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.  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 is a uniform system of information listed on all card registrations.
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 the appropriate profile category. 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 category 1- select the jurisdiction where the individual lives.  If the patron does not know where they live, try these databases: 
Manitowoc County 

http://www.co.manitowoc.wi.us/taxquery/main.htm
If you do a search, under the municipality box, it shows city, town, township, etc.
Calumet County

http://calmaps.co.calumet.wi.us/
OR

http://calum400.co.calumet.wi.us/nsccalo/nsclndrec
Put in Birthdate

Addresses:  

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) Add a T in front for text notification.
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 (Tab over to)
If child is a minor:  List parents or guardian and their driver license # (do not use dashes in license)
Fill in Notify via field: EMAIL  PHONE (for text and phone)  PAPER
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.  Teacher cards expire annually.
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.  All teacher cards require an email.  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/ Extend Privilege
All library cards expire in 2 years. 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.  If an email address is added, the notify via field found under extended information needs to be changed to EMAIL (other options in the field are PAPER, PHONE) 
7.  Notes on Library cards

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

For example:  BR 4/19/2015 cm  Allow John Adam Smith to check out with this card.

8.  Overdues and Fines:  Each LARS library can set its own overdue and fine rates.  Each library sets its maximum fee.  
9. Fine collection:  Fines may be paid at any LARS library.  The library that takes the fine may keep the money for the fine.  Fees assessed for Items lost, damaged or with missing parts must be paid to the owning library.  Libraries that use collection agencies receive the fees associated with the use of the agency.
10. Damaged/Missing parts:  When checking in items, DO NOT CHECK IN any item that has visible damage or missing parts.  A damaged item should be returned to the owning library with a note about the damage.  Do not check the item in.  If a part is missing, go into check item status and find who the item is checked out to.  Contact that person about the missing part.  Keep the item at your library for one week.  If the part is not returned at this point, return the item to the owning library with a note about the missing part and all actions taken to get the pieces back.  Do not check the item in!
Lost Items

11. Payment of lost/damaged/missing parts/ collection agency items:  Under LARS, a library that takes payment for lost/damaged/ missing parts or collection agency fees, needs to pass this payment on to the owning library.  Green forms and green envelopes have been created for the payment.
When a patron pays a fine, you need to check all reasons for payment.  

If reason is damage, lost item, or collection agency, you will do the following

· Click on the line under owes to bring up a detail screen.  Once the screen is up, go under File and Print Screen.

· Print a paper copy of the screen print.

· Write the patron name and ID number on the green sheet of paper.

If there are multiple entries under reason with lost, damaged or collection agency, print each       one separately using the above directions!

· Check which library owns the item.  The green sheets have the prefixes for the other libraries.   

· If the item is owned by a different library- fill out the green sheet.

· If the payment is for damage or collection agency charges, note this on the green sheet in the appropriate field.

· Take payment for the item.  If the item is owned by another library, place the money in an  envelope and seal.  If the patron pays with a check made out to the owning library, put check in envelope.  

· Put the green form, the screen print and envelope with money in a green envelope and label for the owning library.  Put in the van delivery box for that library. 

· If your library owns the items, print a screen print with the patron’s name and a note that the item was paid for and give to your cataloguing department. 

If a patron pays a little bit at a time, take the fees for the other libraries first- make sure you account for the other library’s total payment when doing the green paperwork.  This paperwork would be done after you receive the total payment of their lost, damaged or collection agency fee.
12. Missing items

Search for all items on your pick list/ onshelf items list.  If an item is not found, check the shelf for the item 2 more times within a day of the initial request.  It is a good idea to have different staff check the second and third time as items can be overlooked and multiple eyes are always better.  If the item is not found, go under Items and click on Mark Item Missing.

Search and find the item.  Note if any other library owns the item.  If you are the only library owning the item or if all copies are lost, damaged, discarded or missing, you will need to notify the requesting library that has placed a hold!  Highlight your Library's item and click the Mark Item Missing button on the bottom.  

A screen with the title of the book will show up.  Click Mark Item missing on the bottom and a box stating there is a hold will appear.  Note the library that the hold is for and override to declare missing.  Close search and you will see the title and current location as missing.  If there are other libraries owning the same title, this is all you need to do.

If you are the only one who owns the title or if other copies are lost, discarded or missing-

Close out of Mark Item Missing module and go to Item Search and Display. The item should be highlighted on the bottom below the search box.  Click on the item and you will see Bibliographic display.  Click on the Call Number/Item tab on the top.  Now click on the holds tab.  Stretch out user number and name.

