 

is for the majority of stock to be available 
for loan.   

 
The number of ‘Library Use Only’ items 

purchased is reviewed annually.  
 

Back copies of periodicals will only be 
kept if they are in demand or have a local 

relevance.   

 
 

Stock is categorised as being for  
Library Use Only if it is : 

1. Exceptionally valuable 
2. In great demand on a daily basis 

3. In a format that is not suitable for 
loan 

4. Unique or rare   

4 We provide Access to online resources is key to our Online products are made available via 
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Stock Management Policy  

 
What we do How we do it Further details 

material on-line and 

in electronic formats 

future development as a more inclusive, 

cheaper and more efficient alternative to 
printed formats and therefore they will 

continue to be a central feature of stock 
development. We will continue to extend 

the range of online material available for 

staff and customers. We provide for e-
books, e-audio books and e- magazines in 

conjunction with our LibrariesWest 
partners.  

 

Peoples Network Computers in Libraries and 

where possible via library members’ personal 
electronic devices.  

 

5 We provide an 

Interloans service in 
line with regional 

and nationally 

agreed standards. 
 

We aim to obtain a copy of any book or 

periodical article requested by a 
customer. Any new item which is suitable 

for library use and falls within our existing 

criteria for stock selection is purchased on 
request.  Older, out-of-print, or otherwise 

unsuitable items are borrowed via the 
Inter Library Loans scheme for a fee as 

specified in the current scheme of fees 
and charges. 

 

See Interloans policy for more details 

Appendix 3 

6 We acquire, 

manage and dispose 
of stock efficiently. 

Stock selection and acquisition 

procedures are reviewed regularly to 
ensure that they are efficient and conform 

to recommendations of national bodies 

such as National Acquisitions Group, 
DCMS and the requirements of the 

LibrariesWest Consortium. 
 

Servicing requirements will be kept to a 
minimum by regular review of need and 

comparison with National Acquisitions 

We use Supplier Selection systems in 

partnership with our main suppliers and 
LibrariesWest Consortium colleagues to assist 

us with our selection of Adult Fiction and 

Non-fiction, Children’s Fiction, DVDs and 
Music CDs. 

 
 

 
 

Stock reports are monitored regularly and 
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Stock Management Policy  

 
What we do How we do it Further details 

Group (NAG) standards.  

 
 

Ongoing management of current stock is 
enabled through the use of individual 

branch profiles.  

 
 

 
 

Disposal of redundant stock is managed 
in line with the disposal policy. Any 

material that is no longer in demand, is 
showing out of date information or is 

damaged, may be removed from stock as 
long as it is not part of the local history or 

special historical collections as described 
in Appendix 1 

 
New technologies and customer and staff 

input that can assist in the development 

of more efficient and meaningful stock 
management is sought.   

provide information on the balance of stock 

levels across the authority.  
 

Tools such as reports on WorkFlows, Blue 
Cloud Analytics (LibrariesWest data archive) 

and ad hoc requests are employed to ensure 

that there is a good balance  of stock in key 
areas  

 
 

See the stock disposal policy for more details 
Appendix 4 

 
 

 
 

 
 

 
 

 

 
 

 
 

 

7 We maximise the 

opportunities for 
accessing our stock  

Stock is circulated between Bath and NES 

libraries.  
 

 

 
 

 

All libraries circulate stock to ensure the 

widest audience reach.  Rotation plans are 
constructed according to individual library 

profiles and function automatically as part of 

the automated library management system 
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Stock Management Policy  

 
What we do How we do it Further details 

Methods of display are revised and 

developed continually. Best practice in 
public libraries elsewhere, customer 

feedback, new technologies and trends in 
society at large are monitored to inform 

this process.  

 
Access to our stock is made possible 

through a widening number of alternative 
venues and opportunities.  

 
 

 
 

 
 

Alternative opportunities for customers to 
collect or return library materials are to 

be developed in line with overall service 
developments. 

Activities to stimulate participation in 

reading and library use are held regularly. 
 

 
We participate in local and national 

promotions and events targeted at 
specific groups.  

