Library: Beginning of year procedures Adams12 Schools May 2013

1.

8.

In Destiny, Back Office tab, Library Policies, set fixed date and ceiling date (see
screenshot below)

Reactivate ILLs in Destiny Back Office, Site Configuration, Circulation (tab on top), so
that you can send and receive them.

Change Overdue to Lost time frame in Back Office, Library Policies, Circulation Types
(tab on top), then click Edit icon. Change to 30, 60, or 90 days for both library and

textbooks.

In Back Office tab, Calendar/Hours, mark the library closed dates, including school
holidays, on your calendar - items will not be due on those dates.

On your library online or printed calendar for all your staff to see, schedule MAPS, special
project days, other activities that will close the library.

If you use School Messenger autodialer for overdues, set it up. (directions on wiki)
For elementary schools, set up Homerooms (see instructions on library services wiki)

For secondary schools, for overdue notices;

Let Destiny default to the Overdue Period Teacher field (student’s 2nd period teacher -unless
that period is art, P.E. or music).

OR set User Defined 2 field in Destiny to Lang Arts (or other core class) teacher name and
enter individual students into their Lang Arts teacher’s class.

9.

Create displays to market your books. Upstart magazine (free sign up) is a great
resource full of ideas you can use. You can also order stuff from them.
http://www.upstartpromotions.com/upstart/

10. If you do textbooks, Check due dates for textbooks. Make sure the due date is set as the

ceiling date (before school ends so you can get overdue books back).


http://www.google.com/url?q=http%3A%2F%2Fwww.upstartpromotions.com%2Fupstart%2FPosters-%26-Decor-20598744%2F&sa=D&sntz=1&usg=AFQjCNEw8C5vDjRv1E8SYzUdLkgzr_Ypdg

Screen shot below: Re: 1: You may use a fixed date for Faculty checkouts. If you use a
Fixed Due Date, be sure to set the actual date in the bold Fixed Due Date area. If you use a
Ceiling Date (last day items can be turned in), be sure to set that for end of year.
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Screen shot below: Re: 2: Activate ILLs:
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Screen shot below: Re: 3: Change Overdue to Lost
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Screen shot below: Re: 4: Mark the Library Closed dates
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