Go to File on top bar of WorkFlows and find Print Screen.  Click on Print Screen.  Hit the print icon and print.  Close out box.

Take the printed copy and write a note to the Library requesting the item.  Put a note such as the following:  "Please notify your patron that this item is not available.  Please cancel the hold."  
Put this paper in the van delivery.

The Library receiving this paper has the responsibility of notifying their patron and for canceling the hold.

12.b  Missing items card clean-up
Routinely (we are doing this monthly) all libraries should go in Check Out under the patron "Missing Items" and create a list of their missing items.   Go into the patron Missing Items.  Click on display patron.  Go into the checkouts tab.  Hit Item ID to put the list in numerical order.  Once the items are listed in barcode order, go to File (on the top menu) and click print screen.  Search down the list until you find your Library's barcodes.  Highlight that area and right click on the mouse and select copy.  Paste into a word document and save or print.  I usually change print settings to landscape before I paste the document.  Check your shelves for these missing items and check them in if you find them on the shelf.  Items that have been searched for and have been missing for a long time need to be discarded.  
12 c.  Items missing from holds shelf
If an item is missing from the holds shelf, an item can be put in a missing status.  If this is done, the library that placed the item as missing needs to send a printout of the material information to the owning library.
13. Claims returned items

 When a patron insists they returned an item, but the item cannot be found on the shelf of the owning library, an item may be put to Claims Returned by the owning library.  Items can only be marked claims returned by the owning library.  

To put an item into claims return, go to User Claims return (found under Special)  Select the user- a list of currently checked out material will show.  Select the item and open the calendar gadget and select the date the patron feels they returned the item.  Select mark items claims returned on the bottom.  
Libraries will receive a report from the system administrator at 3, and 5 ½ months about items that are in the claims return status.  Libraries should check their shelves for these items.  At 6 months, the patron will be billed for the claims return item.   If an item that was in claims returned has been found, libraries will have to manually reset the claims return of the patron. 
14.  Holds limit

A patron may not have more than ? items on hold at any one time.

15.  Renewal limit

Items may be renewed up to 3 times.  Items that have a hold on them may not be renewed.
16.  Maximum number of items that can be checked out

A patron may have 75 items checked out at any one time on their card.  Some libraries limit the number of items by material type.

17.  Check in procedures  
Check condition of items before scanning the barcode. If there is a problem with an item follow Damaged/Missing parts procedure that is above.  
18.  Checkout of an item with a Hold 
If a patron of your library selects an item for check out that has a hold on it (or appears on the holds list before it was retrieved from the shelf, the patron is entitled to check that item out.  Over ride the hold and check the item out to the patron.

19.  Clear cancelled holds Report
This report needs to be run daily before the pick list/ onshelf holds list is run.  Any items showing on the list, need to be pulled from your holds shelf, checked in and routed to the proper library.  Once the clear cancelled holds report is run, items need to be checked in and are no longer available to the patron.  If an item is not found on the shelf, notify the patron to see if they have the item.  If they do, check it out to the patron.
20.  Pick List/ onshelf holds list running
The pick list/ onshelf holds list must be run at least once each day that the library is open by all LARS libraries.  Library administration can determine additional running of the list for their library.  To run the list either go to reports and select Pick list as needed.  Select schedule new report.  Highlight  Pick_List_As Needed and click on this link.  Clink on Run Now on the bottom.   Close box.   Go to Finished Reports and look for Onshelf holds for your library.  If your library doesn't show in the list of other libraries, there are no items for it. 

If the list isn't in finished reports, click on the refresh icon on top (bunny in the hat)  If it still doesn't show on the list, click the 3rd icon on top(magnifying glass) and it will let you know what report is running.  If no report shows as running, start over. If it says one is running, be patient, do not send another report.  Try clicking on the bunny in the hat icon and see if the list shows up.  Highlight your library’s name and click on print.   A box will appear, unclick view log and click ok.  A report will print on the printer.  You can now close out of reports and pull the pick list items off the shelf.  Items should then be fine-free checked in and routed to the appropriate library.  Any item not found on the list, should be searched for 3 times and then put to a status of missing.  See missing items above for procedure.  

Or to get your pick list, you can go to Holds and select Onshelf holds.  Manipulate the list the way you like it and print.  

