
Circulation Services Committee 

September 12, 2017 

 

Present: Jeff Kauffeld (MAD), Zach Ott (BAR), Steev Baker (SUN), Kelly Heasty (MCF), 

Barbara Henderson (MID), Erica Kersten (PIN), Sarah Bukrey (STO), Margie Navarre Saaf 

(MAD), Jo Clark (REE), Ronda Evenson (VER), Eddie Glade (STP), Emily Harkins (WAU), 

Heidi Oliversen (SCLS), Cindy Weber (SCLS), Recorder: Michelle Karls (SCLS). 

 

1. Call to order at 9:34 am.   

a. Introduction of guests/visitors.  None. 

b. Changes/Additions to the Agenda.  None. 

c. Requests to address the Committee.  None. 

 

2. Approval of previous meeting minutes (10 min.).  The committee approved the July 

meeting minutes via consensus. 

 

3. Action items (15 min.) 

a. Annual patron verification process re: SRLAAW Best Practices. 

Since this process includes sending patron records out to a vendor for 

address verification and then changing some patron records by adding a note 

and blocking them with a flag, the CSC should make a recommendation to 

the ILS Committee approving this annual action. 

i. Discussion:  We discussed this at a previous meeting.  Instead of expiring 

all patron records every 18 months, the alternative best practice proposed 

by SRLAAW is performing address verification every 18 months.  We 

found a Change of Address (COA) vendor to compare our addresses 

against a national database (USPS) and tell us if they’re valid and/or 

provide us with a change of address.  The workflow has been figured out, 

but we need an official motion to proceed with this option.  This process 

would initiate in October.    

ii. Motion:  M. Navarre Saaf moves that once per year we submit patron 

addresses to a national change of address database for address verification 

per SRLAAW Best Practices for libraries that bill for cross county use.  E. 

Harkins seconded.  Motion carried.        

iii. Action: We will link to the SRLAWW Best Practices document and also 

provide a link to the workflow that Margie and Heidi developed. 

 

4. Discussion items (60 min.) 

a. Update on online patron registration form project.   



i. Discussion:  MID started this and it was popular with their patrons.  We 

discovered the form was connecting directly with Koha and concerns were 

raised about security issues.  MID has adjusted their workflow to eliminate 

the direct connection; they were able to resume access to their online 

patron registration form right before the Labor Day weekend.   MID staff 

reply almost immediately to the patron request/application unless it is after 

hours.  MID deletes the patron record for patrons that do not come in to 

pick up their physical card within the 30 day mark.   There was concern 

that these patron records could place holds for Overdrive items and inflate 

the number of books SCLS is required to buy but Barbara reported that 

she did not see any indication of this happening.  

ii. Motion: None 

iii. Action: Barbara will let us know how many patrons have applied using 

the online form and the percentage that now have a “regular” account.  

b. Digital library cards.   

i. Discussion: There has been an issue with Metrologic scanners being 

unable to scan digital library cards. Technology staff is looking in to 

finding a CCD scanner that will also read the digital cards.  Libraries that 

have Self-Check can direct patrons with digital library cards to use the self 

checks as those scanners will read digital cards.  Cindy and Craig did have 

Steev at SUN do some testing with an older model of a CCD scanner and 

it did work.  However, you can’t order this particular model anymore.  

Craig is looking to order some models to test on both the Boopsie app and 

the MID digital library card to see what the best options are for the 

libraries.  We will report the findings with scanner testing with the 

committee.    

ii. Motion: None. 

iii. Action:   Once models are ordered for testing we will create a plan and a 

timeframe.        

c. Vendor demos in September and October.   

i. Discussion:  We received suggestions for additions and changes to all 

checklists. Heidi is working on making the suggested changes/additions to 

the Patron/Circ/Staff Holds checklist.  They are different than the 

checklists from last time because we have found it is better to ask vendors 

to present a workflow instead of specific functionality.  Once Heidi is 

done collating responses and modifying the checklist, Amy will be 

sending them to the vendors on 9/13.  Please note not all of the items 

submitted can be demonstrated in the allotted time.   

ii. Motion: None. 

iii. Action:  Work in progress. 



d. “New” Problem item form – allow ½ sheet for inter-library use?  Some 

libraries have created a ½ sheet sized PI form for internal use but they have 

been going out to other libraries.  Is this acceptable?  The full sheet would 

remain the official form as long as no content is changed and both sides are 

printed. 

i. Discussion.  MAD allowed their staff to reduce the large form to a ½ sheet 

for internal use only.  Then they discovered that FCH is a doing the same 

but not just for internal use.  Since there seems to be a number of libraries 

that would like this option, can we provide a half sheet, back-to-back form 

as well as the full sheet?  And in pads?  

ii. Motion: M. Navarre Saaf recommended that SCLS provide a half sheet 

version of the Problem Item/Payment Form.  K. Heasty seconded.  Motion 

carried.   

iii. Action: We will make a digital version of this form available for libraries 

to print.  Heidi will talk to Deb and Dan (MAD) about printing these in 

bulk again for libraries.   

e. Scheduling software.  STP is using “When to Work” and they have had success 

with creating Circulation staff schedules (using it for a little over a year).  MID 

has developed their own software that creates a calendar that spans all 

departments.   

f. Ecommerce reminder: When staff create a manual invoice, the drop-down menu 

default is Account management fee.  Please remind your staff to LOOK and 

SELECT the correct header for the manual invoice they are creating.  Only use 

the Account management fee for collection agency fees.  (Do we need that as a 

manual invoice header?  Yes, sometimes.)  Heidi will draft an email/blog post and 

send it out as a reminder to libraries.     

5. The next meeting is scheduled for 9:30 am on November 14th at SCLS 

Headquarters. Bring an appetite for bagels and jam. 

 

 


