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I. Deposit Collections 
 

Cuyahoga County Public Library  
Deposit Collections  
Revised September 2021 
 
CCPL has several deposit collections in and around our service area. Deposit collections are 
generally used to serve an audience that would have difficulty reaching our branches for some 
reason: nursing homes, teen facilities, etc., But we also have major deposit collections in colleges. 
 
Deposit collections are composed of active “checked out” CCPL materials. They are not 
withdrawals, nor are they specially purchased. They are gleaned from the regular collection, 
usually by a department head or librarian specifically in charge of servicing that facility.  
 
Here are the accepted CCPL standard practices for deposit collections:  

1. When a branch is approached by a facility asking for a deposit collection, the branch 
manager should make sure the facility is an appropriate one for such a collection by 
checking with Wendy Bartlett, Collection Development Manager, in CDD and that 
manager’s BSD. Generally, if they meet the qualifications for a CCPL institutional card, they 
are probably okay for a deposit collection, but CDD and BSD would have the final okay.  
 
2. Once approved, the branch manager can appoint a dept. head or librarian to liaison 
with a representative of the facility. That branch manager and librarian should tour the 
facility to ensure that it meets CCPL standards—it’s clean enough, large enough, etc. to 
ensure that the items will not be damaged, and items are being used appropriately, i.e., not 
for public performance.  
 
3. Traditionally, books have been used for deposit collections, but it is perfectly okay to use 
DVDs, CDs, Large Print, etc. If it is in our collection, it is okay for inclusion in a deposit 
collection except for toys. That request should be routed directly to YLO.  

 

4. Circulation of deposit collections:  
a. If the facility does not already have an institutional card, they must apply and be 
approved for one. The person who signs for the institutional card is not financially 
responsible for the missing or damaged items on the card.  
b. At that point, the circ super should create TWO institutional cards, i.e. “Such and 
Such Facility-Card A” and “Such and Such Facility Card B”.  
c. The deposit collection stays with the facility for 90 days. This is the equivalent of 
two six-week loan periods. The librarian in charge of the collection should mark his or 
her calendar for the six-week period and ask the circ super to renew the items at the 
six week mark.    
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d. The initial collection is charged out on the “A” card. When the 90 days is up, the 
“A” collection comes back, and the replacement collection for the next 90 days is 
charged on the “B” card. This allows for the circulation staff to determine if all “A” 
items have been returned.  
e. CCPL errs on the side of forgiving missing items with deposit collections. Clearly, if 
large amounts are missing and not returned, this needs to be addressed. However, 
we are very lenient and normally will not charge for missing or damaged items. 
Often with deposit collections there is at least a 3-5% loss rate that occurs with each 
switch out, and that is not unusual in these circumstances. As we do with in a “claims 
return” situation, we simply let the facility know what we’re missing, and “claims 
return” the items. The librarian in charge should keep track of these, particularly in 
the early days, and make sure it’s an acceptable situation. Many times, these items 
find their way “home” after a couple of months, so “claims return” is a good solution 
for all concerned.  

  
6. Facilities interested in having a deposit collection generally need to have a way to pick 

up and drop off their materials at the branch. CCPL may not be able to able to provide 
shipping for these items. If transportation is a problem for the facility, contact the BSD 
East, West or South to discuss further. 
 

7. The librarian in charge should visit the deposit collection site at least once every six 
months to make sure everything is going well, and that the facility’s needs are being met.  

 

Please call Wendy Bartlett in CDD or your BSD with any concerns or questions.  
 

 

  



Page | 5                                                    Return to Table of Contents 
 

II. Satellite Community Collections 
 

When providing satellite community collections to schools, CCPL’s goal is to make available books 

to students who might otherwise not have access. The goal is not to replace a school’s own 

library. 

 Tier 1 – CDD purchases a satellite community collection of books for Fall Semester.  CCPL 

branch staff will conduct a Spring Semester assessment to determine if additional items 

are needed that school year.  

• CCPL Budget for one school: $5000 / 400 items / 12 shelves 

o Example of possible items for Fall Semester satellite community collection at 

pilot school location: 

▪ Diary of a Wimpy 

Kid 

▪ Dork Diaries 

▪ Baby-Sitters Club  

▪ Dog Man 

▪ Cat Kid 

▪ Last Kids on Earth 

▪ Percy Jackson and the Olympians 

▪ History Smashers 

▪ Big Ideas 

▪ Who Was, Who Is 

▪ National Geographic 

▪ DK 

• Satellite community collections will be books picked by the CDD selector.  These 

popular items will remain in the collection until interest wains, or they wear out. 

• After the Spring Semester assessment additional items may be supplied from the 

CCPL existing collection by branch staff or as books chosen by the CDD selector. 

• A typical satellite community collection at Tier 1 would consist of a maximum of 450 

items per school year. 

