	
	
	



Circulation/ILL Advisory Group
Agenda – December 11, 2025
Zoom, 9:30 a.m.
 
Meeting Access Information:
Join Zoom Meeting: https://us02web.zoom.us/j/85164607594?pwd=BUK3pkzAeTNcoatX7ncce7AMar18va.1 
Meeting ID: 851 6460 7594
Passcode: 637846
 
1. Call to order										  1 min
 
2. Approval of minutes from last meeting							  2 min
 
3. Old Business
 
4. New Business
a. Hard Blocks (ACTION)			                                                        	               30 min
i. Adding blocking notes to patrons from other libraries
ii. Overriding Patrons with Hard Blocks			                            
b. Clarifying Claimed Item Not Found (ACTION)					10 min
  
 
Adjournment
 
 
 
All matters on the agenda may be discussed, amended, and acted upon














4a. Hard Blocks
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Notes
Patron notes are broken up into two categories: blocking notes and non-blocking notes
· Blocking Notes will prevent a patron from checking out. They will not prevent the patron from renewing items in the PAC, through telephony, or auto-renew.
· Non-Blocking Notes will note affect the patron’s library access. These notes are just for staff reference
Libraries may alter or remove note text added by their own library. If adding a new note, add the note
at the beginning of the note field. Start the note with the date, your initials, and the library 3 letter code.
Note fields can support up to 4,000 characters, including spaces and returns. To keep note fields clean, libraries should remove notes as they are resolved and avoid using formatting that has unnecessary spaces or returns (like lists).

Overriding Blocks and Blocking Notes 
Staff who are part of the Blocks & Overrides permission group may click Continue to check items out to a blocked patron. 
Staff who are not part of the Blocks & Overrides permission group will need a staff member who is part of the group to enter in an override in order to continue checking out to a blocked patron. Staff will see a Permission Override pop-up. Someone who is part of the Blocks & Overrides permission group can enter their Polaris username and password to continue with the override. 
Note 1: Overrides will apply to only one function at a time. Separate overrides will need to be entered if the patron has both blocks and blocking notes. 
Note 2: Once an override is entered, that staff member will be able to perform that function for the remainder of their session without needing another override




i. Adding blocking notes to patrons from other libraries
Potential motion: Recommend that the Circulation Manual specifies only the patron’s home library may add blocking notes to the record.

a. Background: At the October Circulation Technical meeting, the group discussed whether libraries should be placing blocking notes on patrons from other libraries. According to the Circulation Manual, only libraries that add the note can alter or remove it.
b. Discussion: 
i. Should the manual specify whether only the home library can apply blocking notes?
ii. If other libraries are allowed to place hard blocking notes, should these be standardized/limited to certain issues?
iii. How would this affect the staff experience and existing library workflows?
c. Documentation:
i. Patron Blocks in Leap
ii. Registration has Expired; Address Check Required; Return Damaged Materials; Invalid Address; Invalid Phone Number; Verify ID; Missing Parts; Duplicate Account; See Note; Lost Card; Birthdate and/or Parent/Guardian field needed; Verify email and/or text message carrier.

ii. Overriding Patrons with Hard Blocks
Potential motion: Recommend that the Circulation Manual specifies libraries should not override hard blocks for patrons from other libraries.

a. Background: At the October Circulation Technical meeting, the group discussed if libraries should override hard blocks for patrons from other libraries. While some felt that only the home libraries should override hard blocks, others shared that they take it case by case (such as overriding registration blocks since it is their own items going out). This conversation also led to libraries double checking which of their staff had override permissions in order to limit these instances. 
b. Proposal: Update the circulation manual to include language that matches Governing Board policy - “CCS member is required to refuse borrowing to privileges to any patron who exceeds their home library’s second-level fine threshold or whose account has a library assigned block.”
c. Discussion:
i. How would allowing block overrides case-by-case impact the patron experience?
ii. How would allowing block overrides case-by-case impact staff experience?
iii. What block situations would be overridable? What would not be acceptable?
1. For example: card expiration/address check date
d. Documentation:
i. Patrons with Blocks: Every CCS member is required to refuse borrowing privileges to any patron who exceeds their home library’s second-level fine threshold or whose account has a library assigned block. (Governing Board Policies, pg. 37)


4b. Clarifying Claimed Item Not Found
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A Claimed Item is Not Found
If a claimed item is not found or returned, the item will need to be marked as Lost, and staff will decide if the patron should be billed for the item, or if the patron will not be responsible for paying a replacement fee.
To mark a claimed item as lost, open to the patron’s Claims/Lost tab. Select the box next to the claimed item. Click the "Declare Lost" button.



i. Clarifying Claimed Item Not Found
Potential motion: Recommend adding language to the Claimed Items documentation that specifies libraries should not apply a bill without the knowledge of the claiming library.

a. Background: This policy states that "staff" will decide if the item should be billed, but it does not define if this refers to the patron's home library or the library to which the item belongs. In comparison, the Damaged procedure states, "Note: The Owning Library should not apply the bill without the knowledge of the return library. Adding a similar note to the Claimed Item is Not Found procedure could provide clarity to when this situation arises
b. Proposal
i. Add language similar to the Damaged procedure - The Owning Library should not apply the bill without the knowledge of the return library (patron’s home library)
ii. Revising the language to specify "without knowledge of the claiming library."
c. Discussion:
i. How does this change affect the patron experience? 
ii. How does this change affect the staff experience?
d. Documentation:
i. Claimed Items: Resolving Claims
ii. Damaged Item Procedures
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