Circulation Responsibilities

Web recall requests: generic divcirc email:  EW staff, PST   

Web renewal requests: generic divcirc email:   EW staff, PST  

Web annex requests (forwarded from annex): generic divcirc email; EW staff, PST

Local clery card - create Acorn record 

& fill out data sheet    





Kesler assistant (Julie)

Correcting PINs for non-students




PST

Billing for non-ret’d books, damage, etc.



Donna

Transmittal to student accounts




Donna

Erroring fines due to inability to generate fine

notice when backdating discharge



Desk staff, EW staff

Initiation/publishing hours of operation



Donna

Devising procedures & writing documentation


Eileen

Attend Circulation Advisory Group meetings


Julie

Follow-up on “claims returned” and other patron

inquiries







Anne initially – involve others?

Troubleshooting copier equipment



First:  any staff










Second:  MAT if in










Third:  Glenn

Interview/hire new students




Julie (Anne)

Supervise problems with students
Group resolution with documentation

Train new students
Group resolution with documentation

Retrain all staff
Group resolution with documentation

RESERVES







MAT for fall 1998/ ongoing 

disucssion for subsequent semesters

Scheduling the Desk





PST—self










EW—self

PS students—EW with 

                       input from PST

Reference Responsibilities

Research Assistance Forms

Tours

Displays/Bulletin boards


Handouts

Teaching classes, Fall

Teaching classes, thoughout semester

New Books review and shelving 

Online Resources, current

Online Resources, new
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