September 28, 2011

SC LENDS Circulation Policy

Circulation Policy Purpose
This serves as uniform documentation of SC LENDS policies and procedures for all library systems.
Library systems are expected to follow the policies set by the SC LENDS Executive Board.

With recommendations from the SC LENDS Circulation Working Group, the SC LENDS Executive
Board sets standards for our policies and procedures. The SC LENDS Circulation Working Group
oversees quality assurance and training.

Updating the SC LENDS Circulation Policy

Any SC LENDS library can suggest changes to the SC LENDS Circulation Policy. Changes may be
suggested to the Circulation Working Group listserv or to the group during a meeting, SC LENDS
Executive Board will discuss and make final approval before being added to the policy document.

Levels of Circulation and Circulating Permissions

SC LENDS libraries have identified three levels of circulation permissions. Each level has the same
basic core list of duties and skills with additional responsibilities added at the higher levels. Level 1
is the highest circulation level and includes all the skills and duties of Levels 2 and 3 along with
additional tasks, which require special training and permissions.

Level 1 Circulation (More than one Level 1 per library system allowed)

* Understand that their work affects every library in the consortium.

* Follow SC LENDS circulation policies and practices.

* Must have SC LENDS Circulation Training provided by the SC LENDS Training Group or its
designee.

e (Cantrain other library staff.

* Need advanced understanding of circulation policies and procedures, as well as
understanding core functions of the Evergreen datzbase.

Level 2 Circulation (More than one Level 2 per library system allowed)
* Understand that their work affects every library in the consortium.
* Follow SCLENDS circulation policies and practices.
* Must be trained by a Level 1 SC LENDS circulation staff member or through training
provided by the SC LENDS Training Group.
* (Cantrain Level 3 Circulation staff members.
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Identify problems in the SC LENDS database and refers them to a Level 1 circulation staff
member.

Level 3 Circulation (More than one Level 3 per library system allowed)

Understand that their work affects every library in the consortium.

Follow SC LENDS circulation policies and practices.

Must be trained by a level 1 or level 2 SC LENDS circulation staff member,

Identify problems in the SC LENDS database and refers them to a Level 1 or 2 circulation
staff member,

This table outlines the permissions each circulation level has. Libraries do not have to grant their
circulation staff all of the permissions allowed at a certain level. Conversely, higher-level privileges
cannot be granted to circulation staff at the lower levels (i.e., Circ 1 and Circ 2 permissions cannot
be given to Circ 3, and Circ 1 permissions cannot be given to Circ 2).

Circulation Duties Circ | Circ | Circ
1 2 3
ABORT_TRANSIT Y b N
ADMIN_BOOKING_RESERVATION Y ¥ Y
BAR_PATRON Y N N
CANCEL_HOLDS Y Y N
CAPTURE_RESERVATION Y Y Y
CIRC_CLAIMS_RETURNED.override Y Y N
CIRC_EXCEEDS_COPY_RANGE.override Y Y N
CIRC_OVERRIDE_DUE_DATE Y Y ¥
CIRC_PERMIT_OVERRIDE Y N N
COPY_ALERT_MESSAGE.override Y Y N
COPY_BAD_STATUS.override Y Y Y
COPY_CHECKIN Y Y Y
COPY_CHECKOUT Y Y Y
COPY_CIRC_NOT_ALLOWED.override Y N N
COPY_HOLDS Y Y Y
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COPY_|S_REFERENCE.override

COPY_NEEDED_FOR_HOLD.override

COPY_NOT_AVAILABLE.override

COPY_STATUS_LOST.override

COPY_STATUS_MISSING.override

COPY_TRANSIT_RECEIVE

CREATE_BILL

CREATE_CONTAINER_ITEM

CREATE_COPY_NOTE

CREATE_COPY_TRANSIT

CREATE_DUPLICATE_HOLDS

CREATE_HOLD_NOTIFICATION

CREATE_IN_HOUSE_USE

CREATE_MY_CONTAINER

CREATE_PATRON_STAT_CAT_ENTRY_MAP

CREATE_PAYMENT

CREATE_TRANSACTION

CREATE_TRANSIT

CREATE_USER

CREATE_USER_GROUP_LINK

DELETE_CONTAINER

DELETE_COPY_NOTE

DELETE_HOLDS

DELETE_PATRON_STAT_CAT_ENTRY_MAP
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