 
 

 
Opportunities for maintaining links and  

access to Local History material are 
sought and exploited 

Non-fiction will be displayed using the Dewey 

Decimal System in our libraries.  Alternative 
methods for displaying non-fiction will 

continue to be explored to enable customers 
to find material as easily and conveniently as 

possible. 

 
Alternative ways of delivering the service 

include: home delivery, BookStart 
programme, deposit of collections in non 

library locations, community libraries and 
other outreach projects. These means are 

being used to maximise access to those who 
are socially excluded and improve health and 

wellbeing outcomes. 
 

The service also supports the work of Read 
Around Bath and other reading agencies 

alongside a variety of Reading Groups all of 
which enable the distribution of books in a 

variety of formats to groups who cannot 

access Library buildings. 
 

 
The use of RFID technology enables self 

service opportunities to be offered in libraries 
and non library venues.  

 
 

 
Examples of activities currently held are: 

reading groups for adults and children; 
Summer Reading Challenge; Bookstart; 
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Stock Management Policy  

 
What we do How we do it Further details 

 author events; storytimes; visits to libraries 

from community groups.  
 

E.g. annual events held in partnership with 
the Bath Literature Festival, displays tied to 

Literary Prize awards, Black History Month.  

8 Partnership 
working is key to 

making the most of 
our finite resources 

We will continue to work in partnership 
with the LibrariesWest Consortium  

so that we: 
1. provide access to stock in all 

consortium libraries for any 
consortium customer in person 

or via the consortium website to 
maximise individuals’ choice 

2. negotiate jointly the 

subscriptions to online 
information sources and 

contracts with suppliers 
3. co-operate with wider regional 

and national initiatives to get the 
best value from new contracts 

4. maximise the use of staff 
expertise and specialist 

knowledge across the all 
member authorities 

 
Use of specialist knowledge from 

colleagues and professionals in other 
organisations is sought to advise on titles 

for specific stock areas; e.g. family 

support, law; health; education; IT; 
music. 

 

Current joint contracts are in place within the 
consortium for the supply of library stock, 

on-line reference material, e format 
materials and binding services.  

 
National and regional agreements are 

continually being negotiated for the supply of 
further on-line information material.  
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Stock Management Policy  

 
What we do How we do it Further details 

 

9 We actively 

encourage our 
customers and 

library staff to be 
involved in stock 

development  
 

Customers are encouraged to make 

suggestions for stock purchase to library 
staff, or on customer comments forms.  

 
Reservations for specific titles made 

through the reservation system are 
monitored daily. Stock is purchased in 

response to these requests where suitable 
– see 5 above. 

 
 

Customer and staff feedback and opinion 
is sought through a variety of channels 

across the authority 

 
 

We will aim to develop opportunities for 
specific target groups to participate in 

stock selection and thus become more 
engaged with libraries  

Book reviews can be submitted via the on-

line library catalogue 
 

 
 

 
 

 
 

 
 

Customer Satisfaction levels are monitored 
council surveys. 

We participate in ad hoc surveys when 

requested e.g. surveys from publishers or 
library suppliers. 
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Appendix 1  
 
Policy on Censorship of Stock 
 
Censorship will only be exercised when required by the law. This is embodied in a policy statement by the Library Association, 
now endorsed by the Chartered Institute of Library and Information Professionals. 
 
Only books and other media that are legally available will be considered for purchase. Material that promotes racism or prejudice 
against any social group will be avoided. All stock selection decisions will be made on the assumption that adults are able to 
make a reasonable and critical evaluation of the views and opinions expressed in any item of stock. This could include older 
works, which may now seem controversial but are reflecting the morals and social attitudes of their day. Items which have not 
incurred any penalty under the law will not be excluded merely because they are controversial. 
 
We believe that Library stock should offer the greatest possible freedom of choice, reflect diverse points of view, and be 
accessible to all sections of the community. No library materials should be excluded because of the race, nationality, social, 
political or religious views of the author. The public library, free at the point of use, is a guarantee that alternative and minority 
views can be accessible to all. 
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Appendix 3 – Inter Library Loans Policy  
 

Bath & North East Somerset Inter-Library Loans Policy 
 
Bath & North East Somerset Library Service will endeavour to supply any item requested by customers wherever possible. If the 
item requested is not currently in stock in the LibrariesWest Consortium it will be considered either for purchase for Bath & North 
East Somerset Libraries or for Inter-Library Loan (ILL).   
 
