Library: End of the year procedures Adams12 Schools May 2013

1. Stop ILLs: Set your date in Back Office, Site Configuration, Circulation (tab on top)
to stop ILLs whenever you don’t want to send them anymore. (see screen shot at
end of section)

2. Did you spend all of your library budget? It does not carry over.

3. Check in all equipment from teachers (need to give your office the date that all items
are due back to library?) Sign teacher check-out sheets on last day if all items are returned.

3. Shelve all books and attempt to put them all in correct order on shelves.

4, Send any discarded books to ESC
5. Remove batteries from audio book players, digital cameras, and other equipment.

6. Try to get all materials returned before summer. Run Overdue reports notices for
students and teachers. You don’t need to worry about Fine reports because all fines will
show in Infinite Campus.

*|dea: Have a contest to see who can get the books back the fastest...first core (or class) to
get them all in gets popsicle party

7. If you use it, stop autodialer (calls home of students who have fines/overdues)
8. mail bills home if you do that.

Reports: Run a report that includes books lent and ones you borrowed from other schools
- Overdue Materials report (Reports, Library Reports, Current Checkouts/Fines)

*Make sure that the boxes are checked for ‘ patrons from other sites....’, and ‘materials my
patrons have...” so that you get a complete list of items still missing from other

schools. When you run that report, books from other schools will be at the end of the
report. (see screenshot below)

Good ideas concerning ILLs:

e Check for books from other schools on your shelf before contacting the school that
owns the book to ask for it back..

o Contact students who have books from other schools to ask them for those books,
so that you can promptly return books to the lending library. **Important - This
should all take place before you change ‘overdue to lost” (see below) to 1 day,
because once you change it so items more from overdue to lost in 1 day, you will
lose your ILL information on the processing page.



Screenshot below: Uncheck top box so you are no longer on the ILL list when an item is
requested from another school.
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How to Change Overdue item status to Lost item status (which generates a fine for the
item in I.C.)

Note: After the ceiling date has passed, items will be checked out as usual (for the length of
your loan period set for each Patron Type.

So, if your ceiling date is May 17 and you check something out to a patron on May 17 or
later, the item will not show overdue.

1. Back Office, Library Policies, Patron Types (tab at top): check ceiling date (last day items
are due) — screenshot below
2. Remind staff/students of ceiling date with email/announcements
3. On the day of or day after your ceiling date: Back Office, Library Policies, Circulation
Types (tab at top): Click Edit icon and change overdue to lost to 1 day, for both library and
textbook.

Why do this? So all overdue items move to a fine immediately.
4. Run overdues the next day, and all books will have gone to fine (so now all items are
fines instead of overdue notices and will show up in I.C.)
5. Call students to library to discuss consequences of fine on account - registration affected
in fall, no schedule etc. and encourage them to return the item asap.
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