
Suggested changes to the Policies and Procedures Manual for discussion: 

 

Page 6 

If a cardholder presents an item for checkout that has an on-shelf hold (for another cardholder or 
Partner Library), proceed with checkout by using the hold override. Other cardholders who have a hold 
on that item will remain in the queue.  FOR DISCUSSION – add the following?:  If the item is a trapped 
hold and another patron has been notified it is available for pickup, do not use the hold override and do 
not checkout the item.   

FOR DISCUSSION – change to the following?:  The default expiration date for a hold is 365 days from 
the date the hold is placed. There is no default expiration date for a hold.   

Comment from Della:  Cardholders can change the expiration date when placing a hold, and 
library staff can modify it at any time. Curious why not having a default expiration date would 
make a difference and why it needs to be included in the document? 

Comment from Mark:  I agree with the idea of not having a default expiration date for holds and 
for the other additions to Page 6 

FOR DISCUSSION – add the following?:  Libraries should not override a hold to renew an item for a 
patron, unless exceptional circumstances require it. 

Comment from Della:  What does this accomplish? If a patron calls to renew and we say we can’t 
it still isn’t going to be sent on to the next hold it will just become overdue….if it gets renewed 
then the other person with a hold on it remains in the que and could possibly receive a different 
copy quicker.   

Page 6 & 7 

FOR DISCUSSION:  Why are there two areas called Clean Holds Shelf?  Merge and delete the second 
instance? 

REVISED 

Each day, the system monitors changes in the status of the items on the holds shelf. If a hold’s 
availability has expired, been cancelled, or suspended, the system automatically traps the item and 
indicates it is headed for its next destination. The Clean Holds Shelf Report generates a list of INACTIVE 
holds that have been cancelled, removed, or expired or a list of ACTIVE holds that have been suspended. 
Partner Libraries are expected to process the Clean Holds Shelf report or its equivalent every open day. 

Each Partner library accesses a daily Clean Holds Shelf report in the morning. To access report:  

1. Open Workflows via your library’s login.  
2. Go to: Reports > Finished Reports.  
3. Select “Clean Holds Shelf.”  
4. Retrieve and scan each item on the report and route accordingly. 



Managing inactive holds must be done each day of operation. This is because, when a hold is no longer 
available, WorkFlows assumes the partner library pulled the item off the hold shelf. The system 
automatically changes the status of the item to one of the following:  

• the item is now on hold for the next patron in line. A hold notice is sent to the next patron 
notifying it is available for pickup.  

• the item is in transit. If it remains in transit for longer than 21 days, the item will appear on long 
intransit reports.  

• the item is back on the shelves and available for checkout.  

Not managing inactive holds may confound the holds matrix and may result in delayed service for 
patrons who are awaiting an item as a hold.  

If you cannot find an expired hold, this must be resolved. You can either:  

1. Contact your patron to see if they have it in their possession and check it out to them.  
2. Check your regular shelves for the item 
3. If it the item belongs to your library, set the item to Trace.  
4. If it is a partner item, contact the owning library so they can set it to Trace. 

Comment from Mark:  I agree that the “Clean Holds Shelf” section on Page 7 is redundant and 
should be merged as appropriate with the section on Page 6 and then removed. 

Page 13 

FOR DISCUSSION – add the following?:  If an item or crate of items arrives with damage sustained while 
in transit between libraries, contact Cara Orban with the MSC who will discuss resolving the issue with 
the courier company.   

Comment from Della:  Why wouldn’t we just contact the courier company first and then as a last 
resort contact Cara?  She is responsible for procuring the contract, but we should be capable of 
handling difficult situations. 

Comment from Mark:  It might be worth putting Cara’s contact info (phone and e-mail) in the 
sentence on page 13, but certainly isn’t necessary and would clutter things up somewhat, but I 
have always found it nice to have contact info listed right in the text so I don’t have to look it up 
(and I think library directors or staff members new to Partners or a Partner library would find this 
helpful as well). 

Page 15 

ORIGINAL 

A library may designate some items in its collection as never available for holds and only accessible 
for check out on site. These exempt materials include:  

• Archival materials reserved for in-house use only  
• Some equipment (e.g., eReaders, laptops)  
• Materials under license  



• On-Demand collections, such as Grab-N-Go  

For non-holdable items that are “materials under license” and/or part of an “on-demand” collection, 
the owning library must purchase at least one additional copy that is available to all Partner libraries 
for holds. Owning libraries should coordinate with MSC staff to create a non-holdable item type (e.g., 
GRABNGO) circulation rule for items within the exempt collection  

REVISED – FOR DISCUSSION 

A library may designate some items in its collection as never available for holds and only accessible for 
check out on site. These exempt materials include:  

• Archival materials reserved for in-house use only  
• Some equipment (e.g., eReaders, laptops)  
• Materials under license which are be non-holdable due to restrictions set by the item vendor(s) 
• On-Demand collections, such as Grab-N-Go  

See Appendix II for circulation rules set for Local/In-House Use Items.   

For non-holdable items that are part of an “on-demand” collection, specifically Grab-N-Go items, the 
owning library must make a good faith effort to purchase additional copies that are available to all 
Partner libraries for holds. Owning libraries should coordinate with MSC staff on how to designate non-
holdable collections.   

Comment from Della:  This whole section needs to be taken out…there is ZERO expectation for 
the owning library of a leased item to purchase another “holdable” copy 

Page 18 

ORIGINAL 

…library, or will move automatically to INSTRANSIT if they are filling a hold elsewhere or 
returning to… 

REVISED 

library, or will move automatically to INTRANSIT if they are filling a hold elsewhere or returning to 