 Tier 2 – Fall and Spring Semester change out of satellite community collections are 

curated by the branch staff with CDD available to discussion collection needs/concerns. 

• School will survey teachers and students and provide CCPL branch staff with 

topics/authors to support the curriculum. CCPL will use this information, for guidance 

purposes only, when selecting titles for the semester change out.  

• A typical satellite community collection at Tier 2 would consist of 30 to 60 items to 

be changed Fall and Spring Semester. 
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III. Roles and Responsibilities (MOU) 
 

This section serves to detail the roles Cuyahoga County Public Library and the school will have 

and what each party will be responsible for. 

▪ CCPL will provide materials for satellite community collections based on either Tier 1 or 

Tier 2 support as determined by CCPL and will be changed out Fall and Spring semester. 

▪ The school is responsible for obtaining two institution library cards from CCPL. 

▪ The satellite community collection books will be checked out on institution library cards 

by CCPL staff. Card A will have the Fall Semester satellite community collection items 

checked out on it. Card B will have the items for the Spring Semester change out checked 

out on to it. After that, the cards will alternate each semester to continually supply the 

school with new materials. 

▪ It up to the school to determine how or if they will track the books being borrowed by 

individual students. 

▪ CCPL errs on the side of forgiving missing items from satellite community collections. CCPL 

is very lenient and normally will not charge for missing or damaged items as we find that 

most missing items will eventually be returned. CCPL branch staff and the school may 

meet to discuss if the rate of missing items is consistently over 10%. 

▪ An onsite school staff member will review satellite community collection materials when 

either picked up at a CCPL Branch or delivered by CCPL to their school.   

▪ The school designee is responsible for removing and returning any satellite community 

collections books that don’t meet the school’s needs. 

▪ The school is responsible for providing shelving and displaying the satellite community 

collection in a location agreed upon by both the school and CCPL. 

▪ The school is responsible for reshelving books as they are returned by students. 

▪ The onsite school staff member will gather the old satellite community collections 

materials each semester to be “swapped” with new items either picked up or delivered 

by CCPL.  

▪ The school is solely responsible for handling any concerns about satellite community 

collections materials brought to the attention of the school. 

▪ Either party may discontinue this program with 30 days’ notice. 

 

 
_______________________________________ 

Onsite School Staff Member 

 

_______________________________________ 

School Administrator  

_______________________________________ 

CCPL Branch Manager 

 

_______________________________________ 

CCPL Collection and Acquisitions Manager 
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IV. Funding Sources 
 

• No Budget 

▪ Shop your current collection for items 

 

• Materials Budget 

▪ Move money from lesser performing formats to create a dedicated account  

 

• Library Supporters 

▪ Friends of the Library 

▪ Library Foundation 

 

• Community Supporters 

▪ Banks 

▪ Grocery Stores 

▪ City Club 

▪ Garden Club 

 

• Grants 

▪ Dollar General Literacy Foundation 

https://www.dgliteracy.org/grant-programs/  

  

https://www.dgliteracy.org/grant-programs/
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V. Selection Tips 
 

• Guidance from the satellite partner can be useful, but keep it broad in nature 

▪ Ex. Animal books, beginning readers, books, historical fiction 

 

• Selection Lists from vendors 

▪ Ingram – Curated Lists – Complimentary – Top Library Titles – updated quarterly 

with the top 250 selling titles from library customers. 

 

• Popular author/title/subject lists from Collection HQ or your ILS 

▪ Collection HQ – Discovery – Most Popular Titles – Juvenile Graphic Novels – last 

year - @ CCPL  
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▪ Collection HQ - Manage – Fiction – Collection Demand – Popular Author 

Summary – provides the information for each individual branch 
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VI. Timeline  
 

Tentative Timeline: Greenview Elementary 4th Grade 

Feb 2022: Meeting with school representatives, branch staff, and collection development staff. 

August 2022: Share proposal with CCPL’s Public Services Team and Deputy Director. 

December 2022: Meet with school representative to go over the partnership agreement. 

January 2023: Both parties sign agreement. 

January 2023: CDD selects the satellite community collection of high interest fiction, nonfiction, and 

graphic novels. 

February 2023: Satellite community collection delivered to Greenview Elementary 4th Grade Building.  

May 2023: End of year assessment conducted by CCPL branch staff and school designee to determine 

what items will be returned and what new items might be needed for next school year.  

September 2023: Additional items delivered to the school, if needed. 

January 2024: Spring Semester assessment conducted by CCPL branch staff and school designee to 

determine what items will be returned and what new items might be needed. 

 

Pictures of Greenview Elementary’s former school library 

 CCPL would plan to utilize one shelving unit for the satellite community collection. 
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VII. Survey 

Satellite Community Collection Survey 
Thank you for taking time to fill out our survey.  While we can't directly support the curriculum, your 

answers will help us continue to provide your school with materials that best meet the interests of 

the students.   

