MLN Circulation Committee

Tuesday, April 11, 2006

The MLN Circulation Committee met on Tuesday, April 11.  Emilee Seese, chair, called the meeting to order at 10:00 am.

Members present: Ann Farr, Judy Gunsaulis, Johnnie King, Suzette Lowe, Eva McGuire, Danny McMillion, Kim Moore, Nalini Mehta, Thresa Prunty, and Emilee Seese.

Minutes:

The minutes were approved as received.

Old Business:

There are several libraries that are not following the MLN Circulation Policies even after several reminders.  Some of the problems include: not requiring patron card to check out or renew, not giving patron their cards, not requiring any ID to obtain a library card, not asking for required information for patron cards and refusing to accept other libraries’ materials.

Libraries signed an agreement when they joined the consortium to follow the policies and procedures.  Some suggested ways to chastise those not complying with the rules was to first have clear communication to let the Director know of the violations and what needs to be done to correct the problem. 

If the infringement continues, MLN might want to look into the possibility of changing the password for a day or two to limit accessibility to the system.  It was agreed that before any decision could be made, a procedure would need to be written, brought before the MLN Board and WVLC to get permission to take the necessary steps.   It was felt that the final letter should come from J.D. Waggoner.

Possible steps for this procedure discussed were:

Contact the Director and talk to them personally

Send a letter detailing the infractions

Send a second letter to the Director and Board of Directors

Send a third letter from the Library Commission with J.D.’s signature.

Emilee Seese agreed to mention the problems at the General Meeting in May.

If any library needs to know what is missing from their patron cards, they can create a list.  Those needing help can contact Emilee and she would assist them.

The Committee agreed that a library could charge patrons a fee to pay for postage to send materials back to the proper library.

New Business:



Interlibrary Loan problems:

· ILL labels would not peel off the materials.  Libraries needed to make sure they used removable labels.  For those hard to remove labels, Undo, Goo-Be-Gone, and baby wipes often work.

· ILL books being checked out to patrons instead of Library.  All Interlibrary Loans need to stay on the borrowing library’s card and not moved to patron.  

· When requesting materials, librarians needed to use the email addresses on the MLN site.

Institution cards:


The Committee agreed that Institutional Cards are issued by an individual library and those outside that library system did not have to honor them. It was recommended that the head of the organization send a letter requesting an Institutional Card which would include who would be responsible for any materials checked out. 


Emilee will write a policy to reflect this change to be submitted to the MLN Board for approval. She will first send it to the committee members for input.

Holds: 


Holds placed on items by patrons must have the same location code as their home library.

PCodes:


Because they may be used differently by each library system in the consortium, PCodes will not have labels.

MLN General Membership Meeting:


Training that needs to be covered:

· How to limit

· How to free records in use

· How to place holds

· How to get statistics

· Overdues

· How to enter a patron card

· ILL procedure

· Clearing the hold shelf

· How to find “last patron”

Danny McMillion volunteered Johnnie King and herself to demonstrate how to enter a patron card.

With no further business, the meeting was adjourned.

Eva McGuire

Secretary

