Mountain Library Network

Circulation Committee
The Circulation Committee of the Mountain Library Network met at 10:00 a.m. on Monday, March 1, 2004, at the South Charleston Public Library.

Members Present:  Johnnie King, Eva McGuire, Danny McMillion, and Emilee Seese

Emilee Seese was elected Chair of the Committee by acclamation.

Eva McGuire was elected Secretary of the Committee by acclamation.

Emilee Seese distributed copies of the Patron Types of the member libraries.

Circulation Logins

The Committee reviewed the Authorized Functions for four Circulation Logins: Trainer, Department Head, General (which includes Branch Manager), and Front Line Staff.  The final permissions are attached.

Circulation Parameters

Item Types:
Emilee Seese will e-mail the member libraries and request the item types they are currently using.  This information needs to include the item type, circulation period, and fines charged.

Loan Rules:

Johnnie King shared the form that Raleigh County is using for completing their Loan Rules.  She mentioned that each library needed to list the rules of each patron type for every item type.  The committee agreed that Emilee Seese would send an e-mail to the member libraries with a blank form, directions for getting to the Innovative Manual including passwords, the ID numbers for the sections that corresponded to information on completing the Loan Rules Table, and a brief explanation on what needed to be done.  This material is due on Wednesday, March 10.

Circulation Notice Text:

First Overdue Notice:


Dear Patron:

The following items checked out on your card are overdue.  Please return them at your earliest convenience.

Second Overdue Notice:

Dear Patron:

We see that your items are still overdue.  Please return these items as soon as possible or you will be billed for their replacement.

Third Overdue Notice:

Dear Patron:

The following items are overdue on your card.  Please return the items or pay the replacement cost.

Recall Notice:

Dear Patron:

Another patron has placed a hold on the item listed below.  Consequently, a new due date has been established for the item.  Please return the item by the date specified below.

Automatic Patron Block Table:
Manual  ID# 105402

The Patron Agency number should be set at the highest amount (999). The Patron Expiration Date should be set for yes (Y) in accordance with the Circulation Policy for MLN.  Maximum Owed refers to the fine limit.  It was noted that libraries that request a limit should set the number to –1 instead of 0 because the system interprets 0 as meaning there is no limit.

Day Closed:
Emilee Seese has received this information from most of the member libraries already.

PCODES:

Patron codes 1 and 2  (PCODE1 and PCODE2) are commonly used as statistical category fields.  These are single-digit fixed-length fields and can be alphabetic or numeric. There are 32 codes available that may be created per library system.  Information can include schools, zip codes, birth date, outreach, etc.

Patron code 3 (PCODE3) is also used as a statistical category field. There may be up to 256 elements within this code type.

Johnnie agreed to contact Gloria at Innovative to find out more information on the differences between these three patron codes.

PCODE4 is a customizable, numeric, fixed-length field where locally determined patron information can be stored. By default, PCODE4 fields are limited to 1000 possible values.

Hold Pick-Up Location Table:
Because there are questions regarding placing holds on materials, the committee decided to wait until Johnnie King could get additional information from Gloria at Innovative.

Circulation Policy Change Form:

The committee felt that the form should contain the following information: name of person, library affiliation, date, and e-mail address. 

 If this is a change to the current policy, the policy line number is needed, a statement of what they would like to see changed, and a justification for the change.

If this is an addition to the policy, then the addition needs to be stated with a justification.

The Circulation Committee will review the change and make a recommendation to the board.

It was decided that the group would meet again once the information has been gathered concerning the Circulation Parameters.

With no further business, the meeting adjourned.

Eva McGuire

Secretary

