DRAFT of Condition Issues: circ and no-circ

Continue to circulate
· HARD CD or DVD Case: 
· Small cracks in the case that don't affect case integrity / functionality.
· Broken "teeth" HUB in central CD case.
· Broken or missing hinge (but case can stay closed).
· EG I prefer to send these back, especially the broken hub. If the disc doesn't stay put, it will get scratched inside the case..
· Anonymous Replace "teeth" with "hub"?

· “SOFT” CD or DVD Case: 
· Mild separation near spine.
· Small tear in plastic of case.
· Cracks in the case.

· BOOKS 
· A few small scuff marks, ink marks, or spots in 10% or less of the book edges / pages.
· Anonymous I like this "less than 10%" rule. That makes it way easier to make decisions on what to keep and what to send back. For example: one or two wrinkled pages on a book that was wet but has long ago dried is not a reason to send a book back, but 10% wrinkled pages would be very obviously damaged.
· 1-2 bent or dog-eared pages (we bend them back).
· Erasable pencil marks or writing on 1-2 pages (we erase it if we see it).
· Regular shelf wear and tear (in older books).
· Normal discoloration or page-wear in older books.
· The item has warping or beverage stains on less than 10% of the book.
· The item has bent or dog-eared pages in less than 10% of the book.
· The item has small tears on the pages in less than 10% of the book.
· The item is older than a year and has a worn cover (creases, indentations, dented edges).
· The item is older than a year and has yellowed or discolored page edges.
· The binding is loose but not broken or in need of repair yet.



Do not circulate; send back to Owning library
· CD or DVD Case: 
· Cracks or breaks that require a rubber band to keep the case closed. 
· EG We always send these back--if the case doesn't stay together on its own, there's too much potential for the disc to be damaged. The extra rubber band becomes confusing on the hold shelf as we also use rubber bands to keep each patron's holds together.
· KH I believe this stipulation might have us sending quite a few CDs back to owning libraries.
· NB Our sorter does not like things that come through with rubber bands, often causing the item to be flung off the belt and end up on the floor with more damage.  
· Broken or missing pieces that leave a sharp edge

· BOOKS:
· Spine damage / binding broken.
· Bent or significantly creased cover.
· Pages are falling out.
· Torn pages or small tears on more than 10% of the pages
· The item has dog-eared or creased pages in more than 10% of the book.
· Taped pages or other evidence of repair (without a repair note).
· Erasable pencil markings or writing on more than 3 pages.
· Non-erasable markings or writing on any pages.
· The item has food stains of any kind. (is this a HazMat issue?)
· The item has warping, significant staining or discoloration along book edges, visible water, or beverage stains on more than 10% of the book.
· Any stain that might be mistaken for a biohazard. (Obvious gross/biohazard stuff wouldn't circ).

· NEW items (published in the last 4 months with fewer than 10 circulations). GROUP WILL DEFINE “NEW’
· ANY OF THE ABOVE PROBLEMS OR DAMAGES
· The item has warping, water or beverage stains on more than 10% of the book.
· The item has dog- eared or creased pages in more than 10% of the book.
· The item has small tears on the pages in more than 10% of the book.

· Potential HazMat issues: CONCERN OVER PUTTING IN DELIVERY BIN.
· Call the owning library and inform them of the issues. 
· Ask if they want the item back or want to mark the item as Damaged and charge the patron so you can dispose of it. 
· This includes items stained with blood or other bodily fluids, items with mold, food stains of any kind? and items that are still wet from a spill.



