Scholes Library
Missing Materials Policies & Procedures

Patron-Requested Search Procedure

· Patron requests a search for an item

· A search slip is prepared and the stacks are searched immediately

· Items not found are updated to Missing/Being Traced status

· Stacks are searched a 2nd time after one week, and a 3rd time after one month

· Items found during the one month period are restored to Available status and the patron notified

· Items not found after one month are updated to Lost status
· Items subsequently found are restored to Available status

Missing/Overdue Items Procedure

· Overdue loaned items are automatically updated to Missing/Overdue status after all overdue notices have been sent and an additional waiting period has elapsed.

· Daily lists of Missing/Overdue items are automatically generated.

· Stacks are searched for all items on the Missing/Overdue lists.

· Items not found:

· If the borrower is a student, the student is billed and the items updated to Lost status.

· If the borrower is a faculty member or other non-student, the borrower is contacted once more in an effort to recover the lost materials.  If the borrower has lost or damaged the materials, the borrower is billed a fair replacement cost to be determined by the Library Director, plus a $20 processing fee.  The items are updated to Lost status.  If the borrower claims to have returned the materials, the items are updated to Lost status.  

· When an item is updated to Lost status, the delinquent loan is cancelled.

· If a lost item is subsequently returned in usable condition, the item is restored to Available status.  If the patron has paid for the item, the charges paid will be credited or reimbursed as appropriate.  
Lost Items Lists

· Twice yearly, during summer and winter breaks, Circulation staff produce a Lost Items List.

· Students mark on the list the date each item was declared lost, and any call number prefixes as appropriate.

· A final stack search is conducted for each item.

· Items found are updated to Available status and their entries deleted from the Lost Items List.

· The appropriate portion of the Lost Items List is forwarded to each subject specialist.

· The subject specialists review their lists and indicate further action by marking each item either "Withdraw," "Replace," or "Wait." (Items marked "Wait" will appear again on subsequent lists if they have not been recovered.)  The lists are forwarded to Technical Services staff.

· Technical Services staff update written and electronic records as instructed by the subject specialists.
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