REE Problem items: identification and workflows
Problem Items
A problem item is any item with a defect. Depending on the type of defect, the issue can either be noted for continued use, marked for mending, or set aside for further review.
 
Damaged vs Defect Reported: Damage can be identified as an issue requiring critical mending, withdraw, or replacement for which the patron could possibly be held responsible. Defect can be identified as wear n’ tear from general use which can be easily noted or mended. Sometimes an issue falls confusingly between these two. When that happens, it is always best to be overly cautious and treat the item as damaged which needs to be sent for further evaluation.
 
Defect Reported:
Issues from normal usage that do not inhibit the item’s circulation can be noted or quickly fixed at the desk, and then continue circulating. The examples below are only a few of the common issues; but if the issue is bad enough, the issue may require repair or can even be considered as damage done by the patron. Use your best judgment to determine if an issue is normal wear n’ tear or was caused by the patron beyond its normal use.
· Examples of general wear n’ tear:
· Worn, bent, or slightly torn corners of pages & covers
· Older item with general wear n’ tear. REE items can be noted as “Condition of item noted” if more than one specific issue relates to general wear n’ tear.
· Minimal stains along edges or throughout some pages
· Initials or symbols at the beginning or ending of a book (can use white-out to cover-up.)
· Slight tears on pages (can use mending tape to fix.)
· Slightly cracked disc hub (use Cracked Hub sticker to note issue inside the case.)
Damaged:
· Fill out the Problem Item REE or SCLS problem form according to owning library.
· Renew item, if possible. DO NOT CHECK-IN!
· Add Note to patron account with Title, Barcode, issue, REE/SCLS owning library, & your initials. If not REE’s item, include in the note that item is being sent to owning library for evaluation. Ex. “Jane Austen, bc 39078000000000, ORE item, returned with several torn pages. Sending to ORE for evaluation. Ree/ad.”
· Place the item with the other Problems Items to be evaluated if it’s a REE item. If other SCLS item, then send it on to the owning library and using the Transfer option if needed.
· Damage requiring another step:
· Mold, food, blood, urine, poop, other bio hazard or unidentifiable ick:
· REE Item: Place item in a bag & attach Problem Item form to the outside of the bag. Put next to Aly’s desk or in Problem Item box.
· SCLS Item: Place item in a bag & attach Problem Item form to the outside of the bag. Send on to owning library.


· Odor:
· REE Item: Wipe down the outside of the item. Place item in the Febreeze Bin. Using odor eliminating spray on paper towels can also be helpful to remove the smell.
· SCLS Item: Place item in a bag & attach Problem Item form to the outside of the bag. Send on to owning library.
· Insects:
· Winged: If the bugs have wings, they are not bed bugs. They are generally safe to scrape out and continue circulating the item. Add defect note to inside of front book if stains are present. If you are unsure, place it in a bag & attach Problem Item form to the outside of the bag. Give to Aly for evaluation or send on to owning library.
· Possible Bed Bugs: STOP ALL CHECKIN’s & See Bed Bugs Procedure document. It’s a whole process!