21.  Delivery procedures
MCLS maintains daily van delivery.  Bins and flags are provided by MCLS.  Items with holds for other libraries except Manitowoc need to have a transit flag placed in the item when the item is checked in.  Items that are in transit to a library do not require a flag.  Separate items for each library.  Items with holds should be place on top of the bins.   MCLS will coordinate van delivery and changes for holidays and library closures.
22.  Interlibrary loan (ILL)
All ILL items circulated should have a brief title record created.  Start title with ILL-TITLE OF BOOK.  All brief title records should be shadowed.  When the ILL item is returned, check in and discard item from system.  
23. Contact Procedures for LARS Network/ILS Outages (adopted by LARS 12-4-10)

MCLS Contact Procedures for LARS Network/ILS Outages
What to do when the Work Flows system goes down

1.  When Work Flows goes down at your library, check if the Internet is also down.  Check to see if you can log in to Work Flows.  If you cannot log into Work Flows or experience Internet problems, contact MCLS using the contact information below. 

2.   If you decide to go to the off line check out mode, set up the offline session, using the default due date for books.  Go to check out and scan as you normally do.  Change due date on 1 week items (DVDs and Videos) before you scan them.  

3.  Do not check any items in while the system is down.  Do not shelve any items that were returned on the day of the system going down, until the system is back up and functioning.  MCLS will call the member libraries when the system is back up.  PLEASE DO NOT LOG IN UNTIL YOU RECEIVE THE ALL CLEAR FROM MCLS.  

4.  If an individual library is the only one down, they should contact MCLS when they are back up.  MCLS will run the offline circulation report.

5.  After an outage, MCLS will send out an email that explains the causes and effects of the outage.

6.  When the system goes down for a longer period of time follow the above procedure, but consider the following things:

· Check shelf before doing overdue lists for the next couple of weeks.  This may be impossible for the larger libraries.

· Reconcile the holds shelf at least once.  If a patron came in and picked up holds and the system does not reflect this, the holds will eventually expire and be forwarded to the next person in the queue.  This might get messy.

· Remember the date the system went down when looking at patron records and be ready to forgive fines based on this date.

· Holds placed by patrons on the day of the outage may be affected.  If their hold doesn’t show, the hold will have to be put back in and the hold queue may have to be shuffled.  

· If a patrons says they returned an item, check the shelf and if found, check in using fine free.

Primary Contact: Margie Verhelst, ILS/IT Specialist


Phone (work): 920-686-3053


Email: mverhelst@mcls.lib.wi.us

Cell: 920-889-4104


Phone (home): 920-458-5279

Second Contact: Becky Petersen, Director


Phone (work): 920-686-3051


Email: rpetersen@mcls.lib.wi.us

Cell: 920-242-4596

Third Contact: Connie Griseto, Administrative Assistant and Interlibrary Loan Associate


Phone (work): 920-686-3052


Email: cgriseto@mcls.lib.wi.us

Phone (home): 920-793-8303


Cell: 920-901-2118

During the business day: 8 a.m. to 5 p.m.

Margie is the primary contact for any ILS or Internet outages when they occur. Please contact her via office, then cell phone.  If Margie does not respond to your call within 15 minutes, then call the second and third contacts listed. 

When Margie is unavailable, the MCLS staff will be the first contact for any ILS or Internet problems that occur.  Please contact the staff in the above order when reporting a problem.

If possible, the System staff will correct the problem immediately.  If not, they will contact Sirsi/Dynix Support or Eastern Shores for network support assistance.

MCLS staff will contact the member libraries as needed, to inform them of the problems, the solutions we are attempting, and the estimated time to restore ILS or Internet service.  From this information, the libraries can decide whether they will circulate offline or not.

MCLS staff will call all member libraries when ILS or Internet service is restored.

If Margie plans a scheduled outage, she will contact all member libraries by e-mail prior to the scheduled outage.  Her messages will include the date and time of the outage, the reason for the outage, the expected length of time for the outage and how you will be notified when ILS or Internet service is restored.

In the rare circumstances that the MCLS office does not have phone service OR e-mail service, contact the staff via the cell phone numbers listed.

Before 8 a.m. and after 5p.m. on weekdays and weekends

Your primary contact is Margie by cell phone or home phone.  If she cannot fix the problem immediately, then she will contact the MCLS staff and/or Sirsi/Dynix Support for assistance.  If Margie does not respond to your call within 15 minutes, then call the second and third contacts listed. 

The MCLS staff person will call the member libraries to inform them of the problems, the solutions being tried, and the estimated time to restore the ILS or Internet service.

