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Crossroads on the (Book and Paper) Preservation Map

· Damage to materials is usually cumulative
· Handling and shelving practices affect the useful lifespan of materials
· Decisions for acquiring, processing, circulating, and administering collections affect the potential viability of paper-based materials
Acquisitions:
· Gifts: Do you accept them? Do you have policies in place concerning ownership, condition, disposition? 
· New material: What is your acquisitions process? What options do you have concerning the binding? Do you routinely bind paperbacks? What access do you have to commercial binders? Do you perform any in-house binding?
       Processing:

· Use of rubber bands, paper clips, post-it-notes
· Dust jackets: used or tossed? How adhered?
· Storage of books before/while processing
· Marking and labeling: Where are security strips and barcodes applied? Labels acid free? Durable? Are protectors used?
· Uncut pages
· Transporting processed materials
· Book Repair: How is this handled in the library?
     Materials access:

· Circulation: Are bookmarks, plastic bags available for users?

· Photocopying: instructions for safer techniques; book friendly copiers
· Food and Drink Policies: What are they? Clearly posted?

· Stacks: Neat and clean? Proper shelving techniques used? What kind of shelving?
· Book trucks: What kind is used? How are they loaded?

· Returns: Evaluated for damage? ILL packaging

· Book drops: How are they constructed? Where are they located?
· Patrons: Are they encouraged to report damage?

· Exhibits/open houses/outreach with a preservation focus

Administration:
· Environment: safe for staff and patrons? Lighting is adequate, filtered? HVAC relative humidity and temperature set for the comfort of users and books 

· Structure: safety and security – locks, monitoring, alarms, fire protection

· Expansion: Any plans for structural changes? Are you planning to build a new library?
· Staffing: Is it adequate? Appropriate equipment and tools for preservation?

· Insurance

· Disaster response plan

· Support for training in book repair, disaster planning, First Aid, etc.

