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Background:     Prior to October 1999, the only dust jackets kept and covered were those on books sent to the Current Reading Room (CRR) collection.  When CRR books were transferred to the general stacks (after 1-2 years), the dust jackets and covers were removed and discarded.  From October 1999-April 2001, dust jackets on CRR books were left on when the books were transferred to the stacks.  In March 2001, after a year of investigation and discussion, the Collections Care Committee recommended and Department Heads approved a change in the Library policy on dust jackets.  

Policy:     Effective May 2001, the Library policy on dust jackets is to retain all dust jackets in good condition, cover them with polyester, attach them to the books, and retain them for as long as possible.  The primary benefits we hope to derive from this policy change are retention of useful information and an integral aspect of book design, protection of case from light, abrasion and spillage, enhanced visual appeal, and a body of data to share with other libraries on the effects of dust jackets on books.  This policy was initially considered a pilot project, an experiment, which would be evaluated in a variety of ways as time passes.  Procedures are designed to maximize reversibility of this decision, should that become necessary or desirable in the future.  In 2007, we decided that we had learned more than enough to continue this practice routinely for the foreseeable future.
New Books:

· All dust jackets that are in good condition are kept, regardless of the collection designated.

· No repairs are made to dust jackets.

· Small tears in the jacket will be stabilized by the polyester cover.

· If jacket is badly torn or heavily-soiled, it is discarded before processing.

Older & Gift Books:

· Collection Development staff decide whether to retain or discard dust jackets on gift books.  If the decision is to discard, the jacket is removed during collection evaluation.

· Acquisitions Associate decides whether to keep dust jackets on newly-acquired older books – e.g. out-of-print, used or older backlist acquisitions.

Bookplates:     

· In books with dust jackets, bookplates are attached to the front flyleaf, not to the pastedown.

· If there are endpaper maps, charts, etc., the bookplate is sited in one of the designated alternate locations designated in routine book processing procedures. 

Barcodes & Spine Labels:     

· Books with dust jackets have duplicate barcodes and spine labels on both the case of the book and on the dust jacket.  In May 2007, we stopped using duplicate spine labels & barcodes on books with dust jackets.  A single spine label and barcode are applied only to the dust jacket.
· Barcodes on the jacket are positioned so text is readable, whenever possible, while keeping the barcode within the acceptable position for future self-checkout.

Materials/Processing:

· Polyester covers -- 1.5 mil, archival, with archival paper flaps inside, so that jacket is fully encased and no tape touches jacket itself.

· Permacel tape -- used to secure the jacket to the book in a way that “hides” the tape and does not tape directly onto the case.  Two-inch pieces of tape are used; they are “wrapped” over the front and back boards, at top and bottom, so that the sticky side is “out” and sticks to the inside surface of the covered dust jacket and not to the book boards.
· If there are endpaper maps, charts, etc., the tape is positioned so the dust jacket flaps can be lifted to consult the endpaper information.

Item Record Code:

· ICODE1 = 333 (DUST JACKET) which means “HAS DUST JACKET”

· Cataloger sets code in item record at the time of cataloging.

· Not used for books in Special Collections, which often have dust jackets retained.

· No attempt is made to change this code if a dust jacket is lost or discarded.

· Prior to the III system merger in 2004, ICODE2 = j was used to code for dust jackets.  At that time, all the items with ICODE2 = j were updated to ICODE1 = 333.
· In Apr 2007, we stopped adding the dust jacket code in ICODE for general collections books.  It is now being used only for new books added to Special Collections with dust jackets retained.

Maintenance/Repair:

· Damaged or unsightly dust jackets are discarded by Loan Services or Preservation staff.  They are not repaired or re-covered with polyester.  If there is no spine label or barcode on the book itself, the volume is sent to Processing for labeling.
· When a dust jacket must be removed to repair a book, it may be discarded by Preservation staff.

· Books sent for commercial library binding may have dust jackets kept, trimmed, re-covered, and re-attached by Processing staff when the book returns from the bindery.  This is at the discretion of the staff making binding decisions.
· Dust jackets are occasionally re-covered if the books are selected for an exhibit and the dust jackets look shabby.  This is uncommon.
Use:     Patrons will not be fined or penalized if a dust jacket is lost or damaged (as long as there is no damage to the book.)

Evaluation:     This policy and procedure will be re-evaluated periodically to assess effectiveness of procedures and outcomes.
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