The Stock Managers reserve the right to make the final decision whether to lend to any other library authority any item held 
within Bath & North East Somerset. 
 
1. Children’s and Audio-Visual items 
 
Children’s requests that are not obtainable from the LibrariesWest Consortium will be considered for purchase. If there is no 
consortium location and the item cannot be purchased then it will be obtained if possible from an external source. 
The stock managers reserve the right to make the final decision as to whether or not to apply for children’s requests via national 
interlibrary loan. 
 
There is no national interlending framework for audio-visual material; however we will endeavour to obtain material of this type 
from external sources where possible. 
 
2. Adult Fiction and Non-Fiction 
 
Requests that are not obtainable from the LibrariesWest Consortium will be considered for purchase. If there is no consortium 
location and the item cannot be purchased then it will be obtained if possible from an external source.  
 
Requests for Interlibrary Loans will be sent to Somerset Libraries ILL Team, based at Bridgwater in Somerset.  The Somerset 
Libraries ILL team will process the requests and apply to national locations, or to the British Library, on behalf of B&NES as 
appropriate. 
 
Should the request be cancelled customers will be notified, and the reason for the cancellation will be given. 
 
3. International Searches 
 
The BLDSC offers a search of libraries worldwide, and we will use this service for requests if the customer should require an 
international search. In such cases the total cost of the search and the cost of supplying the item will be passed on directly to the 
customer, and may be payable in advance.   
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Should the search prove unsuccessful a refund of the cost of supplying the item may be made. The cost of the search is non-
refundable. 
 
4. Periodical/Thesis Requests 
 
Periodicals:   Application will be made directly to the BLDSC to supply these items, and some may be supplied as photocopies or 
electronic copies  
 
The BLDSC has a copyright agreement, which will cover most article requests. However some titles are not covered by this 
agreement and, if required, are subject to a Copyright Fee. The customer will be informed of this charge, and if they wish to 
proceed with the request the copyright fee is payable in advance. 
 
Theses: Customers must apply, directly, to the British Library EThOS site. 
 
5. Music 
 
5.1 Single Music Scores 
 
Single copies of music scores will be dealt with following the same criteria as Adult non-fiction (see above). 
 
5.2 Music Sets 
 
We will consider all applications for music sets. We will apply for loans of music sets for the dates as stated on the request slip 
by the reserving music group. Music sets will not be renewed owing to the length of the issue period, which covers rehearsal and 
performance time for each group (this is usually for a period of at least 6 months). 
 
 If a copy of a music score is lost, damaged, or marked in any way, an exact replacement must be provided, or paid for, by the 
borrowing music group. Until a replacement is received, or a payment for the lost copy is made, the full music set will be 
considered as an outstanding loan for that group and overdue charges will continue to accrue. 
Until the full music set (including replacement copies/payment) is returned, and any overdue charges are paid in full, no further 
music sets will be loaned to that group. 
 
5.2.1 Processing Music Set Requests. 
 
The requested title will be checked against Bath and North East Somerset Libraries holdings. If the title is in stock and not 
requested by another library authority it will be reserved. 
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1. If the title is not available from B&NES holdings application will be made to South West library authorities. If it is available at a 
SW location it will be reserved by the B&NES ILLNs department for the required dates as stated on the request slip. 

 
2. If the title is not available from a SW library authority application will be made to national Inter-lending authorities. If it is 

available at a national location it will be reserved by B&NES ILLNs department for the required dates as stated on the request 
slip. 

 
3. There are some library authorities that have large collections of music sets and charge to hire these out. We will not pay for 

the hire of music sets from these authorities. 
 
If a title is only available from one of these authorities we will supply location details to the requesting music group, allowing 
them to make a decision to apply directly to the authority concerned.  

