
Building a Collaborative 
Collection Committee

It Takes a Village
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Why?
The right people, right away

Fewer surprises

Fewer do-overs

Smoother experience for staff 
and patrons
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Who?

Collection Development 

Youth & Adult Services

Materials Processing / Technical Services

Circulation / Patron Services

Marketing, Communications & Outreach

Administration

Each department sees collections through a 
different lens. If they touch the collection, 
they need a voice.

Think beyond collection selectors.
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Meet before the collection launches

Purpose of the collection

Intended audience

Budget considerations

Storage needs

Cataloging and processing requirements

Display and marketing plans

Maintenance expectations

Pre-Launch Discussion Topics
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Follow the entire lifecycle

How will damaged items be handled?

Who will maintain or update the collection?

Will components need replacing?

How will success be measured?

What happens if the collection grows?

Don’t stop at the launch. Ask:

Think beyond "How do we start this?" and ask 
“How do we sustain this?”
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Learn from past headaches

Reprocessing items after launch

Changing packaging or labels

Updating catalog records

Rebranding collections

Discovering storage issues

Creating workflows after materials arrive

Common challenges teams have faced:

If you've had to redo something before, make it a 
standing discussion point for future projects.
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Document decisions

Collection goals

Processing standards

Marketing guidelines

Department responsibilities

Contact information

What to document:

Keep notes, workflows, and guidelines 
in a shared location — future staff will 
thank you.
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Make communication easy

Schedule regular check-ins

Create a Teams channel or shared workspace

Keep meeting agendas focused

Share updates with stakeholders

Improve how your committee connects

The best committees solve problems 
before they become email chains.
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Before you buy…

Subscription based?

Do additional items need to be purchased?

Availability of replacement parts

Updates?

Does the item need to be wiped after each use?

Can the item be “bricked” if overdue?

What you should consider before you purchase



Megan Vasquez, Adult Services Assistant Manager It Takes a Village 

Workflow
Adult Services Tech Services Market Tasks Tech Services

• Check for all parts

• Test the item to 
determine if it’s 
good to use

• Make list of 
components with 
prices

• What type of 
case?

• Pre-cat

• Contents sheets, 
Aspen, images

• Checkout tags

• Bibliographic 
record

• Complete 
processing

• Hook and checked 
out tags
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STEAM Kits
for Kids
57 total kits with 45 different themes

Everything needed is included

Focused towards elementary youth

Stored in Really Useful Boxes

Pink sticker to indicate charging is needed

Ideas for new kits come from staff, members, social 
media etc. 

Be adaptable and flexible 



Karen Christiansen, Library Services Assistant Director and Technology Specialist It Takes a Village 

Circulation and 
Library of Things

Speak up—your voice matters

Check-in guides

Procedures are fluid
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A seat at the table

Think about the logistics of each item. 

What are the processes and procedures needed as 
it:​

…sits on the shelf?

…is used by patrons?

…is returned for check-in?

…goes back to the shelf?

Speak up—your voice matters

Consider:

How should parts be labeled?

Do we need to count parts?

Should parts be loose or bagged?

What will be easiest for patrons and staff to keep 
track of parts?
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Discharge procedure

Sample photos

Attaching zip ties

Guides for Youth toys and tech
Provides guidance on what to look for, how to 
handle problems, and the proper way each 
item should be “sealed” before going back to 
the shelf.

Guides include:

Check-in consistency
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Photo of item with all components

List of components

Instructions for when all is good

Instructions for when parts are missing

Guides for Adult tech and games
For items without detailed branding on the 
cases, an in-house check-in guide is created.

Guides include:

Keeping track
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Guides for Adult tech and games
When extra steps are needed to ensure 
devices are working and ready to circulate 
again, additional steps are included in the 
guides.

Keeping track
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Not set in stone
Processes and procedures are fluid

All items go through the hands of circulation staff. Listen 
to your team when they have questions or concerns 
about a Library of Thing item.

Initial check-in processes, includes lists, and labeling 
may need to be adjusted based on real world handling 
of the items.

Don’t be afraid to adjust! Best practices are developed 
over time, through trial and error and different 
experiences.
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Designing for 
Library of Things

Appealing, easy-to-read visuals

Special collaborations

Staying organized, interdepartmentally

Equipment 
circulation tags
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What do your items need?
Barcode

Outer labels

Item part list

A way to be displayed

Instructions or guides

Tip sheets

Warnings

Each item needs

Item-dependent

Ashley Middleton, Graphic Designer
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PlayPack Backpacks

Ashley Middleton, Graphic Designer

Label

Tip Sheet

Tag with Barcode 
on Back
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STEAM Kits

Ashley Middleton, Graphic Designer

Labels
Three size options based on box

Kit List

Tag with Barcode 
on Back
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Tonies

Ashley Middleton, Graphic Designer

Character Set Tag (Outside) Song/Story Guides (Inside)Tag with Barcode 
on Back



It Takes a Village 

Yotos

Ashley Middleton, Graphic Designer

Character Set Tag (Outside) Song/Story Guides (Inside)Tag with Barcode 
on Back
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Tips

Ashley Middleton, Graphic Designer

Functionality first.
• Plan space for barcode stickers

• Design so item lists are easy to visually scan
• Group frequent blocks of items
• Use consistent language
• Separate book/media lists

• Use visual marks for special procedures

• Build around ad-hoc procedures (if you don’t overthink it, 
they don’t have to retrain staff)



It Takes a Village 

Tips

Ashley Middleton, Graphic Designer

Design in batches.
• One at a time will create inconsistencies
• Number of items, word lengths—can be very different
• Not sure? Put it in now (not later)
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Tips

Ashley Middleton, Graphic Designer
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Collaborations with maker staff

Ashley Middleton, Graphic Designer

Box by Caleb Kring, Maker Associate



It Takes a Village 

Staying organized
Sections for each type

Labels

Item part lists

Checkout tags

Optional extras

Physical Binder 
with Examples

Add responsible staff

Individual items

Checklist template

Departments as “buckets”

Microsoft Planner 
online

Ashley Middleton, Graphic Designer
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Cataloging
the Library
of Things
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Celebrate successes
When a collection is thriving, take 
a moment to recognize everyone's 
contributions. 

A successful collection isn't the 
result of one department's work—
it's the result of many people 
working together.

Collaboration builds momentum. 
Share wins often.
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Final thought
A Collection Committee isn't about 
adding another meeting to the 
calendar. It's about:

• bringing the right people together 
early,

• asking good questions, and 

• creating collections that are easier 
to launch, maintain, and enjoy.

And because the best way to avoid 
reprocessing a collection six months later is to invite 

everyone to the conversation on day one!



Contact us

Ann Marie Lindsey
Materials Processing Manager
alindsey@gepl.org
630-790-6753

Ellie Hansen
Youth Assistant Director and 
Technology Librarian
ehansen@gepl.org
630-790-6733

Megan Vasquez
Adult Services Assistant Manager
mvasquez@tplibrary.org
708-532-0160

Joy Anhalt
Technical Services Manager
janhalt@tplibrary.org
708-845-5713

Ashley Middleton
Graphic Designer
amiddleton@gepl.org
630-790-6757

Karen Christiansen
Library Services Assistant Director 
and Technology Specialist
kchristiansen@gepl.org
630-790-6726
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