DRAFT of Condition Issues: circ and no-circ. Materials received to fill a hold OR items returned from a checkout.
REFER TO THIS LIST IF CONDITION ISSUES ARE NOT NOTED IN OR ON THE MATERIAL BY THE OWNING LIBRARY.

Continue to circulate
· HARD Disc Case: 
· Small cracks in the case that don't affect case integrity / functionality.
· Broken HUB in central CD case.
· Broken or missing hinge (but case can stay closed). Rubber band is optional.
· SOFT Disc Case: 
· Mild separation near spine.
· Small tear in plastic of case.
· Cracks in the case.
· BOOKS: accession date is older than a year
· A few small scuff marks, ink marks, or spots in 10% or less of the book edges / pages.
· 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 binding is loose but not broken or in need of repair yet.

Do not circulate; send back to Owning library
· Hard Disc Case: 
· Major cracks or breaks that require a rubber band to keep the case closed. 
· CAUTION: items with rubber bands may be expelled by sorters.
· Broken or missing pieces that leave a sharp edge
· SOFT Disc Case: 
· Sections of the case are completely separated.
· BOOKS:
· Spine damage / binding broken.
· Bent or significantly creased hardcover.
· Pages are falling out.
· Torn pages or small tears on more than 10% of the pages
· Any damages caused by animals or small children chewing on the item.
· Taped pages or other evidence of repair (without a repair note). By a non-staff person
· Erasable markings or writing on more than 3 pages.
· Non-erasable markings or writing on any pages.
· The item has food stains of any kind.
· The item has significant warping, 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. 
· Any degree of current moisture.
· NEW items:  Accession date is less than a year old 
· ANY OF THE ABOVE PROBLEMS OR DAMAGES regardless of amount or percentage.
· A book that has dog-eared or creased pages in more than 10% of the book.

· Potential HazMat issues: Do Not Return item to Owning library Until You First Follow These Steps:
· 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, insects and/or insect residue and items that are still wet from a spill.
· If the Owning Library wants the item back, place it in a plastic bag and seal it/tape it shut.  Then tape the Problem Item form to the exterior of the bag.  Only then place it in a Delivery bin.