 
6. Play Sets 

  
The condition for the loan of play sets is as stated above for music sets.  
There is no national catalogue for play set holdings therefore we will apply for play sets within the South West region. 
Requests will be processed following the criteria above for music set applications within the South West. 

  
7. Inter-lending of Bath and North East Somerset stock to other libraries/organisations 
 
7.1 Lending Stock – Adult 
 
We will lend any fiction or non-fiction books or spoken word items unless the item is new (i.e. under 6 months old) or heavily 
requested (i.e. on a waiting list) and local material (open or closed access). 
 
7.2 Reference Stock – Adult 
 
7.2.1 We will not interloan: Open Access reference material; 
 
7.2.2 Closed Access Material (Bath Central Library or Haydon Stores) may be interloaned at the discretion of the stock 
manager  
 
Stock that is very valuable or frail may be loaned for Reference Use Only at the requesting library.  
  
7.3 Periodicals, Pamphlets and Newspaper articles. 
 
If in reasonable condition these will be photocopied and sent to the requesting library, subject to Copyright Law. 
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7.4 Children’s Stock 
 
We will lend any Children’s books or spoken word items unless the item is new (i.e. under 6 months old) or heavily requested. 
 
7.5 Audio/Visual Items 
 
We will not lend items in the following formats: 
DVDs / Recorded Music (CDs) /Language Courses. 
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Appendix 4 – Stock Disposal Policy   
 
 
 

Stock Disposal in Bath and North East Somerset Libraries 
This policy is part of the overall Stock Management Policy of the Library Service. 

 
 
1 Withdrawal of Stock 
 
When a book or audio/visual item has reached the end of its useful life it will be withdrawn and then disposed of.   
 
An item may be considered for withdrawal if: 

 It is damaged beyond repair or is not deemed suitable for repair or binding 

 It is a lending book which has not been borrowed in the last 12 months  

 It is missing or reported lost 

 The maximum number of issues has been reached (especially for Music CDs, DVDs, SPW, language course items)  

 The information is out of date, no longer relevant, or no longer compatible with the Council’s policies. 

 It is not part of the local studies or described historical collections  
 
Once a decision has been made to withdraw an item, it may be sold, offered to another library authority, added to our community 
library stock, offered to various local community organisations or sent to Bookbarn for sale / disposal. 
 
1.1 Bookbarn 
 

 We will use Bookbarn as our main book disposal partners. 

 Bookbarn undertake to sell the withdrawn books we send to them and split the profit 50-50 within the first three months (this 
will reduce thereafter.) 

 Any books that cannot be sold by Bookbarn within an agreed period will be re-cycled (no burning or landfill) or sent to 
developing countries to assist in education programmes. 

 
 
2  Sale of Library stock 
 
All items which meet the criteria for being withdrawn can be considered for sale.  
Appropriate channels for sale include: 

 Sale to the public at a library, either from a permanent sale point or at a one-off book sale.  
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 Sale to the second-hand book trade or a dealer. 

 Sale by auction – for historical or rare works held in the reference library which are not part of the local studies or described 
historical collections 

 
Libraries do not reserve materials to be sold to customers before they are withdrawn.   
 
2.1 Prices for ex library stock sold in Libraries 
 
Prices for most books will be fixed by the Libraries Management Team in consultation with local managers to minimise the 
preparation time needed before books are sold, and to help staff at the point of sale.  Prices will be set for general categories of 
books, eg hardback and paperback fiction, non – fiction, large print, and for other items such as audio-visual material.  Local 
managers may vary the prices for individual items for example old reference books may be priced higher than general non 
fiction. 
  
Annual publications such as directories and guides should be priced as follows. 
Previous year’s copy - Half cover price 
Year before that    - Quarter cover price 
Year before that   - One eighth of cover price  
 
2.2 Sale to a dealer 
 
We reserve the right to consult and use specialist antiquarian book sellers if we feel that it is appropriate for the disposal of 
certain stock. 
 
Any approaches made by dealers to us should be forwarded to the Stock Manager for consideration.  Dealers may not want to 
take all types of book but may offer higher prices than can be obtained from library sales for the right books.  
 
