Service Level Agreement

Between eiNetwork & Library 
 January 2007 – Revised May 2011
Item Status Deletions and Cleanup

Background

This document describes the policies and practices used to delete Withdrawn, Lost & Paid, Claims Returned, Missing, and Billed items from the union catalog.  These guidelines were developed by a task force and were approved by the eiNetwork User’s Group Steering Committee.  

In September a list of Lost & Paid, Missing, Claims Returned, and Billed items meeting the specified deletion criteria is posted to the member page.  Libraries can use this list to search for the items or update the item statuses as necessary prior to deletion.  Approximately 45 days from the date that the list was originally posted, the eiNetwork reruns the list and removes any items for which the status has changed and no longer meets the criteria for deletion.  The remaining items that continue to meet the deletion criteria are then deleted. 
Withdrawn items meeting the specified criteria are deleted on a monthly basis during the first week of every month. 
Terms for Item Deletion 

Withdrawn items

· Items with the status of Withdrawn are deleted from the union catalog on a monthly basis when the status of the item and the icode 2 are both marked withdrawn.
Lost & Paid items

· Items with a status of Lost & Paid are deleted from the union catalog on an annual basis when the last checkin date is older than 6 months. 

· If the Lost & Paid item is the last item on the bibliographic record the bibliographic record is deleted at the same time as the item record.

· Items with a status of Lost & Paid more recent than the last 6 months are suppressed from displaying in the Web OPAC.

Claims Returned items

· Items with a status of Claims Returned are deleted from the union catalog on an annual basis when the item is not linked to a patron and when the last checkin date and the create date of the item is older than 1 year. 

· If the Claims Returned item is the last item on the bibliographic record the bibliographic record is deleted at the same time as the item record. 

· Items with a status of Claims Returned with a create date or last checkin date more recent than a year are suppressed from displaying in the Web OPAC.

Missing items

· Items with a status of Missing are deleted from the union catalog on an annual basis when the last checkin date and the missing date variable field are older than 1 year.

· If the Missing item is the last item on the bibliographic record the bibliographic record is deleted at the same time as the item record.  

· Items with a status of Missing are not suppressed from displaying in the Web OPAC.

Billed items

· Items with a status of Billed will be deleted from the union catalog on an annual basis when the due date of the item is older than 4 years and the item is still attached to a patron record.

· Libraries with Billed items that have been submitted for collection or to a magistrate should change the item status to Long Overdue.  Items with a status of Long Overdue are not deleted from the union catalog.

· If the Billed item is the last item on the bibliographic record the bibliographic record is deleted at the same time as the item record.  

· Items with a status of Billed are suppressed on a monthly basis from displaying in the Web OPAC.

Calendar for Item Deletion

Items with a status of Lost & Paid and Claims Returned are suppressed on a quarterly basis, in the first week of February, May, August, and November. Items with the status of Lost & Paid, Claims Returned, Billed and Missing that fit the deletion criteria will be posted on the member Web page by mid September, and deleted annually at the end of October. Items with the status of Withdrawn are deleted on a monthly basis. 

Guidelines for Item Cleanup

Libraries are able to run status reports for items with Lost & Paid, Claims Returned, Billed, and Missing statuses. These reports can be used to correct an item status before items are deleted from the union catalog.  Instructions for running these types of reports are available on the Reports Wiki: https://libraryreports.pbworks.com/
Lost & Paid Status Report

· Libraries can run a report that will show all items for their location with a status of Lost & Paid.  The report can include such things as the Internal Note, which contains the date the item was marked Lost & Paid, the amount paid, and the patron number. 
· Libraries can use this report to make note of items that they may want to replace in their collection.

· Libraries may choose to offer a refund to a patron who pays for an item but subsequently finds and returns the item to the library.  

· If an item with a status of Lost & Paid is going to be returned to the collection the library should change the status of the item to available and delete the Internal Note.

· Items with a status of Lost & Paid are suppressed on a quarterly basis so an item that is returned to the collection may need to be unsuppressed by changing the ICode2 from the code Lost & Paid Supp to the default hyphen. 

· Information about Lost & Paid items that have been deleted from the union catalog can be found in the Fine Paid History up to one year from the item being marked Lost & Paid. 

· The Billed and Missing Task Force created a procedure and form to be used when a library marks another library’s item Lost & Paid.  

· That procedure and form is available on the eiNetwork members page: http://member.einetwork.net/  >  ILS Systems from III  >  General Information  >  LOST & PAID for Other Library’s Items 

· The direct link to the document is:  http://member.einetwork.net/member/lostpaidform.doc
Claims Returned Report

· Libraries can run a report that will show all items for their location with a status of Claims Returned.  The report can include such things as the Internal Note, which contains the date the items was marked Claims Returned and the patron number. Libraries can use this report to check their shelves for items marked Claims Returned.  

· If an item with a status of Claims Returned is found the library should change the status of the item to available and delete the Internal Note.

· Items with a status of Claims Returned are suppressed on a quarterly basis so an item that is found may need to be unsuppressed by changing the ICode2 from the code Clms Ret Supp to the default hyphen. 

· Libraries can choose to withdraw an item that has a status of Claims Returned if they determine that the item is not going to be found and they prefer not to wait for the annual deletion.
Missing Report

· Libraries can run a report that will show all items for their location with a status of Missing
· Libraries can use this report to check their shelves for items marked Missing.  The library should change the status of the item to available if the item is found.

· Libraries can choose to withdraw an item that has a status of Missing if they determine that the item is not going to be found and they prefer not to wait for the annual deletion. 

Billed Items
· The eiNetwork will run a monthly update of these items.  All Billed items will be marked Suppression in the icode2.  This will prevent them from appearing in the Catalog. 

· Libraries can run a report that will show all items owned by their location with a status of Billed. 
· Libraries can use this report to make note of items that they may want to replace in their collection.

· Libraries can use this report to help determine what further action they choose to take against a delinquent patron. 

· Libraries should change the status of an item from Billed to Long Overdue if the item has been submitted to a collection agency or magistrate. 

· Libraries can choose to withdraw an item that has a status of Billed if they determine that the item is not going to be returned and they prefer not to have the item remain in the union catalog for 4 years.

· Libraries should note that when a Billed item is deleted from the union catalog the link between that item and the patron is broken.

Item Deletions

· The report of items designated for deletion will be available by September 15th. 

· The actual  item deletions are scheduled to occur at the end of October. The new schedule will affect items with the following statuses:

· Missing 

· Claims Returned

· Lost and Paid

· Billed
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