 

1. Name  
Enter your answer 

 

2. School  
Enter your answer 

 

3. Which titles/authors were the most popular with students?  
Enter your answer 

 

4. Did any of the titles remain on the shelves throughout the semester?  
Enter your answer 

 

5. Are there any upcoming school events where books could be used by 

teachers to introduce the topic?  
Enter your answer 

 

6. Did the variety of titles and quantity of copies per title feel right?  
Yes 

No - Send more unique titles/less copies of the same title 

No - Send more copies of the same title/fewer unique titles 

 

7. Please share student feedback.  
Enter your answer 

 

8. Please share teacher feedback.  
Enter your answer 

 

9. Any additional feedback.  
Enter your answer 
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Appendix A 
 

Orange Community Camp 
 

Logistics: 

• Preschool: 6 classrooms  

• Grades K-1: 1 classroom  

• Grades 1-2: 1 classroom  

• Grades 2-3: 2 classrooms  

• Grades 4-5: 1 classroom  

• Each classroom had 1 three-foot bookshelf and approximately 24 campers. 

• Goal was to promote reading for fun and participating in the Library’s Summer Reading Program. 

• Camp lasted 8 weeks. 

 

Budget: 

• # books per classroom (30) x # of classroom (13) = # books (390) 

• # books (390) x $10.00 per book = Budget ($3,900) 

• Actual expenditure = $3,525.10  

• Vendor: Ingram 

• Funding: Community Collection fund 

 

Staff Time: 

• Selecting Materials: 3-4 hours  

• Branch Packing and Delivery to Location: 1-2 hours 
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Appendix B 
 

Cuyahoga County Public Library  
Community Collections  
Revised February 2022 
 

Community Collections: 

• Community Collection items are selected by Collection Development for ALL age levels 

and sent to a branch to address a specific community need or to provide items that are 

high interest in that community. 

• Community Collections will have new location codes in Sierra: 

     ACC (Adult Community Collections) 

     JCC  (JUV Community Collections) 

     TCC  (Teen Community Collections) 

• They will come with a “New” sticker but not a separate Community Collection sticker.   

• They will be in the delivery bins with your other new materials. 

• You will not be able to identify them from their appearance, and that’s the intent! Treat 

them as you would any other new item and display accordingly. 

• Community Collection items will float. If an item starts out as “BAY Community 

Collection,” and is returned to BCH, it will become “BCH Community Collection” when it 

is swiped in. That’s fine; treat it as you would any other new item that has floated in. 

• Community Collections can be selected for any branch. If you think your branch needs a 

Community Collection of some kind, please ask your Branch Manager to reach out to 

Wendy Bartlett. 

• Community Collections are NOT REQUESTABLE in the catalog, but they can be RENEWED.   

• Like Prime Picks, 

o If a customer calls in and wants a Community Collection item held for them on the 

hold shelf, yes, we hold them. Treat it as your branch does any other hold request. 

o If a customer or another staffer calls in and wants a Community Collection item 

transferred to another branch, yes, please transfer it. Treat it as your branch does 

any other transfer request. 

o There will be other reservable copies of these titles for customers who wish to 

place a hold. 
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Collection Maintenance: 

• Items will stay in the Community Collection location for a rolling 6 months and will be 

switched to jgl, tgl, or agl location codes in Sierra by the Cataloging Manager.  After that 

point, holds can be placed on these items. 

• But to be clear, let’s say we have 30 copies of a history book in the regular, new, collection, 

and 6 copies sitting in FPR in “Community Collection” location code. At the six-month 

mark, those six will become “agl” like the other 30, but nothing happens to the 30 

requestable copies in the system. They are untouched. 

• If a Community Collection item is a mystery, or a picture book or anything other than a 

general location code, when they are switched to ‘regular’ status, they will NOT go to 

“amy” or “jpg.” They will instead, simply go to “agl” and “jgl.” (Not ideal, we know. We’re 

working on it!) 

• Community Collection items should be displayed on A-frames/new book displays for 

roughly the first 6 months but can remain displayed longer, even though they’ve switched 

to “regular” status. 

• Do not worry about taking them off A Frames or display at any particular time; treat them 

as you would any other “new” book. 

• Copies are then interfiled on your regular shelves.  Unlike Prime Picks, Community 

Collection items are not returned to ACQ/CDD. 

• Branch staff should not add items to this location code in Sierra; this is only done by 

Collection Development and Cataloging. 

So, if you are: 

A page—you do not have to do anything differently. 

A Circ person or Circ Super—you do not have to do anything differently. 

A Floor person—keep doing a great job displaying your new books. Be fearless about taking them 

off the new display if they are not going—you do not have to worry about displaying them for 

the full six months, and if they’re doing well, you can keep them there longer. (Yes, they might 

appear on the paging list at that point, but it will be the exception and not the rule.) 

A Branch Manager—have fun showing off great titles that your community loves       and enjoy 

the enhanced circulation! 

 

 

 

 


