
Delivery & Patron Returns During Down Time 12/7-12/9/2019  

Libraries Prior to Down Time (12/6/2019, 9 pm) 

Check in and process all items received from delivery or returned by patrons. 

Delivery During Down Time (12/7-12/9/2019) 

 12/7/2019 Normal delivery 

 12/8/2019 No delivery (normal) 

 12/9/2019 Normal delivery, but may be light (pickups from 12/6 & 12/7) 

 12/10/2019 Normal delivery, but may be light 

 12/11/2019-12/12/2019 Delivery may be heavier than usual 

Libraries During Down Time 12/7-12/9/2019  

Hold Items received from Delivery or returned by patrons until system is available (unless instructed 

otherwise) 

We plan to be up on Tuesday, December 10, 2019 so the down time is a short duration.  

As bins are received from Delivery, attach a Post-it with the received date to the bin. Organize items 

returned by patrons by date returned. [Once the system is available, libraries will check in oldest items 

first.] 

CIRCULATION DURING DOWN TIME 12/7-12/9/2019 

CHECKOUT 

Items can be checked out to patrons using Offline Circulation or another method. 

HOLDS 

Prior to December 6, libraries should determine whether or not they will check out holds on the holds 

shelf to a patron who did not place the hold, but is authorized to pick up a hold and if so, establish a 

process. 

You may use Offline Circulation to check out items on the Hold Shelf, but you must verify that the patron 

is the one who placed the hold.  

If a patron is picking up holds for another person and has hold pickup authorization for another patron, 

DO NOT use Offline Circulation to check out the item. If your library chooses, record the patron’s 

barcode and the item barcodes (manually or in a document) or retain the hold slips. This is optional and 

will be left up to each library to decide.  

If there is any question about the “ownership” of the hold, DO NOT use Offline Circulation and record 

the transaction manually.  

CHECKIN 

During downtime, no library will be able to check in any returned items. 



All libraries have December 7 through December 10 listed as closed days in both their Koha and 

Bibliovation calendars. No items will have those days as due dates, patrons will not be charged overdue 

fines for those days, and holds will not expire on the hold shelf. 

Talking Tech is set to not call from December 8-9. Calls for holds will begin on the morning of December 

10.  

GO LIVE 

Go live will be rolled out a few libraries at a time based on a schedule assigned by SCLS staff.  

CHECKOUT & CHECKIN 

 Libraries may begin checking out as soon as they are told to “go live” 

 Offline circulation and manual checkouts should be processed before starting checkin 

 Once offline circulation processing is complete, libraries may begin checking in items: 

o FIRST check in items returned by patrons (during the downtime). Backdate the checkin 

for these materials to 12/6/2019. 

o SECOND check in items from the delivery bins, processing the oldest first. You do not 

need to backdate delivery checkins. 

HOLD REPORTS 

 Once offline circulation processing is complete, run Holds Awaiting Pickup Report and process 

expired and cancelled holds 

 The Holds Queue Report should not be run until offline circulation processing is complete and 

the Holds Awaiting Pickup Report is processed 


