
Circ/ILL Advisory Group 
Friday, September 14, 2018 
9:30 AM, CCS Office 
 

Roll Call 
Anastasia Daskalos, Park Ridge 
Barb Majka, McHenry 
Stacy Mora, Fremont 
Louise Neidorf, Wilmette 
Erin Seeger, Northbrook 
Robin Smith, Highland Park 
Heather Zabski, Fox River Valley 
Jeff Ray, Morton Grove 
 
Also present: Mieko Fujiura-Landers, Debra Wischmeyer, Rebecca Malinowski 
 

Customizing Notices 
The group discussed adding patron and/or item barcodes to notices. At this time, patron 
barcodes do not appear on notices, though they did in Symphony. Item barcodes appear on 
some, but not all notices. The group discussed potential privacy implications of including patron 
barcodes on notices, and determined that if an unauthorized person has access to a patron’s 
notice, they already have checkout details.  
 
Action: The advisory group recommends adding both patron and item barcodes to 
notices. 
 
CCS will research adding patron barcodes to all notices, and adding item barcodes to those 
where it is not already listed. 
 
The group also discussed reminder notices, which have been the subject of feedback from 
patrons and library staff. Reminder notices can include three sections: 

1. Items not autorenewed, and will be due in three days 
2. Items autorenewed, with their new due dates 
3. All other items on the patron account 

 
The group agreed the first section should be those items that did not autorenew, as those are 
the items patrons need to take action on.  
 



Much of the discussion centered on the third group. For some patrons, the list of items checked 
out can be lengthy and overwhelming. The group considered removing the section completely. 
However, items with 1, 2, or 3 day loan periods will never receive their own reminder notice, but 
would be covered in this list of checkouts. The group would like CCS to investigate limiting the 
list of items out by due date, or if not possible cap at a specific number.  
Other suggestions for improving reminder notices were: 

● Add color or font changes to highlight important information 
● Only list material coming due soon 
● Remove the from library and add item barcode 
● List the patron account URL at the bottom of the notice 

 
Action: CCS will research which changes are feasible to make and develop sample 
notices for library staff and patron review.  
 

Revision of Circulation Policies 
CCS is revising the Governing Board policies document to be thematic, and presented the 
attached draft of circulation policies to the advisory group. Suggestions to clarify or update the 
draft were: 

● Clarify expiration periods for non-CCS RB patrons. Use the home library expiration date, 
or where home library card does not expire, a maximum of 3 years. 

● Update language around editing other library’s patrons. Non-local staff may update fields 
patron can update in the PAC. 

● Clarify language for patrons with blocks. The fine threshold should be the patron’s home 
library’s second level fine threshold. Library staff may waive fines for their patrons, 
regardless of posting library. Library staff may waive fines for non-CCS RB patrons when 
they are the transacting library only. 

● Move policy for items damaged in transit from intra-CCS billing to section on managing 
delivery. 

 
The group noted that we need clear procedures for managing unclaimed holds. 
 
Action: Update circulation policy. Update procedure for unclaimed holds. 

Damaged Items 
The group reviewed the most recent draft of damaged items procedure and discussed which 
library in a transaction should contact the patron. There were several questions around 
checking in transited material rather than material returned to the library. CCS will draft another 
procedure for damaged material from transit bins. CCS will also provide documentation related 
to billing for damaged material. 
 



Action: Update damaged items procedure draft. 

Library Card Practices 
The existing CCS policy is silent on whether or not a patron can have multiple cards in the CCS 
database. Some examples where this is relevant include children of divorced parents or owners 
of multiple single family homes or other property. The group was unanimous that there are 
situations in which a patron should have multiple cards in the database. 
 
Action: CCS will update the circulation policy for review by the circulation technical 
group. 
 

SHARE Library Requests/Loan Practices 
At the most recent ILL Technical Group meeting, the group requested best practices for filling 
SHARE library requests, specifically: 

● Should a library send a different library’s item to fill a SHARE request if the system 
prompts them to do so? 

● Should items checked out to SHARE libraries follow the same billing schedule as 
patrons? 

Regarding the first question, all members of the advisory group recommended following the 
system prompts and sending the item to fill the SHARE hold. This is in-line with the straw poll 
taken at the last ILL meeting. 
 
Action: CCS will update procedures to reflect this recommendation. 
 
The group also discussed billing SHARE libraries and agreed they should be on the 45 day 
billing schedule. The billing notices are a reminder to borrowing libraries to follow up with their 
patrons. The SHARE library accounts should be opted out of collection agency. 
 
Action: CCS will confirm SHARE library accounts are properly configured for billing. 
 
 
 

Who What When 

CCS - Debra Test notice configuration 
options 

2019 

CCS Update procedure for 
unclaimed holds 

September 2018 



CCS - Mieko Update damaged item 
procedure draft 

September 2018 

CCS - Rebecca Update circulation policy for 
review 

October 1 

CCS Update SHARE hold 
procedures 

Sep/Oct 2018 

CCS Confirm SHARE acct 
config 

Sep/Oct 2018 

 