 
2.3 Sale of historical or rare works  
 
The material held in Bath Reference collections, stored at Haydon, has been purchased and donated to the library over the past 
150 years.  Some of the early donations consist of entire libraries from local people, which include rare or valuable books.  The 
changing nature of libraries means that much of the material donated and purchased in the past may no longer be of relevance 
to the public, or the Public Library may not be the best place to house it.   
 
The decision to dispose of these items and how they are to be disposed of will be taken by the Customer Service Management 
Team and the Libraries’ Stock Managers. This will then be signed off by the Divisional Director – Customer Services, Resources 
Directorate. An Annual Report will be submitted to the appropriate Cabinet Member for information.  
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Material may be considered for sale by auction if: 
 
1. The book is the property of Bath and North East Somerset Council, and not on deposit. 
2. It has not been used for reference in the library for five years 
3. It has not been requested for an inter library loan, for five years. 
4. There are no legal terms and conditions associated with the acquisition of the material which will prevent a sale – eg if there 

is a specific clause in a bequest which prevents a sale.  
5. It is not part of the local studies collection 
6. It is not included in the described historical collections i.e. is considered of importance in the context of the city’s heritage (A 

list of the Local and Historic Collections is Appendix 2 of the Stock Management Policy)  
7. The cost of security, conservation or of insuring the item is deemed to be prohibitive. 
 
The items will be assessed against set criteria and a written record will be kept, using the form at Appendix A 
 
The disposal of surplus inventory items must be approved by the Divisional Director, Customer Services, Resources Directorate 
in advance. The Divisional Director should consider whether the item(s) could be of use to another Council Service and whether 
reasonable steps have been taken to re-allocate assets within the Council. The Divisional Director should confirm compliance 
with the Council’s Financial Regulations and specifically - Code of Practice No 11. Any money made at auctions will be used to 
finance specific Library Service improvement projects which the Divisional Director ill detail prior to sale.  
 
An Annual Report of any sales or significant stock disposals will be presented to the Cabinet Member at the end of the financial 
year.   
 
3  Offering books to other libraries and institutions 
 
Books in reasonable condition which are not required for our stock and which we cannot sell may be offered to other suitable 
owners such as specialist libraries, community libraries, other B&NES services, local heritage bodies, charities or educational 
institutions (excluding schools). 
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4 Community Projects (for example below) 
 
4.1 Re-cycle a Book Competition 
 
In the past, B&NES Library Service has run a competition challenging library members to turn withdrawn library books into 
alternative works of art. All entries were exhibited in Bath Central Library and winners voted for by the public. This involved the 
local community in the creative disposal of books and appealed to people of all ages and abilities. 

 We reserve the right to continue to dispose of some of the withdrawn library books in this way for as long as the local 
community is interested in this project. 

 Only library books which have been withdrawn from our stock (meeting the criteria in point 1 above) will be used for 
entries to this competition. 

 
4.2 Community Outreach Projects 
 
We will consider donating withdrawn library stock to community outreach projects, such as craft sessions, which are held in our 
community libraries, or branch libraries. 

 Only library books which have been withdrawn from our stock (meeting the criteria in point 1 above) will be used for these 
events. 

 
 
5 Destroying Items  
 
Items will only be destroyed, if they are very damaged, tatty or dirty and do not fall into any of the protected categories described 
in the rest of this document. 
 
Wherever possible we will make use of recycling schemes when destroying stock. 
 
 
 
 
January 2018 
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Appendix A  

Assessment form for historical or rare item considered for stock disposal 

Item description(s): 

Author:     Title: 

Publisher:     Date of Publication: 

Format (e.g. Pbk / Hbk): 

Physical Condition (description – e.g. damage / binding): 

 

Relevance to collections in B&NES (e.g. local interest / local author) 

 

Demand for or use by customers (e.g. used within last 5 years or ILLN?) 

 

Historical Collections – does it comply with any criteria on the list? YES / NO 

Do we have the right to dispose - is item on deposit or part of bequest? YES / NO 

If YES to either of above questions please give details: 

Decision to dispose of or to retain and why: 

 

Decision recommended by (sign and print name): 

Approved by (sign and print name):  


