LARS Circulation Policy
Mission:  The LARS Consortium circulates materials to the public at member libraries.  The LARS circulation committee sets standards for circulation and oversees the needs of the public.

Circulation Committee:  LARS will establish a permanent committee which will meet at least twice annually.  The committee will look at all areas of LARS circulation and set standards and make recommendations for all member libraries to follow in circulation.  Recommendations will be approved by the LARS group.  Procedures to implement recommendations will be the responsibility of the Circulation committee and its member libraries.

Standards:  The LARS member libraries agree to follow the standards and procedures set by this group.

Index of procedures

Circulation Procedures
1.  General
2.  Library Cards:  Each library can issue library cards to its users and set its own guidelines for issuing cards.  But library users should have only one card in the LARS system.  Library cards are good at all LARS member libraries. A library may issue teacher and institutional cards in addition to regular library cards.  There will be uniform system information listed on all cards.
Patron registration (Users) Properties can be preset
Adult, young adult, juvenile
Before registering a patron, go into Display user and check the patron’s name using a Keyword search.  If the patron is not listed, then use User Registration to register the patron.  If their name comes up, check if it is the patron.  For new users, scan new barcode and select profile category (Adult, Young adult (ages 13-18) or Juvenile (under 13)  and select OK
Basic Info:
Use the Name as it appears on the person's identification--do not use nicknames

Name must be in the Last, First and Middle Initial fields   Use middle name when name has other users with same first and last name.

DO NOT use the Preferred name field--it files incorrectly 
Do not use MR, MRS, MS or DR anywhere. 

JR and SR, etc, goes after the FIRST NAME.  No comma or period (Example JOHN JR) 

Do not use a period after the middle initial. 

Use a - (dash) for hyphenated last names so they file correctly. 

Privilege: will generate itself

Demographics:  Select user category1- select the jurisdiction where the individual lives  

Put in Birthdate

Address:  

Use PO BOX  (not P. O. Box, etc) When using PO BOX, the patron’s street address goes into  

    the second address field

Do not put a comma between CITY STATE 

Telephone number needs area code and dashes in between  (920-756-3215)

List email address if patron wants email notification (make sure email is in lower case)

List drivers’ license number without any dashes (B300000055566)

A second address may be listed for some patrons.

Extended Info

If child is a minor:  List parents or guardian and their driver license (do not use dashes in license)
Click on check for duplicates-none should be found and then click on register. A box will come back when you are done.
Copy user 

Use this feature to clone information for a user to a new user.  Family members may be done this way.
Enter card of user you want to clone.  Scan new bar code and make appropriate changes

Family registrations would require names, birthdates and guardian information. Use the format as listed above.
Wizard allows you to continue cloning users for as many as you need.

 Remove User

To delete user, card must be clean of charges and checked out items. If clean, delete user.
3.  Teacher Cards 

A teacher or a parent who home-schools may have a teacher card.  A teacher card is to be used for curriculum-based materials and not for personal check outs.  Teacher cards include a longer check out period for items other than videos/dvds and no fines levied on materials checked out on the card.

Basic Information:
To register a teacher, select teacher under profile name.  When listing their name Put (T) next to their first name.   Mary (T)

Demographics:  Select user category 1- select the jurisdiction where they teach

Put in Birthdate

Address:  List the address and telephone number of the school where they teach.  Put their personal address information in the second address field.

4.  Other institutional cards

Any institution card may be issued to agencies such as Senior housing and nursing homes.  Select Institution under profile.  List the name of the institution under LAST NAME. Put (SNC) after name.  List address and telephone number for institution.  An individual may be listed under guardian.  A comment listing all parties that may use this card may be added.
5.  Modify user cards

Select Modify user. 
When modifying a patron, check all address and contact information including the names of the card holder.  Respond to any messages placed on the card.  Delete or put old messages into history.  A new library card can be issued and the number scanned in as a part of the modifying process.
6.  Card renewal

All library cards expire annually.  As a part of the renewal, all fines must be paid that are on the card. Address and contact information should be checked and updated as a part of the card renewal process.

7.  Notes on Library cards

When placing a note on a library card, always list your library, a date and your initials as a part of the message.  Make sure messages are clear that individuals working in other libraries can understand.

8.  Overdues and Fines

Fine collection

Lost/Damaged/Missing parts 

Payment of lost/damaged/missing parts/ collection agency items

Missing items

Claims returned items

Holds limit

Renewal limit

Maximum number of items that can be checked out

Check in procedures

Holds and Pick list

Clean Holds shelf

Pick List running

Delivery procedures

Interlibrary loan 

Contact Procedures for LARS Network/ILS Outages (adopted by LARS 12-4-10)

